
REQUISITIONS – ONLINE PURCHASING 
 
 
Start Requisition: 

*Record requisition number 
     General Description (ALL CAPS) 
 General Note 
 Commodity Code 
   
 

 
 
 
 
Import personal note and add MOC 
 

 
Check Print on PO 
 



 
Vendor Number 
 
Name and address will automatically populate 
 
Shipping information will automatically populate to the location of the code of the person entering the requisition. 
 
If you are shipping to a different location, change to the correct location. 
 

 
 

 
Enter your email for confirmation of shipment (Office Depot) 

 
 
Tab through the Terms/Miscellaneous screen  
 
Choose shop online from the ribbon on top 
 
 

 
 

OR 
 

Choose Line Items, then Shop online 
 

 
 
 



 
When you select online shopping, it will populate the vendors that are currently setup for online shopping. 
 Office Depot 
 Staples Advantage 
 Dream Ranch (Toner supplies) 
 School Specialty 
 Amazon.com (with prior approval from your buyer) 
 Lakeshore Learning 
  
 
This sample was completed to Office Depot, once you select the vendor it will populate the vendor’s webpage with our 
contract pricing. 
 
Choose the online vendor 
 
Double click or click Accept CHECK 
 
 

 
Select required products: 
 Add to cart 
 
*For Office Depot, it works best if you have a list of item numbers to list in the quick order list. If you take too long, it will 
time you out and you will need to start over.  

 
When item list is complete, view “My Cart” 
 

 
 



Choose “Check out” or “Place Order” 

 
When your order has been placed you will receive a message similar to message below: 
 

 
 
You are now being directed back to MUNIS.  
 
Select CONTINUE 
 

 
 
 
 
 
 
 



Your cart will be imported into the requisition by each line item as shown below. 
 
You may now add account code line by line or if the same account code will be used for each line you can mass allocate, 

every line in the requisition will be populated with the same account code. 
 
 
Select MASS ALLOCATE 
 

 
 
 

Enter the code line, click Accept  
 

 
 
VERY IMPORTANT!!    Click PROCESS 
 

 



  Each line will be allocated with the account code. 
 

  Brings you to the Main Screen 
 
Now you can RELEASE 
 
 The status will now read “RELEASED” 
 

 
 
Approval Process 
 
Located at the very bottom of the Main Screen 
  

 
 
Click on Approvers 
 
 It will show you the steps it takes to get to purchasing for converting. 

 
 
 
 
 
 



 
Click on EXPAND ALL to see more. 
 
 

 
 
 
 
 
The Approval field is available on every requisition regardless of if it is ONLINE or not. You can track your approvers and 

know that purchasing is the last stop before it is converted into a PO.  
 
If your Purchase Order does not print after showing completed by the approvers or on the MAIN screen under status. 

Please notify purchasing.   
 
NOTE*  Do not add 5-digit commodity code to lines.  
 Do not add lines manually to eProcurement requisitions.  
  


