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STEP TO STEP GUIDE 

Entering a Requisition into BEST (from the CUSD Purchasing Department) 

 

 

Go to Page Search, in the Page Code section, type: XREQ, then click the Requisition hyperlink down below 

 

After you click the Requisition hyperlink, it will take you to a different page, Document Catalog 

Enter CUSD’s Doc District/Agency number: 73437, and click the Create hyperlink 

 

After you click the Create hyperlink, it will take you to a second Document Catalog page… 
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Be sure the following boxes are filled in before clicking the Create hyperlink 

□ Code: XREQ 
□ Doc District/Agency: 73437 
□ Auto Numbering: is selected (leave Create Template blank, do not select!) 
□ Doc School Location/Dept: (7 digit number, usually ending in 4 zeros – find from supervisor or from budgeting dept) 
 

 

After you click the Create hyperlink, it will take you to an entirely new page. This is your requisition, you are in! 
Note: be sure to write the ID number down somewhere, that ID is your requisition number.       i.e. ID 25-4281 
 

 



Page 3 of 19 
 

Complete only the specified sections – leave all other sections blank. 
It's important to keep certain sections empty to ensure proper processing by all departments involved. Providing more 
information than necessary may lead to errors in the requisition or issues when it reaches other departments. 
 
HEADER – GENERAL INFORMATION SECTION 
Document Description: type a quick summary of what your requisition is for, i.e. OFFICE SUPPLIES or CONSULTANT 
AGREEMENT WITH [VENDOR]…. 
 
TYPE IN ALL CAPS 
 

 
 
Push the Save button on the bottom left after typing in the section, as most will auto generate throughout. 
*next page to see snippet of the rest of the tabs 
 
 
Header Section Tabs: General Information – Contact – Internal Comments – Default Shipping/Billing – Document 
Information 
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HEADER – CONTACT SECTION 
 
The Issuer ID will auto generate, you must enter the Requestor ID then push the SAVE button on the bottom left. You 
can click the green up arrow to search for the person if you need to.  
Suggested: Enter your supervisor's name, enter your name if you cannot find theirs. 

 
 
HEADER – INTERNAL COMMENTS SECTION 
Will present itself front and center to your Buyer.  Feel free to leave ‘internal’ notes for any/all CUSD departments on 
the approval tree.  But remember, we need all pertinent information typed into the Commodity section. 
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HEADER - DEFAULT SHIPPING SECTION 
 
The Default Shipping Location is the CUSD Warehouse, which will automatically generate in the header section, as all 
products must be delivered there per CUSD policies and procedures, all products must be shipped to the Warehouse to 
ensure proper receiving, documentation, tagging, and inventory management.   
 
If you have any questions regarding large deliveries, special deliveries, installation requirements, ask your Buyer or 
Purchasing Department on how to proceed.  
 
If you submitting for a service, such as bus transportation, field trips, please enter your site as the shipping site on 
both the header and commodity lines. 
 
Optional to enter Shipping Method, but you can leave blank, please leave the other two sections (dates) blank 
*Important to leave blank as past dates can hinder the generation of the PO that will be processed against the 
requisition.  Special Instructions to be entered into the Internal Comments section for all CUSD departments on the 
approval tree to see. 
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REQUISITION TABS 
 

 
 
Tabs in a requisition 
Header 
Accounting Distribution – use accounting distribution when you have multiple commodity lines and one accounting string.  
Complete all your commodity lines, then go to the tab and push the Distribute Accounting Lines button, bottom right.   
Vendor 
Commodity – For every commodity line there’s an accounting string.  Be sure to include all information in the description box. 
Accounting – to every commodity line there is an accounting line/tab. i.e., if you select line 4 on your list of 20 commodity lines and 
then click the accounting tab – you will be viewing the accounting string that belongs to line 4.  
Posting – Nothing to this section 
Free Form Vendors – only use when the vendor is not in the system, fill this section out and be sure to attach the W9 to the Header 
of the requisition.  Refer to the end to see how to attach a document to the Header – all attachments must be attached to either the 
Header or can also be attached as Document Comments if the requisition is already Pending approval. 
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ACCOUNTING DISTRIBUTION TAB  
 
Use accounting distribution when you have multiple commodity lines and only one accounting string.  Do not use if you 
have multiple commodity lines and multiple accounting strings. 
 

 
 
 
VENDOR TAB 
 
Click the Insert New Line button at the bottom left of the Vendor Tab, that will open the grey areas and allow you to 
search or enter the Vendor Customer ID 
If you know your vendor ID, you may type it in, if you do not, then see step #2 – click the green up arrow, and the system 
will take you to the search page… 
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If you do not know your vendor ID – search by their legal name (name listed on their W9) or you can search by their tax 
ID (also found on their W9).  If you do not know their exact legal name, you can also do a wild card search.   
A wild card search is where you type a * in front of the letters (shift, and the number 8) 
i.e. if you are looking for TOZ Entertainment, you can search simply *TOZ* and click the Browse hyperlink.  
 
If you are searching for a vendor, the system will take you to this page… 
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If you find there is more than one vendor ID, take the time to select the vendor ID and make sure the address and/or the 
tax ID matches. Important for processing.  For example, Universities or National Organizations with many departments 
and/or locations, will have more than one ID – one ID for each department, etc. 
 
Select your Vendor and the system will take you back to your requisition. 
Only the name of the Vendor will show **Push the save button at the bottom left, and the system will auto fill the 
address code and vendor contact if there is one… 
You will get an error message if all the sections are not auto-filled. 
 

 
 
Next…. go to the Commodity Section 
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COMMODITY TAB 
 
Click the Insert New Line, bottom left to open your first commodity line.  If you are ordering office supplies, for example, 
and your quote has 20 lines on it, then you will have 20 commodity lines.  If you are working on field trip/bus 
transportation requisition, then you will, most likely, have only 1 commodity line. 
 

 
 
 
There are two types of requisitions: service or item (line type).  Only certain sections are to be completed depending on 
which type you are submitting….please see below. 
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If your requisition is for product, then please complete the following sections of your item type requisition 
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If your requisition is a contract-related requisition or a Service Line Type requisition….see below 
Feel free to use the same commodity code for all contract-related requisitions and be sure to mention the agenda item 
number. 
Service Dates: Service To Date: Suggested: Always type in July 31st of the fiscal year to allow for time to pay for the 
order.  If the date passes, Purchasing will get an error on their end and will be unable to process.   
 

 
 
COMMODITY – SHIPPING/BILLING TAB 
Product: allow the Header section to default to the Central Warehouse while all commodity lines show your site.  The 
Warehouse needs to know where the “final destination” is, your site will show on the commodity lines. 
Service: you may choose your site for the Header section and Commodity line/Shipping and Billing section – i.e. bus 
services, field trips, installation of, all intangible things. 
 
ACCOUNTING TAB 
Remember: for every commodity line you have an accounting line.  If you have 20 commodity lines, you can select one 
of those lines in the commodity section and move from the Accounting to Commodity section to see the accounting line 
that belongs to every line you selected.  If you have more than one line, i.e, office supplies, feel free to use the 
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Accounting Distribution section by entering the accounting string and clicking the Distribute Accounting Lines button on 
the bottom right part of the section. 
 
 
FREE FORM TAB 
 
This section is used when you are submitting a requisition for a vendor NOT entered into the system.  The Purchasing 
Department requires a W9 to formally enter a vendor into the system, they will NOT enter the vendor without it. 
 
Feel the section out as much as you can and attach the vendor's W9 to the Header of the requisition. 
 

 
 
To search for a vendor, go to the Vendor Tab and select the button with the green arrow 
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ATTACHING DOCUMENTS TO THE HEADER 
 
ALWAYS ATTACH BACKUP DOCUMENTS TO THE HEADER 
Click the file drop down from the bottom right section of the Header section, as shown below 
Click Attachments from the list 
 

 
 
You must be “editing” the requisition when attempting to attach documents to the requisition. 
Select the upload hyperlink 
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You can attach up to five files.  The system will notify you if the file is too large, and if it is, you must delete it, it will be 
unavailable to all other parties. 
Note: If it is too large, you can either separate the documents or scan them at a lower resolution to decrease the size. 
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ATTACHING DOCUMENTS TO THE REQUISITION ITSELF – THROUGH THE MAIN BAR 
 
Once the document (XREQ, PO1, etc.) is pending approvals, you can no longer attach files to the header.  However, you 
can attach to the document itself. 
 
Click the menu drop down once in the requisition 
 

 
 
 
Select Document Comments from the drop-down list, this will take you to the Document Comments web page. 
 

 
 
Click the Insert hyperlink 
Enter a *Subject and *Comment, i.e. attachment of W9, then select the Save hyperlink. 
After you save, select the Attachments hyperlink.  The attachments hyperlink will take you to the Reference Table 
Attachments web page. 
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Click the Upload hyperlink and drag your file to the description box, it will turn white when it's ready to accept the 
document.  Then click 
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While in the Upload Attachment web page, drag the file to the white description box, then select the Upload hyperlink  
 
 

 
 
 
The system will tell you whether the download was successful or not.  When it is, click the Done hyperlink. 
 

 
 
System will take you back to the Reference Table Attachments web page, click the Return hyperlink to go back to the 
Document Comments web page, then Back hyperlink to return to your requisition.  
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Need Help 
 

- Reach out to your Buyer, Purchasing Department 
- LACOE helpdesk – helpdesk@lacoe.edu or (562) 922-6646 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step by Step Guide Created by:  
Kim Davila, Contracts Analyst for CUSD Purchasing Department 
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