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Choose the “Financial Management” tab on right





 Choose “Purchasing” tab on top











3.  Choose “My Requisitions “
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Choose “Add”


This will take you to the entry screen.
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Requisition Group:  Choose your assigned requisition group from the drop down box; some employees may have multiple groups.


Fiscal Year:  This should default, but be sure that you are entering your requisition in the correct fiscal year.


Choose the method of allocation:


“Account allocation by total requisition amount (YMA)” should be default and results in the full amount being distributed among selected accounts proportionately.


“Account allocation by each requisition detail line (YDA)” will result in each detail line being charged to an individually selected account


“This is a Blanket Requisition/Purchase Order” Check this box if the PO will be used multiple times during the year.


Description:  Enter a meaningful description of the complete order.  


Vendor:  Type the name of the vendor or select the appropriate vendor from the drop down box.


Ship To:  Choose your campus or the location you want your merchandise shipped to from the drop down box.


Attention:  Enter your name on the attention line and the PO and merchandise will be directed to you.


Due Date:  The due date will default to the date you entered the requisition.


Ship Date:  The ship date will default to the date you entered the requisition.


Ship Via:  If you have a preferred shipping vendor, enter it here; if no preference, leave it blank.


Contract:  Select the contract from the drop down box


Bid #:  Enter the bid number. 


Click on “Save and Add Detail” to move to the next screen.
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Line Number:  The line number will default for you.


Line Type:  


Select “Merchandise” if you are purchasing an item; usually “Merchandise” will be selected.


Select “Narrative” if you would like to include a note on the PO or a confirmation number.


Quantity:  Enter the number of units you are ordering


Unit of Measure:  each, dozen, miles, etc.


Unit Cost:  Enter the price per unit of measure


Total Amount:  This is a system calculation; check to make sure it matches what you are expecting.


Description:  Enter the item description or narrative explanation.


Click on “Save” to move to the next screen
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If you have additional items, choose “Add” and repeat steps 22-29.


If you need to make a change to your order, click on the line that needs to be changed and choose “Edit”.


If you need to delete an item from your order, click on the line that needs to be deleted and choose “Delete”.


After all items are entered, choose “Add Requisition Accounts”.
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Check the box next to the accounts that you want to use for the purchase.





The accounts you have selected, appear at the bottom of the screen.  Enter the amount or percentage to be charged to each account.  The total should be 100%.





Choose “Save Account Distribution” to move to the next screen.








Check your work.  Once you are ready to send the requisition for further approval, choose “Submit For Approval”.


In most situations, the requisition will go immediately to the Principal or Administrator that directly oversees the account.


Once the requisition has been approved at the campus or department level, it is approved in the Business Office.  The Business Office approval is based on:


Are there sufficient funds in the account?


Is the request coded properly?


Does the request follow current policy / procedures?


Necessary backup documents attached
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