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Create a Requisition 
 

Follow the instructions below to create, save and budget check a requisition: 

1. Navigation: Purchasing > Requisitions > Add/Update Requisitions 

2. Enter the Business Unit code or ensure the correct Business Unit code is entered.   

3. Click Add. 

 

4. The Maintain Requisitions - Requisition page displays.   

 

 

5. Click the magnifying glass next to the Origin.   
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6. Select the correct Origin code or ensure the correct Origin code is entered.  The Item list is tied to the Origin code so 

you will see only the items for the Origin code selected here.  

 

 

7. Click the Requisition Defaults link.  

 

 

8. Click the magnifying glass next to Vendor.  
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9. Enter the Short Vendor Name to search for the Vendor. 

10. Click the Look Up button.  

  

11.  Select the Vendor ID. 

12.  Select “Quantity” or “Amount” in the Distribute by field or ensure the correct field is entered.  Indicate whether the 

item will be received by Goods or Services (goods by quantity and services by amount). 

13. Enter the budget (chartfield) information (Account will be determined by the item code chosen). 

14. Click OK. 

The Maintain Requisitions – Requisition page displays.  

    

15. Click the magnifying glass next to the Item. 

16. Enter a Description of the item to be purchased. 

17. Click Look Up button.  
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18. Select the Item ID that is the closest match to the item of purchase. 

The Maintain Requisitions – Requisitions page displays.  

 

  

19. Enter the Quantity for the item entered. 

20. Enter the Price. 

21. Click the Line Comments icon. 
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22. Enter a comment about what the item of purchase is. 

23. Check the boxes for Send to Vendor, Shown at Receipt and Shown at Voucher. 

24. Click the Attach button to attach any relevant information for the requisition. See the instructions, “Attaching a 

Document to a Requisition.pdf” to learn how to attach a document to a requisition.  

25. Click OK. 

The Maintain Requisitions – Requisition main page displays. 

 

 

26. Click the Add Comments link to add header comments (optional). These comments will apply to the entire purchase. 
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27. Enter a comment about the purchase. 

28. Check the boxes for Send to Vendor, Shown at Receipt and Shown at Voucher. 

29. Click the Attach button to attach any relevant information for the requisition. See the instructions, “Attaching a 

Document to a Requisition.pdf” to learn how to attach a document to a requisition.  

30. Click OK. 

The Maintain Requisitions – Requisition main page displays. 

 
 

31. Click Save. 

32. Click the Budget Check icon. 
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33. The Budget Status should be Valid.  

A pop-up box will also display that the requisition has been routed to workflow for approval.  

 


