
CREATING A 
REQUISITION



-Click menu in 

the top left

-Click “add 

apps” button

-Add 

Requisitions to 

reference 

quickly on your 

menu in the 

future



-Click 

Requisitions

-Click “edit 

Details” 



-Click “edit 

Details” 

-These details 

are your default 

settings, you 

can edit/change 

in future steps.

-1 of Activity, 

Gift, Grant, or 

Project must be 

chosen

Notes:

-Search deliver to field 

by building and room 

#

-Search by professor's 

last name in the 

activity, gift, grant, or 

project

-Add class by 

searching professor's 

last name

-Search "experiential" 

and add the 

applicable item to the 

right

-You must have 

these 5 fields in 

the "additional 

worktags" field



**Review and take note 

of the instructions at the 

top of the requisitions 

screen

**Your requisitions will 

accumulate here where 

you can check the status



Most often you 

will “request 

non-catalog 

items”

**These 

Spend 

Categories will 

be the most 

frequently 

used ones

Haz Chem



-Fill out this 

form each 

item that you 

would like to 

order

**If your 

supplier is not 

listed, view 

the training for 

"how to create 

a new 

supplier"

-After you 

finish your 

item 

information, 

click "add to 

cart"

**You can use 

the memo to 

enter a URL



-Fill out the 

"internal 

Memo Field

**You can use 

the scroll bar 

to edit any 

information 

entered at 

prior steps

-Click submit 

to complete 

your purchase
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