
Create a Requisition 
Departments other than Chemistry/Biochemistry



1. Click on 
‘Menu’ at the 
top left 

2. Click on the 
‘Add Apps’ 
button at the 
bottom

3. Type 
‘Requisitions’ in 
the search bar.  
Click on the plus 
sign to add 
Requisitions to 
your menu.



Go back to the 
Home page, click 
on ‘Menu’ and 
then in the drop 
down click on 
‘Requisitions.’

This is where you 
will set up your 
default ordering 
worktags such as 
cost center, 
account used to 
pay for the item, 
and location. Save 
the ‘Requisition 
Details” for future 
requests.

**each 
department has 
different 
requirements for 
what worktags 
must be included



‘Currency’ 
Enter US dollars

‘Requisition Type’
Select  ‘Goods/Services’

‘Deliver-To’
Enter the room and building 
where the item will be 
stored

‘Ship-To’
Enter 701 E University 
PKWY

‘Cost Center’
Type in the department you 
are in

‘Additional Worktags’ 
These are unique to each 
department and individual



Search by professor’s 
last name in the activity, 
gift, grant, or project 
fields.

Search in ‘Additional 
Worktags’ to find 
‘Funds’, ‘Grants’, 
‘Experiential Learning & 
Research’, or 
‘Programs.’

Click on the ‘Save 
Changes’ button at the 
bottom.



Most of the time 
‘Request Non-catalog 
Items’ will be used.



Fill out this form and ‘Add 
to Cart’ each time that you 
would like to order an 
item.

In ‘Description’, include 
the name of the item and 
the quantity.

‘Spend Category’
Will most likely be
-Hazardous Chemicals
-Scientific Services
-Scientific Equipment- 
Maintenance
-Scientific and Engineering 
Supplies
-Scientific and Engineering 
Equipment

‘Unit of Measure’
Type “each”

NOTE:  Selecting 
‘Hazardous Chemicals’ in 
the ‘Spend Category’ 
routes the requisition to 
Chem Stores for 
ordering.



When you the supplier is 
known, type the name of the 
supplier. 
 
When the supplier is 
unknown, you are able to 
create a new supplier/vendor.  
See the ‘Create a New 
Vendor’ tutorial.

To be able to place an order without 
the vendor, “unknown” can be 
typed in to the ‘Supplier’ field and 
the supplier should be noted later in 
the ‘Internal Memo’ field.

At the bottom of the screen, click 
on ‘Add to Cart.’ The fields will clear 
and you can add additional items.

Additionally, it can be helpful to 
include the URL for the item.



Once you have added 
all the items that you 
want to order, click on 
the ‘Checkout’ button.



This is where 
you will enter the 
supplier in the 
‘Internal Memo’ 
field.

Additionally, 
please include 
the name and 
email of the 
research 
student.



Below the ‘Internal Memo’ 
field, there is a table that 
includes all the information 
in your order.  

Use the scroll bar to edit 
any information submitted 
in prior steps.

A quote can be attached 
below this table where the 
‘Attachments’ 

Click ‘Submit’ to complete 
your purchase.
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