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How to Submit A Non-catalog Requisition by Cost

Navigate to the Procurement tab and select purchase requisitions.

Choose the Business Unit (BU) by going to preferences and selecting between
University or Foundation funds.

= SUITE

My recent requisitions

Requisitioning BU

Requisit I
University
University
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How to Submit A Non-catalog Requisition by Cost

Navigate to “Shop by category” and select Requisition Forms.

Shop by category

-Requisition Forms Ar American paper and Twine

Select “Noncatalog Requisition by Cost.”
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How to Submit A Non-catalog Requisition by Cost

Create Request

Fill in the description of the item,
cost of item, and the supplier.

Noncatalog Requisition by Cost (U)

Under the “Source” section, choose —
your supplier.

Be sure a “Supplier Site” address
populates. You may have to use the ]
dropdown box to select the address.

OOOOO

Special note: If the supplier site field
is left blank, the PO will fail out and

will not issue to the supplier.
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How to Submit A Non-catalog Requisition by Cost

Additional information

- Attach your quote by uploading
the file or by dragging and I—
dropping the file. e

To Approver

- Select “To Supplier” so that the Tosuyer

To Receiver

supplier will receive this external
docu mento :r:;g‘;\l;IIoRehumiuon

- |If you have other documents that
should remain internal, select “To
Approver.” This will not be sent to

the supplier. AI’AIIStIII Peay
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lect or drop files here



How to Submit A Non-catalog Requisition by Cost

SEIeCt ”Add to Ca rt.” Create Request

A bOX Wi” NOowW pop up. If you need Noncatalog Requisition by Cost (U)
to add another line, select “Create
Another Request.”

Create Request Cancel
Once you have added all lines, —

click “View Cart.” e
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How to Submit A Non-catalog Requisition by Cost

Once in the cart, review your

selections. If you need to makea | ... sy (1)
change you may select the edit Em. —— e
button and make the change.Be =~ ggrs
sure to Update at the top right of = . sees oo
the screen. £
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How to Submit A Non-catalog Requisition by Cost

- Review the FOAP. You may change Charga sccond
the FOAP by Selecting the edit O select favorite charge account erchargeal:countnumber
b u tto n ° iﬁ;;;?i:(;?}ﬂ1-301005-74190-450-000000-0000000( (4 l

- Select “Enter Charge Account.” Do i

not remove any of the zeros at the 'T\—’..f';r °‘“°’F’""“"E"""“"E‘-““@@
end of the FOAP.
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How to Submit A Non-catalog Requisition by Cost

- If you have multiple lines that
require a different FOAP or
account codes, you may change it
by selecting the truck symbol
beside the pencil. +®= =

- You may also split funds at this
step as well. To split the FOAP,
scroll down to the 3 dots and
select “Edit.”

AAAAAAA

desk and return

Billing
Total

&&&&&&&&&&

Lois Culwell

g
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How to Submit A Non-catalog Requisition by Cost

You may check funds, view
approvers or save the requisition -
to submit later by clicking the 3
dots next to the submit button. = seee

" View
Requisition summary

Requester
Lo Ciilwell
desk and return
Sold By A T Dffice Ruseurcs Dialives- b Location
Main Campus
“ N m [ — _
$1,050.00 Z B b @ Destiration Twwe
° Expense
harge To
A-AT100017-3071005-T4510-450-000000-
0CO00000-A0I00-000000

If you saved the requisition for =

later, it will now appear in “Self —
Service Procurement.”
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