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HOW TO SUBMIT A NON-CATALOG
REQUISITION BY QUANTITY
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How to Submit A Non-catalog Requisition by Quantity

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
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How to Submit Non-catalog Requisition by Quantity

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

Shop by category

Browse al

-Requisition Forms Ar American paper and Twine
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How to Submit A Non-catalog Requisition by Quantity

Create Request

Fill in the Item Description with
line-item description. il

Under Pricing, put the Quantity,
Unit of Measure, and Price.
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How to Submit A Non-catalog Requisition by Quantity

- Under the “Source” section, Source

Agreement T

choose your supplier. B Wi A p—

- Be sure a “Supplier Site” address ~==2
populates. You may have to use AGG03545 CotaName
the dropdown box to select the
address.

- Special note: If the supplier site
field is left blank, the PO will fail
out and will not issue to the

supplier. AI’AIIStIII Peay
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How to Submit A Non-catalog Requisition by Quantity

Additional information

- Attach your quote by uploading
the file or by dragging and

Miscellaneous

Internal to Requisition

dropping the file' To Approver

- Select “To Supplier” so that the o
supplier will receive this external
docu ment. Internal to Refjuisition

Drag and Drop
ps here

- |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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How to Submit A Non-catalog Requisition by Quantity

- Select “Add to Cart.” squlsttion”—

& Confirmation 5
1 Request added to cart

or create another request with the same supplier.

- A box will now pop up. If you need
to add another line, select “Create
Another Request.”

Once you have added all lines, click on View Cart.

- Once you have added all lines, o contrmaton y
C I i C k “ Vi e W C a rt .” . :::ql:: :wa:’o:regr:::::er:te another request with the same supplier.
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How to Submit A Non-catalog Requisition by Quantity

Once in the cart, review your

selections. If you need to make a o
change you may select the edit o N
button and make the change. Be == oI e
sure to Update at the top rightof . =%
the screen. . | o =
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How to Submit A Non-catalog Requisition by Quantity

- Review the FOAP. You may change e s
the FOAP by SeIECt|ng the Edrt O Select favorite charge account er charge account number
button.

A-ANO001-301005-74190-450-000000-0000000C

- Select “Enter Charge Account.” Do

Account Description

not remove any of the zeros at the Q74190 s g cces ogo s 1>
end of the FOAP. | Vsorzoz0
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How to Submit A Non-catalog Requisition by Quantity

If you have multiple lines that

require a different FOAP or e o
account codes, you may change it - &
by selecting the truck symbol g
beside the pencil_ /lT:l @ o 5’;..;@?.5.“\ s/ B B @ Ep _
You may also split funds at this
step as well.
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How to Submit A Non-catalog Requisition by Quantity

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

Select “Submit.” g
If you saved the requisition for

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