


The Requisition window
opens.

Click Add.

The Location and Fiscal year
will automatically populate
with the current year.

Press the tab key and stop at
the General commodity field.

The status, requisition num-
ber, Entered date and by will
automatically populate.
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Press the tab key to reach the
General commaodity field.

Click on the ellipses
to view a list of the
General Commodity codes.

The Commodity Help window will
open with a list of commodity
codes.

Use the arrow key to scroll to
select 670 WAREHOUSE
PURCHASE.
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Verify Quantity is selected in
the Receive by section.

This option cannot be changed
once the end-user clicks the
accept button .

If a change needs to be made,
it must be done before clicking
accept .

Press the tab key to reach the
Vendor Information.

When entering a warehouse
requisition, the vendor number
and information will not be
populated.
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Press the tab key to reach the
Ship to and Email fields.

These fields will automatically
populate while completing the
form.

The email should match the
user entering the requisition.

In the Reference field, enter the
email address of contact
person for the purchase.

This provides the warehouse a
contact email address if there is
a guestion about the
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Click Accept.

TERMS/MISCELLANEOUS

Main Inforr

[Nl First.Last

General Notes

1989 COLONIAL
FORT WORTH iy 78110
Emal

ERE FORT WORTH TX 76110
i Print

The Line Items window
opens.

Click Add
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11w STEP € v e
Enter the Quantity of items.
Detail
e vy -
— == [ — | T
. CLEORG! m = |- i —
I — Pﬂh(k?’f ,,,,,,

Description *
UNKNOWN Amount justification:

T Notify buyer i 0 ...

12w+ STEP —— —

Tab to the Inventory Item a R

f|e|d. ear| 2022 Number 12228763 Linel 1 Fiscal

Detail

[ 1 Vs oiee

Click on the ellipses icon [
to view a list of inventory
items.

£ AddI Desc/Notes

Miscellaneous

Bid - Manufacturer

Nont/l e a5 CLACCICIEN | EADNING __Mangfactucar tam oo

E e ) . =& T e—— |

it — - I

NEa e R T E—— | —— s ¥ Kt
Bzt coret) noo. B

SO nunbar - E-Ma'
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15t STEP e ——————

Requisition

Tab to Budget line

Manufacturer Item No., o

Npantin®

Delivery Method and Dept/ o R T oy o
Loc will populate. : ___

Expense will be setto T and
the area to enter the account

number will be highlighted in e
blue Miscellaneous

Manufacturer Bid

If the columns at the bottom . — = = e e .

of the requisition screendo . -~ " - T

not match the print screen, | WO e _ e
enter a ticket to Business i -

Systems to have this
updated.

16w STEP

Once all line items have been — e
entered with the appropriate : — 7
GL account, click Accept and I — wour s o

Back " ' o e
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Creating multiple lines using
the same budget.: e o
Enter the GL account on line 1 o __fw - -

1 of the requisition.

Click Accept.

Click Add to enter Line Item
2.

Once Item information has
been entered, tab to the
Account field and select
“Copy GL" Account icon.

This will copy the GL account
from line 1 to line 2.

Click Accept after the account
populates.

When All information has
been entered and the GL
accounts assigned, the

the status will now show as
(4) Allocated.

Revised 04/12/22 10
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17w STEP

Review the information and
click on Release.

The Status will update from
(4) Allocated to
(6) Released.

Revised 04/12/22
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Optional

1st STEP

Click on PDF.

VA NI 7 B RS S

Main Information

U e
i) Fiscal year * 2022 ® Current  Next
T—— S mamm 5 o el et e —

General commodity [ FELDTRIPS

O General Notes
¥| Three way match required

Inspection required By

2no STEP

The Options window
opens.

Choose Req Format
Click OK.

Choose an option

(® Req Format
PO Format

3ro STEP

The Printing Options window
opens.

Accept Cancel

Click Accept

Print Options
(®) Full GL Account Number
Org/Obj
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The PDF will open in anoth-
er tab and can be saved.

DO NOT SEND PDF COPY
TO THE VENDOR AS THIS
IS NOT A PO.

LOOK UP THE APPROVERS FOR THE REQUISITION

1st STEP

Click on Approvers. S——
A new window opens.

Status 0 Converted Dept/floc™®
S o - —  Eirealuenrt anm & Coccnor O Mo
LW ey - T
; . S o ¥ s g =
ISE PURCHASE v ST T—— Do T iy T et -~ AP descantion NARFHO)
| Notes. O Geners|

v Three way match required
Inspection required By

srmation Shipping Information Vendor Infd

- Committed Ship to 346 Vendor

D L B Ot R
100 N. UNIVERSITY DR, STE224 PO mailing

FORT WORTH
—

Delivery method Print Fax E-Mail E-Procurement
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2no STEP
Click Expand All.

A list of approvers will dis-
play.

There are reqgs that will have
multiple approval levels as
in the example.

When the status is Group
“Complete” to the right of
the approver’'s name, that is
an indication the approver
has approved the req.

When the status displays “In
Progress”, the requisition is
in that approver’s queue.

Click on Back to close out of
the Approvers window.

You are done!

Revised 04/12/22

vy

Search

Name Action taken dail Action tak Action

e X Lot R .8 ame - REARDOOT

Status

Ana

A gt

In Progress

bl —
Eggers T

11/03/2021

Expand All

Comment

LETT mmm i madr -t
T L
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POP-UP BLOCKED

If the PDF doe not open on
the screen or it does not

show ready to open in the
upper right corner, the pdf
has been blocked.

This can be seen by the
icon at the end of the ad-
dress bar.

Click on this icon
to update the settings to
allow for pop-ups.

The default setting for pop-
ups is set to Continue
blocking.

Click the button to Always
allow pop-ups and
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After a requisition has
been through the
approval process, a
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The option to Dismiss the notification is
available by clicking on the checkbox
to the left of the requisition information.

Click Dismiss at the bottom of the
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Main Information Section
Dept/Loc — A general grouping category assigned to each employee, it is assigned based on work department/location.
Fiscal year* — An organization’s financial year. A fiscal year may or may not coincide with the calendar year.
Requisition Number* — A number automatically assigned for the requisition.
General commodity — A code that gives a general description; it standardizes information regarding purchased items.
General description* — A short description of the commaodity, it will automatically populate based on the general commodi-
ty.
Status*
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