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Creating a requisition
	Step
	Action

	1. 
	Begin by navigating to the Create Requisition menu.
Click the Main Menu button.
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	2. 
	Click the eProcurement menu.
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	3. 
	Click the Create Requisition menu.
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	4. 
	Enter a name for the requisition. 
Click in the Requisition Name field.
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	5. 
	Enter the desired information into the Requisition Name field. 

	6. 
	Navigate to the Add Items and Services stage of the requisition.
Click the Add Items and Services link.
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	7. 
	Click the Special Request tab.
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	8. 
	Click Special Item to begin adding items to a requisition.
Click the Special Item link.
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	9. 
	Enter a description for the first item.
Click in the Item Description field.

	10. 
	Enter the desired information into the Item Description field. 

	11. 
	Enter the estimated price of the proposed item.
Click in the Price field.
[image: image8.png]




	12. 
	Enter the desired information into the Price field. 

	13. 
	Click in the Unit of Measure field.
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	14. 
	Enter the desired information into the Unit of Measure field. (EA for “each” is most common.)

	15. 
	Enter the quantity to purchase.
Click in the Quantity field.
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	16. 
	Enter the desired information into the Quantity field. 

	17. 
	Use the Look up Category button to search for a UNSPSC.
Click the Look up Category button.
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	18. 
	Click the Search By menu to select how to search for the UNSPSC from the dropdown list.
Click the Search By list.
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	19. 
	You can search for UNSPSCs by Category (number) or Description.
Click the Description list item.
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	20. 
	Click in the Find field.
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	21. 
	Enter the desired information into the Find field. 

	22. 
	Click the Find button.
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	23. 
	FI$Cal lists all UNSPSCs that contain the entered word or number.
Click the link of the desired UNSPSC.

	24. 
	Add this item to the requisition.

Click the Add Item button.
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	25. 
	Repeat steps 9 – 24 to add each desired item.

	26. 
	After entering all desired items, click 3. Review and Submit.
Click the 3. Review and Submit link.
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	27. 
	Enter funding information in the Comments field. 
Click in the Comments field.

	28. 
	Enter the desired information into the Comments field. 

	29. 
	Click the Send to Vendor option.
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	30. 
	Click the Save & preview approvals button.
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	31. 
	Review all information before submitting. Click Submit to submit the requisition for approval.
Click the Submit button.
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	32. 
	You have successfully created and submitted a requisition.
End of Procedure.
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