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In the Purchases app, under Actions, select Request Non-Catalog Items.
On the initial screen, choose a Requisition Type from the drop-down menu.

Your default Worktags are selected. If this order will be paid by another account or
delivered to another person, change worktags here. Otherwise, select OK to continue.

On the next screen, select Request Goods to start your first line item.

5. Fillin the details of your first line item and select Add to Cart. The item will move into
your cart and a new blank line item will appear.

6. Continue adding line items to your cart. When finished, open the cart using the carticon
in the upper right corner and select Checkout.

7. Onthe checkoutscreen, inthe Memo to Supplier, include any notes you want to appear
on the purchase order PDF, including any quote or estimate number you may have.

8. The Internal Memo field is optional and can be used for your own reference.

9. Scroll across each line item and enter the appropriate Spend Category.

10. Add any Attachments you may have (quotes, contracts, etc.).

11.You can Submit the requisition, Save for Later, Continue Shopping (to exit checkout
and add more items), or Cancel.

Notes

Requisition Types

e Bid/RFP/ITN (for formally bid contracts)

e Contract-Board of Trustees

e Contract - Personal Professional Services

e Contract - State or Cooperative

e Contract-Vendor

e Exempt (purchases that are exempt from quotes)
e Open Purchase (most regular purchases)

e Quotes

e Sole Source

Worktags

Your default worktags populate automatically. To charge this purchase to another department (Additional
Worktag) or send it to someone else (Deliver-To), you must change the worktags on both the initial pop-up
screen AND each line item on the checkout screen.

Item Description

The

Item field is not used and can be hidden by organizing your grid (contact Purchasing if you don’t know

how to do this). Instead, use the Item Description field and include all relevant information for each item.

Suppliers
If you can’t find the supplier you need, contact Purchasing. You won’t be able to submit a requisition without
choosing a supplier. See the Purchasing website for new supplier documents.
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