
Requisitions 
• There are two methods for making purchases: 

• Visa Procurement Card (Limit $500) 
• Purchase Orders 

• Purchase Orders can only be created by the Coordinator Purchasing Services. Requisitions are 
the internal process used to initiate the creation of a Purchase Order. 
 



• Enter ‘a’ and click ‘OK’ 

• Click ‘OK’ (leave blank) 

• Click ‘OK’ 



• Leave as current date 

• Enter name of person requesting the order 
• Press ‘Enter’ 

• Click the box next to desired name 
• Click ‘Open’ 

• Click calendar icon and select date when 
goods/services are required. 



• Type all or part of the vendor name in the ‘Vendor 
ID’ field. 
• ‘Corporate Express’ will produce few results 
• ‘Corp Exp’ will produce many results 

• Click the box next to desired vendor 
• Click ‘Open’ 
• If the wrong vendor is chosen, click on the Vendor ID box and hold Ctrl+Alt+D  
     to reset the selection.  



• Enter the two letter code for the ordering 
Department 
• To lookup codes type ‘…’ and press ‘Enter’ 
• Find department in list and click box next to 

name 
• Click ‘Open’ 

• Enter ‘BW’ 



• Within my approval limit 
• Enter username, press ‘Enter’ 
• Enter Datatel password, press ‘Enter’ 

• Above my approval limit 
• Click on Field Detail Button 
• Enter username of person that will be 

approving the requisitions 
• This person will receive an email 

prompting them to approve the 
requisition 

• Click ‘Save’ and then ‘Update’ 



• Click Field Detail Button 

• Click Field Detail Button on line 1 



• Description 
• Goods: Enter a short description of the item and product 

number if applicable. 
• Services: Enter short description of service 
• Transportation Rentals: Enter start/end date of rental, 

purpose of trip and destination 



• Est Price: enter price per unit ordered (before tax) 
• Quantity: enter number of items ordered 
• Unit of Issue: Enter type of units item is issue as (ie. 

each, liters, etc.)  
• To look up unit types type ‘…’ and hit ‘Enter’ 



• Trade Discount – if a discount is given (ie. 
educational) enter the amount. 
• Trade Disc Amt – Dollar discount 
• Trade Disc Pct – Percent discount 



• Enter G/L to be charged, press enter 
• Enter amount/percent to charge G/L 

• Allows splitting a cost between 
multiple G/L’s. 



• When Finished click ‘Save’ and then ‘Update’ 
• At this point a new requisition line is opened for the 

next item.  
• A second item can be entered, or 
• Click ‘Cancel’ and then ‘Cancel’ to exit the item 

detail screen 



• The summary screen will display the items entered on 
the previous detail screen 

• Click ‘Save’ and then ‘Update’ 



• Click ‘Save’ and then ‘Update’ 
• A requisition number will be given (relevant internally only) 
• Once approved the Purchasing Office will generate the Purchase 

Order and fax this to the vendor on your behalf 



• The Department will receive two hard copies of the Purchase Order 
• To have an invoiced paid the following is required to be sent to 

Accounts Payable: 
• Second copy of Purchased Order signed by department 
• Original invoice (this may have come directly to Accounts Payable 
• Shipping document, bill of lading, etc. if applicable 


