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Grid navigation  
 
Field edit – when a field is highlighted  

• Press spacebar to edit and preserve the data.  

• Left click field to edit and preserve the data.  
Field erase and reenter – when field is highlighted 

• Press backspace to re-enter data. 
 
Delete Key – removes the current row unless the cell (column in a row) is being edited.  
 
Enter Key - moves to the next row keeping the cursor position in the same column.  
 
CTRL-C copies an entire row.  
CTRL-V pastes an entire row after CTRL C. 
 
Up, down, left and right arrows move you around the grid.  

• Down arrow moves to a new row if you are positioned on the last row of data.  
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Purchase Requisitions 
 
Purchase requisitions are a way for users to initiate a request to purchase goods, travel, and any other 
expenditure that requires purchase approval. Approved purchase requisitions become committed 
purchase orders. Committed purchase orders decrease the available budgeted funds for a grant.  
 

 
 
To enter a purchase requisition, select the “Purchase Requisition” option under the Purchasing menu or 
click on the Purchase Requisition icon on the navigation page: 
 

 
 
When Purchase Requisitions are selected, a list of purchase requisitions will be displayed if you have 
already entered some, otherwise the grid will be empty.  
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Each user has their own area for purchase requisitions and purchase orders. A user will only be able to 
see and update the requisitions they have entered. Also, once a requisition is approved and becomes a 
purchase order it will disappear from the list of requisitions and appear in the list of purchase orders. To 
see the purchase orders use the “Purchase Order” option on the menu or the dashboard.   
 

New Purchase Requisition 
 
 The “New Purchase Requisition” button will open the input page for a requisition: 
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There are required fields and required information in the grids that must be entered properly to submit 
a purchase requisition for approval. The required fields are designated with a red border. Description is 
an example of a required field. The grid borders will be red if the information in a grid is incomplete.  
 
Rules: 

• All required fields must be entered.  

• Requisition items must be entered with a total amount for all items greater than zero (0).  

• The total of Purchase Requisition Items must match the total for Purchase Requisition Charges.  

• The Remaining amount in the Purchase Requisition Charges grid must not be negative for line 
items being used for a purchase (Unless the workflow allows over budget purchases). 

 
Purchase requisitions that do not meet all the rules will not be allowed to be Submitted for Approval, 
however you may “Save” the requisition at any time and come back later to complete it and submit it 
for approval.  
 
The top portion of the page requires entry of the following fields: 
 
Workflow  
 
Workflows are used to setup approvals for purchasing. Users that enter purchase requisitions are 
assigned to one or more workflows. The list of assigned workflows will appear in the dropdown for 
workflows. It defaults to the first assigned workflow in alphabetical order. The budget line items that 
show up in the “Purchase Requisition Charges” grid at the bottom of the page are associated with the 
selected workflow.  
 
Workflows are setup for programs or areas with approvers that are responsible for the budgets of those 
programs or areas. Each workflow is associated with one or more budgets. When a purchase requisition 
is submitted for approval, the approvers defined in the workflow used for the purchase requisition 
receives and email requesting approval.  
 
Description is required and will appear on budget reports describing what is to be purchased.  
 
Vendor – Vendor will default to the first vendor in the vendor list in alphabetical order. You can start 
typing in the vendor name field and it will find the vendor you are looking for and display the vendor 
information.  
 
Ship To - Ship to is also required. Select the location to receive the items purchased. You can also type in 
the field to search for a location.  
 
Tax Rate - The tax rate will default to the settings for purchasing. You can change the tax rate if it is 
different for the location where the purchase is being made.  
 

  



 

6 
 

Purchase Requisition Items 
 

 
 
Purchase requisition items are required. You need to enter what you want to purchase. The Quantity 
and the Unit price are required to produce and item total. The Description is the only field that is 
required for each line in the items grid. You do not have to enter a quantity or amount on each line. You 
can put multiple lines of description in the grid without amounts, invoices or units of measure.  
 
Item Number – can be 1 through the number of items or the vendor Item Number. It is a free form field, 
which can contain letters, numbers, symbols, etc.  
 
Quantity & Unit Price – Quantity x Unit Price = Item Total. You must enter a quantity and a unit price to 
get an item total. If you have something like an installation or delivery fee, enter a 1 for the quantity and 
the amount of the fee as the Unit price.  
 
Unit of Measure -  Unit of measure is a description of the measurement of the item being purchased, 
like LBS – pounds, FEET, EA – each like for books, etc. This is free form and optional.  
 
Description – the description is required to save a row of data in the item grid. You can use it for 
instructions on the purchase order or to list clients being paid, etc.  
 
Item Total, Tax and Total -  to save a purchase requisition, you must have total amounts in the item 
grid. Quantity x Unit Price = Item Total. To apply tax to the Item Total, check the tax check box.  
 

Purchase Requisition Charges 
 
Purchase requisition charges designate which budget line item will be charged for the purchase. All 
fields in the charges grid are read only except the Percent (%) and the Amount fields. You can sort the 
rows by any of the row headings (Account, Fiscal Year, etc.). Scroll to the row with the budget line item 
you would like to use to pay for the items on the purchase requisition and enter a percentage or an 
amount.  
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The total amount summarized at the bottom of the grid must match the total amount summarized at 
the bottom of the items grid above. Otherwise, the border will be red and the “Submit for Approval” 
button will be disabled. Also, per the example above, for workflows which restrict purchases to program 
budgets, the Purchase Requisition Charges grid will have a red border and the Submit for Approval 
button will be disabled if any of the remaining amounts for line items being used for the purchase are 
negative (over budget).  
 
If a line item appears to be overbudget, like the first row of the charges below, you can view a report 
that gives the details for the budget and remaining amounts by clicking the green report icon in the 
Action column.  
 

 
 
The budget detail report will show expenditures, commitments (open Pos), and purchase requisitions 
submitted for approval.  
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Once a purchase requisition is entered and the required fields and grid totals are correct, you may 
submit the purchase requisition for approval. 

 
When a requisition is submitted for approval, the first approver will receive a notification email. After 
the requisition is submitted for approval, you can view the approvers and the approvals so far.  

 

 



 

9 
 

 

 
 
Purchase requisitions have multiple statuses.  
 

• Not Submitted – Entered and saved, but not submitted for approval.  

• Pending Approval – Entered and submitted for approval. Approvers and approval activity can be 
view (see above).  

• Disapproved – Disapproved by an approver. You can view the approvals and see the reason for 
disapproval. You will also receive and email when a requisition is disapproved.  

 

 
After all the approvals have been completed and all have been approved, a purchase order will be 
generated.  
 

 
 
Everyone who enters purchase requisitions has an menu option and icon for Purchase Orders. To see 
purchase orders that have been generated for your requisitions, click on the purchase order icon or the 
menu item.  
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Purchase Orders  
 

 
 
Purchase orders can be printed using the “Print Selected” button. You also have several actions that can 
be performed on an Open purchase order: 
 

View – Display and review a purchase order.  

Clone – You can clone a purchase order  

Reset – Removes the approvals and resets the Purchase Order back to a Requisition – This allows 
the requester to change the request and re-submit it for approval. When the requisition is re-approved, 
it will use the original purchase order number.  

Cancel – If you decide not to use the purchase order, you can cancel it before any payments have 
been made against the purchase order. If payments have been made, you can have your Purchasing 
Administrator complete the PO, which will close it out. Cancel will remove the committed amount from 
the budgets and cancel the PO.  
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Purchase Requisition Approvals 
 
Purchase Requisition Approvals are done by users who are setup as approvers for an Approval 
Workflow. If you are setup as an approver, click on the “Requisition Approvals” icon or the menu item 
and the purchase requisitions awaiting your approval will be listed.  
 

 
 
As an approver you can view a requisition and print a requisition.  

View – Display and review a purchase requisition.  
To print a requisition, select (highlight) the row for the requisition and click the “Print Selected” button.  
 

 To disapprove a purchase requisition, click the action icon. When you click the disapprove action 
icon you will be prompted for a reason: 
 

 
 
To approve a purchase requisition, select the row (highlight) and click the “Approved Selected” button. 
Once approved, the requisition will disappear from your list of requisitions to approve and be passed to 
the next approver or converted to a purchase order if it is fully approved.  

Once you disapprove 
the requisition, the 
requester will be 
notified by email with 
the reason. The reason 
is also displayed when 
the requisition is 
viewed/edited.  


