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eProcurement: Create a Requisition 

A requisition in PeopleSoft is an online form for requesting items or services.  

 

 
 

Step Action 

1. 
Otherwise click Purchasing link  

2. Click the Requisitions link.  

3. Click the Add/Update Requisitions link.  

 

 

Step Action 

4. Click the Look up Business Unit button.  

5. Select the applicable departmental  Business Unit  

6. 
Click the Add button.  
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Step Action 

7. Click the Requisition Defaults link.  
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Step Action 

8. Enter the applicable Ship To location for the goods or services.  

9. If this is a Sole Source requisition enter the Vendor that will be used for the sole source 

10. If this is a Sole Source requisition enter the Due Date for the contract start date See End of 

Guide 

11. Enter the applicable accounting in the Org, Account, Fund, Area, Sett, and Prog fields.  

12. If project costing is required complete PC Business Unit, Project, Activity, Source Type 

Category, Subcategory 

13. 
Click the OK button at the bottom of the page.  
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Step Action 

14. Click on the Item looking glass to select the applicable item. If the item is not listed use the  

Description field to enter the item or services being procured. 

15. Enter the required information into the Description field.  

16. Enter the desired information into the Quantity field.  

17. Enter the desired information into the UOM field.  

18. Click the Look up Category button.  

19. Select the applicable Category. 

20. Enter the desired information into the Price field.  

21. The amount should only reflect this current year’s fiscal budget. (Multi-year projects) 

22. If this requisition is an amount only purchase click the Amount Only box. If this is a zero 

dollar requisition, click the Zero Price Indicator box. Both are found on the Attributes 

tab.  

23. If more lines are required click the plus button at the right hand side of the line. 

24. Click the Save button at the bottom of the page note the new requisition number and the 

Procurement Information is now populated.  

25. Click the Schedule... button.  
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Step Action 

26. Click the Distribution button.  Confirm the accounting at the line level  

 

 

Step Action 

27. 
Click the OK button.  

 



SYSTEM FOR ACCOUNTABILITY AND MANAGEMENT October 30, 2015 
 
 

 

Step Action 

28. Click the Return to Main Page link.  

 

 

Step Action 

29. Click the Procurement Information link.  
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Step Action 

30. 
Click the Contract Type list.  

31. Select the applicable Contract type 

32. 
Click the Contract Method list.  

33. Select the applicable Contract Method 

34. 
Click the Request Type list.  

35. Select the applicable Request Type 

36. 
Click the Procurement Type list.  



SYSTEM FOR ACCOUNTABILITY AND MANAGEMENT October 30, 2015 
 
 

Step Action 

37. Select the applicable Procurement Type 

38. 
Click the Price Structure list.  

39. Select the applicable Price Structure 

40.  

41. Complete the Reporting Section as per your departmental business requirement.  The 

Client Department is a required field.  

42. Complete the Business Incentive Policy Section when applicable 

43. Complete all applicable sections based on the Type of procurement 

44. 
Click the Save button at the bottom of the page.  
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Step Action 

45. The Main page is displayed 

46. 
Click the Save button ant the bottom of the page.  

47. Click the Approve button in the top right corner.  

48. Click the Budget Check button.  

49. Click the View Printable Version link at the bottom of the page to print the requisition. 

 (approximately 10 seconds to generate) 

 

 

 

Step Action 

50. 
Click the Close button on the requisition pop up once printed.  

51. You have completed all steps for the requisition. End of Procedure. 
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Air Charter Procurement 

If Contract Type is Air Charter the Air Charter section populates. Click the Plus button to add additional 

flight details 

 

 

Sole Source procurement 

If the Contract Method is Non-Comp Sole Source the Sole Source section populates. Complete applicable 

fields, and generate the Sole Source Form once complete. 

 


