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Section 1: Basic Tab 
 
4. Complete “Basic Screen Tab” for selected Requester 

Note: If the Basic Screen is blank, click the “New” button at the bottom 
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5. Enter Requisition description (Short Description, i.e. “Office Supplies”) 
 

6. Requesting Company (defaults to 9100) 
 

7. Requesting Location (defaults to Requester’s standard location or can search for alternative locations) 
 

8. Enter Requested Delivery Date (a blank field will default to 7 days from the requisition approval date) 
 

9. Priority Field (no entry required) 
 

10. Enter Deliver to information (Recommended style: Building/Room, Name, Telephone Extension) 
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Section 4: Comment Tab 
 

16. Select the “Comments” tab to print on Req’s, P.O.’s, etc. (Note: Comments can be left blank) 
 

a. Select the radio button for “Comments to Print on Purchase Orders”. 
b. Add a Comment Title 
c. Add Comment Text 
d. Click on Add (You may need to scroll down to the update button). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

16 



Page 8 
 

Section 5: Specials / Services 
17. Select on navigation bar and select Specials/Services: 

 
18. Enter Item # (Please use the exact naming convention of the vendor and include any special 

characters and spacing. For services, use a short description of the service being provided) 
 

19. Enter Description (i.e. Folding Hand Truck) 
 

20. Enter Item Type 
a. Special – Use this for goods or items purchased – this is the default option 
b. Service Amount – Use this for a draw-type arrangement (i.e., $10,000 PO with sporadic and 

varying dollar invoices for payment) 
c. Service Quantity – Use this for a routine payment arrangement (i.e., 12 monthly payments at 

$500 per payment) 
 

21. Enter Quantity 
 

22. Enter UOM 
(Unit of Measure) 

 
23. Enter Unit Cost 

 
24. Enter Cost Default Vendor 

 
25. Enter Accounting Unit 

 
26. Enter Account
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Section 7: Multiple Distributions 
 
34. 
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Adding information to an unreleased requisition 
 
By default, the requisition center will load the last requisition that you 
created. If you clicked on New it will create a new requisition. To find  
existing unreleased requisitions, follow the steps below. 
 

1. Click on Shopping 
      
2. Click on Inquire  
 
3. Check only unreleased. Everything will be check marked 
by default 
 
4. Click on the Pencil Icon next to the requisition you want to update. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. To update the information on the rec. Click on the item line link.  
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6. Update the any field you would like and click on the change button. For example to update the quantity:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7. To complete the requisition, click Release. 

 
 
 
 
 
 
 
 
 
 
 
 

Resources 
Purchasing Department Website 
Purchasing Policy 
Purchasing Manual 
Requisition Guidelines 

Contact  
 

For questions or troubleshooting, please contact: 
Purchasing Department 
820 North Michigan Ave 

Water Tower Campus 
Lewis Tower-Room 700 

(312)915-8780 
Purchasing@luc.edu 
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