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Special Request instructions for “requestor” 

 

EProcurement Process: 

 

Select “special request” unless it is a catalog item. 

 

Click “special item” 

 

Item Description – Enter the description of the item i.e. Ipad Wi-Fi 32GB Black 

Price:  599.00 

Quantity:  1 

Category:  20554 (This must be filled in to source correctly for approvals) 

Vendor ID: Click the magnifying class to search for the Vendor ID – this must be filled in. 
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Vendor Item ID:  This is the item number you are ordering.   

Unit of Measure – Click the magnifying glass for a drop down of available types of measure. 

Indicate any additional information that is required for the purchase. 

Click “Add item” 

Click “3. Review and Submit” 

 

 

To add attachments to each line – click the “thought bubble to the right”. 

Note: Make sure you have scanned the document to your computer.  Keep the name of the file short 
otherwise it won’t attach. 
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Click “add attachment” 

 

 

Click Browse for the document. 
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Select your document and click “open”.  Make sure your document name is short or it will fail to upload. 

 

 

Click “upload” 
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Your document is now attached. 

Click “ok” 
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Name your requisition – you only have 30 characters including spaces.  Identify your dept and what it is. 

 

 

To see the details of each line, click the triangle. 

 

 

Check the shipping method – click the “magnifying glass” for a drop down menu. 
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Click the box to select the line item to enter the chart files. 

If all lines are to the same chart fields – click “select All/Deselect All”.   
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If it is just one line “click the triangle” and select that line.   

Click “Modify Line/Shipping/Accounting 
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In the “justification comments” you can indicate who the purchase is for.  Please include Name, building, room 
#.  This helps the Warehouse when they receive items as well as Information Technology if it is a technology 
item that will come to IT for installation. 

 

Click on Save & Preview approvals. 

This will show you the approvals the requisition needs to go through. 
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Click “submit” and the requisition is now in the que for approvals. 

One the approvals are done, the requestor will receive an email that the requisition has been approved. 

The buyer will source the PO through the system to the vendor. 

 


