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Requisition Instructions 
 
 
Start at your Financial Management screen.   
 
 
Left click “Purchasing” 
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Left click “Requisitions” 
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Left click “Add” 
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Left click and choose your requisition group.  Some of you may have only one group from which to 
choose. 
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Left click and choose the appropriate fiscal year.   
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1.  Choose “Account allocation by total requisition amount (YMA). 
 
2.  Left click in the “Description” field and type your school and name.  Example:    ELC – Kathryn Roepke.    
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1.  Left click in the “Vendor” field and type the first five or six letters of the name of the vendor.  
(Example:  Offic for Office Depot)   
 
2.  When you see the vendor you want, left click on the name.   
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Now that you’ve chosen your vendor, left click “Save and Add Detail” 
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Left click in “Quantity” and enter the quantity you are requesting 
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Left click the drop-down arrow and choose a “Unit of Measure” 
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Left click to enter the “Unit Cost” of the item. 
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1.  Left click in the “Description” field.  Please type the item number first, followed by a brief description 
of the item you are requesting.  If the item does not have an item number, type a detailed description.   
 
2.  Left click “Save”. 
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The item you entered now appears as below.  If you have more items to enter for the current vendor, 
left click “Add” and repeat pages 9-12.   
 
If you are finished adding items for the chosen vendor, go to page 14. 
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Left click “Add Requisition Accounts”  
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1.  To choose the account number which pertains to your department, left click in the “Selected” box  
 
2.  Left click “Save Account Distrib” 
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Left click “Submit for Approval”.   
 

 
 
 
 
 
At this point, your requisition has been submitted to your building principal for approval.  Once your 
principal has approved the requisition, it will be forwarded to Rem for his approval.  After all approval is 
completed, the requisition will be routed to purchasing to be ordered. 
 
 




