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2. Confirm 
requisitioner and 
requestor 

3. Select vendor 

1.Confirm fiscal year 

 

4. Go to Line Items tab 

5. Click Add Line Item 
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6.  Enter catalog #/ 
description, quantity, 
unit of measure and 
unit cost 

 

7. Select budget account 

8. Choose appropriate 
budget account.  Your list 
will vary 
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9. Click Add to move budget 
account  to budget code 
section 

Note:  New Budget Account was added 
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Note:  If you have additional line items for the same budget code, click the box ‘Use as Default Budget Code(s) 
for remaining items’.  Then add additional line items by clicking ‘add line item button’ 

 

 

 

When requisition is complete, click ‘Submit’ to send on for processing. 

If you want to finish it later click ‘Save for later’ 

Cancel will cancel the req. 

 

 

10.  Enter 100 in the ‘% Distrib’ 
box for the budget account you 
want.  Click Red X on the right to 
remove the line you don’t want  


