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Enter your User ID and password. 
 
Click the  button or simply press Enter and the following page will appear.  
 
 

 
 
If you do not have the Requisition Worklist Table click on  located just 
above the menu and the following page will appear. 
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Put a check mark in the box next to requisition worklist and then click save.  Now 
every time you log on to PeopleSoft the requisition worklist will appear. 
 
Select the following in the menu field: 
 
Purchasing – Requisitions – Maintain Requisitions. 
 
The following page will appear. 
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Click on the “Add a New Value” tab, and the following page will appear. 
 

 
 
Business Unit:  The system will default to 00765.  If it does not, please type in 
00765. 
 
Since you are entering a requisition for the first time you need to click the 

 button and the following page will appear. 
 
 

 
 
To enter a requester, click on the magnifying glass located to the right of the 

requester box  and the following page 
will appear. 
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In the blank box after Description, type in the last name of the requester and click 

on .  The name of the person you typed in should appear in the 
.  There may be more than one person with the same last name 

as your requester so you may need to scroll down until you find the right person, 
then click on the name and the following page will appear.   
 
 

 
 
Next you will need to enter the Origin.  Click on the drop down box next to 

 and select ONL. 
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Next go to . Click this link at the bottom left corner of the page  
right after .  The following page appears. 
 

 
 

Under  make sure Override is checked. 
 

 
 
Fill in the Vendor, Buyer and Due Date boxes.  Also be sure that the Ship To is 
correct. 
 
To enter the vendor, click on the  icon next to the vendor box.  The following 
page will appear. 
 

May 2008 6



 
 
Type in the Vendor’s name in 

box and then click the 

 button, the following will appear. 
 

 
If there is more than one vendor with a like name of the vendor you are looking 
for, the screen will look like the above.  Scroll until you find the vendor you are 
looking for and then click on their name.  You will return to the Header Defaults 
page and the vendor box will be filled in. 
 
 
You are now ready to enter the Buyer.  The two options for UHV are: 

• Brenda Zellmer - 0807122 
• Mary Lou Rendon - 0813172 

 
Enter the ID number for one of the buyers in the Buyer field. 
 
You are now ready to enter the DUE date.  You can either enter the due date or 
click on the icon next to the Due Date Box. 
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Once you enter the Due Date you are now ready to enter your cost center. 
 
NOTE:  If you are entering a multi-line requisition and all lines are going to be 
charged to the same account number and cost center you only need to enter the 
cost center one time on this screen.  If you are going to charge any line to a 
different cost center DO NOT enter it here.  It can be enter by line later in the 
instructions.  By entering the cost center in Header Defaults, the system will 
automatically default each line to the cost center that is entered. 
 

 
 

Be sure that says Amt.  Enter your cost center and 
click OK and you will return to the Form page of the requisition. 
 
 

 
 
You are now ready to enter the Line Information: Description – Req Qty – UOM 
(Unit of Measure) – Category and Price.  Leave Item ID blank, we do not use this 
field. 
 
Description:  Enter the item description and include the part/item number.  Entry 
should be in ALL CAPS and there is a maximum of 250 characters allowed in this 
field.  Option: click on  to see full display of description.  Additional description 
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can be added by clicking on  link at the bottom of the screen.  The 
following page will appear: 

 
When entering additional comments on this page please ensure that the 

 checkbox is marked, this allows the comments to print on the 
Purchase Request document.   
 
Quantity: Enter the quantity requested. 
 
Unit of Measure:  Click  for UOM. Click the  View All 
link to see all units of measure on one page.  Scroll down and click proper check 
box for the unit of measure you would like to use.  Most common unit of measure 
is Each.   
 
Category:  Click  for Category.  The following screen will appear: 
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Change the drop down box next to Description to say “Contains” and then type a 

brief description of the item you are purchasing in the box.  Click  and 
the following page will appear: 

 
 
Click on the most appropriate link in Search Results for your item. 
 
Price:  Enter individual unit price for each line item. 
 
Ship To:  A default ship to address of VUC115F should be shown, click the  to 
change if necessary. 
 
 
MULTI-LINE REQUISITION -  
 
If you are entering a multi-line requisition after you have entered line 1, scroll 

over until you see    
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To add a line click on the   icon and you will get the following message 
 

 
 
 
Enter the number of lines you want to add and click OK and the following page 
will appear. 
 

 
 
Enter the Description – Req Qty - UOM – Category and Price the same way you 
did for line 1 for each line that you are adding.  If all additional lines are going to 
be charged to the same cost center as item 1 you DO NOT need to add the 
additional cost centers because the system will default the cost center from what 
you entered in Header Defaults. 
 
If you are going to charge the full amount of any of the additional lines you added 
to a DIFFERENT cost center, do the following. 
 
Click the box next to the item number that you want to change the cost center on.  
This will put a check in that box.  Click on Schedule and once the schedule page 
appears, click on distribution.  You will notice that the cost center defaulted to 
what you entered for item number 1.  You can just delete what is in each field of 
the cost center (a field at a time) and enter in the correct cost center you want to 
use.  Once you have done that, click on Ok and then on Save.  You should be 
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back at the Schedule page.  Click on Form and this will return you to the 
Requisition Form page.  You are now ready to enter comments. 
 
Click on  and the following page will appear. 
 

 
In the comments box type in any information that the vendor may need as well as 
quote information and any standard comments that will help purchasing process 

your requisition.  Please make sure the  box is checked.  This will 
allow your comments to print on the requisition cover sheet.  Once all information 
has been entered click OK and you will return to the Form page. 
 
NOTE: The purpose/ benefit statement no longer goes on this screen and will be 
added later in the Approval Comments Section.   
 

You are now ready to save the requisition, click on the save icon in 
the lower left corner of your screen.  This will give you a requisition number. 
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At this point, you are ready to attach documents, budget check and approve your 
requisition.  Before you do that, take a look at the requisition by clicking on the 

 tab, then click on .  This will pull up the 
requisition.  Review the requisition and ensure that your entries are correct.  If 
everything is correct, X out of the Requisition Cover Sheet.  If changes are 
required, go back to the requisition and make the changes. 
 
The process for attaching documents to your requisition works the same way as 
attaching documents to other PeopleSoft Finance Transactions.   
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Click on and follow the instructions. 
 
 

 
Once you have  selected your document, the following screen will appear 
showing the document you selected. 
 

Click on and the following page will appear. 
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You are now ready to Budget Check your requisition. Click on the  
tab and then click on the Budget Check icon in the upper right corner. 
 
NOTE:  The requisition must be budget checked before it can be approved.  
This is a significant change from prior Requisition data entry. 
 

Once you get a valid budget check click on the  tab, the following 
page will appear. 
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You will first need to enter the Purpose/ Benefit statement in the Add Comments 
box.   
 

  
Once you hit save that will move your Purpose/Benefit statement into the 
Comment Log. 
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You may now select the appropriate approval path in the Route To box  

 
 
 
NOTE:  Dept/Coll/Div – Purchasing Office is used for most requisitions.  
Use the Dept/Coll/Div – OCG – Purchasing Office for requisitions using 
grant funds.  This routes the requisition through the grants department for 
their approval.   
 
Once you have selected the appropriate approval path review the Source box  

 
and ensure the source is correct.  If it is not correct click on the down arrow and a 
list of all of the sources will appear. 
 
You are now ready to approve the requisition.  In the Approval box 
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Click on the down arrow, click on approve, and then click on the Apply tab.  Once 
you click on Apply you will get the following message. 
 

 
When you click on “OK” the requisition has been submitted to workflow and has 
gone on to the next level of approval based on the Route To path you selected.  
Click OK and the following page will appear. 
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Notice that the Comment Log and Approval History Boxes show the approval 
path history and at what approval level your document is pending.  
 
Requisition will now appear in your department approver’s worklist.  Please 
ensure that you department approver is notified or schedules a time to approve 
requisitions that are in their list.  Once the department approve has approved the 
requisition it moves on to Purchasing for final approval. 
 
NOTE:  Purchasing has the final approval and until Purchasing approves 
this requisition, the status of the requisition will remain Open. 
 
 
At any time during the approval process the requisition may be DENIED.  If a 
requisition is Denied, it will appear in YOUR worklist because you were the 
initiator and you will receive an email stating it was denied.  A sample worklist 
appears on the next page. 
 
 
 

 
 

To determine why the requisition was denied, click on the  link. 
 

Once the Form page of the requisition appears, click on the  tab and 
the following page will appear. 
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Look at the Comment Log.  The person that denied the requisition should give a 
brief statement as to why the requisition was denied. 
 
Once you correct the requisition, save and check to see if it still has a valid 
budget check, if not, budget check and then approve the requisition following the 
previous procedures. 
 
The requisition will then be re-submitted in workflow. 
 
Good Luck!  Please contact the Purchasing Department if you need any help at 
all!   
 
Brenda Zellmer  - Ext 823 
Mary Lou Rendon – Ext 821 
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