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3. On the Purchase Requisitions page, under Request Forms, select the type of form you would like to create. 

(Note: for this 
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7. Click on the shopping cart icon to review your requisition
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10. When you are finished reviewing your requisition, click the ñSubmitò button in the upper right corner. 

 

NOTE: If you are not ready to Submit your requisition, you can click ñSave and Closeò and return to the 

requisition at another time to complete and submit.  

 

 

NOTE: If there are no funds available for the requisition you submit, a box will indicate that and you will 

have the option to request an override.  

 


