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1. Navigation – Main Menu/Purchasing/Requisitions/Add-Update Requisitions – Click Add
2. Enter a Requisition name (brief description, can be used to search on)
3. Origin = PO or for Ingram Micro Origin = MD
4. Click on Requisition Defaults and enter the following:
a. Click the Override radio button
b. Enter a Supplier number
c. Enter a Category (account number shortcut)
d. Enter the Unit of Measure
e. Enter Attention To (optional)
f. Enter the chartfields Fund/Dept/Program/(PCBU)(Project)/(Class) (optional)
5. Lines section
a. Enter Line Description
b. Enter Quantity
c. Enter Price
d. Reminder taxable & non-taxable items must be split into separate lines
e. For non-standard requisitions, please follow the detailed input guidelines  (see pages 4-5 for details)
6. Click on Add Comments link to add comments or attach quotes (see pages 8-12 for details)
7. Save
8. Budget Check
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9. Submit for Approval 
[image: ]

After the requisition is submitted for approval, the purchasing department will source the requisition into a purchase order and route for workflow approvals and dispatch the PO.  
Once the items are delivered, the user must receive the items into Peoplesoft.  Missing receipts will result in payment delays. 
Accounts Payable will process the vendor invoice once the receipt is matched to the invoice.  



General Information & Resources

For assistance please call the Purchasing Department x6893
Detailed training document link for entering requisitions
https://mywindow.chapman.edu/teams/PSLive/Financials/Requisitions/Forms/AllItems.aspx?RootFolder=%2fteams%2fPSLive%2fFinancials%2fRequisitions%2fTraining%5fClass%5fMaterials%5fREQ&FolderCTID=&View=%7b625968A8%2dA94C%2d4F39%2dBA57%2d04DB80C11152%7d

User will need Peoplesoft Requisition security setup
Email the service desk servicedesk@chapman.edu and request setup for requisitions security (note if you are a workflow approver, you can’t be a requestor).  Make sure you copy your supervisor on the service desk request to show the requisition security is approved

Requisition classes are offered monthly – for dates and registration 
https://webfarm.chapman.edu/PeopleSoftScheduler/
Requisition entry & receipts entry process will be covered at the class
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