[bookmark: _GoBack]Requisition - Basic Entry
1. Navigate to:   Main Menu > eProcurment > Requisition
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2. Select:  Special Requests
[image: ]

3. Enter:  Item Description, Price, Quantity, NIGP Class, Unit of  Measure, Due Date. Click ‘Add to Cart’.
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4. Click:  Checkout
[image: ]


5. Enter: Requisition Name
[image: ]


6. Click the Line 1 arrow button to reveal Shipping Line 1.
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7. Click the Accounting Lines arrow to reveal the chartfield entry.
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8. Select the ‘Chartfields2’ tab and enter the chartfield values required for your agency.  
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9. Scroll to the bottom of the page and click ‘Save and submit’.  
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10.  If the save is successful you will be taken to the Confirmation page.  
[image: ]
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Confirmation
Your requisition has been submitied.
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Requisition Name ePro Req Entry Example

Requisition ID_0000003920

Business Unit M.
Status Pending

Priority Medium

Budget Status Not Checked

Number of Lines

Total Amount

1

990 USD
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