
How to Submit
a 

Requisition



Enter log in
Credentials







If not using E-commerce vendor; follow slides 5 - 11
E-commerce requisition instructions begin on slide 12



1. Select correct group from drop down

2. Enter a brief description 
whatever is entered here will appear on the check stub

3. Select vendor from drop down
if vendor is not listed may select 
*VENDOR NEW

4. Select correct building from drop down

5. 













Available E-Commerce vendors

Maintenance Only 
Vendor





Maintenance Only 
Vendor

Select the vendor you wish to order from



1. Select correct group from drop down

2. Enter a brief description 
whatever is entered here will appear on the check stub

3. The vendor selected will automatically populate

4. Select correct building from drop down

5. 



This is just like using Amazon site at home



When finished with your order go to cart and proceed to checkout



1. Make sure Pay By Invoice is selected

2.



Verify the shipping address 
is to the correct building





The only orders that are physically placed by the Business Office are e-commerce vendors. 
If you are ordering from a non e-commerce vendor it is your responsibility to place the order


