
Purchase Requisition
Procurement and sourcing > Common > Purchase requisitions > All purch. requisitions

Purchase requisitions allow an array of employees to request 
the products they need. Requisitions also provide a workflow 
for approval of the request.

Summary

1. Create a Purchase requisition
2. Add Requisition lines
3. Submit Requisition for approval
4. Add non-catalog item
5. Create Purchase order from Requisition

Steps

• Provide a well organized catalog to simplify data entry on 
the Enterprise Portal

• Purchase orders can be auto-created or manually created 
from approved requisition lines

Tips



Create a Purchase requisition

• Click the new Purchase requisition button.

• Name the requisition.

• Fill in the Requested date for the goods.

• Mark Select default project and choose a Buying legal 
entity and Project ID if requisitioning for a Project.

• Click OK.
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Add Requisition lines

• Click the Add items button.

• Choose the 
Procurement 
category of the item.

• Mark the desired items 
and click the Select 
button.

• Order the Quantity 
needed.

• Click OK.
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Catalog items Non-catalog items

Procurement category

Select

Interactive 3.1 Add Requisition Lines

1 2 3 4
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Submit Requisition for approval

• On the Purchase requisition form, review the lines.

• Submit the requisition.
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Movie 3.1 Purchase Requisition
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Add non-catalog item

• Click the Non-catalog items tab.

• Type the Product 
name.

• Select a Category.

• Fill in Quantity, 
Unit price, and 
Unit of measure.

• Select the item.

• Click OK.
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Create Purchase order from Requisition

• Select the lines t0 purchase.

• Click the new Purchase order button.

Procurement and sourcing > Common > Purchase requisitions > Release approved purchase req.
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