
 

REQUISITIONS 

I. Submit a Requisition with the following REQUIRED information: 
 

A. REQUESTOR will already be filled in with your name. 
 

B. ORDER FOR  Put the name of the teacher or employee ordering if it’s not you. 
 

C. REASON supplies, meals, etc.  If traveling please put date & reason for trip. 
 

D. REFERENCE NBR:   Type either CHECK or CREDIT CARD 
 

E. VENDOR will NO LONGER BE CHASE.  It will be the actual vendor you are 
purchasing from, even if you are using the credit card.  That is why it is important to put 
Check or Credit Card in the Reference number.   
CHASE as the Vendor will only be used for the hotels & meals with students. 

 

F. SHIPPING ADDRESS should already be filled in but just double check. 
 

G. CAMPUS/DEPT will be whoever is the approver for your campus. 
 

H. CREDIT CARD CODE (REQUIRED if using a Credit Card—Chase, Sam’s, 
Wal-Mart, or if using a charge account—Amazon or Lowe’s)  in the top area, 2nd 
column, just below Campus/Dept.  Hit the space bar and a list will appear.  Choose the 
correct vendor-Chase, Sam’s, Wal-Mart, Lowes (even though Lowes don’t have a credit 
card, we have a charge account that is set up in our system like the credit card), or 
Amazon (which you will NOT use your credit card here either). If you have a School 
Issued Credit Card in your name, please choose your name if you plan to charge on your 
Chase Card, or if you plan to use another credit card, just choose Chase.   

 

 



 

REQUISITIONS 

I. CATALOG space put what dates you are traveling.   
Example 1:  Aug 10-18, 2022    or  9/20/22 

 

J. DESCRIPTION: 
1. For everything Except Chase or Amazon: 

a. What you are buying 
b. Example:  Classroom Supplies, contract labor, training supplies, etc 

 

2. Chase purchases: (Vendor will not be Chase unless you are traveling) 
a.  TRIPS:  Where you are going, what you are going for, etc.  You may also 

use the long description for more room 
Example: Hotel Rooms,  V VB Meals, Tulia, Austin, etc 

b. SUPPLIES:  Classroom Supplies, etc 

3. Amazon Purchase: 
a. Order Number (123-456789-1234567) is the only description we need 
b. See Amazon Order Procedures for more details. 

 

K. QUANTITY is self-explanatory.  Number you are purchasing.  If you are 
Buying 10 meals, please do not put one & lump the sum in the unit price.  Put the 
number you are actually purchasing. 

Example 1: 3(nights)  Example 2: 5(pens)  Example 3: 10(meals) 
 

L. UNIT PRICE  put the cost of the room per night or cost of the item.   
Please do NOT lump the sum together and put in this column.  Put the Unit Price.      

Example 1: $89.99 Example 2: $15.99 Example 3: $7.00 
 

M. Add 20 % SHIPPING to all orders, except Amazon! 
Please put shipping on all orders.  Some vendors tell you they are not charging 
shipping but then when the invoice comes in and something has changed, there is 
shipping on it and now your PO is less than the amount of the invoice.  This may cause 
you to overspend.  You could be responsible for the overage. 

 



 

REQUISITIONS 

N. ACCOUNT CODES:  Be sure each line item in the middle section has an  
account code in it for it.   
1. If it has more than one line item in the middle section and all are coming from 
the same account, you can enter each line item, them to add the account number, at the 
top click on “Uniform Account Distr”  

a. Click Add 
b. Type in Account Code 
c. Type in 100% 
d. Click Calculate Amount 
e. Click OK 

2. If they are coming from separate accounts, Enter the line item, then add the 
account code.  Then go add item 2, then add account code, etc. 
3.  To be sure each one has an account code, in the middle section, whichever line 
item is highlighted, is the one that is showing the account code.  You have to click on 
“Accounts” in the middle section to change to each line. 
4. If you do the uniform account distribution to add the account code, then decide 
to add an item, that item will not have an account code.  It will need to be added. 

 

 

II. Saved or Returned Requisition: 
1. Purchasing 
2. Create/Modify Requisition 
3. Directory (leave the Requisition # blank) 
4. Search (leave all areas blank) 
5. This will pull up any saved or returned Requisitions 
6. Click on the Requisition number and it will pull up any saved or returned Req. 

a. If it is one saved you forgot about and no longer need, 
1. Pull it up and either delete it or 
2. You can change everything about it and submit it. 

b. This needs done several times a year to be sure no Requisitions are left at 
the end of the year.  This must be cleaned out or we cannot roll over to the 
new year. 
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