


67(3 &OLFN $GG WHRZVWODHKMRBVH 5HTXLVLWLRQ

67(3 )LOO LQ DOO VHFWLRQV EHORZ

Department + ZLOO GHIDXOW WR \RXU '$&

Requester + VHOHFW VLWH IURP GURS GRZQ

Shipto + VHOHFW VFKRRO ZKHUH LWHPYVY DUH WR EH VKLSSHG

Date Required + OHDYH DV LV

Requisiton Date + ZLOO GHIDXOW WR FXUUHQW GDWH

Project + ZLOO GHIDXOW WR XQGHVLIJQDWHG *+ GR QRW QHHG WR FKD(
Warehouse =+ ZLOO GHIDXOW WR 00&

Manage Documents + DWWDFK DQ\ QHFHVVDU\ EDFNXS GRFXPHQWDWLRQ L

©NOOAWNE




67(3 $IWHU WRS VHFWLR@®XWV EGHENILIODHEVHPVY | $GG

JRU PXOWL OLQH LWR EW SDMKAKDIVHG IURNHVKE® ROQUHKIRXHKR XV H
SHTXLVLWLRQ ! FOLFWHKUGH ,WHFPRWYV LQQQHSSE U4AXKMN BRHTXLVLWLR
DOORZ IRU VHYHUDO/ WHRS EBWIDRWUHGHWHEB RQQRQH UHTXLVLWL




67(3 )LOO LQ VHFWLRQV | FOLFN 'RQH

1. Item Number— FOLFN LQ ER[ DQG LVRHPYWDOW WSSHBDWLQ LWHP QXPE
Description— ZLOO DXWR SRSXODWH

Unit £+ ZLOO GHIDXOW
UnitPrice + ZLOO GHIDXOW WR :DUHKRXVH SULFH
Line Total £+ ZLOO DXWR SRSXODWH
2. Quantty + HQWHU TXDQWLW\ ZLVKLQJ WR EH SXUFKDVHG
+

3. Account + FOLFN LQ ER[ DQG DFFRXQW FRGHY ZEORXMNS HBGHRU VWDU
Ext + ZLOO DXWR SRSXODWH

Grant Project + OHDYH GHIDXOW




67(3 $IWHU OLQH LWHP KRMFAHER[DRGHEEFDW IRU $SSURY
*If you wish to save the requisition in your queue and not release to next approver yet, do not select
check box and just click Save

67(3 $IWHU FOLFNLQJ (RXYHPAW RJIHHBOSIULO ® W ARQWX FED® BID® H O
VKRXOG WKHQ VHH WKBWJADXYXLMXWWRUWHGHRMHIBJRY QWKH ZLWK W
DSSURYHU




, ) UHTXLVLWLRQ VWD\V p2ULJYT LQ 1RMVLHS ED R YHRIWF RHONX EEQ HW KUK ORHHDD/
VWDUW LQ WKH OLQH RI DSSURYDO HX® RG&RHEOW A OIHFONH R § HU HJTRKAL WAWLRAHL |
FKHFN ER[ IRU 6 XEPLW IRU $SSURYDO ! FOLFN 6DYH

JULHQGO\ 5SHPLQGHUYV

e ,I DQ LWHP LV VEOOQW WROEHG IROORZV 6WHS
e $ PXOWL LWHP :DUHKRQWH @ HETHK SHWWRUPHG E\ VHOHFWL



