
Do you need to
make a purchase

for the University?

Do you have a
purchasing

Card?

Do you have access
to the eProcurement

system?

Log in to
e-Procurement &

Create a Requisition

Go to Business &
Financial Affairs

Forms Page

Under Access Forms for
Financial System, Open

the "Security Access
Request form for

Non-Fiscal Affairs Staff"

Complete the form
following the
instructions

provided on the
form

Obtain ALL
required signatures

and submit to
Computer Services

for Processing

Once access has
been granted, you
will be notified by
Computer Services
of your Username

and Password

Using the
Step-By-Step
Instructions

provided for use on
the Procurement

web site, complete
all required steps

System Step 1:
Define Requisition

***

System Step 2:
Add Lines

Step 3:
Review & Submit

Lines

Save & Preview
Approvals

If necessary, Add
Ad-hoc approvers
to each line of the

requisition

Submit the
requisition for

approval

Yes

Yes

No

No

DECISION TREE:  USING E-PROCUREMENT AND CREATING AN E-PROCUREMENT REQUISITION

Is it an
allowable PCard

Purchase?
Use Your PCard

Yes

Yes

No

Schedule
Training/Attend
Training Session
(See Business &
Financial Affairs
Training page)

***If the vendor is not available in the system, logout of the system, and complete the vendor request form.  Once the vendor is added to the
system, login back into the system to create the requisition.


