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Requisitioning 

Select ACCOUNTING and then  PURCHASING from the side menu bar. 

 

 

Click the NEW icon on the top tool bar. 

 



There are three sections to the Enter/Edit Purchase Requisitions page. 

 

 

1. Search Purchase Requisitions:  Allows you to search requisitions pending review. 

2. List Purchase Requisitions: Is a list of all searched or entered requisitions. 

3. Purchase Requisition Detail: Is where new purchase requisitions are entered. 

 

 

 

There are four tabs that need to be populated to complete the requisition process. 

 

Purchase Requisition tab: PO Header info-Date, Vendor, Ship to, Bill to address, and Tax % 

Item Detail tab – Line item for each item being purchased; Quantity, unit, description, unit price  

Account Distribution tab: Accounts to be charged 

Documents tab: Quotes from vendors attached  

 

 

Purchase Requisition tab 



 

Enter the: Vendor name, the tax percentage (8.00 for product, 0.00 for service), and Requester’s name 

Note: If vendor does not exist in the system, have the vendor register on the county website 

 

 

 

 

 

 

 

 

 

 

 

 

Item Detail tab 



 

Enter the: Vendor item number (if available), quantity, unit of measure, description, and price. 

 

Account Distribution Detail tab 

 

1. Distribute the full amount to one account. 

 

     2. Manually distribute the amount to multiple accounts: Type in the amount beside each account number. 

 

 



     3. Distribute the amount to multiple accounts based on percentage of the total: Type in a percentage beside each   

account number. 

 

 

    4. Distribute the amount to multiple accounts based on item:  Assign a code on the Item Detail Tab;  

 

Then assign an account to each code. 

 

 

 

 

      **AFTER ACCOUNT DISTRIBUTION TAB HAS BEEN COMPLETED CLICK THE SAVE ICON HIGHLIGHTED ABOVE** 

       ***Once the requisition has been saved; quotes must be attached to the Documents tab*** 

 

 

 



Department Head Review 

1. Select REVIEW/APPROVE PO REQUISITIONS from the PROCESS menu. 

 

2. Click the SEARCH button. 

 

3. Select requisition to review from list. 

 

 

 

 



4. Review the each tab to verify purchase request is valid. 

 

 

Receiving Items 

Select ENTER RECEIPTS from the PROCESS menu. 

 

 

 



1. Enter PO number and click the SEARCH button. 

 

 

 

 

2.  On the third tab enter number received in the CURR REC field and enter date in the DATE field and press enter on 

your keyboard. 

 

3.  When the Received field matches the amount that you actually received then click the CLOSE button. 



 

            

 


