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STS:  The Requisition Module: 

     

 
  

•Select 
Requisitoner 
ID/Date

•Select Parts

•Enter Quantities

•Set Request by 
Date

•Enter Accout # 
and Work Order 
# , if applicable

•SAVE

•Provide Req# to 
Purchasing

Requisition 
Materials

•Select Supplier or 
Suppliers for materials

•If multiple Supliers, note 
each in the "Selected 
Supplier" box

•Check "Requisition 
Ready for Approval"

•SAVE

•Select PRINT

•Select NO for Requisition

•Send Requisition form to 
appropriate personnel

Select 
Supplier(s)

• Select Supplier or 
Suppliers (up to 4) 

•SAVE

•Select PRINT

• Select  YES for                   
Quote

•Check "Quote 
Requested"

•SAVE

Request 
Quote(s)

•Select "Approved 
By" & Date

•If multiple levels 
of approval 
required, each 
level must 
approve

•SAVE

•Select CREATE PO

Requisition 
Approval
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 Select the Requisition Function: 

 
 Select ‘Requisitioned By” and the “Date” 

 
                         
 

 Select Parts, Enter Quantities, then Account and Work Order #’s, if 
applicable 
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 Click on right mouse button to Add Rows (or Remove) as needed 
 

 
 
 

 SAVE and Provide Requisition # to Purchasing 
 

 
 Purchasing Agent Selects Suppliers to provide Bids (up to 4 can be 

selected) 
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 SAVE 

 

 Select PRINT ….. YES to generate Quote Form request to Suppliers 

 
o  

 
 Check “Quote Requested” and SAVE 
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 Once Quotes/Bids are received, Select Suppliers.  (If multiple 
suppliers for Requisition, Identify in the appropriate Row Item.) 

Check “Requisition Ready for Approval” and SAVE 

 

 

 

 

 Select PRINT……NO  to generate Requisition approval form 
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 Send Requisition Approval form to requestor for Final approval 

 
 Authorized person selects the “Approved By” & Date fields  (If 

multiple approvals required, both will need to approve.) 
 

SAVE 

 

 
 Select CREATE PO button  (Creating the PO will Close the Requisition 

and Generate  Purchase Order Number) 
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 Creating the PO  “closes”  the Requisition and Generates the PO# 

 


