
 

 

 

 

 

 

 

 

 

 

 

1. Search or choose Requisition (FPAREQN) from your list – then type NEXT in the 
box as shown below or press Go  

2. Press Go or the next section small arrow at the bottom of the page   

3. Using Tab to move to the delivery date – then move to Ship To type RCV  
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4. Press the next section small arrow at the bottom of the page to move to the 
Commodity/Accounting section 

5. Be sure to note down the requisition number as it will be generated in this 
stage   

6. Type the description of your request in the description box, the unit, quantity 
then the unit price  

7. To add more items press Insert  
8. Delete is to delete the whole item not the requisition 
9. Copy is to copy the same item with full details   
10. Press the next section small arrow at the bottom of the page to move to 

the Accounting section  



 

 

 

 

 

 

 

11. To add more lines to your item description: 
- Go to RELATED at the top right then choose 

Item Text, press go on the next page to open 
new line then press insert or arrow down to 
add more lines. 

- Press Save before you exit the page  



 

 

 

 

 

 

 

 

 

 

  

 

12. Be sure to enter the correct cost center and account number 
13. Press the next section small arrow at the bottom of the page to move to the 

Balancing/Completion  section  

14. Press Complete if you want to complete the request or In Process if you want 
to keep it open for any change later  


