
Creating 
Requisitions 

How To Generate a Requisition in 
Financial 2000 



Step #1 Log on to the application 

Step #2 Click the Purchasing Icon 



Step #3 Top left of screen click 
Requisitions 

Step #4 Top of screen click Add 



Step #5 On this screen enter the following: 
• Description 
• Type  (Vendor Req or Stores Req ) 
• Requestor Name 
• Type of Goods/Services 
• Location 



Step #6 Choose the vendor you will be using.  Click the 
box to the right of Vendor Name.  When the window 
opens enter the first few letters of the Vendors name and 
click search 



A list of vendors will populate below that.  
Highlight the vendor you are going to use 
and click select.  



If the vendor you need to use is not coming upin the 
search, it simply means the vendor needs to be added.  
Under suggested Vendor you need to enter the 
following: 

• Name of Vendor 
• Address 
• Telephone 
• Fax 
• Email address 
• And request a completed W-9 from the vendor 



Step #7 Item Details- click add line 
Here you will enter 
 
• Item# 
• Description of Item 
• Quantity 
• Unit Price 

 
You will add a line for EACH item being ordered 



Step #8 Once you have entered all of your items you will 
proceed to the accounting portion.  Below the item details to 
the right you will click Account Search.  When you click the 
tab it will open this window. 



Enter  
• Resource 
• Object 
• School 
And hit Search 

Highlight the Account Code 
you want to use and hit 
select 



Step #9 Your account code is now plugged in to 
the requisition. Click Distribute Evenly in order 
to charge the expenditure to that budget line. 



Shipping Charges?   
Insert them below the account 
line and hit distribute evenly 
again. 



Need to attach a copy of a  
• Quote?   
• Shopping Cart?  
• Registration Form?   
• Order Form?  

 
Click Add Attachment 



Find your document, highlight it 
and click open. 



Once your document is attached click save. 



Step #10 Find your saved requisition 
listed under new requisitions.  
Highlight it in the list and click send 
for approval. 

Your requisition is now on its way to becoming a Purchase Order. 
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