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University of North Alabama 
 

Creating a Purchase Requisition 
in Self-Service 

 

In Self Service, select Requisition.   

 

 
 

 

 

Navigation Use the Tab key to move to the next field.  Use 
Shift + Tab to return to a previous field.  The 
mouse can be used for point and click 
navigation throughout the Requisition form. 
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¶ You are now ready to create a Purchase Requisition 

 
 

 

 

 

Tab until the cursor appears in the transaction date, then follow the steps 

below: 
 

 

 
Step Field Instructions 

   

 Transaction Date This field will default to current date.  No changes are necessary. 

   

 Delivery Date Enter desired date of delivery (must be later than transaction date). 

   

 Vendor ID Enter the Vendor's ID, e.g. L00000045.  If you need to look up the 

Vendor's ID, scroll to the Code Lookup section at bottom of form.  
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How to Use Code Look-Up: 

 
 

Select the ñTypeò code you are looking for from the list of values available.  In this 

example, select ñVendor.ò 

 
Step Field Instructions 

 ¶ Type: Select "Vendor" from drop-down list. 

 

 

 

 

 

 

 

 

 

 

4 

4 



 5 

 Code Criteria: Leave blank (this is the Vendor ID you are looking for). 

 Title Criteria: Type in the name of the Vendor or a partial name followed by a wildcard 

"%".  The example is searching for a Vendor ID for Alexander Films. 

Wildcards can also be used in the middle of a name, for example 

ñ%Film%ò. NOTE ï This field is CASE SENSITIVE. 

 Max # of rows You can change the number of matching results. 

 Execute Query Click the Execute Query button to see vendors that match your search 

criteria.  (this may take several seconds to run)   

 *   Note If the Vendor does not exist, contact the Purchasing office and they will 

add the vendor to the system.   

 

 
 

After clicking the Execute Query button, the results will display at the top of the 

form.   
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       Enter the ID of the vendor in the Vendor ID field.  

                                                           You can copy and paste if you like.   
 

 
 

        Click on Vendor Validate and the vendor information will populate.   
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 Requestor Name The information regarding the requestor should automatically populate 

from the user profile.  Any of this information can be overwritten if 

needed. If you order for more than one organization and the organization 

you are ordering for is not the default organization, please enter the 

organization number the requisition is for.  

   

 Ship To Locate your Ship to Code in CODE Look Up If Unknown 

   

   Comments This field is for brief requisition comments.  Will not Print on P.O. 

   

 Document Text RIGHT Click on document text AND choose Open in NEW Window to 

access the Document/Commodity Text screens shown below.     
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Text keyed in the first block will print on requisition and later on the purchase 

order.   

                Text keyed in the second block will not print.   

 

Click on Save.  To close this form, click on ñExit documentation text page.ò 
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 Commodity Code Field Leave blank. 

   

 Commodity 

Description 

Click in this field and enter the description of item you are 

requisitioning.  Note that you do not have an option here for 

additional commodity text.  You would enter additional information 

in the Document/Commodity Text screen.  

 

 Unit of Measure 

 

Enter EA for each, or use drop-down list for appropriate Unit of 

Measure. 

 

  Tax Group 

 

Leave as None.  

  Quantity Enter number of items being ordered. 

   

 Unit Price Enter dollar amount of item. (no need for $ sign) 

   

   

 Discount Amount or 

Additional Amount 

Optional.  Enter if applicable. Use the Document/Commodity Text 

screens to explain these amounts.  

  

Commodity Validate 

 

Click Commodity Validate to finish this section of the requisition.  
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 Calculated 

Commodity 

Amounts 

This block will automatically be filled in with extended, net and total 

amounts.   

   

 Dollars/Percents 

Buttons 

Automatically defaults to Percents.  Do not change.  
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