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ORACLE REQUISITIONING  
Users have specific responsibilities (authorizations) based on activity (departmental) codes as 
determined by the Budget Office.  

 

 

Select “REQUISITIONS” 
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In the screen, enter the following information:  

• DESCRIPTION (description of project or any additional information that Procurement 
may need)  
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• Put cursor on TYPE in the LINES tab – you will see three dots (…).  Move cursor over the 
dots and a list of values will appear.  Select the most appropriate description for the 
requisition. 

NOTE: fields that are highlighted with yellow are MANDATORY and must be entered. 

 

 

• Put cursor on CATEGORY in the LINES tab – Click on the dots and a list of values will 
appear.  Select the most appropriate description. 
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Hit “OK” 

Enter the line item description for the item you are requesting.  Include manufacturer, model 
number, and any additional information required to place the order with the vendor.   
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Enter unit of measure (UOM) from the list of values If the LINE TYPE is “GOODS”.   

NOTE: The UOM (US DOLLAR) is automatically entered in the system if you select the other LINE 
TYPE options (service, contract, consulting). 

 

 

 

Enter quantity and unit price: 
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ENTER VENDOR INFORMATION FOR THE LINE:  

In the SUPPLIER field, select the list of values (…) to locate the supplier name by doing one of 
the following:  

 

1. Enter the wildcard character (%) for a complete list of suppliers. 
2. Enter the partial supplier name with the wildcard character (%) at the beginning and you 

will get a list of all suppliers with corp in the name 
3. Enter a partial name without the wildcard (%) and a list of suppliers which starts with 

corp will appear 

 

 

Enter the site information for the vendor by selecting the list of values (…).  If only one address 
exists for the supplier, the system will automatically populate the information.  Otherwise, 
select the supplier site from the list of values.   

 

NOTE: if a supplier does not appear in the list, contact Procurement Services.  The new supplier 
will need to complete a Vendor Application Packet and Procurement will need to enter this 
information in Oracle before orders may be placed.  For questions or assistance, contact 
Procurement Services.  
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Click on “DISTRIBUTIONS”.  Click on CHARGE ACCOUNT and click on the list of values.  The 
following screen will appear:  

 

 

Enter ACTIVITY code and hit TAB on your keyboard; or use the list of values to select the code.  
Select OK. 
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The next screen will appear.  Enter the OBJECT CODE and hit the TAB key from the keyboard; 
otherwise, use the list of values to select the code.  

 

 

Select OK  
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SAVE THE REQUISITION! 

 

 

 

The APPROVE button will now be enabled and the requisition number will appear. 
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Select APPROVE.  The “RESERVE” button will be automatically selected under ENCUMBRANCE 
and the Requisition will be forwarded to the FINANCIAL REVIEWER. Select OK.  
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If there is sufficient budget, the requisition will be approved to forward to the Financial 
Approver.   

 

 

 


