
Create a Requisition in Web Advisor

You can find the link under 
Financial Information.



If your requisition is for a current vendor enter first three
letters of the each word and click submit. 



With current vendors simply click the correct vendor 
(please verify the address) and click submit.



If it is a new vendor click the back arrow and select
“I do not wish a vendor Lookup” and submit.

If you try a name and they are not a vendor
you will get a message like this.



If it is a new vendor you will need to type the name of the vendor in the
name field. Type the address and other pertinent information in

the comment field. 



If the amount of any item on this requisition will exceed the budget, 
please explain where the additional money will be coming from.

Funds will be coming from employee Development



Add your e-mail to the blank for confirmation E-mail
then choose your location from the drop down menu at “ship to”

Enter the desired date
AP Type is AP for regular vendor payments and

AG For Agency Payments (40)



The item description describes the proposed purchase.
Vendor Item is the number the vendor assigns that product

Quantity and unit of issue are self explanatory 
Price is per unit of issue. PO will show total units times price.
Use the drop down menus to pick cost center (department) 

and Object codes.



When you have entered all the line items and comments 
(Printed Comments will print on the finished PO & Check)

enter your budget manager and VP in the next Approver block.
You will need their complete login ID. 

If the total is over $1000.00 add Scott Stewart (S0012223.)
If the total is over $5,000 add Nancy Schoonmaker (N0440598.)



Each person on your next approver list will receive an e-mail
so they can approve your requisition using APRN.

• Requisition Number     0001218
• Requisition Status     Not Approved
• Requestor Name         Mrs. Sally J. Van Horn
• Initiator Name         Mrs. Sally J. Van Horn
• Requisition Date       11/18/08
• Desired Date           11/20/08
• Vendor ID and/or Name  0005812 Integrity Business Solutions
• AP Type                AP Regular Vendor Payments
• Requisition Total      $91.19
• Ship to                BO Business Office
• Item 1
• Item Description     Note, Post-it 3x5 ult
• Vendor Item          mmm 655-5uc
• Quantity             1.000
• Unit of Issue        PK Package
• Price                7.3100
• Extended Price       7.31
• GL Account Number    10-0-16161-63056 Business Office : Supplies & Expenses
• Project ID           
• Item 2
• Item Description     bag, deposit 100/pk
• Vendor Item          mmf 236201n
• Quantity             1.000
• Unit of Issue        PK Package
• Price                37.9000
• Extended Price       37.90
• GL Account Number    10-0-16161-63056 Business Office : Supplies & Expenses
• Project ID           
• Item 3
• Item Description     label lsr remv cd/dvd
• Vendor Item          ave 5931
• Quantity             2.000
• Unit of Issue        BX Box
• Price                22.9900
• Extended Price       45.98
• GL Account Number    10-0-16161-63056 Business Office : Supplies & Expenses
• Project ID           
• Printed Comments
• Comments
• Approval                                   Date
• Next Approval



Another new link is Requisition status,
Which lists all the requisitions you have created 

and their status.


