
TO GENERATE A REQUISITION 
1. LOG ON TO WEBPORTAL  

Please note: if you have to step away from entering the requisition before you are finished 
make sure you log out of Webportal.  (we have a limited number of licenses and if you are 
logged in and not working on a requisition someone else is unable to access the system)  Once 
you log out the system will save what you have already done in the cart.  To access again 
follow the same instructions below to login and access your cart .  Continue where you left off. 

 

Important note about saving your requisition:  Everytime you save your work the screen should 
flash or “blink” as referred to through out this document.  If you do not see the screen 
blink then the save was not successful.  Please make sure to pay attention to the screen 
when saving your work. 

 

2. Click on Request a one-time product 

 

  



 

3. TO SELECT A VENDOR 
• Under Select A Vendor  - type in your vendor name and click on the binocular icon. 

 

• When the vendor name comes up, click on the company name (see below) 

If the vendor is not available: send an email to Olmiraida Medina in Accounts Payable at 
omedina@moore.edu with the information needed to add a new vendor.  ****DO NOT ADD 
THE VENDOR YOURSELF**** 

 

  



 
4. Choose “by quantity” (do not use “by flat”) 

 

5. Type in the product description, quantity, unit of measurement (select appropriate unit 
from drop down box) and unit price.  

 

  



6. Make sure to list all of the account number(s) you will be using under the Notes section  

If you have an invoice number or quote number you should list it next to the account number 
(i.e. 10-6610-5630  -  Quote # 123456)  then click on Add to Cart.  

 

 

For Requisitions with One Line Item and Shipping – skip to shipping charges below 

For Requisitions with more than one line item - To Add another line item we will follow 
#3 of these instructions.  Under Select A Vendor  - type in your vendor name and click on the 
binocular icon then click on the Vendor name. 

 

 

Then we will follow # 4 again – please note no need to re-enter the account number if it 
is the same as the first item added to the cart.  



Choose “by quantity” (do not use “by flat”) then type in the product description, 
quantity, unit of measurement (select appropriate unit from drop down box) and unit 
price.   

 

 

Once you are finished click on Add To Cart 

 

SHIPPING CHARGES – it is important to list shipping charges on the requisition.  If 
you do not have the amount of the shipping charges contact the vendor and ask for an 
estimate.  Then enter under “By Quantity” as follows: 

Product Description: Estimated Shipping 

Quantity:  1  Unit of Measurement: Each 

Unit Price:   enter the estimated charge 

Then click on Add to cart  



 

7. Once everything is added to your cart click on View My Cart and verify all of the 
information is correct.   

If you have an incorrect item, click on the Remove box and then click on Update Cart 
and then click on Request One-time Product to re-enter. 

 

8. If the information is entered correctly click on Create Requisition 

 

The screen should blink then you will see the below:  

 



9. Click on drop down box for Approval Rule and select the appropriate department name

 
10. Under Description enter in the name of the company (this will help when you have to 

search requisitions.) 
 

Then under the first line number click on the Edit button (on the righthand side of the 
screen). 

 

  



Your screen should blink again, then you will see the below screen. 

11. Under Internal Notes you should see the account number(s) entered under the Notes 
section during Step 6 above.   

 

12. Under Purchase Order Line Item Information enter the following: 
• Ship via - select Best Method from drop down box 
• Ship to  - select Shipping & Receiving from drop down box 
• Buyer – select your name from the drop down box 
• Department – select your department from the drop down box 
• Deliver to – select your name from the drop down box 

 

 



13. Scroll down to the Distribution section and click on ADD then enter the amount and the 
account number of the line number you are editing. 

 

Click on Save – the screen should blink and then you’ll see the below   

 

  

  



 

If you have more than one line item and the account numbers are different click on 
SAVE and then Return to Requistion.  Then repeat steps 10-13 above. 

If you have more than one line item AND the account number is the same click on 
Copy Line Item Info.  

 

Check each one of the boxes under Copy Line Item Information then click on OK 

 

  



 

Click on SAVE, the screen should blink and then you will see the below 

14. Click on Return to Requisition  

 

The Status should be listed as <Distributed>, if it says <Not Distributed> click on 
Edit and follow steps 10-13 above. 

 

 

 

 

  



15. Once everything is listed as <Distributed> click on Submit Requisition 

 

 

Make sure to save your requisition number. 

 

16. Once you’re completed click on home and log out.   It is important to log out of the 
system when you are not actively working on a requisition.  There is a limited number of 
people that can access the system at the same time. 

 

 


