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Adding a New Requisition (from scratch) 
 

1) Select Build Request from the Main Menu 
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2) Select Add New Req
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3) Complete the Requisition Header page. 
 
 
Required Fields… 

 Description 
 Agency Req. 
 Account  
 Invoice To address 
 Deliver To address 
 Requisitioned By…name, phone, and e-mail address 

 
 
The Requisitioned By information is automatically populated using the current user’s directory profile. 

 5

 
 
 

 
 
 
 



 
 
 
If a user can enter requisitions against multiple accounts, a drop-down box will be provided from which the user will have to 
select.  If a user can only enter requisitions against one account, no input is necessary. 
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Once the system knows which account the requisition is being submitted under, choices of Invoice To and Deliver To addresses 
become available.  If a default Invoice To and/or Deliver To address has been specified in the Agency master file, the selection 
is made when the account is selected.  The user can override the defaults by making another selection from the drop-down 
box. 
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After filling-in all appropriate information…click Next Step 
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4) Select items from the Commodity/Service file 
 
 
Enter a description or code to search for commodities and services.  Click Submit Search
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 to list the items matched. 
 
 
 
 

 
 
 
 
 



 
 
 
Click the ‘+’ to expand the hierarchy of a commodity/service.  Click the check-boxes to select items. 
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The user can enter a partial code to list all commodities/services belonging to a specific class.  While doing the previous 
search, it was noted that class 393 encompasses FOODS: STAPLE GROCERY AND GROCER'S MISCELLANEOUS 
ITEMS.  The longer the code that you supply, the more specific the query will be.  Note: The wild card character, ‘*’, must 
be used for partial commodities/services searches. 
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A user can click the Selected

 12

 tab at anytime to display the collection of commodities/services that has been chosen. 
 
 
 
 
 
 

 
 
 
 
 
 
 



 
 
 
Click ‘off’ a check-box to drop a selection.  When all items have been selected, click Next Step. 
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5) Verify, re-number, and group your selections. 
 
 
Look over your selections.  You can drop or make additions to your list by clicking Previous Step.  You can group your items 
into lots by assigning lot numbers.  You can also re-order your items by assigning different item numbers.  The Renumber 
button located at the bottom of the page will assign item numbers based on the order of your selection (this is how the original 
line numbers are assigned).  Click Next Step to add your new requisition to the database. 
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6) Review your item details. 
 
 
Add needed detail by filling-in the appropriate form fields.  Only a description and a valid commodity/service code are 
required at this time, but your items will have to be numbered sequentially before the requisition can be submitted to the 
procurement office. 
 
You can navigate through your items by clicking the appropriate button on the navigation bar. 
 

 15

 
 
 

 
 
 
 



 

7) Add other items after the requisition has been built. 
 
 
For adding new items, click New

 16

 to move to a blank input form. 
 
 
 
 

 
 
 



 
 
 
Click Add New Comm/Srv

 17

 if you would like to query the commodity/service file 
 
 
 
 

 
 
 
 



 
 
 
Enter a description or code to search for commodities and services.  Click Submit Search
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 to list the items matched. 
 
 
 

 
 



 
 
 
Check one or more items to add to your requisition.  Click Next Step
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 to continue. 
 
 
 
 

 
 
 



 
 
 
You can drop or make additions to your new items list by clicking Previous Step.  You can assign your item(s) to a new or 
existing lot.  You can also assign different item numbers. Click Next Step to add your new item(s) to the requisition.  
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8) Assign alternate delivery addresses to items. 
 
If you need to assign an alternate delivery address to an item, click Alt. Delivery
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Select an alternate delivery location from the drop-down box. 
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9) Review lots 
 
 
If you are grouping items into lots, you can enter lot descriptions or list items by lot.  Click the Lots tab to move to the lot 
section of the current requisition. 
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From the Lot Items page, you can get a quick look at all items assigned to the current lot.  Click any of the navigation buttons 
to move through the lots. 
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10) Move back to the requisition listing for other maintenance 
 
 
Click the List

 25

 tab to move back to your agency’s requisition listings.   
 
 
 

 
 



 

11) Move back to the Main menu from any form. 
 
 
Click the Main link to move back to the main menu.  Clicking Log Out will end your session and take you to the S.C. State 
Portal. 
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Adding a New Requisition (by copying from previous work) 
 
 

1) Select Build Request from the Main Menu 
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2) Build your selection list to use as the basis for creating your new requisition 
 
You can select entire requisitions or individual items to use as a starting point for a new requisition.  Click the ‘+’ to expand a 
requisition. 
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Selecting a requisition will select all subordinate items. 
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You can also select individual items by clicking the corresponding check-box. 
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3) Search for items to add to your selection list 
 
 
If you would like to search your requisitions, click Search Reqs. 
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By entering an agency’s requisition number or part of an item’s description, you can perform searches against existing 
requisitions.  If the phrase entered in the Description search field appears anywhere in an item’s description, the requisition 
will be returned in the search ‘results’ list.  Enter search criteria and then click Submit Search

 32

. 
 
 
 

 
 
 



 
 
 
From the search ‘results’ list, you can add to your selection list by clicking the appropriate check-boxes. 
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4) List your selections 
 
Click List Sels

 34

. to review your picks. 
 
 
 
 

 
 
 



 
 
 
In this example, all the items from requisition A12345 and two items from requisition S1234 will be used to build the new 
requisition. 
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5) Start the new requisition process by clicking Add New Req.
 
 
Click Add New Req to start the process.  Item numbers for the new requisition will be assigned in the order you selections 
were made. 
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6) Verify, re-number, and group your new items 
 
 
Look over your selections.  You can drop or make additions to your list by clicking Previous Step.  You can group your items 
into lots by assigning lot numbers.  You can also re-order your items by assigning different item numbers.  Click Next Step to 
continue the process. 
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7) Complete the Requisition Header page. 
 
 
Required Fields… 

 Description 
 Agency Req. 
 Account  
 Invoice To address 
 Deliver To address 
 Requisitioned By…name, phone, and e-mail address 

 
 
The required fields (except Description and Agency Req) are automatically populated using the current user’s directory 
profile and previous requisition information. 
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If a user can enter requisitions against multiple accounts, a drop-down box will be provided from which the user will have to 
select.  If a user can only enter requisitions against one account, no input is necessary. 
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Once the system knows which account the requisition is being submitted under, choices of Invoice To and Deliver To addresses 
become available.  If a default Invoice To and/or Deliver To address has been specified in the Agency master file, the selection 
is made when the account is selected.  The user can override the defaults by making another selection from the drop-down 
box. 
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After filling-in all appropriate information…click Next Step 
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8) Select additional items from the Commodity/Service file 
 
You can now assign additional items to your new requisition by making selections from the commodity/service file.  Enter a 
description or code to search for commodities and services.  Click Submit Search

 42

 to list the items matched. 
 
 
 
 

 
 



 
 
 
Click the ‘+’ to expand the hierarchy of a commodity/service.  Click the check-boxes to select items. 
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The user can enter a partial code to list all commodities/services belonging to a specific class.  While doing the previous 
search, it was noted that class 005 encompasses ABRASIVES.  The longer the code that you supply, the more specific the 
query will be.  A search can also include both search fields.  The commodity below was found as of a result of fulfilling a 
request to search for ‘sand’ under commodity class 005.  Note: The wild card character, ‘*’, must be used for partial 
commodities/services searches. 
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A user can click Selected

 45

 at anytime to display the collection of commodities/services that have been chosen. 
 
 
 
 

 
 
 



 
 
 
Click ‘off’ a check-box to drop a selection.  When all items have been selected, click Next Step. 
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9) Verify, re-number, and group your selections from the commodity/service file. 
 
 
Look over your commodity/service selections.  You can drop or make additions to your list by clicking Previous Step.  You 
can group your items into lots by assigning lot numbers.  You can also re-order your items by assigning different item 
numbers.  The Renumber button located at the bottom of the page will assign item numbers based on the order of your 
selections (this is how the original line numbers are assigned).  Click Next Step to add your new requisition to the database. 
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10) Review your new requisition (same as steps 6-12 of ‘Adding a New Requisition from 
Scratch’). 
 



Submitting your Requisition to the Procurement Office 
 

1) Select Submit for Procurement from the Main Menu 
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2) Select a pending requisition to submit 
 
Click the ‘+’ to expand a requisition.  Select one or more pending requisitions to submit to the procurement office for 
processing. 
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3) Click Submit
 
 
 
 

 

 51



 

4) Review any errors 
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Click the ‘+’ to see the error details.  A requisition must pass this validation process before being submitted. 
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5) For validated requisition, click Continue. 
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6) Sample notification  
 
When… 
 

1) a requisition is submitted to the procurement office 
2) more than one person has authority to administer requisitions for its account 

 
…A notification will be e-mailed to the other administrators of that account. 
 
 
 
 
 
 
The following requisition has been submitted to the procurement office for 
processing.  Another notification will be sent when the requisition has been 
assigned to a buyer. 
 
 
Agency Req. Number: B12345 
Est. Total Cost: 2,500.45 
Item Count: 10 
 
 
Sincerely, 
Joe Pro 
SCDC 
(803) 737-9999 
wjoep@scdc.sc.gov
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