[bookmark: _GoBack]Requisitions need to be created for anything over $1500.00
Anything over $5,000 will need 3 bids or a sole source attached. 
Make sure all attachments are on your requisition.   (Quote. Invoice, email, agreement signed by Risk Management, etc. )
If the supplier is coming on campus a requisition must be created to pay them even if under the $1500.00


Step 1:  Add update Requsition 
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Step 2: press add 
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You will get a one card warning.   Press OK 
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Requisisiton defaults 
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Look for the supplier you would like to use.
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Enter the speed chart you want used.  Add the account # as well.  Remember to put your project # in with a P.   If you only have the Dept put a D after the number.   If you are unsure, use the looking glass tool in the box. 
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Now you can enter the name you would like to call it.   The price, qty., uom, etc.  
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If you want to check your chart string you can look here.  
You can also add another line that you would like to use.  
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You will need to Budget check and submit your req.   It will be in the upper right hand corner.   Once you do that it will go through the approval process. 
If you receive a budget error.
Project errors: They will go to Tasha Bartlett and Karen Barrett
Grant errors: Please reach out to SRS
Fund 100 errors: They will need to be addressed with the budget office
We are always here to help with any questions as well:
You can contact me, Dawn Allen at 315-268-6554
Or Dan Dorothy at 315-268-4362
Emails are: purchasing@clarkson.edu 
dallen@clarkson.edu
ddorothy@clarkson.edu
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