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01 GENERAL GUIDELINES

Purchase Requisitions

Follow the steps to create a requisition

= Purchase Requisitions are used to generate Purchase Orders for contractual
services or supplies. The Purchase Order itself is a contractual document
that contains terms and conditions.

= In general, purchase requisitions are required for all purchases greater than
$10,000. There are exceptions for certain types of payments, like

reimbursements, honorariums, or stipends.

02 REQUIREMENTS

When is a PO required?

See next section for a list of PO requirements.

= Purchases over $10,000.

= The supplier requires a PO to fulfill an order.

= The department requires a PO for tracking purposes or to maintain terms

= & conditions associated with the purchase.

= Assets are being acquired - defined as any item with a total cost of
acquisition per unit greater than or equal to $5,000 (inclusive of tax, shipping,
installation, etc.)

= Radioactive materials are being acquired.

= Construction-related procurements.

o) FOR ADDITIONAL DETAILS SEE THE PURCHASING MATRIX

inf . itive P Suideli

03 CREATE THE REQUISITION

Set requisition defaults before
adding lines

Do this so every requisition line you create inherits the correct funding and

ship-to values.

Main Menu » eProcurement » Create Requisition » Requisition Settings

Open Requisition Settings

Navigate to eProcurement > Create Requisition

From the Create Requisition page, select Requisition Defaults in the top-right before adding any items.

Create Requisition - Requisition Settings
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Enter your Ship To and Accounting Defaults
In Accounting Defaults, set your requisition line default ship to and accounting string.
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04 CREATE THE REQUISITION
Create the Requisition Li
@ Click on "Purchase Requisition"
Click on the "Purchase Requisition" link to open the "Purchase Requisition" page and add the first requisition line
v @ Create Requisition X  + ¢ Ask Gemini - (m] X
« C @ % fms-i0lps.scedu/psp/FI01/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE_REQ.GBL?FolderPath=PORTAL_ROOT_OBJECT.EPCO_EPROCUREMENT.EP_PV_PROCURE REQ GBL&... % @
EH Qv ENFIST ©FPRD @ Phire BN FUAT 3 All Bookmarks

Favorites ¥ Main Menu ¥ eProcurement ¥ Create Requisition Worklist ‘ A Home Sign Out

D L]
B smiteons  FIO1 ww- B @

Notifications NavBar
Related Content v New Window Help Personalize Page &

Create Requisition &

Welcome Bridget Leslie Checkout
. . -
& Home 7 My Preferences Requisition Defaults < OlLines
Request Options  ~ Search Al o, ‘ r— | I}
== Advanced Search
Enter search criteria or select
from the menu on the right to %9 Punchout Requisition :: Purchase Requisition E Favorites
begin creating your requisition Use supplier websites to create Craal sacuisilions to be View previously saved requisition
requisitions to be processed into processed into purchase orders. lines.
h rder:
U R Chat
=9 Templates Tg) Recently Ordered
View combinations of saved View recently submitted
EEUISHon Bncs QIS EOBD 2000048059 to exten
Professional Services (Joann

PROFESSIONAL SERVICES FOR ON
AS-MIGRARCHIVE; LEARN MIGRAT.
AS-ICS-HRSFFP; 101000B: CONS
More

@ Enter the requisition line

Enter the first requisition line on the "Purchase Requisition' page. Complete the [tem Details and Supplier, then click "Add to
Cart".
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Item Details
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Attachments can be added on the Checkout page.
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Item Descriptions

Iltem Descriptions should contain a detailed description of what you are buying. Typically, these details are on the
supplier's quote. For example, instead of "2-Ply Jumbo Roll" enter a detailed description such as "Toilet Paper, 2 Ply, Jumbo
Roll, white, 1000 per roll, Roll width 3.50”, roll diameter 8.8 core, 3.3” diameter"

Please add additional information for the following requests:

= Blanket Purchase Orders: “BPO” or “Blanket” or similar, as well as the effective

start and end date. Fiscal year blanket orders should include date ranges like
“7/1/20 to 6/30/21.”

= Change Orders that involve adding a new line to existing Purchase Order:

“C/0 to PO 20000xxxxx"

= Bids or Solicitations: “To Be Bid,” “Put Out for Bid,” or “Solicitation Required” in

conjunction with using the Supplier named “TO BE BID BY PURCHASING”
(Supplier ID #0000008279
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Enter information for your requisition line. Click the help icon (question mark) above for guidance.

Favorites
ttem Petails
Templates
Recently Ordered *Item Description Water mitigation services
*Price T2000.23 Cumeney USD
N 1 *Unit of Measure EA Q
*Quantity
918000 Q *Due Date  09/11/2026
*Category
Supplier
*Supplier ID 0000016401 Q

Supplier Name PULLIAM RESTORATION Q

Supplier Item ID

Attachments can be added on the Checkout page.

Line Comment
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Request New Item
This section does not apply to USC Requisitions.

Add to Cart h

Item Categories

The item category defaults the correct general ledger account number, asset profile (if applicable), tax applicability,

and receipting requirement default for your purchases;

= Asset category descriptions include the word “Asset,”
= Asset category codes contain 5 digits and the letter ‘A.” For example, Laboratory Equipment (Asset), 42000A.

= Non-asset categories have 6 digits without the A’
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Purchase Requisition

Enter information for your requisition line. Click the help icon (question mark) above for guidance
Favorites

Item Details
Templates

o ipti Water mitigation services
Neciolly Datias Item Description g

“Price 12000.23 *Currency usD
1 *Unit of Measure EA Q
Y
918000 Q *Due Date | 09/11/2026
*Category
Supplier
“SupplierIp 0000016401 Q

Supplier Name | PULLIAM RESTORATION | Q

Supplier Item ID

Attachments can be added on the Checkout page.

Line Comment

[ Display Comment on PO Show at Receipt Show at Voucher

Request New Item
This section does not apply to USC Requisitions.
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Due Dates

Use the Due Date in the item details to indicate the delivery date expected to receive goods or services.

For blanket orders or grant-related procurements, select the last effective date of the purchase order
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Purchase Requisition

: Enter information for your requisition line. Click the help icon (question mark) above for guidance.
avorites

Item Details
Templates

o )] ipti Water mitigation services
Recently Ordered Item Description (]

“Price 1200023 *Currency  USD
; . 1
Quantity
918000 Q *Due Date | 09/11/2026
*Category
Supplier
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Supplier Name | PULLIAM RESTORATION | Q

Supplier Item ID

Attachments can be added on the Checkout page.

Line Comment

U Display Comment on PO Show at Receipt Show at Voucher

Request New Item

This section does not apply to USC Requisitions.
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o Suppliers

Use the search features to find the supplier, but if you cannot find the supplier, contact the Accounts Payable by using the email address

apsupplr@mailbox.sc.edu.
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Enter information for your requisition line. Click the help icon (question mark) above for guidance
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Line Comment

U Display Comment on PO Show at Receipt Show at Voucher

Request New Item
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Add to Cart I}

VISIT THE SUPPLIER MANAGEMENT PAGE

Q)

For additional information on supplier management, click here to visit the supplier management page.

Go to the Checkout page

Click "Checkout" after all the lines have been added to the requisition.
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Enter information for your requisition line. Click the help icon (question mark) above for guidance.
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05 COMPLETE THE CHECKOUT PAGE

Checkout

Complete additional important fields on the "Checkout - Review and Submit"
page such as the requisition name, the amount only checkbox, attachments

and accounting distributions.

Name the requisition, declare requisition lines "amount only" when applicable, and add attachments such as the quote.
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Checkout - Review and Submit
Review the item information and submit the req for approval ., i
7 My Preferences 8 Requisition Defaults
Requisition Summary
Businessunmit USCO1 | Q University of South Carolina Requisifion Nme Pulliam Water Mitigation
*Requester | PAC Q Phyliis Capers Priority = Medium v
*Currency  USD
Custnm Fislde
Cart Summary: Total Amount 25,000.23 USD
Click the question mark icon for help with Editing/Submitting Requisitions and Change Requests il Add More Lines
Requisition Lines @
Line  Description ltem ID Supplier Quantity UoM Price Total AmtOnly Defils Comments  Delete
4 go Water mitigation services PULLIAM 1.0000 Each 12.000.23000  12000.23 ] V' Add g
RESTORATION B
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Select All / Deselect All Select lines to: ¥ Add to Favorites %3 Add to Template(s; I Delete Selected {8 Mass Change I}
Total Amount 25,000.23 USD
Shipping Summary
& Edit for All Lines
Ship To Location 029
Address 1600 HAMPTON STREET
COLUMBIA, SC 29208
Attention To Phyllis Capers
R on Header Comments and A its
Applicable to all Requisition/PO line items. Multiple comments and attachments can be entered
&
Display Comment on PO Show at Receipt Shown at Voucher .
Add more Comments and Attachments
Approval Justification
Displayed in Req Approval Workflow. Becomes a PO Header Comment.
2]
"2 Check Budget B3 Pre-Check Budget
& Save & Submit ® ‘Save For Later g Add More Lines 63 Preview Approvals B Request Document

Review each line

Expand the line and review each field such as the ship to and accounting lines.

Favorites ™ Main Menu ¥ eProcurement + Create Requisition Workiist | i
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4 )

2% | SOUTH CAROLINA F101
Related Content v | New Window | Help | P
Checkout - Review and Submit
Review the item information and submit the req for approval .
7 My Preferences @ Requisition Defaults
Requisition Summary
Business Unit | USCO1 Q University of South Carolina . Pulliam Water Mitigation
Requisition Name
*Requester |PAC Q Phyllis Capers Priority | Medium v
*Currency  USD
Custom Fields
Cart Summary: Total Amount 25,000.23 USD
Click the question mark icon for help with Editing/Submitting Requisitions and Change Requests i Add More Lines
Requisition Lines ®
Line  Description ltem 1D Supplier Quantity UOM Price Total Amt Only Details Comments  Delete
0 | .0 Water mitigation services - 10000 Each 12,000.23000  12000.23 B © add o
RESTORATION i 7
2 ep Secondary Water mitigation PULLIAM 10000  Each 13,000.00000  13000.00 = % add n
) RESTORATION
. Add Shipto Comments = -
Shipping Line ShipTo  |029 Q = Quantity 1.0000
Address Price Adjustment [:
1600 HAMPTON STREET
COLUMBIA. SC 29208 Add One Time Address Piice Pegging Inquiry
13000.0000 Pegging Workbench
Attention To [ phylis Capers Custom Fields
**Due Date 09/18/2026
punting Lines
*Distribute By t v Q
SpeedChart
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B Q 1 1w View All
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Total Amount 25.000.23 USD

Speedcharts

SpeedCharts beginning with “D” are department speedcharts, “P” are for project chartstrings.

Enter or select the speedchart and it will populate the charfield section.

Cart Summary: Total Amount 25,000.23 USD

Click the question mark icon for help with Editing/Submitting Requisitions and Change Requests. il Add More Lines

Requisition Lines ®

Line  Description Item ID Supplier Quantity uom Price Total AmtOnly Details Comments  Delete

1 g Water mitigation services PULLIAM 1.0000 Each 12,000.23000 1200023 B > Add a
RESTORATION

2 g Secondary Water mitigation PULLIAM 1.0000 Each 13,000.00000  13000.00 B ' Add L
RESTORATION

Shipping Line *ShipTo 029 Q Add Shipto Comments S Pp— -
Address Price Adjustment
1600 HAMPTON STREET
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Save and Submit
At the bottom of the page, check the budget by clicking "Check Budget", then click "Save and Submit"
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Shipping Summary

#_ Edit for All Lines

Ship To Location 029
Address 1600 HAMPTON STREET
COLUMBIA, SC 29208
Attention To Phyllis Capers
Comments

Header Comments and
Applicable to all Requisition/PO line items. Multiple comments and attachments can be entered.

B

Display Comment on PO Show at Receipt Shown at Voucher
Add more Comments and Attachments

Approval Justification

Displayed in Req Approval Workflow. Becomes a PO Header Comment

Wt I2_pre-Check Budget Budget Checked StatusNot Checked

| X Save & Submit [ Save For Later P Add More Lines 6 Preview Approvals B Request Document

@ Review and Return

Review approvers by clicking on "Multiple Approvers", then return to "Manage Requisitions" or "Create New Requisition"
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Requested For Phyllis Capers Number of Lines 2
Requisition Name  Pulliam Water Mitigation Total Amount  25,000.23 USD

Requisition ID 1000100542
Business Unit  USCO01

Pre-Encumbrance Balance 2500023 ygp

Status  Pending

) @ fms-i01.ps.scedu/psc/FIO1_2/EMPLOYEE/E... — [m] X
Priority Medium
Budget Status  Valid 25 fms-i01.ps.sc.edu/psc/FI01_2/EMPLOYEE/ERP/s/W...
@ View printable version ¢ Edit this Requisition = Check Budget Approver #1
Name: Kim Rose
) Empl ID: W07467946
Department & Project Approval Department: 622300
Supervisor ID:

Line 1:Pending
Water mitigation services.
Level 1 Approval

[#]Start New Path

Telephone:
Reports To Position Number: 00005203

ending Email ID: kim.rose@sc.edu
(@ Multiple Approvers Approver #2
Depariment Level 1 Appraver Name: Shannon Hicks
e Empl ID: T30221729
!_lne 2:Pending [@Start New Path Department: 622300
Secondary Waster mitigation Supervisor ID: F07259306
Level 1 Approval Telephone:
Pending Reports To Position Number:
© Multiple Approvers |-@ Email ID: SHICKS@mailbox sc.edu

Apply Approval Changes

& =
= Create New Requisition = Manage Requisitions
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