How to Create a Non-Catalog Requisition
(Quantity Based)

1 Click "Procurement"

HR Assist Contract Management Procurement Tools

Time and Career and
Absences Performance
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2 Click "Purchase Requisitions (New)"

My Client Groups Risk Management HR Assist Contract Management Procuremen

E

Purchase Purchase Purchase Purchase Orders
Requisitions Requisitions (New) Agreemenits

E d -

My Receipts (New) Negotiations

isitions

3 Click "Create Noncatalog Request"

Featured categories

Marketplace Catalogs [ Request Fg

e
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4  Click "Item Description"

Create Noncatalog Request

Item Description

Item Type

Goods billed by quantity Category

1QL|ant1ty ‘ ‘ UOM

5 Enter the line item description, example "Office Chairs"

Create Noncatalog Request

ltem Description
Office Chairg|
Item Type =
Goods billed by quantity . .
Quantity
1 UOM

| = | | Currencv
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6  Click "Item Type" and choose "Goods billed by Quantity"

Item Description

Office Chairs

Item Type

Goods billed by quantity o Category
Goods billed by quantity
UOM
Services billed by amount
Services billed by quantity —
J usD
Required

Manufacturer

l

7  Click "Category"

.

ption
1airs
lled by quantity > Category -
Required
uoM -
Regquired
Currency =
usb
Required .
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8  Start typing the category name or scroll to find the correct option.

= Category s
antity furn
Furniture & Furnishings
Furniture, carpetfurnishings
UTK HVACR [Packaged Units]
FS UTK The all-in-one heating and cooling system for homes that don't have a lot of re
UsD - -
Requirecj l
1
9 Click "Quantity" and enter the amount, example 5.
Item Type 2 Category
Goods billed by quantity Furniture &
%uantiw UOM
- Currency
Price UsD
Requireci l
Manufacturer
Manufacturer @ Manufacture
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10 Cclick "uom"

LLhairs

Pe Category
’: e w - = E b

s billed by quantity Furniture & Furnishings

Y UoM v

imber greater than or equal to O Required
Currency -
uspD

Required
facturer
‘acturer @ | Manufacturer Part Number

11  Type the UOM or scroll to find the correct option, example "Each".

guantity

Category
Furniture & Furnishings

UOM
each

Each
Each

Required

®
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12  Click the "Price" field and type the price of the item, example 450.00

Item Type = Category
Goods billed by quantity Furniture & Furnishin
Quantity UOM
5 Each
Price BEBMY
Required .
Manufacturer
Manufacturer @ Manufacturer Part Numl

Supplier

13 Click the "Supplier" field

Manufacturer
Manufacturer @ Manufacture
Supplier
Suppliey Supplier Site
Supplier Contact v

Supplier ltem

Or Enter new supplier information
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14 Type the Suppler name, and click the suppliers name from the list below, example
"ACME Block and Brick INC."

Supplier

Supplier

acme v Supplier Site

ACME AUTO LEASING LLC

ACME Block and Brick INC.

ACME INDUSTRIAL PIPING

Or Enter new supplier information

Attachments

Category
Intarnal tn Renicitinn

15 If the Supplier has multiple sites, you will have to select the correct location,
example "KINGSTONTN."

@ ‘ Manufacturer Part Number

Supplier Site

ick INC.

5 ‘

KINGSTONTN
PO BOX 831,9204 SOUTH KENTUCKY ST Kingston, TN 37763-0831

KINGSTONTN2

PO BOX 831 Kingston, TN 37763

formation
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16 Click "Add to Cart"

Add to List Add to Cart

17 Click "View Cart". To add another item, click "Create Another Request"

eate Noncatalog Request

am Description

L

@ Confirmation

Request added to cart

You.eanwiew your cart or create another request with the same supplier.
View Cart

Create another request

'm Type ; . = Category =
oods billed by quantity
Require
Jantity UOM =
Require
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18 The Cart shows the Requisition Number, the Line Item, and the Requisition
Summary.

Cart p—

Requisition REQD100000194

Office Chairs Requisition summary V4
Sold By ACME Block and Brick INC.
$450.00 Each Subtotal $2,250.00
— 2 Estimated Tax $0.00
Quantity =
5 Y 4 Approval Amount $2.250.00
Description
Requester
Kyleah Walters

Deliver to Location

UT Tower_10_1049C

Destination Type
Expense

Charge To
01-1100001-011412-533100-000-0000-
00-0000

Funds Status
Not reserved

Budget Date
8/30/2024

19 Click the Requisition Summary "Pencil" icon to edit the Requisition Type.

e

Requisition summary Vi

Subtotal $2,250.00

Estimated Tax $0.00
o Z Approval Amount $2,250.00

Description

Requester

Kyleah Walters

Deliver to Location
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20 Under Additional Information, click "Requisition Type"

Budgetary control

Budget Date
8/30,/2024 ‘

Additional information

Requisition Type

Standard Purchase - Na NCJ Required b ‘ Bl T batation

Notes

MNote to Supplier

Choose the correct "Requisition Type" from the list of options, example Standard
21 )
Purchase - No NCJ Required.

Budgetary control

Budget Date
8/30/2024 ‘

Additional information

Requisition Type

Standard Purchase - No NCJ Required| 4 EE T Raen

Cooperative contract Attach a copy of the cooperative agreement

Informal Bid Bid conducted by department in accordance with FI0405
Marketplace Catalog Punchout catalog transaction

Sole Source - NCJ Required Attach NCJ form to transaction
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22 Toadd an Attachment, click "Drag and Drop", and add attachment from files.

INULE LU L

Attachments

Category
Internal to Requisition

Drag and Drop

Select or drop files here.

URL

23 Quote attached to Requisition

Attachments

Category
Internal to Requisition

Drag and Drop

Select or drop files here.

Internal to Requisition
Ec Test Supplier Quote.docx Last updated on 8/30
12.83KB
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24 Attached files can be edited or removed

Adadaitional inTormation
Requisition Type 2
Standard Purchase - No NCJ Required

Bill-To Location -
Notes
Note to Supplier
Attachments
Category -
Internal to Requisition
Drag and Drop
Select or drop files here
URL ‘ Add URL ‘
Internal to Requisition
@ Test Supplier Quote.docx Last updated on 8/30/2024 i.
12.83 KB
/ Edit
18 Remove
25 Scroll to the top of the page and click "Update".

Cancel
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26  Click "Submit"

Requisition summary Y

Subtotal $2,250.00

Estimated Tax $0.00
o 7 Approval Amount $2,250.00

Description

Requester

Kyleah Walters

Deliver to Location

27 Click "Submit"

it requisition?

1ds Check process returned some warnings. If you submit the
ion, you might exceed the available budget balance. View details
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28

Congratulations! You have successfully submitted a Non-Catalog Requisition
(Quantity Based). Under My Recent Requisitions, click the requisition to see
additional details.

UT System BU | UT Tower_10_1049C

Q,  Search for items or services

My recent requisitions

Fending approval  Reguisition REQO100000194 ordered . Requisition REQD 1000
Office Chairs Microscope repair servic
1 Line 1 Line

Purchase Order POO1000000(

Date Submitted Buyer
8/30/2024 Racheal Stewart
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