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How to Create a Non-Catalog Request (Amount
Based). Includes How to Split a GL Code

1 Click "Procurement"
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2 Click "Purchase Requisitions (New)"

3 Click "Create Noncatalog Request"
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4 Click the "Item Description" field and enter the item description.

5 Click "Item Type"
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6 Click "Services billed by amount"

7 Click "Category"
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Alert! Do not choose a category that starts with UTK or UTHSC. Those are reserved
for Facilities Services.

8 Type or scroll to find the category. Landscape is selected in this example.
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9 Click the "Amount" field, and enter the dollar amount.

10 Click "Supplier"
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11 Type the supplier's name and select from the drop-down options.

12 Click "Add to Cart"
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13 Click "View Cart"

14 To split the GL Code at the line item level, click the "Pencil" icon to edit
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15 Scroll down to "Billing" and click the 3 Dots (...)

16 Click "Split"
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17 To split a transaction, first, enter a dollar amount or percentage.

18 In this example, $130 is being split into Distribution 2.
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19 Click "Enter Charge Account Number"
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20 Click the "Charge To" field and delete the default charge account listed.

21 Enter the GL Code



Made with Scribe - https://scribehow.com 13

Tip! The GL code can be copied and pasted into the "Charge To" field. Otherwise,
type the GL code into the the "Charge To" field.

22 When typing the GL code, multiple options will appear in the drop down menu.
Select the appropriate code by clicking on it or press enter after typing in the
code.

23 For example, to type the code in manually type, 10 enter 1100001 enter 106006
enter 539107enter 000enter0000enter00enter0000enter
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24 Click "Create"

25 The billing is now split, $70/$130 between the two distributions.
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26 Click "Update"

27 To update the Requisition Summary, click the "Pencil" icon
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28 Scroll down to Additional Information and click Requisition Type.

29 Select "Sole Source - No NCJ Required"
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30 Click "Drag and Drop" to attach a document

31 Once attached, the file will appear as shown below. You can click the 3 Dots to edit
or remove the file.
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32 Scroll to the top of the page and click "Update"

33 Click "Submit"
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34 A "Submit Requisition" Warning box appears. You can click "View Details" or click
"Submit", If you click "View Details" the following screen appears.

35 To view all Fund Check Results click the arrow >
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36 Click the "X" to proceed

37 Click "Submit"



Made with Scribe - https://scribehow.com 21

38 Congratulations! Your requisition has been created and is pending approval

39 Click "My Requisitions" to review details of recent transactions
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40 Click the "3 Dots" (...) to see additional requisition details including the approval
chain

41 Click "View Approvers"
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42 Click the arrow < to go back to the "My Requisitions" screen
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43 Click "Self Service Procurement" to enter another requisition

44 Congratulations! You have submitted an amount-based non-catalog requisition,
split the GL code, and reviewed the workflow approval.


