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Creating a Sub Award Requisition

1 Click Purchase Requisitions (New)
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2 Click "Request Forms"

3 Click Sub Award Form



Made with Scribe - https://scribehow.com 3

4 Type in your description of the line item

5 Choose your category from the dropdown menu
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6 You can use the dropdown for category or start typing a category. Do not use a
category that begins with "UTK" or "UTHSC." Those categories are for Facilities
Services only.

7 Click on the appropriate category
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8 Click the "Amount" field.

9 Enter the dollar amount for the line item. Do not use a dollar sign , decimal point,
or comma. Those will auto populate once you enter your amount.
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10 Click on the supplier field

11 Start typing in the supplier's name. And click on the name from the list.
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12 Click "Add to Cart"

Tip! If you have additional line items to add, click on "create another request." If
you have added all line items, click on "view cart."
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13 Click "View Cart" if you are finished adding line items.

14 On the left side of the page is the line item. Click on the pencil and scroll down to
billing. Click the three dots.
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15 Click "Split"

16 Type in the amount you want to split from the total.
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17 Click "Project Number"

18 Enter your project number
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19

20 Choose task number
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21 Choose expenditure date

22 Choose Expenditure type by typing in the first few letters of what you are
searching for.
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23 Click "Subawards over 25K"

24 Enter the expenditure organization
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25 Click on contract number

26 Click on funding source
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27 Click "Create"

28 You will now see another distribution for the remaining amount. Click on the three
dots and click "edit"
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29 Click "Edit"

30 You will go through the same steps to add the project information but will change
your expenditure type.
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31 Choose the correct expenditure type

32
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33 Click "Update"

34 Click here.
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35 Click "Update"

36 Click the pencil icon by Requisition Summary
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37 Scroll down the page to "requisition type"

38 Click Sub Award
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39 Attach the subaward contract to the attachments section.

40 Step



Made with Scribe - https://scribehow.com 22

41 Click "Update"

42 Click Submit
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43 If you get a funds check warning, you can bypass it and continue to submit your
requisition.

44 In your "My recent requisitions" you should see your requisition. It is now going
through approvals and the PO will be issued by your procurement office.


