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General Description: List the reason for the 
requisition. 

Shipping:Where does the order go? 

Click Accept 





Enter Quantity 

Click the “…” icon next to Inventory Item 





Type in what you are looking for. 

For example, paper. 



Highlight the item you would like to order and click accept. 



Tab through the fields 
for the description & 
pricing to auto-
populate. 



Enter the budget code. 










