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PURCHASE REQUISITIONS 

       PURCHASE REQ. CREATION – WEB ADVISOR   PURCHASING 701.5.7 

 

OVERVIEW 

 

 

 

 PURCHASE REQUISITION CREATION:  The purchase 
requisition creation is the process for departments to enter 
purchasing requests through WebAdvisor.  The request will 
convert to Datatel/Colleague system.  The requisitions created 
with WebAdvisor are limited to ten (10) line items and may use 
only one (1) GL account number. 

 CONTACT:  The contact for “Purchase Requisition Creation - 
WebAdvisor” is the Office of Support Services (783-2018). 

LOGIN  Login to WebAdvisor 

See Section 404 for login instructions.  If you do not have a 
WebAdvisor account, please contact the Office of 
Administrative Computer Applications (783-2009). 

PURCHASE REQUISITION CREATION PURCHASING 701.5.7 

MENU SELECTION  From the Employees menu, click Requisition for goods and 
services. 
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VENDOR NAME  Click the check box for “I do not wish to perform a vendor 
lookup” 

 Click  

 

CREATE 
REQUISITION  

 Budget may be viewed by clicking  

 Requisition Date is populated, but can be changed. 

 Initiator is populated with your initials. 

 Ship To is populated, but can be changed. 

 Email Address is populated with your address. 

 Enter desired date (optional), vendor name, check person 
vendor (if applicable) and choose AP Type from drop down 
box 
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ENTER LINE ITEMS  Enter item description 

 Enter Vendor Item number (optional). 
(NOTE:  Do not exceed 10 characters.  If Item Number is 
longer than 10 characters, enter information in Comments 
Section) 

 Enter quantity 

 Select unit of issue from drop down box 

 Enter Price.  This is “price each” or “price per”. 
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 Cost Center is pre-populated with our GL chart of accounts in 
the format of FUND-UNIT (XX-XXXXXXXX).  Expose pull 
down menu and select your account. 

 Object Code is pre-populated with our object codes  
(-XXXXXXX).  Expose pull down menu and select your object 
code. 
 

 Do not make an entry in Project ID box. 

 Repeat for remaining items (REMINDER:  limit 10 line items 
and only 1 GL account number for all items) 

 Do not make any entry in Tax Codes. 
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PRINTED COMMENTS  Enter comments to be printed on Purchase Order 

 Enter Ship To Address! 

 

COMMENTS  Enter comments for approvers or Office of Support Services to 
view 

 

SUBMIT 
REQUISITION  Click  

(NOTE:  Email is sent to all required approvers that requisition 
is pending his/her approval). 

VIEW REQUISITION  Note requisition number (top of screen) 

 Click  
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MAIN MENU  Returned to Main Menu. 
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LOGOUT  See Section 404 for Logout procedures for WebAdvisor. 
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