Preparing and Submitting a Requisition

1. Reviewing Your Cart Before Checkout

Before proceeding to checkout, review all items in your shopping cart to ensure the

purchase is complete and accurate. Verify the following:

o

o

o

Item descriptions
Quantities
Pricing

Accounting information
Supplier information
Required attachments

If changes are needed, update the cart before moving forward with the
requisition process. Taking a few moments to review your cart can help
prevent delays caused by returned requisitions.

2. Adding Comments and Attachments
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Comments and attachments provide additional information to approvers and
Procurement Services. To add a comment or attachment:

o

o

| o

4488469

Open your shopping cart.
Navigate to the checkout page.
Select the Comments tab.

Select the + sign.

Enter your comment.

To attach a document, select Add Attachment.

Upload the required file(s).
Select the check mark.
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Attach file (optional)
Attachment Type @® File
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haracters remaining expand | clear O LinkURL
Characters beyond the limit are not saved, i.e,, the note is truncated. Once the note is
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3. Adding Internal Notes

¢ Internal Notes can be added to a cart or requisition to provide additional information

for approvers, buyers, or other members of the procurement process. These notes
are not sent to suppliers and are intended for internal use only. To add an Internal
Note:

o Fromyour shopping cart, locate the Internal Note section.

o Selectthe pencilicon.

o Enterthe information you would like to share with approvers or procurement

staff. Please keep notes concise and professional.
o Select Save to add the note to the requisition.



USA Scientific - 5 ltems - 277.50 USD -

~ SUPPLIER DETAILS =7 ra
Contract no value PO Number To Be Assigned
Quote number no value PO Clauses Add/View
Line ltem Catalog No. Size/Packaging Unit Price Quantity Ext. Price
16-Place Beaker Buddy Rack for 16 x 1.5mL Tubes, Includes Lid and Handle 2016-7801 16place UN 55.50 5 UN 277.50 -
- ITEM DETAILS ra
Manufacturer Name  USA Scientific Brand Contract: no value Internal Note no value
Manufacturer Part  2016-7801 Capital Expense * Internal Add
Number Attachments
Commodity Code 286 / Lab and Classroom Equipment
More Information http://WWW.USASCIENTIFIC.COM/Bea... [3 External Note no value
URL
Attachments for Add
UNSPSC 41-12-28-00 supplier
more info.. PO Clauses Add/View
~  ACCOUNTING CODES Values have been overridden for ]
this line
Chart Index Fund Organization Account (enter at Line-Level) Program
6 ATHO12 X12000 S4AT11 702203 505200
SCSU6 Men's Basketba Unrestricted Operating Fund Men's Basketbal Educational EQ noncap Social & Cuhural Development
Edit Line 1: Item Details X
i 1.5mL Tu des Li 20167801 1éplace UN 55.50 5 UN 277.50
t ontrac
Internal Note Please expedite
4
£ O I clear
dity Code % 286 E N
Lab and Classroom Equipment 4
d 1
PO Clauses
save Close

4. Selecting an Appropriate Accounting String

e OWL Buy uses Commodity Codes and Accounting Strings to ensure purchases
are recorded correctly and charged to the appropriate funding source.

¢ Commodity Codes: ACommodity Code identifies the type of product or service
being purchased. Commodity codes are assigned to catalog items and non-catalog
requests and help classify purchases for reporting, budgeting, and procurement
purposes.

o Commodity codes are linked to specific account codes within the
University's financial system. As a result, the commodity code selected on a
requisition will limit the account codes available for selection, helping
ensure that purchases are charged to the appropriate account.

o Formany catalog items, the commodity code will be assigned automatically.



o Ifacommodity code is not pre-populated, the Shopper must select the
commodity code that best describes the item or service being purchased.

o Example: Lab and Classroom Supplies - Commodity Code 285 is limited to
Account Code 702203 and will automatically default.

v s P

Fisher Scientific + 1 ltem - 25.61 USD J
SUPPLIERDETAILS E Fuifilment Center 2 : 3970 John's Creek Court,

Line ftem Gatalog No. Size/Packaging Unit Price Quantity Ext. Price
1 [ ColePamer elements Low-Form Beaker, Glass, 10 mL, 12/pk NC1573560 PK 2561 1PK 2561 -

Wirite a ReviewSuitable for all lab proceduresEasy to read
graduations and marking areaBeakers can withstands wide
temperature range -50 to 550-{CGraduated tolerances from
-10.02 to {0.05 depen

~  ITEM DETAILS

Commedity Code 285 Q

Lab and Classroom Supplies

Capital Expense [l

Override Line 1: Accounting Codes

Chart % Index Fund # E Organization v E Account (enter at Line-Level) %  Program # E

6-SCSU6 ~ ATHO12 Q) X12000-Unrestricted Operating Fund ~ ~  S4AT11 - Men's Basketball 702203 Q 505200 - Social & Cultural Development

* Required fields

Custom Field Search

Description Filter

Clear All Filters

Value T Description

702203 Educational EQ noncap

o Selecting an Index: The Index identifies the funding source that will be used to pay
for the purchase. During checkout:
o Navigate to the Accounting Codes section.
o Enterorsearch for the appropriate Index.
o Once selected, the associated Fund, Organization, and Program values will
automatically populate.
o Verify the information is correct before proceeding.



= Important: The first step in the Purchase Requisition workflow is a
budget check. If sufficient budget is not available, the purchase
requisition will fail and be returned to a draft cart.

e Headervs. Line-Level Accounting: Accounting information may be entered at
either the Header level or the Line level.
o Header Accounting- Header accounting applies the same accounting string
to all line items in the requisition. Use Header Accounting when:

= Allitems are being charged to the same Index.

= Allitems use the same funding source.

= No allocation between departments or funds is required.

This is the most efficient method when all purchases are being charged to a
single budget.

e Line-Level Accounting- Line-level accounting allows different accounting strings to
be assigned to individual line items. Use Line-Level Accounting when:
o Differentitems are being charged to different Indexes.
o Costs need to be split between departments, grants, or funding sources.
o Certain items require different account classifications.

1. Submitting a Requisition for Approval

e Once allrequired items have been added to your cart and the necessary information
has been completed, the requisition must be submitted for approval. To submit a
requisition for approval:

o Review all cart details, including accounting information, supplier
information, and item quantities.

o Resolve any validation errors displayed on the cart (Examples below).

o Select Proceed to Checkout.

o Verify that all required fields are completed on the requisition.

o Select Place Order to submit the requisition into the approval workflow.

o After submission, the requisition status will change from Draft Cart to
Submitted and will be routed to the appropriate approvers based on SCSU'’s
approvalrules.

Error Examples:



OWLBUY  Tomonmse Al Search (At+Q) a asuo w o @D @
Requisition * 4606542 ® i Assign Cart Place Order
Summary review Comments Attachments History
General # - Shipping # - Biling v Summary i
)
Cart Name 20260810 cotenl @southemct.edu 02 shipTo BillTo
© Correct these issues. v
Description 1o value Shipping address  MAIN Accounts Payable Youare unable fo proceed unti addressed
code Southern Connecticut State University
Buyer Ne 501 Crescent Street Product is no longer available with the selected price (Line 1)
Nina Cote Attention: Nina Cote New Haven, CT 06515
Procurement Department- TEST United States Total (14.50 USD) >
Prepared by Nina Cote Southern Connecticut State University Shipping, Handling, and Tax charges are calculated and charged by
501 Crescent Street - " each supplier. The values shown here are for estimation purposes,
Billing Options
Prepared for Nina Cote New Haven, CT 06515 budget checking, and workflow approvals.
United States
Accounting Date  8/10/2026
Department Procurement Department- TEST (Procurement Subtotal 1450
Department) .
Delivery Options Bank Code 6Q 1450
Distur
Expedite X
What's next for my order? v
ship Via Best Carrier-Best Way Next Step Organization Approval
Requested Delivery o value Approvers There are no approvers
Date
Workflow
Accounting Codes v QI svow skinped seps
@ Values vary by e Draft
Active
Internal Notes and Attachments £ External Notes and Attachments v Nina Cote.
OWLBUY T - Search (At+Q) a  10000uso W @D Dy
Requisition * 4518983 ® = Assign Cart Place Order
Summary view Comments Attachments 1 History
General P Shipping Billing P Summary -l
Draft (returned)
CartName 2026:04-09 cotenl@southernct.edu 02 ShipTo Bill To
© Correct these issues. v
Description no value Shipping address  MAIN Accounts Payable Vousre unable o proceed untll addressed
code Southern Connecticut State University
Buyer Ne 501 Crescent Street * Required: Index
Nina Cote Attention: Nina Cote New Haven, CT 06515 * Required: Fund
Procurement Depariment United States * Required: Organization
Prepared by Nina Cote Southern Connecticut State University * Required: Account (enter at Line-Level)
501 Crescent Street . 5 * Required: Program
Prepared for Nina Cote New Haven, CT 06515 Billing Options
United States Total (10,000.00 USD) v
AccountingDate  4/23/2026
Department Procurement Department- TEST (Procurement Shipping, Handling, and Tax charges are calculated and charged
Department) h supplier. The v hown here are for estimatio es
p: ) Delivery Options Bank Code 1 supplier. The values shown here are for estimation purpose:
- budget checking, and workflow approvals.
Expedit
fpedie X Subtotal 10,000.00
10,000.00
Ship Via Best Carier Best Way
Requested Delivery o value Whats next for my order? .
Date )
Next Step Department Approval
Approver Spence, Vanessa
Accounting Codes PR o penee
Chart Index Fund Organization Account (enter at Line-Level) Progiam Workflow
6 no value no value no value no value no value
Scsu ‘Show skipped st
sesus @required ©Required ©Requied @ required ©Requicd QI show skipped steps
Draft
Internal Notes and Attachments P External Notes and Attachments. £ Active

Once Requisition is submitted to the Workflow:




Goto: Non-Catalog ltem | Favorites | Forms | Shop Browse: Suppliers | Categories | Contracts

simple Advanced

Search for products, suppliers, forms, part number, etc. Q

® Requisition 4606548 Submitted

Summary Options
Requisition number 4606548 3 Print
Requisition status Pending Recent orders

Return to your home page

Cart name 2026-08-10 coten]@southernct.edu 04
Requisition date 8/25/2026
Requisition total 10.00USD

Number of line items 1
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