HOW TO PROCESS A REQUISITION IN VADAR
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1) From the main screen, select the “Purchasing” menu option

2) Select “Requisitions”
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3) Under “Remote” — Select “Maintenance”. Remote means that you will be working
only on your workstation. You are the only one who can see these entries until you
Submit them for review in a later step.

4) Select “New” to create a requisition.
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5) In the vendor field, simply start typing the name of the vendor you are looking for
and it will begin to auto-populate. You can also select the dropdown to scroll
through the list of vendors. For a more detailed search, select the “Vendors” button

on the bottom left.

6) In the Comments field, please provide enough information so that the approver

can understand what the requisition is for.

7) Due Date should be the date you reasonable expect the purchase to be complete the

goods/services received. Expiry Date will default to today + 1 year.
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8) Quantity should be the number of units ordered.

9) Item is the product code, product/service name, etc.

10) Project and Component are not current being used.

11) Amount is the per unit cost. The system will multiply Qty by Amount to get the
total cost.

12) Description should be the line item description if you need additional information
from what was listed in the “Item” field.

13) Account number — select the appropriate account number. Available account
numbers are determined by account security. Start typing your account number
and the system will begin to autofill. You may select the dropdown to quickly
scroll through the available accounts. If you do not see your account, please contact
Accounting to review your security profile. Hit the Tab on your keyboard to save
the line. You will see it move to the bottom section when it saves. Enter as many
additional lines as you need.
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14) On the Shipping Tab, the address will default to your office location. You can

override the address if the order should ship to another location.
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15) When you have complete all the Yellow field on all 3 tabs, press the “Save” button
at the bottom. If you have addition Req’s to do, click “New” otherwise, “Close”
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16) When you hit “Close” in step #15, you will be brought back to the main
Requisitions screen. When you are ready to submit for approval, click your
requisition, and click the “Submit” button on the right hand side. You will see your
requisition disappear from the box, and it will be added to the approval workflow.



