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CUNYfirst 

Requisition Creation 

 

Enter username and password to enter system 

 

 

Click “eProcurement” to access the 

online requisitioning module 

Click “Financial Supply Chain” 
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Enter Requisition Name for easier reference  

 

Click Triangle next to Line Defaults to expand field 

Click on “Create Requisition” to 

access online requisitioning module 
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Click on Vendor magnifying glass to access vendor file 

 

Enter Vendor name in Short Vendor Name field (you only need to enter the first few letters 

of a vendor name. The full name is not necessary and may not be in the system with the 

same spelling as you may expect) 
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To look up Staples you can type Staple and then click “FIND” 

 

Select correct vendor from vendors displayed. If you are not sure which vendor is the 

correct vendor scroll to the right and click on vendor lookup details. 

 

Vendor details will be displayed 

Click on go Back arrow on top of page to return to vendor list 
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Select Vendor by clicking on Vendor ID Number of correct vendor 

 

Vendor field is populated with vendor number 

Next Select Category by clicking on magnifying glass 

Do not select Buyer that field is for Purchasing Department only  
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Click on drop down field where “Category” is displayed and change to search by 

“Description” 

 

Enter description of goods or services you want to purchase  

 

This search is for “Office Supplies” entered into field and then click “Find” 
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All data descriptions with “Office Supplies” appear. Click on “Category Number” for 

correct description of what you are purchasing. 

 

“Category” field is now populated with category number 

You don’t have to select Unit of Measurement on this tab 
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Click  Continue or “Add Items and Services” 

 

Click “Special Request” 
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Click “Special Item” 

 

Enter item description, price and quantity. Then select “Unit of Measure” by clicking on 

magnifying glass. 
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Select Unit of Measure form list or conduct Lookup. You can change search parameters 

from “begins with” to “contains” or other options within drop down 
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Enter search parameter “Unit of Measure” changed to contains  

Search for box 

 

Search results are displayed. Select “Box” or other “Unit of Measure”  
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                                             “Unit of Measure” field is then populated 

Click “Add Item” to add this request to requisition. 

 

You can now add additional items if desired follow steps above for multiple items 

Click “Review and Submit” when you have completed all requests for this requisition. 
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Review line details, click triangle next to line  

 

Verify Chartfield information by clicking on Tabs 

Chartfield1 info has delivery location, quantity and account that can be changed 

Percent relates to percentage of expense for requisition and for each line of req. 

GL Unit is constant for the College of Staten Island Center which is CSI01 
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Chartfield2 has expense information. All fields are automatically populated based on 

system setup information. The only change may be in the “Dept” if you have rights to 

create a requisition for more than one department. 

 

Chartfield3 does not require any changes by requestor. 
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Details is also an informational tab not requiring changes 

 

When the requisition is completed 

click “Save & Submit 

To review a requisition first click  

“Save & Preview Approvals” 

You must click “Save & Submit” before the requisition can be processed for approval 


