
CUNYfirst and Staples Advantage
How to Create a Yearly Blanket Requisition for Your Department



Search: Staples Advantage 

Use Code Tip Sheet 

Enter: Staples Advantage Blanket Order 



Please use this standard Item 
Description 

1. Enter your estimated
total amount

2. Quantity is always 1
3. U of M is always YRS



Click: 
Line 
Details 





Finally… 

Continue with regular submission process 
• Click    to make sure your 

approvers are correct 
• Then click    
• Your approvers will get an e-mail reminding them 

to approve the requisition.  
• ONLY WHEN THE REQUISITION IS FULLY 

APPROVED AND BUDGET CHECKED will 
Purchasing be able to create a Blanket Purchase 
Order. 
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