
How do I create a requisition?
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Step 1 - Login into CUNYfirst 
https://home.cunyfirst.cuny.edu/cnyepprd/signon.html using your username and 

password
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Create Requisitions
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1. Define Requisitions

Name your requisitions it will assist you in identifying your requisition as it flows 
through the system  

The default Priority is set to Medium. If you have an emergency contact the 
Purchasing Department and we can help facilitate your request

If entering multiple lines open Line Defaults by clicking the Expand icon 
(see next slide)
If only entering a single line just click continue to proceed
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Line Defaults

PLEASE DO NOT CREATE A REQUISITION WITHOUT SELECTING A VENDOR
*Select the Category Code (Refer to the Category Code Sheet)
*Define the UOM for use on this Requisition.
*Make sure the location is your current location if not search by using the magnifying
glass.
If you location does not default please contact the helpdesk to determine if
you will need to fill out a security access form to update you information in CF
*Select the vendor for all the items on this Requisition.

If the vendor you are searching for does not exist please contact the Purchasing 
Department and we can assist you finding or getting your vendor added to CF. 

**Never Change this 
field**
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CODE TIP SHEET
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2. Add items & Services

Now Click the Special Request Tab 

Then, Click the Special Item Link
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Special Items Link

All fields with an asterisk * are required
Vendor Item ID/ Mfg ID/Mfg Item ID are required for
goods only. [Not required for Service orders.]

• The additional information field can be used to provide additional
information for items being purchased i.e.(Specifics of furniture, color, size,
printing details etc.)

• Click Add item to save the item and add additional items if necessary
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Requisition Summary

After adding your item it appears in the Requisition Summary

You are now ready to Review and Submit your requisition 
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3. Review and Submit
 Review/Validate before submission or make additional

changes to the shipping information or the accounting detail

Clicking the        will expand the line and show detail 
information  i.e. Chartfields
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Chartfields 1

Make sure to check the  Chartfield 1 tab for account 
accuracy.  The category and account must match unless 
otherwise specified.
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Chartfields 2

Check that these numbers match the corresponding 
columns in your Budget Report! If not, click 

Modify Line/Shipping/Accounting to change the numbers.
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Here is where you can change a specific chartfield.  
(For example: Expense Account # or Special Initiative #) 
You can change the chartfields in “Create Requisition” and 
“Manage Requisition”. Click APPLY.

To Modify Chartfields:
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Click: 
Line 
Details

This will allow you to create an Amount 
only requisition

Creating a Blanket Requisition
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*Make sure to save & preview BEFORE final save
and submit to ensure your requisition is being
routed to your Supervisor correctly

Click on add comments icon to 
attach any supporting 
documents to your requisition. 

MANDATORY!
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3. Review and Submit
 Submit

 Click to submit
requisition to the
approval workflow

 Edit Requisition:
 To access the edit

page, where you can
make update the
requisition and submit
it again

 Approval workflows
Triggers when

requesters submits a
requisition, and a set
of approvers act on the
request (approve or
deny).CLICK!

LAGPR
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TOP Things to Remember!
Always Check your budget first before entering a requisition

If  your requisition status is “Open” it means that it has not been
routed to your Supervisor and will not get approved

Make sure the description on your requisition tells Purchasing what
you are buying (i.e. Chair, Computer etc…)

Requisition must be fully Approved and have a Valid Budget status
for Purchasing to process.

Attach your supporting documents, ie; Quotes, Proposals,
Estimates, etc.

Manage your requisitions
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Contact us ! 
x5525

purchasing@lagcc.cuny.edu




