
How Do I Create An Amount Only 
(Blanket) Requisition?



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





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!

Presenter
Presentation Notes
Confirmation page : Displays basic information about the requisition and the number of items that it contains. It appears when user either submit a requisition or save it for later use.
Submit: Click to submit requisition for further processing.
Edit Requisition: Click to access the edit req page, where you can make changes to the requisition and submit it again.
View a printable version: Click to preview and print the requisition.
Manage Requisitions: Click to go to the Manage Requisitions component, where you can further process the requisition.
Create New Requisition: Click to add a new requisition.




Comments / Suggestions
If there is material on this training guide 

that is confusing or if you have a 
suggestion as to how to improve it

Please Contact:

Purchasing at
or ext 5525

mailto:Purchasing@lagcc.cuny.edu

