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Requisition Entry  
Work Instructions (PUR -W002) 

MUNIS  Login 

1) From your desktop, click on the MUNIS icon:  

 

2)  Enter the User Name you were provided in the dialog box and click on OK.  

 

MUNIS Live Icon 
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3) Enter your  password in  the dialog box and click on OK.  

 

Once the password has been authenticated, the MUNIS main application menu will be displayed.  
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To access Requisition entry, select Financials , C. Purchasing Menu , B. Purchase Order 

Processing Menu , and A. Requisition Entry  or use the Dept. menu. 
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The Requisition Entry screen will then be displayed.  The data presented in this screen is only 

displayed as an example. 

 

1) To add a requisition, the requisition originator (you) MUST click on the Add Icon.  

2) Enter all necessary information in CAPITAL  letters.  Use the tab key to navigate to each field 

within the screens.  From the Main Tab on the Requisition Screen, enter info rmation in the 

following fields.   Steps in BOLD  PRINT  are required.   

 

Field  Steps 

Dept/Loc  Enter your assigned Department or Location code.  Clic k on the  list icon 

located on the right hand side of the field for a list of valid department and 

location codes.    

 

FY/Req# The system will automatically populate the fiscal year and automatically 

assign the requisition number . 

General Commodity  CMCSS is not using commodity codes so no entry into this field is necessary. 

General Description  Leave blank for Accounts Payable. 

List Icon 

List  Icon 

Add Icon 

List  Icon 
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Field  Steps 

Vendor  To select a vendor, click on the list  icon to get a list of current vendors .  

From the alpha listing enter the vendor nam e (remember to use Uppercase) 

and click on the Green Checkmark.  Double -click to select the vendor from 

the list, the vendor number, name and address will automatically be 

included within the requisition record.  Zero (0) will be the default address 

for th e vendor.  In cases where the vendor has multiple addresses, click on 

the List Icon to select a different vendor address.  

Status System default, no entry required . 

Entry Date   System default, no entry required.  

Needed By This is an optional field.  Should you need the items by a specific day, click 

on the calendar icon and select the requested date. This is for information 

only.  

Entered By System default, no entry required.  

Ship To  The system will default this address from the Dept/Loc code selected.  If the 

items being requisitioned must be delivered to another location, select the 

location from the drop down menu.  Press the tab key to go to 

Terms/Shipping tab.  
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3) Tab to the Terms/shipping tab and enter the following information.  Steps  in BOLD  PRINT  

are required.  

 

 

 

Field  Steps 

Discount %  Not a required field.  If you have negotiated a discount for the item being 

requisitioned, then enter the discount percentage. 

 

Freight % Not a required field.  If a freight percentage has been quoted for the 

requisition, enter it in this field.   

Method/Terms  Not a required field.  If a specific payment method or payment terms have 

been included as part of the requisition, enter them in this field.  

Bill to  3ÏÐÚɯÍÐÌÓËɯÚÏÖÜÓËɯÈÓÞÈàÚɯÏÈÝÌɯɁ ÊÊÖÜÕÛÚɯ/ÈàÈÉÓÌɂɯÈÚɯÛÏÌɯ!ÐÓÓɯ3ÖɯÓÖÊÈÛÐÖÕɯ

unless otherwise approved by the Chief Financial Officer.   

Delivery Ref  Enter the name of the individual to whom the delivery needs to be made . 

Special Handling  3ÏÌɯÚàÚÛÌÔɯÞÐÓÓɯËÌÍÈÜÓÛɯɁ-ɯɬ -ÖÕÌɂȭɯɯ(ÕɯÊÈÚÌÚɯÞÏÌÙÌɯÚ×ÌÊÐÈÓɯÏandling for an 

item(s) is required use the pull down arrow on the right side of the field to 

select the appropriate handling code.  Press the tab key twice to go through 

the Vendor tab  to the Status tab. 

 

 

 

Terms/Shipping Tab 
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4) Tab to the Status tab and enter the following in formation.  Steps in BOLD  PRINT  are required 

to complete the Status portion of the requisition .  

 

 

Field  Steps 

Allocation Code  Leave Blank.  CMCSS is not currently using allocation codes to support the 

purchasing process.  

 

Buyer/Review  CMCSS is not using the buyer or review fields so no entr ies into these fields 

are necessary. 

Req Type 3ÏÌɯÚàÚÛÌÔɯÞÐÓÓɯËÌÍÈÜÓÛɯÛÏÌɯÝÈÓÜÌɯÖÍɯɁ-ɂɯÍÖÙɯÈɯÕÖÙÔÈÓɯÙÌØÜÐÚÐÛÐÖÕȭɯɯ2ÏÖÜÓËɯÈɯ

Blanket PO be required (Not To Exceed), select the appropriate type code Ɂ!ɂɯ

from the pull -down menu on the right side of this field.   

PO Number  DO NOT ENTER A PO NUMBER IN THIS FIELD.  This field is populated 

once the requisition is approved and converted into a Purchase Order. 

Notify Originator 

when converted to 

PO 

This box should remain checked if the originator (you) wishes to be notified 

via email that the requisition has been converted to a Purchase Order. 

Post-It -Notes If items requested in the  requisition are greater than $1,0 00 but not more  

than $10,000, you must obtain three (3) vendor quotes for vendor 

justification .  Click on  this field  to enter the quote information for the two 

vendors not used.   Use the Formal Bid Process for items  over $10,000. If 

ordering from a bid, enter the bid number. Press the tab key three times to 

go throu gh the WO/Contract Tab to go to Line Detail or select the MAIN 

Tab and click on the Line Detail Button . 
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5) Tab to the Line Detail screen, or, if necessary, go back to the Main tab of the requisition screen 

and click on the Line Detail button to begin enteri ng line items for the requisition . 

 

Line Detail Button 
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6) Steps in BOLD  PRINT  are required to complete the Line Detail portion of the requisition .  

Remember enter all required information in Uppercase letters.  Information must be entered 

for each line item of the requisition.  

 

Field  Steps 

Line # The system will default the line item #.   

 

Qty  Enter the quantity of the item being requested. If this is a blanket PO 

(issued for an amount not to exceed), enter the dollar amount as the 

quantity.  

Commodity  CMCSS is not using commodity codes so no entry into this field is necessary. 

Item/Loc/Type  This field is for the requisition of Warehouse Items only.   The Warehouse 

Item being requested must be stocked in the warehouse and must have a 

valid item number obtained from the L ist Icon.  Enter or use the List Icon to 

input the Warehouse location code.  On Warehouse requisitions, use the type 

Ɂ/ÐÊÒɯ3ÐÊÒÌÛɂɯÞÏÐÊÏɯÊÈÕɯÉÌɯÖÉÛÈÐÕÌËɯÜÚÐÕÎɯÛÏÌɯ×ÜÓÓɯËÖÞÕɯÈÙÙÖÞɯÖÕɯÛÏÌɯÙÐÎÏÛɯ

of the type field  

Unit Price  Enter the unit price (you will ne ed to key the decimal if the price includes 

cents). If this is a blanket PO (issued for an amount not to exceed), enter 

the price as $1.00. 

Additional 

Description/Notes 

Button 
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Field  Steps 

UOM  3ÏÌɯËÌÍÈÜÓÛɯÜÕÐÛɯÖÍɯÔÌÈÚÜÙÌɯÐÚɯɁ$ÈÊÏɂȭɯɯUp to four character s can be 

entered. You should change this field if t here is a more descriptive measure 

(i.e. case, box). 

Description  Enter a description of the line item being requisitioned.   Additional space 

for the item description and/or notes regarding the line item can be entered 

ÉàɯÚÌÓÌÊÛÐÕÎɯÛÏÌɯ ËËɀÓɯ#ÌÚÊɤ-ÖÛÌÚɯÉÜÛton. 

Vendor  The vendor selected in the Main tab of the requisition entry scr een will 

automatically default into this  field . 

1099 Box Do not make an entry in this field.  

Dept/Loc  The Dept/Loc code selected in the Main tab of the requisition entry screen 

will automatically default into this field.  If for some reason the Dept/Loc 

must be different for the line item being entered, click on the List Icon and 

select a different Dept/Loc.  

Required by  If the required date for the line item is different than th ÌɯɁ-ÌÌËÌËɯ!àɂɯËÈÛÌɯ

on the Main tab of the requisition entry screen, enter the date in this field or 

click on the Calendar Icon and select a date. This is for information only.  

Fixed Asset 3ÏÌɯÚàÚÛÌÔɯÞÐÓÓɯËÌÍÈÜÓÛɯɁ-ɂɯÛÖɯÐÕËÐÊÈÛÌɯÛÏÌɯÓÐÕÌɯÐÛÌÔɯËÖÌÚɯÕÖÛɯØÜÈÓify as a 

Fixed Asset.  If the item does qualify as a fixed asset ÌÕÛÌÙɯɁ8ɂɯÖÙɯÚÌÓÌÊÛɯÛÏÐÚɯ

value from the pull down arrow on the right side of the Fixed Asset field.  

Notify Buyer  CMCSS is not using this field.  

Bid  Do not use this field.  Press the Tab K ey from this field to go to the G/L 

Allocations section of the Line Detail portion of the requisition screen.   

  

From the Bid Field, use the Tab Key to advance to the G/L Allocations portion of the Line Detail 

portion of the requisition entry screen.  

 

Field  Steps 

Org # Click on the List Icon and select the Org code for the item being requested.  

The Org code is an abbreviated number representing the Fund, Function, 

Location and Program elements of the account number.  Tab to the O bj  field.     

 

Obj  Enter or select the appropriate object for the item being requested from the 

List Icon.  Tab to the Project Field.  

Project Enter or select the appropriate Project for the item being requested from 

the List Icon.  Tab to the Description Field.  

Description  The Description field will be populated based on the Org, Obj and Project 

elements entered by the requestor.  Tab to the Amount field.  

Amount  The Amount Field will be populated based on the quantity and unit price 

entered for the line item . Tab to the Budget F ield.  
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Field  Steps 

Budget This is where the system will perform a budget check to ensure sufficient 

funds are available for the items being requested. (See screen shot below). 

 

 

 

7) If there is not sufficient funds within the entered account, the requisition cannot be 

completed for further processing unless one of the following actions is taken:  

a. Request a Budget Transfer from the Chief Financial Officer . 

b. Request an override from Purchasing (in situations where CMCSS is awaiting a 

budget amendment). 

c. Cancel the requisition. 

8) If more Lines need to be added to the requisition, click on the Line Detail button to 

continue adding items to the requisition  or click the COPY button and then the UPDATE 

button to make changes . Click on the OK button to return to the Requisition Entry  screen. 

 

 

 


