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Purchase Requisition

➢ Identify what a Purchase Requisition is and when you need one

➢ Set up default requestor preferences

➢ Create a new Purchase Requisition

➢ Manage and edit a Purchase Requisition

➢ Create a Change Order Request for a Purchase Order

➢ Receive items/services and submit invoices

➢ Related policy information

➢ Resources that can help
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Purchase Requisition

Brand Specific
This means that you need it to be a specific 
brand. It doesn’t matter where it comes from as 
long as it is that particular brand. 

Sole Sourced
This mean that you need it to come from a 
specific supplier. Only that one supplier can 
provide what you are looking for. 


