
Using Online Requisition Entry 
through the Portal 



Log in to the portal 
with your full login 
name and the 
password that you use 
to login to your 
computer.  Example:  
username:  
john_doe@asun.edu 



Once you have logged in 
click on the finances tab 



Next you will click on requisition 
entry to enter a new requisition.   



Then choose 
campus, handling, 
type and if it is a 
computer purchase 
or not.  These 
choices can be 
expanded by clicking 
on the explanation 
and codes. 



The explanations 
explain which number 
to put in and a sample 
of what should be in the 
box. 



Put your cap 
locks on and then 
begin entering 
the information.  
If this is a new 
vendor then you 
can add that in 
the 
comment/vendor 
information.   
 
Put your name in 
the ship to area. 
 

Then begin entering the 
item that you wish to 
purchase.  Put the quantity 
that you need and then put 
the each in the unit 
location. Then enter the 
unit price.  The total price 
will automatically calculate. 
 
Note:  Leave the item 
requested blank at this 
point. 



Enter the description of 
the item that you are 
ordering.   
 
If you have more than 
one item click on the 
Add another Item and 
you will get a new area 
to enter information in.  
You must add the tax 
and shipping as 
individual items for any 
item that is purchased.   



The second area 
for entering 
information will 
appear below.  You 
do the same 
process as the first 
item and then 
finalize your order. 


