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How To Enter a Requisition in RSSP – Updated for 25B 

This document will walk you through entering a requisition. 
For ease of use, please have your 4-digit source and 5-digit cost center ready before beginning a new requisition.  
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Create non-catalog request 
Log into Stratus Financials using Company Single Sign-On. 

 

 

 

 

https://elbz.fa.us2.oraclecloud.com/fscmUI/faces/FuseWelcome
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Navigate to the Procurement tab and select the Purchase Requisition (New) tile.  

 

 

 

 

 

 

 

 

 



 5/2025 Page 4 of 54 

Select Create Noncatalog Request to start a new requisition. Tip: This guide is available here. 

 

Tip: You can edit your recent requisitions by click on them here. 

 

After opening a recent requisition, Click Edit at the top right to make changes.   

 

 

 



 5/2025 Page 5 of 54 

Here is the requisition form. Begin by filling out the item description, followed by Item Type. Depending on the item type you select, you will need 

to complete the remaining fields based on that items type such as Category (account), Quantity, Unit of Measure (UOM), Pricing options, and 

Source/Supplier (If you want to choose a supplier that is not already in the system, see appendix.) 

  

Item types: These options replace the different non catalog request forms in the old system. Select Goods by quantity, services by amount or 

services by quantity. 
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Wildcard Tip: When searching for Supplier, you can type % before or after any letters the supplier contains, and results will populate. This comes in 

handy if you are unsure of exactly how the supplier is listed within the system.  For example, if you are searching for “Baltimore Business Journal” 

you can type %bus and it will populate.  
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For attachment category, leave the selection of: To Buyer. Then drag and drop your attachment(s). 
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When your form is complete, select Add to Cart at the top right.  

 

 

After you add to cart, this confirmation box will appear. You can 

now select View Cart to complete the requisition process. Or if 

you want to create another line for this requisition, you can select 

create another request.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 5/2025 Page 9 of 54 

Header 
 

 

Header of Requisition: Within the Requisition summary you will find additional options for delivery, urgency, notes, etc. Click on the icon here.  

This icon will take you to header info: 
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Requisition Header info:  

Here you may add an additional Header level Description or Justification. These fields are optional. 
You can change the Requester if you are entering a requisition on behalf of someone else. This requisition will be routed to them.   
If you want to change the requested delivery date, click on the icon to the right and select a new date.   

 

 

If this is an Urgent requisition, you can indicate that by selecting this box. 

When finished, click Update at the top right.  
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We will review the Charge account options in a later section of this document.  

If you are entering a requisition for the next fiscal year, change the budgetary control date to the first day of the next fiscal year (7/1/25). 

You also can add any notes you have for the supplier here. When finished, click Update.  
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Cart 
Now we are back in the Cart. If you need to make edits to the line item(s) click on the pencil icon. 

 

 

 

Line Details and Delivery and Billing 
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Make any edits you need to, then click Update when you are finished. 

Note that you can select between Line Details and Delivery and Billing Details here: 
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You can change the amount here.                                 You can delete a line here. 

 

 

You can edit delivery and billing here.                                                                                You can duplicate here. 
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You can now edit multiple lines at the same time by clicking on the boxes to the left of the line, then clicking on the Edit Multiple button. 
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Here you can make edits to the multiple likes you selected. You can edit things such as the delivery options or changing the charge account.  
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In the Delivery and Billing Details section, you can edit the distribution. 

 

You can edit the distribution to charge another cost center than the one that is listed. Also, you can split these charges between your cost center 

and another one. Click on the 3 dots (…) here and select Edit. 

*For Splitting the cost between multiple cost centers, see appendix.  
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NOTE: The ALIAS functionality utilized in the Classic Requisition and on other documents like expenses and invoices to search for correct 

combinations was not carried into RSSP. You will need to be aware of your source and cost center combinations to make this process simpler. If you 

want to change your source and cost center, you can simply delete the numbers and type in new ones. The system will bring up drop down lists 

with valid values in each COA segment to make selection easier. 
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Charge Account 

 

 

 

 

 

 

Tip: If you get an error message here, again make sure the 

combination is correct, and that this natural account has been used 

in the past. Retype the natural account and it might work the 2nd 

time (this is something we are working on making easier) 
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DO NOT use the icon to the right of the Charge account box to update the account string, as this functionality is not compatible with our system. 

 

 

 

Click update when finished.  
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Be sure to Check Funds to confirm funding is available for this requisition. Select the dot menu (…) and Check Funds.  

 

 

 

 

You will see this message if it has passed the funds check 

process.  
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Cart Menu 
The dot (…) menu also allows you to View PDF which is a preview of your requisition in PDF format. 
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PDF Preview 
 

Here is an example of the PDF 
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Add Approvers 
 

The dot (…) menu also allows you to view and add Approvers.  
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You will see the list of approvers here. Click on the name of an approver already listed, then select + Add Approvers, to add an approver to this 

requisition. 

Tip: When a cost center manager creates the requisition, the cost center manager’s name may appear in the approver list preview, the requisition 

will go to their supervisor since cost center managers can’t approve their own requisitions.  
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Type in the name of the person you want to add as an approver beginning with their 

first name. When you see the name, select it from the menu.  

 

 

 

 

 

 

 

 

 

 



 5/2025 Page 27 of 54 

 

 

You can check the FYI only box here if you want to include someone in the requisition for 

informational purposes only and not as someone who will need to approve it. Kind of like a 

CC on an email.  
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Select Add at the bottom right. 
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You will see the new approver listed. If finished, click Submit and you will get a confirmation that your requisition has been submitted. If you are 

not ready to submit, click the back arrow next to Approvers to go back to the requisition page.  
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My Requisitions Tab 
You can view all of your submissions by clicking My Requisitions at the bottom of the page.  
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View Details 
By clicking on the 3 dots (…) on the right and selecting View Details, you can see the current status of the requisition.  

You can also search any requisitions here by using the Entered by box. 

 

 



 5/2025 Page 32 of 54 

 

View Details: 
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Downloading 
 

If you want to download all of your requisition lines listed on the My Requisitions page to Excel, select the download icon here: 
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The default view for this page is by Lines. You can change your view to Requisitions if you want a more summarized view. 
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Here is the Requisitions view.  

 

 



 5/2025 Page 36 of 54 

Default Preferences 
To change your default preferences on these views, go to the Self Service Procurement tab: 

 

From here, select Preferences: 
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Here you can check the boxes under the Display settings if you wish to apply that option for 

your cart, and/or my requisitions. Do not use the 2nd box for search results as we do not have 

this option enabled.  

 

To permanently keep the requisition view in My Requisitions, select that here.  

 

 

 

Click Update. 
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To show the table view for your cart, select that here.  

 

 

 

 

 

 

 

 

Click Update.  
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Here is what your cart will look like if you enable “Show the table view for the cart” 

With this view, you will be able to see a listing of all the lines on your requisition. You can also use the search box under More information to 

search for lines by description, category, or source. 

 

 

 

Click on the truck icon if you want to edit delivery or billing information. 

Or the pencil icon if you want to edit the quantity.   

When finished, select the check mark icon under Action. 
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Duplicate or Delete 
If you want to Duplicate or Delete any of these lines, you would first need to highlight the line by clicking on it, then the Duplicate and Delete 

options will become available. 

 

 

 

 

 

 

 

 

 

 



 5/2025 Page 41 of 54 

Customize 
You can also customize your columns by click this icon here 
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Here you can check or uncheck any of the columns you’d like to see in your cart.  
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Reassign 
To Reassign or transfer a requisition to someone else, click on the 3 dots (…) to the right of the requisition date and select Reassign. 
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Type in the name of the person you want to reassign to and check the box 

to Notify the assignee.  

Then select Reassign at the bottom right. 
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Appendix 
Appendix 1: Splitting between two different cost centers: 

To split the cost of this requisition to different cost centers, first select this edit icon on the item you wish to split in your cart.  
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Scroll down to the bottom of the page. Click on the 3 dots (…) to the right of the Distribution string and choose Split.  
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Fill in either the Quantity, Amount, or Percentage and the other boxes 

will automatically update based on your input. Then change the 

charge account to the other cost center you want charged for this. 

 

 

 

Then select Create at the bottom right and you will be returned to 

the line item details where you will see the 2 cost centers listed. 
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Appendix 2: Enter new supplier information 

If your supplier does not pre-populate in the system, you will need to enter information here. Click the New Supplier box and enter all the new 

supplier information.  
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Appendix 3: Editing as an Approver 

To edit a requisition as an approver, click on the requisition name in 

your bell notifications, or through email.  

 

 

 

 

 

 

 

 

Then select Edit Requisition. 
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In this example, we will change the price of the requisition, then approve it.  

Click on the name of the item.  
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Change the Pricing, then click Update.  
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When finished, click Submit.  
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Appendix 4: View document history 

Once approved you can search for the requisition on the My Requisitions page, and you should now see that the status has been updated. If you were the last 

approver, you will see approved. If you were not, it will still say pending approval. 

 

You can also click on the 3 dots and view the approval history/status to see where it is in the process. 
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FAQs 
 

For the Save For Later option, a list of Frequently Asked Questions, and other helpful training materials, please click here. 

https://www.towson.edu/procurement/training-resources.html

