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Create Requisition from a Catalog (Internal and Punchout) 

Audience: Requesters 

Purpose: A punchout catalog consists of items that the supplier maintains. In the Purchase 
Requisitions work area, a requester can click a link to the external supplier site from the 
Requisitions page or the Search Results page. Here requesters can add items from the external 
site to the requisition being created. After shopping at a supplier's site, you are returned to the 
Purchase Requisitions work area. If you return from punchout with items, you are returned to 
the Edit Requisition page where you can see the goods added as lines to the requisition. Follow 
the normal process to edit and submit the requisition. Note: You can shop only at internet sites 
to which Self Service Procurement directs you through a link. This job aid will assist you with 
creating a purchase requisition from a catalog. 

 Step Action 

 Create a purchase requisition from an Internal Catalog. 
1 Log into Oracle  

Home Page -> Procurement > Purchase Requisitions 

 
 

2 In the Requisitions window, click in the Search field, and enter an item to search. 
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3 Click the  Search button.  
4 Search results will display with a default quantity of “1”, noting description and price 

per unit of measure. From the returned results, select a line item and click the Add to 
Cart button. 
 

 
 
 
 
 
 
 
 

5 Click the Shopping Cart and select Review to return to the Edit Requisition page. 

 
6 The Edit Requisition page is now displayed. 

 
Select Y/N option for *State Contract - If yes, please insert Contract Number. 
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7 Enter if 'Y' is selected enter a number in the State Contract Number field. 

 
8 Select Y/N *Sole Source ("If yes please attach proof of Sole Source"). In this example 

select ‘N’. 

 
 

9 Select Y/N *Resolution Attached. In this example select ‘N’. 
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10 

 
Select Y/N *Will Services be performed on Lucas County property? In this example 
select ‘N’. 
****** 
 

 
11 Does this purchase require the attachment of the LCIS Checklist? If so, please attach 

in the Attachments section below. 
12 Click the Check Funds button. 
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13 You can choose to View the Funds Check Results, or simply click the OK button. 
14 Click the Save button. 

 
15 Click the Manage Approvals button. 



Job Aid SSP-006 

6  Last Updated 12/5/2019 

 
 
Review the approval path for the requisition. 

 
16 Click the Back button. 

 
17 Click the Submit button. 
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18 Click the OK button. 
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Step Action 

 Create a purchase requisition from a Punchout catalog. 
1 Log into Oracle. 

Home Page -> Procurement > Purchase Requisitions 

 

 
 

2 Under the Top Categories section click the Staples icon. 
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3 Under Related Suppliers select Staples link. 

 
This will connect you to the supplier site for ordering. 
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4 Search for Item by name or number. 
5 Update the Quantity and Add to Cart. 

 
6 Click the Review & Check Out button. 

 
7 Click the Submit Order button. This will return you back to the requisition. 
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8 View the Source information. Does this purchase require the attachment of the LCIS 

Checklist? If so, attach in the Attachments section. 

 
9 The Edit Requisition page is now displayed. Select Y/N option for *State Contract - If 

yes, please insert Contract Number. 
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10 Enter if 'Y' is selected enter a number in the State Contract Number field. 

 
11 Select Y/N *Sole Source ("If yes please attach proof of Sole Source"). In this example 

select ‘N’ 
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12 Select Y/N *Resolution Attached. In this example select ‘N’. 

 
13 Select Y/N *Will Services be performed on Lucas County property? In this example 

select ‘N’. 
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14 Click the Check Funds button. 

 
15 Click the OK button. 
16 Click the Save button. 
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17 Click the Manage Approvals button. 

 
 
Review approval path for the requisition. 
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18 Click the Back button. 

 
19 Click the Submit button. 

 

 
20 Click the OK button. 

 


