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Electronic Purchase Requisition System 
 
To start, navigate as follows: 
 

• UWO Menu 
• UWO PO Requisitions 
• UWO PO Requisitions 
 

Click on Add a new value. 
 
Enter Purchase Order Reference, which is a required field. 
 
Click on ADD. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Override any field on the requester page if needed. 
 
Click on the Supplier page. 
 
Enter the Vendor ID BD2011 and tab out of field. 
 
Note: If you do not know the Vendor ID: 
 

Click on the magnifying glass to search for the vendor. 
 

Click in the Name 1 field and Type the vendor name to search by Vendor name. 
 

Click on Look Up. 
 

Click on the vendor you want. 
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Enter Contact Information, if available. 
 
Click on Vendor Location              to search and view vendor detail.         
 
If you cannot find a Vendor ID, all fields must be filled in. 
 
Click on Order an Item page. 
 
Click on Order an Item. 
 
Enter description, required quantity, unit of measure, and unit price. 
 
Click OK. 
 
 
 
 
 
 
 
 
 
 
 
Click on Order an Item to enter the next item. 
 
Click on Accounting Information page. 
 
Click on Accounting. 
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Enter accounting information. 
 
Click OK. 
 
Click on the General page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Enter End Use, which is a required field. 
 
Click on any box pertaining to this requisition. 
 
Click on Nature of Goods/Services. 
 
Click on Comments to Purchasing to Add your comments. 
 
Click on Comments to Vendor if you have information for the vendor. 
 
Return to the General page. 
 
Click on Save. 
 
Click on the Printer icon. 
 
Click on the Submit button. 
 
Click on ADD to add another Requisition. 
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Electronic Purchase Requisition Reports 
 
To start, navigate as follows: 
 

• UWO Menu 
• UWO PO Requisitions 
• Report Required (i.e. Req Track Report by Tracking#) 
• Add a New Value 

 
Type Report in the Run Control ID box. 
 
Click on ADD (the first time only) otherwise under Find an Existing Value Click on 
Search. 
 
Enter Tracking Number 0000000016. 
 
 
 
 
 
 
  
 
 
 
Click on Run. 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
Select Window for type and PDF for format. 
 
Click OK.  
 
 


