
Self-Service Procurement



Check in: https://forms.office.com/r/LC7DPNXaKN Survey: https://forms.office.com/r/ZQYHs1mzSS

Please sign in to Self-Service

https://forms.office.com/r/LC7DPNXaKN
https://forms.office.com/r/ZQYHs1mzSS


1. Click on Procurement in the 
Financial Management Screen



2. Select Create



3. Enter Vendor ID



4. Printed Comments
- Quote#
- Vendor Contact Info
- Brief Description
- Omni Clause if Applicable

5. Internal Comments
- Indicate if Doc is a BPO
- What to do w/ the BPO/PO upon 

execution



6. Enter Tax, Description, Quantity, and Price



7. Enter GL Line(s) then select add item.



8. After adding line item(s), select save & attach. 



9. Choose file and select upload.
(Attachment required to submit)

***Requisition completed after uploading file, approval email  sent to approver. ***



Under Filter open Status and make sure “In Progress”, 
“Outstanding” and “Not Approved” are selected if you are 
unable to see the req you just created

Side Note



Confirm the added req is in not approved category

Additional approvers

Side Note

*Any changes to the requisition after it is approved will erase the approvals



Screen shows requisition status.

Side Note



Attachments

Requisition Attachments
• Quote(s)
• Agreement / Contract
• Vendor Service Proposal*
• Sponsor Services Contract*

New Vendor Onboarding
• W9 Form
• ACH Form
• COI Approved by Risk 

Management*

*1 Month prior to services being rendered



Sample email sent to approver



Approving Requisitions

1. Select Approve Documents



Approving Requisitions

2. Select requisition(s)



Approving Requisitions

3. View requisitions details and attachments



Approving Requisitions

4. Returning Documents



Approving Requisitions

5. After selecting requisition, hit submit.



Approving Requisitions

6. Approval confirmation



Approving Requisitions

Historical Information



IT’SA GREAT DAY TO BE A MATADOR!
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