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Procurement: Create a Non-Catalog Requisition  
For employees creating a non-catalog requisition  

 
Purpose:   Create a non-catalog requisition. 

How to Access: Log into the Bear Trax application. Select the Procurement task in the 
Navigator.  

Helpful Hints: Be sure to keep in mind that… 
 This requisition type should be used if creating a requisition outside of 

existing catalogs 

 The other two requisition types are local catalog and punch-out catalog 

 All fields marked with an asterisk, *, are required to be filled. 

 Quotes and other necessary information can be attached. 

Procedure: Complete the following steps to create a non-catalog requisition: 

 
 
 
1. Click on the Purchase Requisitions icon.  
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2. On the right hand side of the page Under Quick Links, select Non-catalog Request.  

 

 
 
3. Complete the following fields: 
 

Item 
Description 

Description for the item is to be given 

Category User can choose Category from the drop-down 

Quantity Mention the quantity for the item 

UOM User can Enter the Unit of Measure from the drop-down 

Price Enter the price for the Item 

Currency User can select the Currency from the drop-down 

Supplier User can Choose the Supplier through the search icon 

Negotiated User must check this box for a Purchase Order to be 
created 

 

Note: Fields marked with an asterisk are required. 

Note: If Supplier is new, follow the existing University process and fill out a form to register the 

new vendor. 

 

IMPORTANT: Make sure you check the Negotiated box—if left unchecked, the system will not 

automatically create a Purchase Order for the requisition.  
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4. Click Add to Requisition once you have added all required information.  

 

 
 
New requisition information will display on the top right side of the page.  
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5. Click on Edit and Submit once all items have been added to the requisition. 

 

 
 
6. Review the details and add any additional details as needed.  
 
IMPORTANT: Make sure to fill out the Suggested Buyer field with Schwamberger, Debra from 
Procurement Services.  
 

 
 

Note: Make sure to fill out the Suggested Buyer field for each line of each Charge Account 
included in the requisition. If this action is not completed, the  
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Split an Item 
 
Follow these steps if you need to charge an item on a requisition to more than one unit. 
 
7. Click on the Actions drop-down menu and select Split.  
 

 
 
 
8. Two charge account lines will appear with empty fields: Percentage and Quantity.  Enter the 

percent that should be split or the quantity. The fields will automatically calculate once a value is 

entered.   

 

 
 
Note: Be sure to double check that the system calculated correctly.  If there is any discrepancy 
and it does not total 100 percent, a warning will appear upon saving or submitting. When entering 
a percentage value, the system will not automatically populate the remainder in the other box. 
 

 
 
Delete an item 
 
Follow these steps if a split item needs to be deleted (e.g. split in error). The item can be deleted 
prior to submitting the requisition.  
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9. Highlight the charge account line.  
 

 
 
10. Click on the Actions drop-down menu.  
 

 
 
11. Click Delete or click on the X on the right side of the page next to the highlighted item.  
 
The item will be removed from the list.  
 

 
 
12. Add any necessary notes to the Supplier. If quotes are obtained by the initiating unit, a quote 
number will appear in the note field.  
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Note: There are action buttons at the top of the page. These are OPTIONAL, and not required to 
complete the requisition. 
 

 
 

Icon Action 

Shop Takes users back to the home page  

Manage Approvals Shows requisition status and hierarchy of the approval 
process 

View PDF Opens a new window with a PDF version of the requisition 

 
13. Click Save and Close to save changes and close out of the page if you are not ready to 
submit the requisition. The requisition will be in Incomplete status until it is submitted.  
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14. Click Submit to send it though the approval process.  
 

 
 
15. A confirmation window will appear. Click OK.  
 

 
 

The new requisition line item appears under My Requisitions and is pending approval status. 
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Final Notes 
 
By following these steps, you have successfully created a non-catalog requisition and submitted it 
for approval or saved the requisition to be filled out later. 


