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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.) Navigate to the Bear Trax homepage (http://www.shawnee.edu/beartrax/) and click the 

Bear Trax logo to log in. 

 
2.) Enter your Bear Trax User ID and password 

 
3.) Select the “Procurement” icon from the homepage. 

 

http://www.shawnee.edu/beartrax/
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4.) For a Noncatalog Item – click on the “More Tasks” drop down and select “Request 

Noncatalog Item” 
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5.) Complete required fields on the request screen:

 

 
 
6.) Click on Add to Cart.  

 

7.) When ready to check out, proceed by clicking review cart. 

 
 
 

8.)  Under the Delivery section, in the “Suggested Buyer” box you will insert “Schwamberger, 

Debra”. 

•  
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9.)  When you are taken to this page, scroll down to the billing category and insert the correct 

account number.  

 

•  
 

•  

10.)  Once you have completed the last step click in the top right corner “Submit”. 

 
11.)  After you submit your order, it will take you to the confirmation page. 
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