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Procurement: Create a Non-Catalog Requisition
For Employees creating a hon-catalog requisition

Purpose: To create a requisition for a Non-Catalog Item.

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

Procedure: Complete the following steps to create a Non-Catalog Requisition:

1. Navigate to the Procurement — Purchase Requisitions.

Cash Balances red Assets Financial Reporting Auditing
Center

My Dashboard My Enterprise

2. From the Requisitions page, Select More Tasks — Request Noncatalog
Item.

= BEAR [z TRAX

E |

Purchase Orders My Receipls.

Requisitions

=====

Recent Purchsses
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3. Enter in the required fields (Item Description, Category Name, Quantity, UOM Name, Price,
Currency, Supplier, Supplier Site). Note:Then Click Add to Cart.

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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e = BEAR(2TRAX

~ B B

Purchase Purchase Orders My Receipls Suppliers.
Agres

Create Noncatalog Request Add to Shopping List _ AddtoCart  Done W 2
TEST PO BOORF2.ADY
R coriens ol - § CARTMAN ORANGE 30-
ltem Type  Goads or sendces billad by quantity v New supplier PEICETOOL 8ET.
GE| oL 1] 1 »
* ltem Description " Supplier g i
Supplier Site -
* Category Hame Q Supplier Contact TEST PO BOOKHLNTKZ
HAMILTOMN BEACH
7T ! <
* Quantity 1 Phane 707264 12-CUP STACK
; ESSOR & ! x
* UOM Hame - ax VEGETABLE CHOPPER,
BLACK
“ price Email $40.00EA
Total $66.98
" Curtency  USD - Supplier item
Megaliated
Attachments
view v
Type Category * File Name or URL Title Description Attached By Attached Date

Mo data o gisplay.

5. Once you are in the Edit Requisition window, change your Suggested Buyer to Debra
Schwamberger and enter in your Account Number. Then Submit your requisition.

Shop  CheckFunds  Manage Approvals  View PDF

i
Edit Requisition: REQ105237

Requisition Amount 66,98 USD

Requisitioning BU  Shawnee St
ﬂ " Justification

Approval Amount 6598 USI

Funds Status  Notreserve

* Description  TE!
50

Emergency purchase order number required

Attachments None -
Requisition Lines
Adions v Vieww Formaty B / X =" Detach
Line  Description Category Name " Quantity UOM Name Price  Amount (USD) Funds Status Delete
1 TEST PO BOOKHLNTK2 HAMILTON BEACH 707254 12-CUP STACK & SNAP FOOD PROCE Choppers for the phy 1 EA 49.99 USD 4999 Notreserved x
2 TEST PO BOORF2JSDY CARTMAN ORANGE 39-PEICE TOOL SET- GENERAL HOUSEHOLD H. Miscela 1 EA 16.99 USD 1699 Notreserved X
66.98

Rows Selected 1 Columns Hidden 8

4 Line 1: Details

4 Delivery
* Requester Mer, Dessnn Q Delver-to Location Type Intemal |
urgent No [V * Detiver 1o Location  Main Campus Q
aigiated Galiory Dsls ToBWTS % Deiner 1o Address 5 1 PORTSMOUTH, OH 45652, UNITED STATES
I * Suggestod Buyer | Schwamberger, Debeal Q I
4 Bing
View v Format v < " Detach
Charge Account “BudgetDate " Percentage Quantity Amount (USD) Funds Status Delete
e fe 100 1 4999 Notreserved

Total 100 1 49.99 v
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6. A confirmation message will appear, click OK. Your requisition will be visible under Recent
Requisitions with a Pending Approval status.

= BEAR (e TRAX

L3

L | B [ |

Purcl Purchase Orders My Receipts Catalogs
Agreements

Requisitions More Tasks w Manage Requisitions g

Recent Requisitions View More Recent Purchases
iy —
REGM05237 TEST PO BOOKHLNTKZ HAMILTON BEACH 707254 12.CUP S @ Confirmation x
REQ03528 Removal and dispasal of wasts straa ste materials Requisifion REQ105237 was submitted
View PDF E
REG102584 Mercury spill cleanupin ATC. Propasal number 05786 © Approved

Final Notes

By following these steps, you have successfully created and submitted a Non-Catalog
Requisition.
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