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Create Requisition for NEW FY in Current FY

(D This job aid is intended for staff with authority to create requisitions and procure goods and services for
Lynn University and intended for requisitions created in a current fiscal year to be applied to a new fiscal
year.

Search and select Create Requisition

(Q create requi| @)

— Create Requisition

Task

OR

Click on Cost Center App

=
-1 Cost Center

Select the Self Service tab

Under Requisitions and Invoices, select Create Requisition

Reports Finance Worktag Reports Self Service

[EZ1 Requisitions and Invoices

Create Supplier Reguest
Create Supplier Invoice Request

Create Requisition

Some information will be filled automatically depending on your cost center. Make sure you select the appropriate
information.
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Fill out the form and click OK

x
Create Requisition o
Requester * | Search =
Company * | % Lynn University =
Currency *| x USD =

Requisition Type

Deliver-To =
Ship-To #* | x 3601 N. Military Trail Boca =
Raton, FL 33437 United States of
America
Cost Center Bearch =
Program =
Project =
Gift =
Grant =
Location =
Additional Worktags » Fund: FD10 Without Donor = .
Ractrirtinn

Cancel

Select requisition type or add requisition from template.
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Create Requisition

Company Requester Currency
Lynn University Mariana Islas UsD

¥ Instructions

Before submitting your requisition please be sure to review Purchasing policies available online at myLynn.

If you have any questions contact Procurement/AP at $5561-237-7148.

¥ Select an Option

Request Non-Catalog Items

Request Goods or Services

Add from Templates and Requisitions

Select from Requisition templates and past Requisitions

Fill out requisition header for service or goods and Add to Cart
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Compary Aequaster Requisiticn Type
Lyniry Uhebwaegity Thesess Boldue Blandksy PO

Requisition Curency * | X USD

Non-Catalog Request Type

Request Goods

n Request Sarvice

Service Request Details

Descrgilian test to cover the period from 07701/ 21-06/30022
Spend Category * | x Software Licensing =
Supplier = BOCENEE, IS =
Supplier Contract =
Start Dale A0S 2021 I'-_.j
End Date sragrz0zz B
Extended Amaound 3.00:0.00
Marnia best resquisit DI'.
Contirue Shopping Cancel

Check out cart-u[date Request Date to 07/01/2021 (or date of next fiscal year)
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- Requigition Informaticn /
. I

Hegqueal Cate

Cumsscy

it

Aequinidion Tgpe  + | % Blankst 5

High Prisrity

Bourcng Buyer ¥ Wgem BarooleYergEras

Swhmutted by

Wi 4 Sl s

Intwmal Msma tent ol B at . ) /
Goods

Services

Attachmenis

Acaiity (0]

b ¥ ermrea Uy

If you click Submit, the REQ will then go through the approval process in WD hierarchy. After the REQ is
approved, it will move to the PO Process. Only Submit REQ pre 7/1 if the PO must be created prior to 7/1 —

otherwise hit Save for Later

Save for Later
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< Services
(- - '_; ": o e g T A
: e € vk .
Attachments

v e Lt e —

By choosing Save for Later, the REQ will be created and you will get the REQ number. The REQ is available to
the Edit, Add More or Cancel

View Requisition FReq100034s @8

Requisition

Company Reguester
Lynn University Employee: Maria Bimonte-Yerg: Edit 1348
Buidges Date At Mooy
" M 3 Canes
Shipping Address — Amary
Dediver-To Harid Congservatory el Status Dwaft
Procursmen
Ship-To Address Harid Conservatory 2285 Poloman Company Ly Lnives
P . Worker Maria Birnos
< Requisition Information Supplier Lin
Shiooina Address Harid Co

On 7/1 or after, go to the Purchases icon — View Requisitions

LY NN

f—

Your requisition will be there waiting for you to edit and Submit

Procurement Requisitions
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