
HOW TO CREATE A 
REQUISITION IN SELF 

SERVICE
Banner 9



ACCESSING BANNER 9 SELF-SERVICE

o Under “Finance 
Information”

o Click on “Finance 
Dashboard”

o This will take you to 
create your requisition



GETTING STARTED

Click on My Requisition to:
o Create
o View a draft

o Pending 
o Completed requisitions
o Supporting documentation

Click on My Finance Query to:
o Check the approval status of a 

requisition
o If it has been turned into a PO
o View a PDF of the requisition



MY REQUISITION 
o On this screen 

you can see 
your drafts, 
pending, and 
completed 
requisitions.

o To create a new 
requisition click 
on the “Create 
Requisition” in 
blue. 



o Can use the “tab” key to 
move through boxes

o Make sure to click “NEXT” 
at bottom of screen

o Public comment = Document text
o Put information about quote: vendor, quote 

number, date, by who in this box.



On this screen you will enter the 
requestor information.
o Requestor
o Transaction date
o Delivery date
o Requestor email
o Public comment will be at the top 

of the PO
o Private comment information for 

Purchasing
o Chart
o Organization
o Ship to location
o Attention to
o You do have the option to save as 

a draft if needed in upper right 
hand corner.

o Click “NEXT” in bottom right 
corner to move to next screen.

On this screen you will enter the 
requestor information.
o Requestor
o Transaction date
o Delivery date
o Requestor email
o Public comment will be at the top 

of the PO
o Private comment information for 

Purchasing
o Chart
o Organization
o Ship to location
o Attention to
o You do have the option to save as a 

draft if needed in upper right hand 
corner.

o Click “NEXT” in bottom right 
corner to move to next screen



ADD VENDOR INFORMATION

o You can look up the 
Vendor name using 
a wild card 
%vendor% or use 
the WIN number.

o Once you have 
found your vendor 
click on “NEXT”.

Above you 
will see the 
requisition 

number.



ENTERING ITEMS

o Required now is a 
Commodity Code for 
each item being ordered



ADDING ITEMS TO REQUISITION

Enter Commodity 
Code

Enter a complete 
description and part 

numbers from the 
quote.

o Enter Commodity Code
o Unit of Measure
o Quantity 
o Price
o Public Comment is text 

to describe the item 
being ordered

o Click “Save”



CONTINUE ADDING ITEMS OR ADD 
ACCOUNTING INFORMATION

To add additional 
items click “Add 

item & Accounting” 
continue adding 

until ALL items from 
quote are listed on 

the requisition.

Once all items are 
entered click on 

“Add Accounting”



ACCOUNTING CODES (FOPALS)

o Fill in:
o Chart ( W or K )
o Fund
o Organization
o Account
o Program
o And Activity, Location, 

Project as needed
o Click “Save”



DISTRIBUTION

o Once you have added 
your accounting code you 
can chose if you want to 
distribute the amount to 
one accounting code or 
multiple.

o If multiple:
o Click in Distribution 

Amount or Percent 
and type in the 
appropriate amount.

o Click “Save”



DISTRIBUTION
o Enter the amount or %
o Click “Split Accounting”
o Continue entering accounting 

codes till paid in full



DISTRIBUTION

On the right hand side of 
the screen you will see 
that 50% of the total has 
been met.



DISTRIBUTION 



DISTRIBUTION

Checking the 
right side of your 
screen you 
should see the 
“Funding” is now 
at 100%.



DISTRIBUTION

If you need to check the 
accounting codes that you 
are using click on “funding” 
and the accounting codes 
will show.



SUBMITTING REQUISITION

o Once you have double 
checked your 
information on your 
requisition.

o Click “Submit 
requisition” the blue 
button in bottom right 
corner.



COMPLETED REQUISITION
o In the top right hand 

corner you will see a 
green box showing your 
Requisition number and 
that it was completed 
successfully.



DRAFT, PENDING, OR COMPLETED REQUISITION

o If you need to look up your 
requisition you can check 

o Pending 
o Draft if you have not 

completed the requisition.
o Completed
o Search by the search box



PURCHASING DEPARTMENT

• If you need any help please contact Purchasing or 
stop by Morgan Hall Rm 214.
• Debi Feyh, Buyer x 2338,  Deborah.feyh@Washburn.edu

• Donna Landry, Assistant Buyer X 2333, donna.landry@washburn.edu
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