
Creating a Requisition 

This guide will walk you through how to create a requisition for non par item needs in your dept. 

 

1. Log into ENVI.  Click onto Requisitions/Requisition List/Add Requisition 

 
 

2. All orders will originate from the Distribution facility and be charged to your specific 

department.  The requisition type will be standard.  Simply click save to start. 

 

 
 

3. Click onto the line items tab to start selecting items. 

 



4. Click Add Items 

 

 
 

5. 2 Options will appear.  Let’s walk through each one 

 
 

Add Items from Template – This option will display frequently ordered nonstock and 

marketing items. 

 

Free Form Item Entry – This will allow you to place an item that does not exist on a template 

or in your par area for order.   

 

 

 

 

 

 

 

 

 



 

Add Items from Template 

1. Click Add Items from Template 

 
 

 

 

2. Select the desired items from the nonstock/marketing template by adding a quantity next to 

the item (far right column) 

 
 

Note – before shopping from additional pages (scroll to bottom of screen), be sure to click 

add/continue at the top of the screen to add the items to your requisition from the current 

screen.  Click add/go to line items when you are done shopping from the template. 

 

 

 

 

 

 

 

 



Free Form Item Entry 

1. Click Free Form Item Entry 

 

 

2. Add in the required information (see red asterisks on screen) 

 
 

If you are unsure of vendor or cost, simply put notes in for the buyers to source the product 

appropriately.  Click Save/Go to Line Items when complete. 

 

 

 

 

FINISHING THE REQUISITION 

 

1. Now that you’ve located the items you need (whether through the nonstock/marketing 

template, punchout or even free form), you’ll need to review and submit the requisition. 

 

2. The line items tab will display the items you have requested.  Review to ensure items/quantities 

are correct. 

 



 
 

3. Click onto the details tab to finish.  Click authorize to send your requisition into the approval 

process.  Once approved, your requisition will be handled by the procurement team for 

fulfillment. 

 

 
 

 


