Example of creating a requisition for equipment using cardmart
Click on the e-pro requisitioning link under Purchasing
[image: ]
Define requisition (name it something that will help you if you want to look it up later)
[image: ]
In this example, we are ordering from Dell so choose cardmart
[image: ]


Click on the Dell link in the punchout
[image: ]
Click on e-quotes on the top right to get the screen below (enter the email address of whoever created the quote) to retrieve your e-quote
[image: ]






Example of an e-quote screen with all e-quotes entered by specific user
[image: ]
Click on the e-quote number that you need
Click Create order requisition (bottom green button)
[image: ]
choose your Delivery Option (it is automatically set at No Charge) and Click on the radio button to choose whether you will export the equipment outside of the United States Option [image: ]
Click Continue at bottom green button
Submit order requisition at next screen (see below) 
[image: ]








Choose Save, then Submit Cart
[image: ]
Choose Review and Submit
[image: ]








Modify line details – click on each item to add budget info, I normally only do 1 line at a time, this
example shows both lines checked to apply the same budget detail to each line

[image: ]
Example of the first screen that shows the requisition has been initiated – click the Check Budget button
[image: ]




Example of screen with Budget Check – Valid
[image: ]
You may now submit your e-pro requisition
[image: ]








Screen shot that shows Awaiting Approval Status
[image: ]
Click the View Printable at bottom of screen to get a copy of your requisition
[image: ]
Be sure to note the Requisition ID number.  In this case, the requisition ID is 1000128649.  You may need this number to look up information in the future.
The approval process has now begun – you will get email(s) from purchasing to inform you that the requisition is approved and PO# is assigned.  
.
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