
Building a Special 
Request Requisition



Special Request Requisition

 For items that are not found in the GeorgiaFIRST Marketplace

 Can use a supplier that is in the Marketplace. If the item can be found 
there, create a Marketplace Requisition

 Items are manually added to a Special Request Requisition



Requisition Settings

 Click on the Nav Bar

 Click on Menu

 Click on Create Requisition



Requisition Settings

 Click on Special Requests



Adding items to a Special Request 
Requisition

 Enter in the 
following: Item 
Description, Price, 
Quantity, Unit of 
Measure,
Category/NIGP 
code and Supplier 
ID

 Item Description 
must tell what is 
being ordered not 
just a model 
number.



Adding Items to a Special Request 
Requisition

Click on any of the Magnifying glasses
to pull up a list. Category/NIGP codes,
Unit of Measure, and supplier id.

Category/NIGP code are the same. 
You must enter in the Category/NIGP 
Code in order to process the requisition
and the code CANNOT END in 00.



Click add to cart, then 
checkout when all information 
has been added.

If a quote has multiple lines, click
add to cart and add multiple lines,
then checkout.



Completing the Special Request 
Requisition

 Line schedule or distribution information can be edited.

 To update multiple lines at the same time, select lines and click “Mass 
change”.

 Add comments to the requisition by using comments icon at the end of 
the line.

 Add comments to the requisition header in Justification/comments.

 To change a line’s schedule or distribution information, expand the line.

 When completed, “save for later” and “preview approvals”.

 “Save and Submit” to route for requisition approval.



Completing the Special Request 
Requisition

Name the requisition, verify
Chart strings and shipping
Location, add attention to,
Add attachments, review 
And submit.

Attach quotes using the
Comments bubble



Completing the Special Request 
Requisition

When the requisition is 
submitted, it is routed to 
the department for 
approval then to 
Procurement.



Additional Edits during checkout

 Charging a requisition line item to a different chartstring.

 Using multiple distributions for a requisition line.

 Entering asset information for an item.

 Creating an amount-only requisition line.



Charging a requisition line item to a 
different chartstring

Shipping attention to 
information

Chart string information



Using multiple distributions for a 
Requisition line

Split charges between 
departments by adding a second 
line to the chartfield 1 tab. Do not 
forget to add the chart string to 
the chartfield 2 tab.



Creating an amount-only Requisition 
line



Creating an amount-only Requisition 
line
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