Create a Purchase Requisition, Track a Purchase Requisition, Receiving and/or Rejecting.

Log into Self-Service at https://ss.eosc.edu/Student/Account/Login using your regular Eastern User ID.

From the home menu click on Financial Management

Select Procurement from the Financial Management Overview


https://ss.eosc.edu/Student/Account/Login

Here you can view all your Requisitions and see the status of each one.

You can also view your approved purchase orders.

Clicking on the requisition number will pull up the information in a box on the right side of your screen.
You can also click the Line Items to view each item on the requisition. The same can be done on
purchase orders!



Creating a Purchase Request is very simple. Click the Create option. Default information like Initiator,
Requisition Date, Confirmation email, and Ship To address are already filled in. You can change the Ship
To address from the drop down box. If the Address you are trying to ship to is not there, please contact
the Business Office to have it added to the list.

If you know it, you can enter the vendor id in the Vendor Lookup field. Otherwise type part or all of the
name and hit enter to look up the vendor.



Click the Add Item to add a new item to the requisition. Fill in the Description, Vendor Part, Quantity,
Unit, and price. If you know the GL Account you can fill that in. If you don’t you can type part of the
description! | am entering a requisition for a box of black ink pens, this will be charged to the supplies GL
Account. By entering supp and hitting enter the system returns the GL Accounts that | have access to
that have the partial word supp in the description.

Once you have filled in the information, and if you have more items, click the Add Item button to add
the current item to the Requisition. Then click the Add Item again to add the next item to the
requisition.

Click the Save button when you are done to have the Requisition created and sent to the next person for
approval.



To Receive items for a purchase order, click on the purchase order, then click Receive on the Purchase
Order Details screen.

You can also Receive from the Financial Management screen by selecting Receive Goods and Services

You can look up your Purchase order by Vendor or Purchase Order Number



Enter the quantity received and hit submit at the bottom.

If you need to return an item you will click the Reject/Return icon on that line item.

Here you will enter the quantity rejected, how the item(s) are returned, and the return reason. You can
also enter any comments and a confirmation email address.



