
Entering a Requisition in SUI Web Link 

1. Log in with your User ID and 

Password 

 

 

 

 

 

 

 

 

2. Go to the “Data Entry” Tab and 

click on “Requisition Entry” 

from the drop down list 

 

 

 

 

 

 

 

3. Select the correct “Approval Tree ID” 

based on your location.  

a. You can pull up the list of 

Approval Tree ID’s by clicking on 

the searching glass icon.  

b. Click on the appropriate 

approval tree and select it by 

clicking the green checkmark. 

4. Leave the “Requisition Number” blank. It 

will auto-fill with the next number in 

sequence for your approval tree. 



5. Select the “Vendor ID” 

a. You can pull up a list of 

vendors by clicking on the 

searching glass icon 

b. Click the appropriate 

vendor name and select it 

by clicking the green 

checkmark 

6. Fill in the total amount for your 

requisition.  

a. There should NEVER be 

sales tax! 

b. Remember to include 

shipping and handling 

charges 

7. Fill in the requisition date or tab 

through to let it auto-fill 

8. Fill in the expected date or tab 

through to let it auto-fill 

9. Fill in a requisition description 

10. Fill in the “Ship to Address ID” 

a. You can pull up a list of 

ship to addresses by clicking on the searching glass icon 

b. Click the appropriate ship to address and select it by clicking the green checkmark 

  



11. Fill in a row for each item / charge needed. 

a. Account Number – Select the desired account – the business office will review this entry, so don’t 

worry if you have no idea.  

b. Detail Description – Type in the item you are requesting to purchase 

c. Item Number – Enter the item number if you have one from your vendor 

d. Cost Center ID – leave blank 

e. Quantity – Fill in the number of units you are requesting to order 

f. Unit Price – Fill in the price of each individual unit 

g. Unit Description – Enter additional description as needed 

h. Amount – will auto-calculate from price and quantity of units 

i. Split % - leave blank 

j. URL – enter a web address if ordering online 

12. Review your requisition for accuracy 

13. Click “Submit Current Requisition” to send it for approval 

 

After your order is approved, you will receive an auto-generated email telling you the approval is complete. Within 1 

to 2 days you should receive a second email with a paper Purchase Order to send to your vendor, if needed. 


