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❖ Welcome & Introductions

❖ Review Today’s Agenda

❖ Overview:  Procurement

❖ What it is, why it is important

❖ Process & Subprocesses

❖ Navigation

❖ Terms & Terminology

❖ Navigating from Home Page

❖ Using Oracle Guided Learning (OGL)

❖ Oracle 

Requisitions:

❖ Amazon Punchout Requisition

❖ Non-Catalog Sole Source purchase request (Single Source, Emergency Etc)

❖ Request Forms (Emergency, Encumbrance, State & Cooperative Contracts, Bid Request, Bid 
Advertising)

❖ Requisition Approvals

❖ View/Copy/Edit Requisitions

❖ Create Receipt

❖ Closing

❖ Summary

❖ Q & A 

❖ Evaluation

❖ Next Steps

❖ Adjourn

Technology, Processes & People



Process Flow of Non-Catalog Requisition



Non-Catalog Requisition

Fill in all the 
required details

Once all the required 
information Entered. 
Click on Add to cart



Request Form Requisition



Request Forms Requisition

Click on Request 
Forms

Select the 
required Form



Emergency Request Form

Enter all required fields, select 
the appropriate category for the 

item & Add to Cart

Select the Lines and Submit the 
Requisition for Approval



Encumbrance Request Form

Enter all required fields, select 
the appropriate category for the 

item & Add to Cart

Select the Lines and Submit the 
Requisition for Approval



State or Coorperative Contract

Enter all required fields, select 
the appropriate category for the 

item & Add to Cart

Select the Lines and Submit the 
Requisition for Approval



Submit Requisition

Requisition Submitted 
for approval



Manage Requisition



Manage Requisition



Duplicate Requisition



Receipts



Question & Answer Time



Thank You 
for your active 
participation 

in today’s session!
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