
10/29/18, Rev. B PUR-W002 Page 1 of 9 

 

REQUISITION ENTRY IN MUNIS 

Work Instructions (PUR-W002) 

1. Open the Munis Dashboard in your browser. 

https://munis.cmcss.net/ 

or Open the Munis Prod link on the computer. 

 
 

2. Log In using your CMCSS user name and password. 

 

3. From the Tyler Menu select Department Functions >Requisition Entry 

 
 

4. The Requisition Entry window will open to the Main tab. 

https://munis.cmcss.net/
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Detail of the Requisition Entry Ribbon 

 

 
 

5. To add a new requisition, click on the Add icon (Plus Sign) in the ribbon. 

 

6. Enter all necessary information in ALL CAPITAL letters. Use the tab key to navigate to each field 

within the screens. From the Main Tab on the Requisition Entry Screen, enter information in the 

following fields. Steps in BOLD PRINT are required. 

 

Field Description 

Dept/Loc Enter assigned Department or Location code. Click on the list 
icon located on the right hand side of the filed for a list of valid 
department and location codes. 

Fiscal Year The system will automatically populate the fiscal year. 

Requisition number The system will automatically assign the requisition number. 

General commodity Click on the List icon to the right of the field for a list of available 
commodity codes. Select the commodity code the best matches 
the items being purchased. This box may be left blank if no 
commodity code matches the purchase. 

General description Enter a brief description of the items being purchased. 
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Field Description 

Status The system will automatically populate the field with the current 
approval status of the requisition. The following are valid values 
for requisition approvals: 

 1 – Rejected: The requisition has been rejected by an 
approver. Click the Approvers button to view the rejection 
comments. To update a rejected requisition, click the 
Activate button. 

 2 – Created 

 4 – Allocated: The requisition has been entered and has 
been charged to a general ledger account, but has not 
been released for approval. 

 6 – Released: The requisition has been released and is 
awaiting approval. Click the Approvers button to see the 
current approval status. 

 8 – Approved: The requisition has been fully approved, 
and is ready to be converted to a purchase order. 

 0 – Converted: The requisition has been converted to a 
purchase order. The PO number is included on the 
Terms/Miscellaneous tab in Requisition Entry. 

Needed by Enter the date by which the goods or services in the requisition 
are needed. 

Entered The system will populate this field with the current date. 

By The system will populate this field with the user ID of the person 
who entered the requisition. 

PO expiration Leave this field blank 

Receive by Determines the method by which a purchase order created from 
the requisition is received: Quantity or Amount. 

Vendor Enter the vendor number. To select a vendor, click on the help 
button (… to the right of the field) to get a list of current 
vendors. From the alpha listing enter the vendor name and click 
on the Green Checkmark. Double-click to select the vendor from 
the list. The vendor number, name and address will 
automatically be included within the requisition record. Leave 
this field blank if ordering items from the warehouse. 

Committed The system will automatically populate this field if applicable. 

PO Mailing This is the vendor’s remit address to be used for the purchase 
order. The address defaults to “0”, the main address for the 
vendor’s entry. If the purchase order is to be sent to a different 
address than shown, click on the help button (… to the right of the 
field) and select the correct address. 

Delivery method The system will default to print. 

Remit This is the address to which payments should be sent. The default 
value is “0” if the vendor does not have any remit addresses on 
record, otherwise the default value is “1”. If the incorrect remit 
address is shown, click on the help button (… to the right of the 
field) and select the correct address. 
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Field Description 

Ship to Enter the location number where the item should be delivered. 
Click on the help button (… to the right of the field) to bring up a 
list of available locations. 

Email Enter a contact e-mail address for the shipping location. 

Reference Enter a name to reference on the vendor’s shipping document. 

 

7. Add/update requisition notes: 

 

a. Click General Notes or Vendor/Sourcing Notes to add or update notes associated with the 

requisition.  

i. If items requested are greater than $1,000, but not more than $25,000, you 

must obtain three (3) vendor Informal Bids for vendor justification. Use the 

Formal Bid process for orders over $25,000. If ordering from a bid, enter the bid 

number. 

 
 

b. Click Add to create a new note. The note text stays with the purchase order throughout 

its liquidation. 

c. If the note needs to be seen by the vendor or the person converting and printing the PO, 

in the Note ribbon, click on “Print On PO.” Note: Bid information should not be printed 

on the PO. 

d. Click Accept. 

e. Click Return on the ribbon to return to the Requisition Entry Screen. 

 

8. Press the tab key to go to the Terms/Miscellaneous tab. 
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9. Enter the following information. Steps in BOLD PRINT are required. 

Field Description 

Discount % Not a required field. If you have negotiated a discount for the 
order, then enter the discount percentage. 

Freight % Do not use. Enter freight as a separate line item on the requisition. 

Freight method/terms Not a required field. If a specific shipping method or term have 
been included as part of the requisition, enter them in this field. 

Bill to This field should always have “Accounts Payable” as the Bill To 
location unless otherwise approved by the Chief Financial Officer. 

Bill to email Not a required field. 

Special handling The system will default to “None”. In cases where special handling 
for the order is required, use the drop down arrow on the right side 
of the field to select the appropriate handling code. 

Allocation Leave this field blank. CMCSS is not currently using allocation codes 
to support the purchasing process. 

Buyer Leave this field blank. The system will automatically populate this 
field when the purchase order is converted with the name of the 
buyer who converts the requisition. 

Review Leave this field blank. 

Type The system will default to “Normal” for a purchase order for 
specific goods or services. If the order will be for a Not to Exceed 
amount to be used over a long period of time, select “Blanket” 
from the drop down menu. 

Purchase order Leave blank. The system will populate this field with the purchase 
order number once the requisition has been converted to a 
purchase order. 

Notify originator when 
converted to PO 

Check this box to be notified via email when the requisition has 
been converted to a Purchase Order. 

Notify originator of 
overages 

Check this box if you wish to be notified when a requisition has 
liquidations greater than the specified amount. 

 

10. Press the tab key to open the Line Items entry screen, or if necessary, go back to the Main tab of 

the requisition screen and click on the Line Detail button on the left to begin entering line items 

for the requisition. 
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11. Enter the following information. Steps in BOLD PRINT are required. Information must be entered 

for each line item of the requisition. 

Field Description 

Line # The system will default the line item #. 

Detail 

Quantity Enter the quantity of the item being requested. If this is a blanket 
PO (issued for an amount not to exceed), enter the dollar amount 
as the quantity. 

Commodity Click on the List icon to the right of the field for a list of available 
commodity codes. Select the commodity code the best matches 
the items being purchased. This box may be left blank if no 
commodity code matches the purchase. 

Inventory Item If the requisition is for an inventory (warehouse) item, enter the 
inventory item number. 
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Field Description 

Location If the requisition is for an inventory (warehouse) item, click on the 
list icon to the right of the field for a list of available locations. 
Select the location. 

Type If the requisition is for an inventory (warehouse) item, select pick 
ticket if ordering items from the warehouse. Select Purchase if 
ordering inventory items for the warehouse. 

Description Enter a description of the requisition line item. 

Unit Price Enter the price per unit for the item. If this is a blanket PO (issued 
for an amount not to exceed), enter the price as $1.00. 

UOM The default unit of measure is “Each”. Select the unit of measure 
for the item (e.g. Each, Box, Pound). Click on the list icon to the 
right of the filed for a list of available options. 

Freight Do not use. Enter a separate line item on the requisition. 

Discount Percent If required, enter the discount percentage granted by the vendor. 

Credit If required, enter the credit amount applied to the line item. 

Line Item Total This box displays the total amount for the current line items. 

Amount Justification This field indicates whether the justification conditions established 
for the department have been met. If conditions have not been 
met, this field reads “Not Needed.” If a justification is needed, you 
must enter a justification note by clicking the Add’l Desc/Notes 
button. 

Miscellaneous 

Manufacturer Enter the manufacturer of the item. 

Manufacturer Item No. Enter the manufacturer’s item number. 

Vendor The vendor selected in the Main tab of the requisition entry screen 
will automatically default into this field. 

Vendor Item No. Enter the vendor’s item number. 

1099 box Do not make an entry in this field. 

Bid Do not make an entry in this field. 

Dept/Loc The Dept/Loc code selected in the Main tab of the requisition entry 
screen will automatically default to this field. If the Dept/Loc must 
be different for the line item being entered, click on the List Icon 
and select a different Dept/Loc. 

Required by If the required by date is different from the Needed by date on the 
Main tab of the requisition entry screen, enter the date in this field 
or click on the Calendar Icon and select a date. This is for 
information only. 

Requested by This field will default to the user ID of the person entering the 
requisition. 

Receipt notification to If a Munis user requires notification when the requested item is 
received using the Purchase Order Quick Receipt or Purchase 
Order Receiving program, enter the Munis User ID of the person 
that should be notified. 

Fixed Asset This list indicates if the item is a fixed asset (Y), a master fixed 
asset (M), or not a fixed asset (N). 
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Field Description 

This box will automatically populate based upon the object code 
in the Chart of Accounts or the Commodity code. 

Risk Claim CMCSS does not use this field. 

Notify Buyer CMCSS does not use this field. 

 

12. Enter the GL Allocations in the area at the bottom. 

 
 

Field Steps 

Org # Click on the List Icon and select the Org code for the item being 
requested. The Org code is an abbreviated number representing 
Fund, Function, Location and Program elements of the account 
number. Tab to the Obj field. 

Obj Enter or select the appropriate object for the item being 
requested from the List Icon. Tab to the Project Field. 

Project Enter or select the appropriate Project for the item being 
requested from the List Icon. Tab to the Description Field. 

Description The Description field will be populated based on the Org, Obj and 
Project elements entered by the requestor. Tab to the Amount 
field. 

Amount The Amount field will be populated based on the quantity and unit 
price entered for the line item. Tab to the Budget Field. 

Budget This is where the system will perform a budget check to ensure 
sufficient funds are available for the items being requested. (See 
screen shot above.) 

 

13. If there are not sufficient funds within the entered account, the requisition cannot be completed 

for further processing unless one of the following actions is taken: 

a. Request a Budget Transfer from the Chief Financial Officer. 

b. Request an override from Purchasing (in situations where CMCSS is awaiting a budget 

amendment). 

c. Cancel the requisition. 

 

14. If more lines need to be added to the requisition, click on the Line Detail button to continue adding 

items to the requisition, or click the COPY button and then UPDATE button to make changes. Click 

on the OK button to return to the Requisition Entry screen. 

a. Enter a separate line for Freight. Do not use the Freight field in the line item or the header. 

If Freight is an estimate, put “Estimated Freight” as the line description. 

 

15. Once the requisition has been completed and requires no changes, click the Release button to 

release the requisition. Once released, the requisition will automatically be sent through the 

MUNIS requisition approval workflow. Notice the requisition status is “6 – Released”. 
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16. Once released, you will not be able to make changes to the requisition unless it is rejected by 

someone in the approval workflow. Once rejected, you can then use the “Activate” button to 

update the requisition, which will have to be released again. 

 

 

17. If you need to see who is responsible for approving your requisition, click on the Approvers button 

at the bottom of the screen to see the workflow of your requisition. This screen will show what 

step is In Progress and who has the requisition in their approval queue. 

 

18. Once the requisition has been through its approval workflow, it will advance to the Purchasing 

Director for approval and conversion to a Purchase Order. You will receive an email once the 

requisition has been converted to a Purchase Order indicating the Purchase Order number. 

Release 

Button 

Activate 

Button 

Status 


