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1. Login to Oracle, navigate to Procurement and select 
Purchase Requisitions (New) 

Look out for 
Tech Tips 

from 
Procurement 
to make your 
requisitioning 
even easier!
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2. Select the catalog to begin your shopping

3. Shop and select your item in BobcatBuy+
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4. Add your items to cart

5. Checkout and Place Order to send your cart to Oracle 
to begin your Requisition
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6. Begin your Requisition by clicking the Pencil icon at 
the summary level to enter your purchase information

Tech Tip: 
Requisition 

data entered 
here will apply 
to all lines of 

your order; split 
funding  will be 

covered on
slide 12

7. Complete Requisition fields for your order
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8. Continue completing the required information 

Tech Tip: The funding source entered here will apply 
to the entire requisition, please choose one.
Build your Project (GNT, CNT, NBA) by using the 
drop-down arrows in Project Costing field
Build your Charge Account (COA’s) using the arrow 
indicator. The system will automatically provide 
available segments, and all fields are required.

9. Continue completing the required information for your 
order as applicable
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10. Once all information is complete, scroll to the top 
and select Update

11. Submit your requisition with a single funding source 
and no additional approvers

Continue for: split funding or additional approvers
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12. After entering all Requisition information, Select the 
Truck Icon to access specific line-level funding

13. In the Line Details, scroll down to view the Billing 
information for the line
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14. Using the three-dot-menu to the right of Distribution 
1, select split to add a secondary funding source

15. Delete all pre-populated funding sources

Tech Tip: When 
adding or 

changing billing 
information, you 

must first fully 
delete all other 

funding sources 
for the system to 

recognize your 
new entry
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16. Enter the quantity, amount, or percentage to be distributed 
to the new funding source. The other boxes will pre-populate 
once you enter one of the options

17. Enter your second funding source for the line

Tech Tip: You must 
complete the Project 

Costing area for 
projects beginning 
with GNT, CNT, and 

NBA. Utilize the drop-
down menu to 
complete each 

segment, choosing 
one of the pre-

populated options.
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18. Once the second funding source is fully entered, 
select Create

19. Distribution details are updated showing allocations 
for all funds
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20. In the Line Details, after successfully adding your 
additional distributions, scroll up and select update

21. Submit your requisition with multiple funding 
sources and no additional approvers

Continue if: additional approvers needed
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22. After entering all Requisition information, select the three-
dot menu next to Submit to view current approvers

23. To add an approver, select an existing approver at the appropriate 
stage desired and select +Add Approvers. This will create the new 
individual as a parallel approver

Tech Tip: Overriding 
Approvers are 
added in the 
Requisition 

Summary using the 
Pencil Icon
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24. Type the lived name of the individual and select Add; select FYI Only 
if you only want them to receive notification of the requisition but formal 
approval is not necessary. Once complete, use the arrow to the left of 
Approvers to return to the Cart screen.

25. Submit your requisition with split funding and 
additional approvers
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26. Confirmation message popup appears with successful submission. 
To view the requisition, select View Requisition from the message or 
select My Requisitions below at the bottom of the page

27. View or search previously submitted requisitions 
entered by you to see their statuses

Tech Tip: You can 
clear this search 
bar to search any 

order various 
criteria
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28. Use the three-dot-menu on the requisition to take various 
actions. Editing a requisition will recall/remove it from workflow 
and resubmission will be required after completing any edits


