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1.  Click on ‘Create.’ 

(This will take you to the next screen.) 
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1. Click on ‘eRequisition’ 

(This will take you to the next screen) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3 
 

 
 

 

1.  Type a unique, identifying ‘title’ here in the event you need to look up the requisition.  The title will 

need to be something that will tell you what this requisition is for so you’ll be able to differentiate 

between it and other similar requisitions. 

2. Click Next’ 

(This will take you to the next screen) 
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2.  Click ‘Create Non-Catalog Item.’ 

(This will take you to the next screen) 

 

 

 

 

 

 

 



5 
 

 

 

1.  Fill in a detailed, and ‘Full description’ of the item you are ordering.  Make this description complete, including 

part # where applicable, so the vendor will know what you want.  We use this as an indicator of the best possible 

way for us to process you order to help you get exactly what you want to order.  (You want the description to 

match the ‘Commodity Code,’ i.e., if you’re having a booklet printed and using a ‘service’ object code for 

‘Printing and Offset…, your description should start out with the word ‘Printing…) 

 

2. ‘Commodity Code:”  Click on the drill down and click on ‘Other.’  Type a keyword in the ‘Search’ field.  You may 

have to try several keywords in order to get the correct ‘Commodity Code.’  (Exhibit A -  Page 18) 

 

3.  ‘Supplier:’   Click the drill down and type a vendor name in the ‘Search’ field.  If there are more than one shown, 

be sure you choose the correct vendor for your requisition then click ‘Select’ to choose the correct vendor 

location as there may be several.  You may have to type the vendor’s name in several different ways if you don’t 

know exactly how they’re listed.  If they are not listed, you will need to contact them to register as an E-

Procurement vendor at:  http://www.ncgov.com/eprocurement/asp/section/ep_index.asp    They will need to 

click on ‘Vendors’ in the center of the page and proceed from there.  If they have problems registering, they will 
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need to click on the ‘Help’ button to receive guidance from Raleigh as there is privileged information in their 

registration data that only Raleigh may have access to.  (See Exhibit B – Page 19) 

 

4. ‘Quantity:’  If the requisition is for ‘Goods,’ type in actual quantity.  If the requisition is for a ‘Service,’ type the 

total dollar amount  as the quantity.  

 

5. ‘Unit of Measure:’  For goods, the Unit of Measure would normally be ‘each.’  For services, the Unit of Measure 

would be ‘dollar.’ 

 

6. ‘Price:’  If you are ordering goods, the price would be the actual price.  If you are ordering services, the price 

would be $1.00.  (See Exhibit C – Page 20.) 

 

7. ‘Tax Rate:’  Drill down and select the correct tax rate for Charlotte-Mecklenburg . 

 

8. Click on ‘OK’ beneath the column. 

 

(This will take you to the next screen.) 
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1.  Click on the block in front of the line item, then click on ‘Edit.’ 

(This will take you to the next screen.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



8 
 

Top half of screen: 

 
 

 

1.  Check all information for correctness, editing any that you feel needs changing. 
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Middle of Screen: 

 

1.  ‘Item Classification:’  If you are ordering ‘Goods,’ be sure ‘Goods’ is checked.  If you are ordering ‘Services (9xxx 

commodity codes),’ you must check ‘Services.’ 

 

2. ‘Blanket Purchase?’   If you are ordering ‘Goods,’ you must check ‘No,’ or if you are ordering a service, then 

check ‘Blanket Purchase?  Yes.’ 
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Bottom of screen: 

 

 

3.  You must enter a valid GL Account Number in the ‘Account Code’ field.  Be sure to check that there are 

adequate fund in your account or the account information will not feed down into Colleague (Datatel).  This will 

result in your order being held up. 

 

4.  Click ‘OK’ if all information is correct. 
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Make sure all information is correct.  ‘Edit’ if necessary by clicking the block next to the item(s), then click the 

‘Edit’  tab.  When done, click ‘Summary.’ 
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Top of 

screen:

 
 

 

This screen is your last chance to check and edit all information.  If all appears to be correct…(see next page) 
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Bottom of screen: 

 

 

1.  In the ‘Comments’ box, type any comments/delivery bldg. address info and any additional  information you 

wish us to see for processing.  If you do NOT wish the vendor to see this information, Uncheck the box below 

the ‘Comments’ section.   

 

2.  If you have quotes, specs, additional documents, scan them to your computer then click ‘Add Attachment’ and 

browse to search for, and attach, those documents so they will come to us with the requisition. 

 

3. When requisition is inclusive of all information and documents, click on ‘Submit.’ 
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1. Click on ‘Print a copy of this request,’ for your records, write on your copy the PR # (requisition number. 

 

2. When finished, with all entries, click ‘Logout’ on the top right of the screen. 
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Requisition Follow-up: 

1.  Requisition submitted and approved (by your buyer)  This notice will come to you via email from  

E-Procurement. 

 

2.  Go into Colleague (DATATEL).  Type in ‘XERI’ in the ‘Quick Access’ field at the top left of the screen.  In the 

pop-up, type in your E-Procurement requisition number including the letters ‘PR.’  This will bring up another 

screen.   



16 
 

 

 

3.  In the top right field, titled ‘Colleague Requisitions’ is your Colleague (Datatel) requisition number.  WRITE 

THIS NUMBER DOWN .  Exit out of this screen. 

 

4. Type ‘REQM’ in the ‘Quick Access’ field at the top left of the Datatel screen.  In the pop-up, type in the 

Datatel requisition number you just wrote down.   



17 
 

 
5.  In the bottom left section of this screen fill in your buyer in the field that says ‘Buyer.’ 

 

6. Drill down on the ‘Line Items’ (bottom right) to check that all of your information fed down correctly and 

that the account number fed down onto the line item.  If the number did not feed down, you may need to move 

more money into the account, then go in and enter your account number.  ’Save’ and ‘Update.’  If you don’t 

enter a buyer name, the requisition will not know which Buyer’s work list to attach to, thereby delaying the 

processing of your order. 
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~Exhibit A~ 

 

To select a ‘Commodity Code,’ scroll down to the correct item and click ‘Select’ on the right of that item. 
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~Exhibit B~ 

 

 

To select the vendor you need, scroll down to the correct one and click ‘Select’ to the right of the correct vendor. 
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