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How To Enter a Requisition for the Next Fiscal Year 
If you already have a requisition started, see page 10.  

 

Log into Stratus Financials using Company Single Sign-On. 

 

 

 

https://elbz.fa.us2.oraclecloud.com/fscmUI/faces/FuseWelcome
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Navigate to the Procurement tab and select the Purchase Requisition (New) tile.  
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Select Create Noncatalog Request to start a new requisition. 
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Here is the requisition form. Begin by filling out the item description, followed by Item Type. Depending on the item type you select, you will need 

to complete the remaining fields based on that items type such as Category (account), Quantity, Unit of Measure (UOM), Pricing options, and 

Source/Supplier (If you want to choose a supplier that is not already in the system, see appendix.) 

  

Item types: These options replace the different non catalog request forms in the old system. Select Goods by quantity, services by amount or 

services by quantity. 
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Wildcard Tip: When searching for Supplier, you can type % before or after any letters the supplier contains, and results will populate. This comes in 

handy if you are unsure of exactly how the supplier is listed within the system.  For example, if you are searching for “Baltimore Business Journal” 

you can type %bus and it will populate.  
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For attachment category, leave the selection of: To Buyer. Then drag and drop your attachment(s). 
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When your form is complete, select Add to Cart at the top right.  

 

 

After you add to cart, this confirmation box will appear. You can 

now select View Cart to complete the requisition process. Or if 

you want to create another line for this requisition, you can select 

create another request.  
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Header of Requisition: Within the Requisition summary you will find additional options for delivery, urgency, notes, etc. Click on the icon here.  

This icon will take you to header info: 
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Requisition Header info:  

Here you may add an additional Header level Description or Justification. These fields are optional. 
You can change the Requester if you are entering a requisition on behalf of someone else. This requisition will be routed to them.   
If you want to change the requested delivery date, click on the icon to the right and select a new date.   
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To enter a requisition for the next fiscal year, change the budgetary control date to reflect the first day of the next fiscal year (ie. 7/1/2025) Also be 

sure to change the requested delivery date to a date after the budget date.  

 


