
The Core Way- Stores
HOW TO SUBMIT A STORES REQUISITION IN PEOPLESOFT



How to get to the Requisition screen: NavBar > Navigator > FSCM > 
Purchasing > Requisition > Add/Update Requisition.

1. Select the Add a New Value tab

2. Click Add



3. Enter Requisition Name (Type in 
STORES.) 

4. Click on Add Comments 
(instructions for the warehouse. Example: 
Deliver to KOC room# 110)

5. Click on Requisition Defaults

NOTE:
If you added a Comments make sure to   

select the Show at Voucher box otherwise 
the warehouse can’t see it the comment.



6. Enter Ship To (enter the 
site where the order is going to)

7. Enter Attention To 

8. Enter Budget number 

9. Enter Location (enter the 
site where the order is going to)

10. Click OK

NOTE:
On the Attention To you must add 

the site being delivered to/name of 
the person this order is for & Room #
Example: SME/Jonny Joe/3

(if using more then one budget select 
the + to add another budget line)

FOR SITE OR LOCATION
DO NOT USE  0000000999



11. Click on Catalog

12. Select Item Search Options
(Recommend using the List All) 

13. Select Retrieve Items 



14. Select an item by checking 
the box.

15. Enter the Quantity

16. Click Order

Note: 
DON’T FORGET 

TO BUDGET 
CHECK 



17. Click on         to check 
your Budget

Your req has now been 
submitted

You can see 
the price for 
each item.
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