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Requisition documents in ProcureAZ allow users to place requests for goods and services. The type of 
Requisition will determine whether the request is for goods and services on- or off-contract, or for a 
reimbursement for funds already spent. Off-contract requests in ProcureAZ are referred to as “Open Market” 
Requisitions. 
 
Logging In 
 
Before you can create a new document, you must login to ProcureAZ. To login to ProcureAZ, input your email 
address into the “Login ID” field and the password you were given by an administrator into the Password field. 
Next, either hit Enter on your keyboard or click the Login button.  
 

 
 

Once logged in, if you have access to multiple roles, ensure that the Department Access or Basic Purchasing 
role is currently selected in order to enable the creation of a Requisition. 
 

 
 
Creating a New Open Market Requisition 
 
To start a new Requisition from scratch, hover your mouse over the Documents dropdown in the colored 
Navigation Bar along the top of the screen. Then, hover your mouse over Requisitions and select New. The 
General tab of your blank new Requisition document will display. 
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The process for completing all documents in ProcureAZ is the same - work through the tabs along the top of the 
document from left to right, starting with the General tab. As you go, complete all required fields, which are 
marked with an asterisk, save your work on each tab, then review and submit the document for approval via the 
Summary tab on the far right.   
 
The General tab of the Requisition document is where you describe the Requisition, note which units in your 
agency the goods or services are for, and select the type of Requisition it signifies. If your default Department 
and Location are accurate, all you will need to input on this tab are a Short Description of what you will be 
requesting, and to select “Open Market” in the Requisition Type field. Click Save & Continue once complete. 
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Adding Items 
 
Next, select the Items tab to add the Items you are requesting. From the Items tab, select the Add Open Market 
Item button.  
 

 
 

Selecting Add Open Market Item from the Items tab will display a screen within the Items tab that allows you to 
define every aspect of a new Item. To successfully add a new Normal Item to ProcureAZ, you must provide at 
least a Description, Quantity, an estimated Unit Cost, a Unit of Measure, and a 3-digit NIGP Class and 2-
digit NIGP Class Item.  
 

 
 
When creating an Item, there are 2 ways to select a commodity code: 

•  If you already know the code you wish to use, you can simply type it into the NIGP Class 
and NIGP Class Item fields or you can select it from their associated dropdown boxes.  

•  If you do not know the appropriate code for the item, you can conduct a search by selecting 
the eyeglass icon next to the NIGP Class dropdown. Selecting this will open a pop-up 
window displaying the Commodity and Service Codes screen. You can conduct a search 
by typing information into the NIGP Keyword field and clicking Search.  All commodity code 
descriptions containing the word(s) you’ve entered will appear. Once you select a code and 
click Save & Exit, the pop-up window will close and the selected code will automatically 
populate the NIGP Class and Class Item fields. 

•  
Note that unless your Organization uses the 11-digit commodity code, you do NOT need to enter anything 
into the “Commodity Code” field or select the “Lookup Commodity Code” button. Also note that the 
commodity codes selected for the items on your contract may be used by customers to search for the item, and 
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will be used in reporting to determine what items are available on contract, which are being ordered and in what 
quantities. 
 

.  
 
Once you’ve entered data in the desired Item fields, including all required fields, you may select from the 
standard button options below, as well as a Save & Add New button. This button allows you to save the Item 
you’ve just created, then refreshes this screen to allow you define another new Item.  
 
If there are any issues regarding the data you’ve entered, a pop-up window will let you know what needs to be 
corrected before you will be allowed to save. Once you’ve concluded adding Items and selected either the Save 
& Exit or Cancel & Exit button, the Items tab will display, listing each of the Items on your Requisition. 
 
Once you have Items on your Requisition, from the Items tab you can edit the Quantity of each Normal Item, 
access each Item’s details in order to edit them, delete Items, and change the Print Sequence of Items. If 
changes are made to an Item from the Items tab, select the Save & Continue button along the bottom of the 
screen. To view an Item’s detail screen and be able to edit all aspects of an Item, click the link next to the Item 
in the Item # column on the far left.  
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Recommending Vendors 
 
Once you have finished adding Items, proceed to the Vendors tab.. When requesting off-contract 
goods/services, you are able to search for and select vendors for your Requisition Items. If your Organization 
has enabled Informal Quotes, you will also be able to solicit price quotes from vendors for your Items through 
ProcureAZ.  
 
If you are completing a Requisition for Items that are not on-contract, the Vendors tab will allow you to choose 
any vendor to associate with the Items you’re requesting. If it is an Open Market Requisition, you can 
recommend the vendor(s) you select for the Items being requested, however a Basic Purchasing user will 
ultimately decide whether to use your recommended vendor, to choose an alternate vendor, or to competitively 
solicit the Items. You may also choose to not recommend a vendor. While you will receive a yellow Validation 
Warning about this – you can ignore this if desired. 
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To recommend a vendor, from the Header-level Vendors tab, select the Lookup & Add Vendors button along 
the bottom of the screen to display Lookup & Add Reference Vendors pop-up window.  
 
From here, you can search for a specific vendor by name or ID, or you can search for all vendors that are 
registered with specific commodity codes. The easiest approach is to use the Find Vendors for All Commodity 
Codes on the Req button along the bottom of the screen. Selecting this button will return a list of all vendors 
registered with the commodity codes associated with your Requisition Items.  
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Upon conducting your vendor search, any vendors matching your search criteria will appear below. To 
recommend a vendor, you will first need to click the check box in the Select column next to the vendor. If you 
wish to recommend different vendors for different Items on your Requisition, you will need to select each of the 
vendors you want to recommend. Selecting multiple vendors here will also have the effect of giving procurement 
the opportunity to easily choose amongst any of them. If necessary, you can conduct as many vendor searches 
as needed by returning to the top of the screen, changing your search criteria and clicking Find It again.  
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Once you’ve selected a vendor or vendors and returned to the Header-level Vendors tab, you can recommend a 
vendor for all Items on the Requisition by clicking the check box in the Recommended column next to the 
vendor, followed by Save & Continue along the bottom of the screen. 
 
If you wish to recommend different vendors for different Items on the Requisition, you will need to navigate to 
the Items-level Vendors tab. Each of the Items on your Requisition will be listed. You can recommend a vendor 
for each Item individually by selecting a vendor in the Recommended Vendor column next to that Item. All 
vendors that were added on the Header-level Vendors tab will display in the dropdown box. To recommend a 
vendor for multiple Items, select the vendor to be recommended in the Recommended Vendor dropdown along 
the bottom of the screen, then click the check box in the Select All column next to each Item you will be 
recommending that vendor for. Finally, click the Apply to Selected button along the bottom of the screen. 
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Adding Ship-to and Bill-to Addresses 
 
The next tab to view and select is the Address tab. From the Header-level Address tab, you can apply one ship-
to address and one bill-to address to all Items. If you have been assigned default addresses, they will already 
appear on this tab. If you intend to use your default addresses for all Items on your Requisition, then you do not 
need to visit this tab. 
 
If you need to change the addresses that will apply to all Items, then you can select from the addresses you 
have access to in the dropdown boxes within the Ship-to Address and Bill-to Address columns. If you have 
access to many addresses, then you will be able to search by selecting an eyeglass icon. After selecting a new 
address, you will need to first select Save & Continue. Then, if you changed the ship-to address, you will need 
to select Apply Ship-to to All Items. If you changed the bill-to address, then you will need to select Apply Bill-
to to All Items.  
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From the Items-level Address tab, you can pick different addresses for each Item on your Requisition. If you 
need to ship different Items to different addresses, or have vendors send invoices to different addresses for 
different items, then you will need to use the Items-level Address tab. Upon selecting the Items-level Address 
tab, you will see each of your Requisition items listed. Within the Ship-to Address and Bill-to Address 
columns, you can select different addresses for each Item.  
 

 
 
Indicating Funding Sources 
 
All State agency Requisitions require that all items be charged to an account code consisting of at least an 
Appropriation Year, Index or PCA, and Comp Object. You may be assigned default accounting that will 
automatically populate your new Requisitions, so that if you don’t know the appropriate accounting, you will not 
need to worry about entering it. However, even if you will not change your default accounting, you will still 
need to visit the Accounting tab and select “Rebuild for All Items.” 
 
The Header-level Accounting tab allows you to provide the account code(s) that will apply to all Items on your 
Requisition. If you have default accounting setup, an account code will already appear on this tab when you 
select it. To add or change accounting, simply click into a field for the account segment you would like to add or 
change (e.g. PCA, Index, etc.) and type in the proper code. Once you’ve entered the desired codes, in the two 
far right fields, enter either the percentage of the total cost of the Requisition to charge this account string, or a 
dollar amount to charge to this account string.  
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Next, you’ll need to save the account string you’ve entered. If you entered a percent to charge to the account 
string, select Save Based on Percentages button along the bottom of the screen. If you entered a dollar 
amount to charge to the account string, select Save Based on Dollars button along the bottom of the screen.  
  
Once you’ve got 100% of the Requisition accounted for, you must click Rebuild for All Items to have the 
accounting applied to the Requisition. You’ll continue to see the red Validation Error along the top of the screen 
until you do so. 
 

 
 
If you need to enter different accounting information for each item on the Requisition, proceed to the Items-level 
Accounting tab. Selecting this tab will display a screen listing each Item on your Requisition. Within the 
(Account Distribution) Item Description column, the percentage of each Item that has been charged to an 
account string displays. All Items must be 100% accounted for before you are able to submit the Requisition. 
 
To enter accounting information for an Item, select the link in the Item # column for that Item. The same screen 
that appears on the Header-level Accounting tab will display, however the accounting entered here will apply 
only to the Item selected. The Item description appears directly above the row of account segments. 
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Optional Tabs 
 
Once you’ve added your items, addresses, and accounting information, you have completed all the required 
information for a Requisition to be submitted within ProcureAZ. The remaining tabs allow you to input additional 
information about the Requisition if desired. These tabs include: 
 

 Routing – displays the approval path information for the Requisition, but not until the document has 
been submitted for approval.  

 Attachments – enables attaching any additional documentation needed for the Requisition.  
 Notes – enables you to note something about the document that is visible only to users from your 

agency.  
 Reminders – enables you to setup an alert for someone from your agency regarding the document. 
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Submitting for Approval 
 
Once you have completed each of the necessary tabs and are ready to submit the Requisition for approval, 
you’ll first want to review all of the information you’ve entered on the Summary tab. If there are any issues with 
the information you’ve provided, validation warnings and/or errors will display along the top of the Summary tab. 
Yellow warnings do not require action on your part, but red errors require that you fix the issue before you are 
allowed to submit the Requisition for approval. 
 
Once you have corrected any issues and completed your review, clicking the Submit for Approval button on 
the bottom of the Summary tab will trigger approval of the document.  
 
 

 
 
Upon clicking Submit for Approval, the approval path that’s been triggered by the document will appear. This 
displays the users that must approve the document and in what order. Upon clicking Continue, the approvers 
will be notified once it is their turn to approve.  
 
If no approval path is triggered by the document, you can manually add approvers to the document by selecting 
a user in the Approver dropdown and clicking the Add Approver button. Once you are ready to notify the 
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approvers, click Save & Continue. You will also be given the option to select Automatic Approval. Selecting 
this option automatically approves the document.  
 

 
 

Once you submit your Open Market Requisition for approval, it will automatically route to procurement following 
approval to manage going forward. Your off-contract ordering is now complete! 

 


