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Log in to Procure+

• Your Username and 
Password have been 
provided to you.  If you 
have problems logging 
on, please contact your 
system administrator.



Creating a Requisition  

ePlus Company Confidential 2

Your Home Page

• Click on “Requisitioning” 
and then “South Dakota 
Catalog” to access the 
catalog of items.

Prerequisites: the SoSD catalog 
items and Punch-outs are maintained in 
the Supplier Portal. 
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Catalog Lookup Options

• To view Items, you 
can drill down through 
the Catalog Tree, 
select External 
Catalog to access a 
Punch-out; or

• Use the Search 
Feature. Advanced 
search returns results 
by entering words or 
phrases that appear in 
the Description field of 
the product. You can 
enter a word or 
phrase and Procure+ 
displays a list of the 
products whose 
description either 
contains the word or 
phrase or contains a 
word or phrase that 
sounds like the word 
or phrase entered. 
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Item Catalog Page

• Items are selected 
and placed into 
your Shopping 
cart 2 ways:

– Enter the 
quantity on an 
individual item 
and select the 
cart below the 
QTY field; OR

– Use the 
“selected boxes 
to select several 
items and check 
the shopping 
cart to place all 
of the items in 
the cart. 
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Shopping Cart Confirmation

• You can make updates 
to your items in the 
Shopping Cart, Continue 
Shopping or Checkout

• When you are finished 
shopping, select 
“Checkout”

SoSD Shoppers may use the Order on 
Behalf of feature to populate Requestor 
information on Requisition 
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Requisition Results Page – Order Summary

• When you check out the 
contents of your cart 
(create a requisition), or 
view or update an 
existing requisition, the 
Order page is the central 
screen the Requisitions 
module displays for a 
requisition.

• Note the Requisition 
number that was 
created.
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Requisition – Address Tab

• By default, displays the 
addresses assigned to 
your user account.
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Requisition – Additional Information Tab

Requestor: The 
requestor is the same as 
the creator unless the 
“order on behalf” of 
feature is used.
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Requisition – Accounting

• When you select the 
“Accounting” or “Edit 
Accounting Information” 
option for a transaction 
the Account Codes page 
is the page Procure+ 
displays for the account 
codes assigned to a 
transaction (or 
transaction line item). 
The Account Codes page 
enables you to update 
the accounts charged for 
a transaction.

• If your organization is 
using formatted posting 
account numbers, 
Procure+ also displays 
the Account Entry 
dialog. This dialog 
enables you to enter 
each segment of the 
current posting account 
code by entering/ 
selecting each segment 
value.

• Click “Save” to continue.
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Requisition – Notes

• Click “Notes” to access 
the entry screen for 
External Notes or 
Internal Notes at the 
"Header" level.

• External Notes will print 
on Purchase Orders sent 
to vendors.

• Internal Notes will stay 
on the transaction and 
will not print on 
Purchase Orders.

• Enter notes in the 
appropriate text box or 
boxes.

• Click “Save” to continue.
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Requisition – Print

• Click “Print” to access a 
Printer Friendly version 
of the Requisition Order.

• The Order will display on 
the screen and is 
available to print.

• Click “Exit” to continue 
and return to the Order 
Summary Page.
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Requisition – Attachments

• Click “Attachments” and 
the dialogue box will 
walk you through 
attaching files.  Note: 
you will be able to 
“browse” for the file (s).
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Requisition Submit

• After clicking “Submit” 
to process the 
Requisition the 
confirmation will be 
displayed.
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Requisition Submitted - Modify

• To modify a requisition 
that has been 
submitted, select Modify 
from the tab or drop 
down menu.

• A requisition may be 
modified until a 
purchase order has been 
assigned to the req.



Creating a Requisition  

ePlus Company Confidential 15

Requisition – Options Menu

• Click “Select Advanced” 
and the drop down 
menu will display.

• Several of the options 
are available via buttons 
at the top of the page 
AND via the drop down 
menu.
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Options Menu – Global Line Update

• Global Line Update: 
Use this option to 
update the line 
information of each line 
item on the requisition 
to match the header 
information on the 
requisition. 

• When you select the 
Global Line Update 
option from the 
Options drop-down the 
Global Line Update page 
displays. The page lists 
each piece of 
information you can 
update and the value 
entered at the header 
level for each. 

• Enter a checkmark next 
to each piece of 
information you want to 
update for all line items, 
and then click the 
“Update All Order 
Lines” option. Procure+ 
updates this information 
for each line item of the 
requisition and 
redisplays the Order 
page.
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Requisition – Options Menu

• Select the ‘Submit” tab 
when you are finished 
modifying the 
Requisition
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