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PLEASE NOTE: 

 

Items under the following categories can be requested through RSS 

eReq, however they require additional instructions which are listed 

under the special cases section in this manual: rush/urgent orders, 

services/repairs, minor equipment, after the fact purchase orders 

and no charge orders.  

 

Items under the following categories cannot be requested by the end 

user through RSS eReq:  Standing Orders, Blanket Orders, Service 

Agreements, Consignment Products, Furniture and goods/services to 

be charged to TRUST.   

 

Requisitions for Capital Equipment and IT Hardware or Software 

have special processes and should NOT be ordered by the end user 

using the RSS eReq.  

 

Additional instructions on how to order these items are listed under 

the special cases section in this manual  
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STEP 1 – Accessing eReq 
 

Access RSS eReq from UnityNET https://unitynet.unity.local/my-employee-experience/manager-tools/purchasing-

requisition/ 

OR  

Type in the URL to access Infor CloudSuite production (this will be provided to you on GO LIVE date) 

 

Log into Infor with your regular system user name and password        

Go to Requisition Self-Serve  

 

This will bring you to the following page 

 

https://unitynet.unity.local/my-employee-experience/manager-tools/purchasing-requisition/
https://unitynet.unity.local/my-employee-experience/manager-tools/purchasing-requisition/
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STEP 2 – Setting up your eReq 
 

1. To create a requisition, you should start by clicking on the “Profile” tab at the very top row. You will be directed 

to this screen right when you log in. This is where you will begin setting up your requisition with your information 

as the requester. 

 

 

 

2. You will be presented with the New Request page.   The only system mandatory fields to complete are:  

Company and Requesting Location. 

 

         

Requesting Company: When 

you are set up in RSS eReq you 

will have a default Company of 

2 – St. Michael’s Hospital 

Research.  This will be auto-

populated based on your user 

ID. 
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Note:  

Your requesting company and requesting location are required fields and perhaps the most important information 

when creating a requisition.  Your requesting location will not only indicate where your items are to be delivered in the 

hospital, but is also mapped to an AU (Accounting Unit) and a Project (which is then mapped to the approving 

manager/director).   

Once you put in your requesting location, you will see the following fields defaulted on your screen. 

 

You should now press the link “Show More” to add/display your project code and other information related to your 

requisition  

 

Requesting Location (RQL): If 

you know your requesting 

location (4-5 digit code) you 

can type it in.  If you do not 

know your requesting location, 

you can use the search icon to 

review a list of all active 

requesting locations.  The RQL 

name includes the 

owner/doctor’s name as well 

as the location 

 

 

This is the Buyer Number and 

Name of the Buyer who will 

process your requisition for 

direct from supplier products 

and services  

 

 

This is the Accounting Unit that is 

associated with the Requesting 

Location specified. You can edit this 

field to use any of the following AUs 

used by Research 

10 – RE Research Admin  
20 – RE Research Animal House 
61 – RE Medical General  
64 – RE Med Clinical Trials Research 
66 – RE Oncology   
71 – RE Mental Health General   
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The following screen will appear  

`      

In some cases, you may note that your Project Number is shown.  It has been defaulted based on the Requesting 

Location that you selected.  However, many projects share requesting locations, so in some cases the field may 

be blank.  If shown, you should validate the project shown to ensure that it is the correct project for your 

requisition.  If blank, you must add your project here.    To change or add your project, click on the magnifying 

glass to the right of the field and selecting the project that you would like to charge  

NOTE – Requisitions can reference both catalogued and free text products/services.   

Catalogued Product – this is a product that is set up in the Infor Item Master and contains all of the 

information necessary to order the product e.g. part number, unit of measure, description, price and vendor 

Free Text Product/Service – these are products and services that are NOT set up in the Infor Item Master.  You 

can order these in RSS, however, you must supply all of the pertinent information necessary to order the 

product e.g. part number, unit of measure, description, price 

The fields highlighted with 

green boxes are potential fields 

to be completed. (See the field 

by field explanations below) 

 

 

 ``
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Although the system will let you save this requisition header at this time, it is Highly Recommended to complete the 

following fields before creating your request: Requested Delivery Date, Requisition Description and Account. 

 

Requested Delivery Date: Insert a date when you would like receive the items.  This date should be at least one day after 

today’s date (for rush requirements please see the RUSH order section) 

 

Requisition Description: This field allows you to create a personalized title for your requisition. For example, if you are 

ordering office supplies for your unit you might create the description “Office Supplies.” (up to 30 characters).  You can 

also use this field to reference the requisition to any other number that you may use in your own department 

 

NOTE - It is very important to set a default account on the requisition header, as otherwise when you are ordering 

catalogued products used by the rest of the hospital, accounting will default to normal hospital accounts which may 

not be authorized for your AU.  This will also save YOU time if you have multiple free text lines for your requisition 

Account:  Research uses three primary accounts to charge goods and services that will be ordered through RSS eReq.  

Depending on the nature of the products or services that you are ordering, you should choose one of the following 

5485003300 - Supplies – Research – supplies that Research uses to conduct its work  

5710003300 - External Equipment Maintenance – Service and Repairs to Research Equipment by outside 

vendors  

5765003300 - Minor Equipment - non-capital (<$5K) equipment that Research uses to conduct its work  

 

It is optional to complete the following fields before creating your request: Deliver to and Vendor. 

 

Deliver To: This field is for additional delivery information concerning the requesting location.  Your requesting location 

provides information as to which unit, floor and room your items need to be delivered to within the Hospital. Here, you 

can be more specific on who it is going to (i.e., “attention to [name] x1234” or any special protocol or delivery 

instructions). 

 

Vendor:  If you plan on adding multiple free text items from the same vendor to your requisition, if you select the vendor 

here on the header, it will auto-populate when you add the free text items later in the process  

 

The following screen represents a completed requisition header form 
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You can then press Create Request to create your requisition  

You will now note that you have a requisition number in the top left hand corner of the screen 

 

You can now press the add to request button to add items and comments to your requisition 

This completes Step 2 - Setting up your eReq  

 

Added a default account.  This 

will be referenced by all items 

on the requisition and ensure 

that preferred accounts for 

Research are applied to 

catalogued and free text 

products  

 

 

Added a requisition description.  

This will make it easier to find my 

requisition on the home page 

 

 

Added a requisition delivery date 

to assist buyer in placing the PO  

 

 

Added deliver to information to 

assist Logistics with your delivery 

 

 

Added a Vendor – useful if all my free 

text products are from this vendor  
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STEP 3 – Selecting your items 
 

There are two ways to identify items to include on your eReq: Search Catalog or by using Freetext. 

 

You should always search for the item in Catalog first, as all of the accounting information is defaulted and filled in on your 

order, as well as price and price unit of measure.  This information must be provided by you manually when creating a 

Freetext order line.  There is also more room for error when ordering with Freetext which could result in delays in 

processing your order by the buyer. 

 

Search catalog provides you access to all items currently set up for ordering within Unity Health.  This includes items set 

up in the material master and ALL products that are under contract. Remember, if you cannot locate your product using 

Search Catalog, you have the option to Freetext the item into the requisition.   

 

Search by Catalog  
 

1. The “Search the Catalog” selection is located in the upper left-hand side of your screen. Here, you can find items 

using the basic catalog search area (there is no need to use Advanced Catalog Search or the tick boxes below).  

You can search for an item using any of the following information: INFOR item number, vendor part number, 

manufacturer part number, brand or description. Searching by Infor Item number is by the far easiest route. 

 

Press the Add to Request  

 

 

The following Screen will appear.  
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Note: when you search in the catalogue, the system would not know if you have input an INFOR number, vendor 

part number, manufacturer part number, brand or description, it will just search your input everywere on the 

catalogue database. This means that you may have several results back, where, for example, an Infor number that 

you have entered is part of another item’s vendor part number. By clicking on the description of  the item, you 

can check if it is what you are looking for. 

 

Let’s search for the Infor number 1024750.  Simply type the number into the search section and press enter. 

 

 

 

 

The following screen will appear with your item’s information 

  

 

There are a number of things to note on this screen 

You can expand the description by clicking on it.  This will give you’re the full description in the system as well as 

the Vendor Name and Number 
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If the item is under contract it is indicated with a star.  If you hover over this symbol, it will give your details 

of the contract. 

You can get the manufacturer part number by hovering over the symbol  

If the item is a stores stock item it is indicated as stock with stock on hand availability. You can still order the stock 

item even if its availability is zero (may just be backordered). 
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2. Adding items to your requisition. 

 

 

 

Now you can add an item to your requisition by clicking the item’s tick box.   

Quantities are defaulted to “1” but you can input your own specific quantity into the box  

Once you are satisfied , click the “+” sign to add the item to your requisition.  

The item will then appear on your requisition on the right-hand side of your screen. 
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Let’s add another item to the requisition.  This time let’s look using a Vendor Part Number (VPN) CMI-0100-PNX.  

Simply type the VPN into the search bar and hit enter  

 

 

If the item is in the catalogue, the item will appear (see below).   
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To add the item to your order, follow the same procedure of ticking the box, adjusting your quantity if necessary and 

pressing the + button to add the item to your requisition 

 

  

 

 

Once again the item will be added to your order on the right hand side  
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Now let’s look for vendor part number 412303 

 

 

Two selections showed up because they have 412303 contained somewhere in their information record. 

If you clicked on the first item’s description, you would see in the details that it’s vendor part number in 412303 

`                                                                                         

The second product also contains that same vendor part number.  However, you will note that, instead of an Infor 

Item Number, it displays the “Item: 18-412303” and shows as “special” under the available column.  This means 

that it is an item that is under contract, but has not been assigned an Infor Item Number.   You can select and 

add this item as you normally would e.g. tick the box, adjust your quantity and click the “+” sign to add the item 

to your requisition. As always, the item will then appear on your requisition on the right-hand side of your screen. 
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Now let’s search for an item based on a description.   Let’s look for the word “powder” 

 

Owing the use of ‘Powder” in many descriptions in the database this search may take longer and will likely 

produce many results.   

 

 

You can use the page advance command to look at all of the items that were returned. 



18 
 

You can also add detail to your description to narrow the search.  Let’s add “conc” to the description (for 

concentrate) to get more specific results. 

 

 

This narrowed the search down to one item. 

 

If this is the correct product you can add it to your requisition by checking the box on the left, adjusting your 

quantity, and clicking the + sign on the right hand side of the screen.   This will add the item to your requisition as 

displayed in the box on the right hand side of the screen  
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TIP - If you do not find your item on your first attempt, please try amending your search criteria.  It is usually best 

to start small and add detail.  For example, if you are searching using a vendor part number, instead of entering 

the whole number e.g.  WA-02678-100, try putting a part of the part number e.g. “2678” to see what comes up.  

Similarly, if using description to search, try “NACI” instead of the entire description “PACK POWDER CONC 

NAHCO3-720GM/NACI-1.2KG”  

 

Now let’s look for an item description “nacit” 

 

You will note that one of the items show here has the cost shown in white and not grey.  This means that, while 

the item is in the INFOR item master catalogue, it is not set up to be purchased for your company e.g. hospital.  

DO NOT SELECT one of these items in RSS eReq.  If you want to order this product, contact your buyer to get it 

set up for your hospital.  Once set up you can order this product normally.  For the purposes of this 

demonstration, we will NOT add any of the above items.   

               

  

If you cannot locate the product you’re 

looking for in Search Catalog, you can now 

proceed to add to your requisition using the 

freetext functionality described in the next 

section.   
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Create a Freetext Item for your requisition 

Reminder: Please review the special cases for items under the following categories: rush/urgent orders, 

services/repairs, minor equipment, after the fact purchase orders and no charge orders. 
 

The freetext capability allows you to use electronic requisitioning, instead of a paper/PDF requisition as the 

vehicle to create and gain approval for your requisition items, even when they are not in the INFOR catalog. 

Note – in order for your order to be processed quickly and without delay by your buyer, it is important that you include 

as much information as possible. 

The following fields are MANDATORY (system will not process the order in the absence of this data): 

Description – Please provide the best description of the item available. If you’ve googled the item, the description 

from the internet would be excellent.  If you have an empty box from the used product, take the description from 

there. The description can only contain a maximum of 30 characters. 

Item – Fill this field with the Vendor’s Part Number. 

Quantity – input the quantity of the product that you would like to purchase, stated in terms of the unit of 

measure identified below 

UoM (Unit of Measure) – Select from the list of units of measure provided in the drop down table 

Cost – Provide a per unit price/cost related to the unit of measure provided above.  NOTE - If you have been 

provided a quote from the vendor, please attach it to the requisition using the attachment functionality (see page 

28) 

Vendor – Select from the list of vendors (vendor numbers) provided in the drop down.  You can search by name, 

NOTE- you cannot write in a vendor if it is not in the system (per the identified process, request your buyer to 

set up any vendors that you need that are not in the system) 

Account – Select from the list of 10 digit accounts from the drop down list.  To help you to select one, if you know 

of a similar product, search the catalog for that product and use the account shown for it.   If you have problems 

identifying the appropriate account, please contact your financial business partner. 

The following fields are OPTIONAL.  They may assist the buyer in placing your order, but are not necessary to process your 

order 

Currency Code – Currencies are provided in the drop down. If your quote is in US$, you can indicate it here, but 

not mandatory. 

Manufacturer - Select from the list of manufacturers (manufacturer numbers) provided in the drop down.   

Manufacturer Number - Fill this field with the Manufacturer’s Part Number for this product 

Tax Code – Select from the drop down list and select the appropriate Tax Code  

               NOTE – you cannot order freetext against the Mohawk Shared Services Vendor (22000) 
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 Example of the blank Special/Service screen 
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To help you to complete your freetext requisition, the following drop down boxes are available. 

Select a Unit of Measure using the drop down search function       

 

 

Select a Vendor using the drop down search function    

                        

 

You can select from the list or search using 

“description and “contains e.g. “pack” or “box” 

You can select from the list or search using “name 

and “contains e.g. “Stryker” 
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 Select an account using the drop down search function  

               

 

  

You can select from the list or search using 

“description” and “contains e.g. “General” 
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Example of an item free text requisition with all mandatory input. 

 

Click the Add to Request button to add this item to your requisition  

Vendor Item self populates when you 

key the VPN in the Item field 
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The item will then appear on your requisition lines on the right-hand side of your screen. 
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STEP 4 - Submitting your requisition 
 

Before you submit your requisition you may wish to add comments that will assist in the processing, approval and 

delivery of your requisition 

Comments can be added at the Header or the Line level.  Comments entered at the Header level apply to the entire 

requisition e.g. includes all of the items shown on the requisition, whereas comments at the line level apply only to 

that line. 

1. If you would like to add comments that will apply to your entire requisition, you can do so in the “Add Header 

Notes” tab (comments for the vendor with reference to a specific product are NOT to be added here).   

 

 

 

2. Select the create button at the top right hand corner 

 

 

3. The following screen will appear 

 

The screen will default to Print on Purchase Order.  
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4. If you would like to create a comment for the Supply Chain team re the delivery of your products, uncheck this 

box and check the box marked Comments to “Print on Delivery Tickets”. Enter your comment in the text box at 

the bottom and then click “Submit.””   

         

 

5. If you would like to add a comment about your entire requisition intended for your approving manager, uncheck 

this box and check the box marked Comments to “Display Only”. Enter your comment in the text box at the 

bottom and then click “Submit.””   

        

Note: 

These comments will apply to ALL items listed on your requisition.  

Once all items are added to your requisition, you now have the option to add a comment to the vendor for each item. 

Comments intended for the vendor should always be entered at the line level as you may be including products on 

your requisition from multiple vendors.   

Add your comments here 

and then click “Submit”.   

Add your comments here 

and then click “Submit”.   
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Select the view request details button to allow you to add comments by line                                                                                         

 

  
 

6. Select the “Add Line Notes” icon, then select Create. 

 

Comments to Print on Purchase Orders for a comment to the vendor (as with the header comment, this will be the 

default).  Comments must have a title and should be entered in UPPERCASE. Your comments will only apply to this specific 

item on the requisition. 

 

Your requisition line comment will now look like this  

The title field is mandatory.  We 

recommend using the term 

“Vendor Instructions”  

When you are finished please 

press the submit button    

INPUT YOUR LINE COMMENT HERE (EXAMPLES FROM PREVIOUS 

REQUISITIONS 

QUOTATION NUMBER EUR000032683 (WE WILL USE THIS ONE) 

GOLD PRIVACY FILTER, GLOSSY FOR 21.5 

URGENT PREPACK LABELS WITH RIBBON  

Input your line comment here     
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Below you will find a summary of the information that can be entered on the comments 

 

 Print on PO  Print on Delivery Ticket  Display only  

Header Use only for free text 

services 

Use if instructions to Supply Chain 

staff are the same for all items on 

the requisition e.g. call Helen 

upon delivery  

Use if comments for your manager apply 

to all items on the requisition  e.g. 

explanation as to $ value of requisition  

Line All other print on PO 

comments should be 

entered at the line 

level e.g. quote #s, 

acceptance of $0 price 

Use if the instructions to Supply 

Chain staff apply only to one or 

some of the items on your 

requisition e.g. for specific 

product deliver to room 208 

Use if the comments for your manager 

apply to one or some of the items on your 

requisition e.g. explanation of additional 

quantities in weekly order  

 

Adding an Attachment  

You can now attach a document to your requisition, negating the need to separately email it to the buyer.  There is an 

additional benefit in that your approver will also be able to see the document.  Document types can include word docs, 

PDF, excel files etc.  You can attach more than one document.  For system performance considerations, attachments 

should be 10MB or less. 

Follow the same methodology that was used to insert a comment on the line.  Select the Add Line Notes ICON 
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Press the create ICON  

 

 

 

After submitting your attachment it will show in the comments fields for that requisition line item.  It will be visible to all 

who can view the requisition in the system e.g. your approving manager, the buyer. 

 

 

 

 

 

 

 

 

 

Select Display only as the 

comment type  

Give your document attachment 

a descriptive title.  For example, 

if is a quote, title it “Baxter 

Quote 123”.  If it is a drawing or 

plan, title it “ER Location Plan” 

Finally attach your file here.  The 

file must be located in your 

computer somewhere…you 

cannot copy and paste from an 

email. 

Press the Submit Button   



31 
 

Your requisition now looks like this  

 

After adding your items, line comments and attachments, you can now release your requisition.  Clicking the “Submit” 

option at the bottom right-side of your RSS screen will submit your requisition for manager (level 1) or director (level 2) 

approval, depending on your requisition’s total cost. Once the requisition has been released, NO CHANGES can be made.  

 If a change is required, you will need to reach out to your manager/director to un-release the requisition and it will be 

returned to you in an “unreleased” status.  If the requisition was already approved before identifying an error, you will 

have to reach out to your assigned buyer to make any required changes. 

 

 

 Please note that the notes icon for this item has turned 

BLUE due to the comments/attachment that was input  

Click on “Submit” when your 

requisition is ready to be submitted 

for manager/director approval. 
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Once released, a message will prompt to confirm that your requisition has been successfully submitted for approval. If 

you do not release your requisition it will stay in your files as unreleased until you release it or delete it. 

 

 

 

 

 

NOTE – All requisitions must be approved by a manager, authorized as an approver for the ordering AU.  Managers can 

authorize requisitions up to a value of $50K.  Requisitions above this value must also be authorized by the Director 

responsible for the ordering AU up to a limit of $250K.  Requisitions of a value greater than $250K can now be submitted 

using eReq and they will be routed to the according authority as per the signing policy . 

 

If your requsition was unsuccessful in releasing, you will receive the below error message. Should this occur an 

exclamation mark will appear next to the item with the error. Hover over the mark and a message will pop up explaining 

the error. Once identified, you can proceed to correct the problem and attempt to release the requisition again.  
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Create a Freetext Service for your requisition 

 

Let’s create a free text item but this time let’s add a service line item.  

 

Services are defined as maintenance or repairs done by outside parties.   

Requisitions for services can be created in RSS eReq.   However, requisitions for service agreements over a specified 

period of time SHOULD NOT be created in RSS eReq (see the Special Cases section of the manual for how to requisition 

service agreements).  Please note that if the total value of your service requisition is >$25K, the requisition will flow to 

Sourcing for approval BEFORE it is routed to your manager for appropriate financial approval.  

Requisitions for services/repairs are always completed using freetext (there are no service materials in INFOR).   

NOTE - If you have been provided a quote from the vendor, please attach it to the requisition using the attachment 

functionality (see above page 24).  This will ensure that it is received by the buyer and it will also be viewable by your 

approving manager. 

 

Free Text services should be on their own requisition. DO NOT mix free text services with any other items.  

 

First, create a new requisition header per Step 2 

When you add lines click on the add a special/Service Item  

 

 

 
 

The next screen asks you whether you want to create your service item stated in terms of $ amount or quantity e.g. hrs.’ 

 First we will create a requisition to order a service based on $ amount.  Select this option  
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Now fill in the mandatory/optional fields as shown

 

                                  

When you have completed all 

required data entry, please 

press the “Add to request” 

button to add the item to 

your requisition.   Then add 

any comments or 

attachments to your 

requisition before pressing 

the submit button 

 

Describe the service that you are 

engaging 

You MUST enter something in the item field.  

Vendor Item will self-populate with same 

For an amount service requisition 

item enter 1 and EA   

For Cost enter the expected total $ value of 

the service.  Quote(s) should be attached as 

available.  

Select your vendor and the 

appropriate account.  You can use 

the drop down box if you don’t 

know the proper account     
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Now lets create a requisition for a free text service, this time using a Quantity Service  

Again, Free Text services should be on their own requisition. Please do not mix free text services with any other items.  

 

Create and new requisition header per Step 2 

When you add lines click on the add a special/Service Item  

 

 
This time select “Add Quantity Service Item” 

 

 
 

Fill in the requisition line details as follows (see next page) 
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Describe the service that you are 

engaging (in this case repair) 

You MUST enter something in the item 

field.  Vendor Item will self-populate with 

same.  However, in this instance 

OVERWRITE the Vendor Item Field with 

the serial numbers of the items being 

repaired  

 

Enter the quantity of the units 

being repaired 
Enter the estimated cost for the 

repair of EACH unit of measure 

Enter the vendor number for the 

repair  

Enter the appropriate account to 

be changed for the repair.  Use the 

drop down if you don’t know 

Enter the unit of measure (usually 

EA for a repair) 

Press the Add to Request button  
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The repair order line has now been added to the requisition.  You can now add comments and attachments to this 

requisition line as required (using same view request details described above).  Normally, repairs have been evaluated 

by a vendor quote.  Please remember to attach the quote to the requisition to assist the buyer in placing the PO. 

One you are complete, press the submit request button  

 

 

 

For more information on requisitioning a service using eReq, please see the “Special Cases” section on page 29 

 

REMINDER – All requisitions must be approved by a manager, authorized as a approver for the ordering AU.  Managers 

can authorize requisitions up to a value of $50K.  Requisitions above this value must also be authorized by the Director 

responsible for the ordering AU up to a limit of $250K.  Requisitions of a value greater than $250K can now be submitted 

using eReq and they will be routed to the according authority as per the signing policy  
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Most Frequent Reported Errors and what to do  

 

.  

  

 

 

 

You will get this error whenever you do NOT complete the 

mandatory fields on a Freetext order e.g. account etc.  

Go back and complete all mandatory fields  

 

Measure 

 This error is telling you the account you specified is not valid for 

the AU for which you are ordering  

If you feel that the account is valid, this should be reported to your 

Financial Business Partner for correction  

 

This error indicates that the user is trying to use a requesting 

location they are not setup for.  

If the user is allowed to order for the requesting location’s AU, 

SCM may add the additional requesting location to their 

requester setup.  Talk to your buyer  

This error indicates that the user is referencing a project 

number that is expired  

You should speak with your Research Finance Partner to have 

the project term lengthened  

You should only see this error when you try to change the 

account on a free text requisition line on a saved requisition to  

If this error occurs, please contact your buyer to obtain the 

correct MIS account  
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STEP 5 - Viewing your requisition’s status (in eReq) 
 

On the main screen, press the three dots in the My Requisitions Screen. The View All box will appear   

 

 

This will show you all of your Requisitions. 

               

 

Click on the requisition for which you want to inquire 

This one is pending approval  

There may be multiple pages 

depending on how often you order 
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 If you click on the dots it will tell you where the requisition stands in the approval queue. 

                              

 

 

 

 

Let look at one that was shows as processed (approved but not yet created as a Purchase Order) 

 

This requisition was moved to 

approval but timed out and was 

escalated to the next level  
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Now let’s look at one that is closed (this means closed from a requisiitoning point of view, the purchase order has 

been issued (but the good may or may not have been received.  

             

If you click on the line it will give you additional details  

 

 

  

Note that it indicates that the 

Purchase Order has been created 

and the good have been delivered  
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Special Cases 
 

There are 5 special cases in eReq that require additional instructions in order to submit your requisition via RSS eReq, 

rush/urgent orders, no charge, minor equipment, vendor determined and after the fact purchase order requisitions 

 

PROCESS: 

IMPORTANT: One requisition can have multiple items from multiple vendors and can also include items being ordered 

from inventory locations within the hospital.  As long as they are being ordered for the same requesting location, you can 

add the order lines that you require under one requisition.  The only time you will have to create a separate requisition 

would be for the following requisition types – Rush/Urgent Orders, No Charge (see below). 

 

Rush/Urgent Orders 
 

Rush/Urgent Orders are defined as required within less than the normal lead time (typically 24-48 hours or less).  

Requisitions for rush requirements can be created in RSS eReq, but separately from other requisition lines.  There is 

nothing in the system that identifies the PO as a rush, it is only recorded in the comments field of that 

requisition/requisition line.   

The Requisitioner must contact the buyer via phone, with their manager, to highlight the order as rush.  The Requisition 

approval should be coordinated with the buyer as, while the PO cannot be created until the requisition is approved, we 

want to ensure that regularly scheduled PO job does not pick up and send the PO in the normal manner.  Normally, 

requisitioners have contacted their vendor rep to arrange for quick transport.  However, if the “rush” is identified early in 

the day for end of same day delivery, the buyer can run with the process to contact the vendor and arrange for special 

shipping.   

The buyer finalizes the PO and sends a copy (PDF via email) to the vendor Rep.  In some cases, the vendor rep may bring 

the product in themselves.  However, it is essential in these cases that the packing slip gets back to receiving who can 

ensure that system receipt is completed, allowing the invoice to match and be paid.  

 

No Charge 
 

Requisitions for No Charge requirements can be created in RSS eReq, but separately from other regular requisition 
lines.  No charge requisitions can reference both catalogued product and free text products.  
 
For no charge requisitions, the requisitioner needs to advise the buyer at the time of release by email and provide the 
requisition #. 
 
For a catalogued product, the requisition should be created normally, but the requisitioner should note in the comments 
to print on purchase order, that the item has been agreed to be supplied at no charge. 
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For a free text product, the requisition should be created normally, however the requisitioner should put $.01 EA in the 
price per unit.   
 
If there is documentation from the vendor agreeing to the no charge PO, it should be provided to the buyer via the 
attachment function.  
 
The requisition still requires approval by the AU manager, per normal procedure, however the requisition will still show 
the normal price calculation.  The buyer will adjust the purchase order to indicate NO CHARGE before sending it to the 
vendor.   

 
 

Minor Equipment  
 

Minor Equipment is defined as equipment with an individual cost of <$5K.  These can be ordered normally through RSS 
eReq using the Freetext process.  Anything over $5K each must go through the capital process. 
 
NOTE – Requisitions for Telecom and IT Hardware should NOT be submitted through RQC eReq or through the 
paper/PDF requisition process.  Requirements for these types of products should be submitted through the self-serve 
IT Portal. 
  
https://uht.service-now.com/ec  
 

 

Vendor Determined 
 

Requisitions for Vendor Determined requirements can be created in RSS eReq, but separately from other regular 

requisition lines.  Sometimes vendors will not commit to a firm dollar value until after the requisition has been created 

and submitted. 

This requisition can still be created with the following steps: 

 Create a Free text requisition, with a cost value of 1 cent 

 Change the Cost option field to Vendor Determined 

For Vendor Determined requisitions, the requisitioner needs to advise the buyer at the time of release by email and 
provide the requisition #. 
The requisition still requires approval by the AU manager, per normal procedure. 

 

After the Fact Purchase Requisitions  
 

Sometimes, goods and, more particularly, services are arranged by telephone with vendor with the Purchase Order to be 

created after delivery has occurred.  This should not be the preferred choice and should be used only in urgent situations 

e.g. service that needs to be perform ASAP in order for the hospital to fully function with normal operations, last minute 

or after hour’s procedure.  

https://uht.service-now.com/ec
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The requisition should be created as a free text for an Amount Service Item and the full value of the invoice before taxes 

should be the entered in the unit cost. The vendor name that is on the invoice is vendor you should be using to create this 

after the fact PO.  

Item Description should be: PAY INVOICE - This allows your Buyer to know that the Purchase order does not need to go 

to the vendor, only to Accounts Payable for the payment to be processed.  

Vendor Item should be: INVOICE # 12345 - You would enter the invoice number in this field, which you will find, on the 

invoice and this will allow Accounts payable to make sure that the correct invoice is being processed on the Purchase 

order.  

Please note you should include a copy of the invoice in the file tab in the comments so the Buyer will be able to send a 

copy of invoice to Accounts payable for payment.  

All other information, should be completed the same as any of free text requisition.   
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Items that SHOULD NOT be ordered using RSS eReq 
 

Items under the following categories SHOULD NOT be requested by end users through RSS eReq:  Capital, 

Furniture, Service Agreements, Standing Orders, Blanket Orders, Loaners, orders for Trust, orders for 

Consignment.  
 

 

Capital 
 
Capital Items are defined as products an individual unit cost of greater than $5K with a lifespan greater than one year. 
Capital has a very specific process and while, requisitions for capital products are planned to be included in electronic 
requisition functionality for entry by dedicated specialized users, they should NOT be created by the end user using the 
RSS eReq tool.  
 
For more information on the process to order capital items please go to following URL on the Research Website 
 
https://unitynet.unity.local/wp-content/uploads/2024/04/Research-Capital-Equipment-Request-Form_Feb8_2021-

unprotected-GL.pdf 

 

Furniture  

 

Requisitions for furniture should NOT be created by the end user using the RSS eReq tool.  

The Planning and Redevelopment team leads the planning of our present and future facilities. Directed by the corporate 

strategic plan, they coordinate all capital renovations of clinical and administrative areas, manage the development of 

new facilities and coordinate the allocation of physical space across the campus. Requests to alter a space (e.g. furniture, 

moving offices, replacing floor, electrical outlets, security control devices or equipment’s infrastructure impacts) require 

a Space Modification Request Form (SMRF).  You can initiate a SMRF through the following link  

Requests for furniture can be submitted using the online TMS SMRF Web Request Form. 

 

 

Service Agreements 
 
Service Agreements are purchase commitments for services over a period of time.  They can be for a fixed number of 
service or preventative maintenance calls or similar to an extended warranty with unlimited service over a defined period 
of time. 
 
Requisitions for service agreements should not be submitted via RSS eReq and MUST be submitted using the paper PDF 
requisition form and the requestor should discuss their needs with their buyer prior to completing and submitting the 
requisition. 
 
Setting up service agreements/Purchase Orders in INFOR requires special processing by the sourcing team.  If the total $ 
value of the service agreement is greater than $25K and the services are not already covered in a service contract, the 
requisition will be forwarded to Sourcing to go through a sourcing process. 

 

https://unitynet.unity.local/wp-content/uploads/2024/04/Research-Capital-Equipment-Request-Form_Feb8_2021-unprotected-GL.pdf
https://unitynet.unity.local/wp-content/uploads/2024/04/Research-Capital-Equipment-Request-Form_Feb8_2021-unprotected-GL.pdf
http://maldives.smh.smhroot.net/webrequest/default.aspx?p=118&s=bjENYABVgzX/QMq7jAXOFQ==&d=fjIgriaWS5Sx9nVWTc/Lwg==
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Standing Orders and Blanket Orders 
 
 
Requisitions for standing or blanket orders SHOULD NOT be submitted via RSS eReq and MUST be submitted using the 
paper PDF requisition form.  The requestor should discuss their needs with their buyer prior to completing and submitting 
the requisition.  Items to be included on a standing or blanket PO, MUST be in the catalogue.    
Ideally, the term of the standing or blanket order should be a fiscal year (April to March), but it is not mandatory.  If the 
total $ value of the standing or blanket order is greater than $25K, and the items are NOT covered by a supply contract, 
the requisition will be forwarded to Sourcing to go through a sourcing process. 

 
 
Loaners 
 
Loaners are equipment provided free of charge from a supplier for a specific need or purpose.  Loaners are utilized by a 
few departments e.g. the OR or Clinical Engineering.  Personnel requesting loaner equipment should specify quantities, 
estimated time of use and return, and restocking requirements. 
 
Loaners have a very specific process and requisitions for loaners SHOULD NOT be submitted by end users using RSS 
Requisition 
 
For more information on the process to order loaned equipment please contact your buyer 
 
 

Trust 

Goods and Services to be charged to Trust SHOULD NOT be ordered through RSS eReq and MUST be ordered using the 
paper PDF requisition form.  These requisitions required specific and additional authorizations before they can be 
converted into Purchase Orders.  If you have a requirement to order goods/services charged to TRUST, please discuss the 
requirements with your buyer.   
 

 
Consignment  
 
Consigned products SHOULD NOT be ordered by end users through RSS eReq.   
 
If your unit is considering use of consignment products, please discuss with your buyer as there is a defined process to 
identify and contract for these products as well as a different ordering process that is outside RSS eReq.  
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How to complete a PDF/paper requisition form: 

 

Below are the mandatory fields that are required to be completed by the end user. 

 DELIVERY TO: Select the site that you are ordering for/where the items are being delivered.  

 Purchase Requisition Type: Select the type of purchase  

 Date submitted: Is the date that you created the requisition (month/date/year) 

 Requester Name: The person who is requesting the order.  Note: the requester and approver cannot be the 

same person. 

 Phone No/Extension: The requester’s phone number and extension (if applicable)  

 Requester’s email ID: The requester’s email. 

 Date Required By: The requested date of when the item(s) are to be delivered. (month/date/year) Note that 

this should be AFTER the date of submission.  Dates are not guaranteed.  If your need is urgent, you should 

contact your buyer ahead of time. 

 Department Name: The name of the department that is placing the order. 

 Project/Asset: The project (12 digit) number is only required for Capital, Tracking expenses or Research 

purchases. 

NOTE TO RESEARCH - Be sure to 

input your Project when 

completing a PDF requisition 
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 Requesting Location:  Is the code for where your products are to be delivered as well is being directly linked to 

your Accounting Unit. If you do not know your requesting location, please reach out to your buyer. 

 Name of Vendor:  The name of the vendor that you require your items from. E.g. Cardinal Health. 

 Contact Name: If you require the PO to be sent to a specific vendor contact, then you will need to provide this 

person’s name. E.g. Sales Rep name. 

 Phone Number:  The vendor contact’s phone number or the customer service phone number. 

 Email Address:  The vendor contact’s email address or the customer service email.  

 Co: Enter in your Site’s company number. E.g. SJHC = 31, SMH= 1 & PHC= 21. 

 Accounting Unit: Enter in your UHT Accounting Unit (AU) 

 Account:  The 10 digit account to charge the item. E.g. Med Surg = 5460603100 (accounts listing on UnityNET). 

 Vendor Catalogue No.: The vendor’s item/catalogue number that is used to place the order. 

 Item #: The Infor item number (if available). 

 Item/Service Description: The description of the item or service to be ordered. 

 Quantity: The amount you wish to order (stated in the unit of purchase stated below). 

 Unit of Measure:  The packaging quantity of how the item will be sold and billed to us from the vendor. 

 Unit price: The price of the item stated in the unit of purchase stated above. 

 Extended price: The total price of the quantity you are ordering (Quantity x Unit Price). 

 Comments/Special Instructions: Any comments you would like added to the PO or delivery instructions can be 

entered here (Contract ID, Standing /Blanket orders urgency of order, etc.).   

 Authorized Names:  The printed name of the signing authority (ies), based on total dollar value that will be 

approving the order. 

 Authorized Signature:  The signature of the signing authority (ies) 

 

Blanket & Standing orders:  When filling out this PDF requisition to setup blanket and standing orders.  The 
end user must also provide the following information:  

 The duration/frequency of the order e.g. start date: Jan 1 – Dec 31, 2024, every first Monday of the month. 

 The items you wish to order and the total quantity for the duration of the standing/blanket 

 Whether this is an extension to previous standing/blanket or net new order.  

 The requisition should be signed for total value of the duration of the standing/blanket. 
 

Should you require more than nine items on your order, please use a second PDF requisition form and list 
the other items you require on it.  Please add a comment in the Comments field indicating that this is page 1 
of 2 and page 2 of 2 etc. 
 

Once this form is completed with approvals, please email to your Buyer.  If you have any questions regarding 
this form, please reach out to your buyer and they can assist you further. 
 


