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CENTRALIZED ACCOUNTING & PAYROLL/PERSONNEL SYSTEM

CAPPS Desk Aid

Purchase Requisition — Selecting a Supplier

Note: This Desk Aid was written to the specifications
of CAPPS Central agency modules and may not reflect
the unique process variations implemented by
individual or non-Central agencies.
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Purchase Requisition — Selecting a Supplier

Does My Requisition Need a Supplier?

Entering a Supplier (vendor) on a requisition may or may not be required by your agency. CAPPS does not
require a Supplier on the requisition line. The purchaser has the ability to change the supplier on the purchase
order (PO).

Agencies that use requisitions for procurement card purchases will enter the merchant in the requisition line
SUPPLIER field. These will pass thru the PO to the eventual voucher lines when the credit card invoice is
received.

Select a Supplier While Entering the Requisition Line

1. Select the Supplier ID in the Special Requests page.
Create Requisition
Al - Q
Special Requests
*Item Description
*Price *Currenc: y Code USD Q
*NIGP Class Q *Unit of Measure a
NIGP Item Q Due Dat 5
“Quantity
Supplier 1D E Supplier Name
Location Q
p Supplier Item ID
2. Select the Expand icon to view/search criteria.
nce Lookup
Search for Supglier ID
¥ Bearch Criteria ]
- Results
Only the first 300 results can be displayed.
= 300 rows.
Supplier ID Short Supplier Name Supplier Name Additional Name Our Customer Number Old Supplier ID
R MCCOY CO-001 R McCoy Consutting Engineers, LLC
LUNDER MAN-001 LUNDER MANUFACTURING INC.
3. Select Show Operators.
Cance Lookup
w Search Criteria U
SetiD 30500
SuhppherlD
Short Supplier Name
4. Search by Supplier ID (a number or short supplier name) using either the begins with or contains filter.
[encel| Lookup
Search for: Supplier ID
w Search Criteria Hide Operators
SetlD 30500
Supplier ID | begins with =
Short Supplier Name [
contains ar

instead of UNIVERSITY.

Tip: Entering fewer characters in the search field yields more results. For example, try UNIV
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Select a Supplier After Entering the Requisition Line

1. Gotothe line’s details page.

< Shopprg Cart Create Requisition

‘Checkout

Order Total 1.00 USD

» Requisition Summary

Business Unit 9500 OFFICE

Requisition Mame | ri

“origin a
Requester 00010074514 a
Accounting Date 12122023 ® -
Reuisimen Oats (12122023
pronty | Modum v -
[ —— SoeckPirty Purchase Tym. it

~ Requisition Lines

e Addio Favertes. || (D) Acio Teroiaieis) | [ Deiete Sclecied || Vi xSty Cart
Line © fiem Description Ouantlly [t e

1 Desk 1 EA a| 10

2. Expand the Supplier Information section.
Line Details w

Ttem Details

mmio Prysical Naturs | Goods.
NIGP Class 005
“Buyer 008K Q
WGP e |05 a
Price 100USD

Quantity 1

Unit of Measure EACH
e Categary ADRASIVES

Original Substituted liem
Long Description

Aributes

§# Speciol Roquest
¥ ltem Ad | Information
» conl® intormation

(SPevpter otoraton
Supplier I a Supplser Name

Supplier Location a Supslier's Catslog Number

3. Select Show Operators.

| canca Lookup

Searchfor. Supplier ID
w Search Criteria

SetlD 30500

Supplier ID
(begins with)

Short Supplier Name
(baging with)

Search Clear

4. Search by Supplier ID (a number or Short Supplier Name) using either the begins with or contains filter.

Lookup

Search for Supplier |0
w Search Criteria Hide Operators

SetlD 30500

Supplier ID | begins with >

Short Supplier Name [

begins with
contains 4

Tip: Entering fewer characters in the search field yields more results. For example, try UNIV
instead of UNIVERSITY.
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Revision History

Date Description of Change Changed By
March 27, 2024 Updated, converted to new template, added 508-compliancy. J. Goodman
Dec. 8, 2025 Converted to the template with the new CAPPS branding logo/colors. N/A

Purchase Requisition — Selecting a Supplier Dec. 8, 2025 Page | 3



	Does My Requisition Need a Supplier?
	Select a Supplier While Entering the Requisition Line
	Select a Supplier After Entering the Requisition Line

	Revision History



