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https://www.smu.edu/OIT/Services/SMUFinancials


Click “Main Menu”

Click “eProcurement” then “Requisition”



Click “Special Requests”



*** enter total qty
being purchased.  i.e. 500

Click magnifying glass to look up 
vendor by NAME or ID #. See 
vendor look-up on next page.

Information in this box applies 
only to this line item and aids in 
requisition review and approval.



NOTE:  Vendor names do not 

appear in alpha order.  They are 

listed in the in the order they 

were entered into the system. 

There can be multiple pages of 

vendors. Click “View All” or use 

the arrow buttons to scroll to 

more pages.





This applies to the 
entire requisition.

Type details & specifications 
about the order .

Price justification required on 
all orders over $5000 in







Save Printable Version to 
PDF for your records

to make 
changes prior to 
approvals being made. 




