
Create Requisition (No Receiving) Activity - FN 

 

State agencies now have the ability to decide if they want their requesters to receive a 
purchase order.  If the agency wants their requesters to receive a purchase orders, they can 
select Create Requisition.  If the agency does not want their requesters to receive purchase 
orders and ensure only authorized items are purchased, they can select Create Requisition (No 
Receiving) on the Procurement Security tab. 
 
The manager would log in to the appropriate PeopleSoft database to submit an addition or 
change security request for an employee or contractor and navigate as follows: 
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The manager would enter the information on the Security Request tab, Comments tab, and 
Activity tab as normal for the employee or contractor.  On the Procurement Security tab, the 
manager will select Create Requisition (No Receiving) and enter the Requisition Defaults and 
Chartfield Defaults.  Requisition Defaults are required fields but Chartfield Defaults are optional 
fields.     

Please Note: Please if the request is a change to an existing access you must verify the 
Activity Security tab and Uncheck the PO RECV if it’s checked. 
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For this example, the Default Origin is TRV.  The Default Ship To is PO_001001. The Default 
Buyer is CLDUGGER.  The Chartfield Defaults did not need to be entered. 
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On the User Information, more information is needed. 

 
The Default Ship To, the Default Location, and the Default Origin are required fields on this 
page.  For this example, the Default Ship To and Default Location are PO_001001. The Default 
Origin is TRV.   

 

 
 
Please review the information and click the Save button. 
 
When the security request is completed by the manager, the manager will change the Status 
field from Draft to Manager Submitted.  This will send an email to the Agency Security Officer 
and inform them that they have a Security Request to review and approve before it is sent to 
SAO to approve. CSC is sent an email to create a ticket before SAO Security can process the 
security request.  When the security request is processed and completed, the Agency Security 
Officer will receive an email that the request is complete.  
 


