
How to Add a Department 
Requisition on the WEB



Odyssey Finance 
Department Requisition 
Screen Cast Topics

 When to use a Department Requisition
 What is the process
 How to enter Department Requisition in the 

Odyssey System on the WEB



How to enter a Department 
Requisition
 This is the 1st screen you see when you log into WEB. 



Entering a requisition…..
 Here you can enter search information to look for a 

requisition you have already entered or create a new 
requisition.



Entering a Department Requisition 
continued…...
 After selecting Create a New Requisition you will see 

this screen. 



Entering your information….
 Here you will select the type of requisition and start 

entering your information.



Entering delivery information…..



How to add vendor to Req



Shipping and Account Information



Header Selections
 Once you have entered all of the required information 

you will select to Add Requisition. 



Adding items
 Once you add your requisition you then can enter your 

items or add attachments. 



Adding Items continued….



Adding Items continued….



Adding Items continued…
 After entering the account information you are ready 

to Add the item. Go back to the top and select ADD.



Adding Items continued…



Activity of Requisition



Sending for Approval….



Status information….


	Odyssey� Finance System  �
	Odyssey Finance �Department Requisition �Screen Cast Topics
	How to enter a Department Requisition
	Entering a requisition…..
	Entering a Department Requisition continued…...
	Entering your information….
	Entering delivery information…..
	How to add vendor to Req
	Shipping and Account Information
	Header Selections
	Adding items
	Adding Items continued….
	Adding Items continued….
	Adding Items continued…
	Adding Items continued…
	Activity of Requisition
	Sending for Approval….
	Status information….

