
nVision Requisition and Approval Process 

Email Notifications 

nVision allows for various levels of email notifications during the various steps of the requisitioning and 
approval process. The following email notifications are available for each requistion. 

As a Requestor, email notification will be sent each time a requistion is fully approved, modified by 
an approver or gets disapproved.  

As an Approver, email notification will be sent when you have requisitions waiting for your approval. 

Entering a Requisition 

As a Requestor or Approver user the nVision “Dashboard” for “Requisitioning” screen will open up when 
you log in.  This “Dashboard” will show the “Requisition Status”.  These statuses are 1) “requisitions not 
submitted,” 2) “submitted pending approval,” 3) “requisitions approval in process,”4) requisitions 
disapproved and 5) requisitions awaiting your approval. This dashboard provides a snapshot of the 
status of your requisitions.  The “Submitted for Approval“ and “Disapproved” grids  apply to Requestors 
and “Requisitions Awaiting My Approval” grid relates to Approvers.  The “Submitted for Approval” 
section notes some key information, including the “Submission Date” and name of the “Current 
Approver.”  The Dashboard is a snapshot for presentation purposes only.  All transactions must be done 
under “Requisitioning.” Disapproved is applicable if any Approver in the process disapproves a 
Requisition.  Utilizing the “Comment” section here is a helpful communication tool to the Requestor.  





To enter a Requisition Click “Enter Requisitions” under Requisitioning.  The screen below appears and 
will show all your Requisitions, until the point they are fully approved.   

To add a Requisition click on “+New Record.”  



Upon clicking “+New Record” the “Requisition–New Requisition” screen will appear. Next enter the 
“Vendor ID” by clicking on the Binoculars.   



The “Vendor Lookup” screen will come up. Enter the Vendor Name in ”Search.” Next Click on the 
Binoculars with the arrow to the right.  The Default  Search is “Begins With” you can also search 
by “Contains,” “Ends With” and “Exact Match.”  To choose a format besides “Begins With” Click on 
the small black down arrow to pick another search by.  Once the Vendor is highlighted double Click on 
it or Click the “OK” box and the Vendor ID and Vendor Name will populate.  If the Vendor is not in 
nVision please contact Tina Smith in Business Office. 

Check the “Req Address” and “Ship to Address” on the screen once the selection is made.  This 
information will appear grayed out. Please ensure the correct vendor is highlighted, you can scroll up or 
down to choose. Note on the “Vendor Lookup” grid you can increase or decrease the size of column by 
dragging the line to the left or right, for example to see the full vendor name.  



After choosing the Vendor the “Requestor,” “Approval Path,” “Transaction Date” and “Ship To Building” 
will automatically populate.  The default “Approval Path” will be utilized by most users, however certain 
users may have another “Approval Path” based on who they are purchasing for. Please change the 
“Approval Path” in these circumstances.  Note the “Requisition History” will show the history of the 
Requisition, including date and time entered, submitted and approved.  

Next choose a “Req Source.  ”There are four choices that can be utilized. 

Sole Source-This is for items that can only be obtained from this vendor.  You must provide a Sole 
Source letter with the Requisition support.  

State Contract-When you pick the “State Contract No.” box will appear on the line below. Please enter 
the State Contract number. You are limited to 15 characters. For additional information about the 
State Contract  enter in the “Description” field to the left under the Vendor Name.  Please ensure the 
state contract is referenced on the support.

EDS-This relates to Ed-Data purchases.  Please enter the Ed-Data bid number. You do not need to enter 
the Vendor Bid #. 



Other-Includes everything else. If you don’t choose one of the other Req Sources above you must 
choose Other. Note all Req’s will automatically default to “Other.” This will include all non-State 
Contract and Ed-Data  Bids for example, BOCES Bids, COOP Bid’s, etc. You should add the Bid 
information in the Contract/Bid Ref. If it is not a Bid do not enter anything in the Contract/Bid Ref box.  

Bid-DO NOT SELECT, this is for Bids done in nVision only (not applicable). 

The “Ship To Building” will automatically default to the users building. For Requisitions requiring a 
different “Ship To Building” please select the building by clicking on the black drop down arrow. 

If a contact is required under “Ship to Contact” click the drop down arrow and choose the contact. To 
add a name or department contact click the “+” and enter. Please do not enter in all caps.  Once entered  
this contact will be available in the drop-down for future Requisitions for this building.    

Do not enter anything in “Req Amount” this will populate once the “Requisition Items” are entered. 

Description can be used to further describe the “Contract/Bid Ref.” What is entered in this box will 
follow the text in the “Contract/Bid Ref”. In addition, this can be used for any additional description that 
you would like to show on the Requisition, for example Conference.  What is entered above will appear 
in a box under the “Order To” and “Ship To” and the body of the Requisition. Note if Other is selected 
and there is nothing entered in the “Contract/Bid Ref” and/or “Description” this box will not appear.  



Next step is to Click on “Requisition Items” tab and Click the “+” to add a line. Do not use the “Item No.” 
box.  Click in the “Item Desc” box to enter your first item and enter all the appropriate details for that 
“Item Desc.”  

Next choose the “Account” and Click on the binoculars and the “Account Lookup” grid will appear. From 
the drop-down choose the account to be charged or use the “Search.” capabilities.  The accounts noted 
are based on your user access and shows the available balance in the code.  “Unit Measure” must be 
completed, which in most cases will be “EA” for each.  Next enter the “Quantity” and “Unit Price”. If 
there is shipping for this line add the “Shipping Amt.”  



Once all information is entered Click OK and the first line will be entered. To add another line click “+”. 
To delete a line click “X” to delete or you can right click to delete a line.  To make changes to a line 
double click on the line. After saving a Requisition to update Click  the “pencil Update”  When you have 
multiple lines you can hit F7 in the account code and it will fill in the account from the prior line.  

When complete Click “Save” on top toolbar.  When exiting you will receive a message ”You are about to 
exit a Requisition that has not been submitted do you want to continue” say Yes.  



After saving the Requisition will appear on the “Enter Requisitions” screen with an “Approval Status” of 
“Not Submitted.” You can doubleclick on any Requisition to review the details. To review in a printed 
format Click on “Print Requisitions.”   Must hit "Refresh"for this to show.

You can move the columns around in the “Enter Requisitions” page like an excel document and drag a 
column header to the top for a different sort. 



To review the Requisition Click on “Print Requisitions” and the following screen will come up. Highlight 
the Requisition and Click on “Preview”or “Print” on the bottom right. 



Click on “Preview” and the Requisition will print to the screen. After previewing you can print directly 
from this preview screen by clicking the printer box in the upper left corner. Once Printed you will see 
“ADDITIONAL SHIPPING” as a line with no value. This does not show up on the Purchase Order.  Note 
the requestor will show up in the top right of the Requisition as “Requestor.” If a “Ship to Contact” was 
entered it will show in the “Ship To” box.  



Following is the actual Printed Requisition. 



Next step is to submit the Requisition for approval. Submit one of two ways 1) Highlight the Requisition 
on the “Enter Requisitions” screen and on top toolbar select “Submit Record”or 2) Open the Requisition 
and hit “Submit.”   





You will be prompted to enter a comment, note this is not required. Next Click “OK”. The prompt “Are 
you sure you want to submit the selected item(s)?” will appear. Click “Yes.” 

Once submitted go to your dashboard and click “Refresh” the Requisition will be under “Submitted for 
Approval.” 



Once submitted the approver will receive an e-mail that they have a Requisition to approve and the 
“Approval Status” will chance to “Pending Approval.” 



Approving a Requisition 

The Approver will Click on “Approve/Reject Requisitions” under Approval. The Requisition can be 
approved one of two ways.  First on the “Approve/Reject Requisitions” grid  by highlighting the 
Requisition Click “Thumbs up Approve Record”. The Approver can approve all the Requistions by 
checking the “Select All” box and Click “Thumbs up Approve Record.” 



The Second way to approve is to select the individual Requisition by highlighting it and doubleclick on it 
and then click “Thumbs up Approve.” This will show the Approver the details of the Requisition. To see 
the details of the Requisition Click on the “Requisition Items” tab. 





After approving you will receive the following message.  You can add a comment for the next approver 
in the process, this is not required.  

You will receive the message below, if OK Click Yes. 



Once approved the Requisitions will appear on the next Approvers Dashboard “Requisitions Awaiting My 
Approval.” The next Approver will receive an email they have Requisitons pending their approval. The 
Approver will see certain information including the Requestor Name, Submitted Date and Vendor.  



Printing a Requisition 

Upon approval by the Purchasing Agent the Requestor will receive an e-mail that the Requisition has 
been approved.  Next, the Purchasing Agent will start the Purchase Order (PO) process.  Once a PO is 
prepared the Requestor can look-up the PO in the  “Accounting” module.  By Clicking on the “+” next to 
Transaction Reports and clicking on “Printed Purchase Order Query.”  

The following screen will come up.  Select by Purchase Order (s), Fund(s), Vendor(s) and/or Requestor(s) 
by using the Binoculars and make the appropriate selection(s). 



Below Finance Manager was selected and “OK” was Clicked.  



Following is PO information that was printed. Note this is for internal purposes only and is not a valid 
PO.  




