
 

 

Purchase Order 

Requisitions Submission 

Step-by-Step Directions 

 

  



Syteline: Sign In 

 

• Sign in to Syteline 

o Type your username. 

o Type your password. 

o Select the environment. 

� PRD_USD for US 

� PRD_CDN for Canada 

  



Opening the Purchase Order Requisitions Form 

• Opening the Purchase Order Requisitions form: 

o Click on the System menu and click on Form and then Open. 

o Or use the shortcut and type Ctrl + O 

 

 

• In the Select Form window, start typing or use the filter field. 

o find the form “Purchase Order Requisitions” 

o Select the form. 

o Click OK. 

 



Creating Purchase Order Requisitions 

 

• Click on the  icon to take off the “Filter In Place”. 

• Click on the  icon to create a new Purchase Order Requisition. 

• Click on the  icon to save it. 

 

  



Purchase Order Requisitions: Header Level 

 

 

 Field Description Action 

1 Requisition The system automatically assigns a requisition number. None 

2 Date Date field for tracking purposes. Change, if needed 

3 Status 

The system automatically updates this status. 

   “Requested” – Requisition prior to PO conversion 

   “Converted” – Requisition has been converted to a PO 

None 

4 Requisition Cost The system automatically calculates this total cost. None 

5 Requester Username of requester for tracking purpose Change, if needed 

6 Approver This field serves no purpose and does not need to be touched. Ignore 

7 Warehouse This field serves no purpose and does not need to be touched. Ignore 

8 Deliver To Name of the person this order should deliver to. Change, if needed 

 

To get started, click on the  icon to start entering line details. 

  



Purchase Order Requisitions: Line Level 

 

  



Purchase Order Requisitions: Line Level 

 Field Explanation Action 

1 Line System will auto assign the line number. None needed 

2 Item Enter part number here. Entry required 

3 Due Date Select your requested due date. Entry required 

4 Description Enter description here. Enter, if needed 

5 Manufacturer This field serves no purpose and does not need to be touched. Ignore 

6 Manufacturer Item This field serves no purpose and does not need to be touched. Ignore 

7 Requisition Code This field serves no purpose and does not need to be touched. Ignore 

8 Capital item Change to Yes, if item is a capital item. Change, if needed 

9 Ship to Warehouse This field serves no purpose and does not need to be touched. Ignore 

10 Ordered Enter the quantity here Entry required 

11 Unit of Measure Select the unit of measure Entry required 

12 Line Notes Enter any line notes, if necessary. Enter, if needed 

13 Vendor Select vendor Entry required 

14 RINGI Number Enter RINGI number, if applicable Enter, if needed 

15 Buyer Purchasing buyer Leave blank 

16 Department Id This field serves no purpose and does not need to be touched. Ignore 

17 Commodity Code This field serves no purpose but is required, select 000 Change to 000 

18 Account Select appropriate account code Entry required 

19 Location Select the shipping address Entry required 

20 SMC custom code This field serves no purpose and does not need to be touched. Ignore 

21 Department Select your department ID Entry required 

22 SMC custom code This field serves no purpose and does not need to be touched. Ignore 

23 Destination This field serves no purpose and does not need to be touched. Ignore 

 

 

Field Explanation Action 

Material Unit cost of the item Entry required 

Freight Freight is not added at the line level Ignore 

Duty Duty is not added at the line level Ignore 

Brokerage Brokerage is not added at the line level Ignore 

Insurance Insurance is not added at the line level Ignore 

Local Freight Local Freight is not added at the line level Ignore 



Purchase Order Requisitions: Submit for Approval 

 

 

• When you are finished adding lines 

o Close the line level form. 

o Go back to the header form. 

o The Requisition Cost should reflect the sum of the extended cost of all the lines. 

• To submit this purchase requisition 

o Click on the “Start Approval Process” check box 

o Then click on the Save icon. 

  



Purchase Order Requisitions: Vendor Search 

 

• The vendor drop down will only show the first 200 records in numerical order. 

• If you know the vendor number, you can enter it 

• If you want to search for the vendor, here is how: 

o Right click on the Vendor field 

o Click on “Find…” 

  



 

• This form allows you to find a vendor using a certain criteria 

o Use the name field and the “like” option 

o Type in full or portion of the vendor name and add “*” at the end 

o “*” will show all vendors matching that criteria 

� For example if you type “O*” it will show all vendors starting with the letter O 

o After you type your criteria, click on “Refresh” to get your search results. 

o Find the desired vendor and click it. 

o Do not select the vendor number starting with “R”. Every vendor has an “R” vendor which is used by 

accounting for remitting payments. 

o Then click “OK” 

o When you get back to your requisition, the vendor will be populated. 

 

 

  



Purchase Order Requisitions: Account Search 

 

• When you click on the Account field, you will see a lot of account codes that do not apply and it only shows 

you the first 200 records. To search for your desired account, please try the following. 

• In the account field, you can type in part of the account followed by * and hit the drop down box. 

o 62* will show you everything starting with 62. 

o 627* will show you everything starting with 627. 

 


