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On -line  requisition ( e-Req)  

 

 

 
 

e-Req  is a fast and easy way to enter your encumbrance requests (Requisitions) directly 

into the SBI accounting system instead of filling out paper forms.   

 

The e-Req  consists of two parts: 

1. the Header Screen 

2. the Detail Screen 

These two screens will be described in more detail later on. 

 

 
 

Users and Work-Flow Processing 

There are three roles assigned to e-Req   users: 

1. Creator:  This person can create Requisitions and submit them for approval to a 

designated approver or approvers.  Until a Requisition has a status of 

ñPARTIALLY APPROVEDò or ñAPPROVEDò, the creator has the ability to 

modify or delete the Requisition. 

2. Approver:  This person receives electronic notification when a Requisition has 

been created and is ready for approval.  The approver can either electronically 

ñapproveò the Requisition and send it to the next step in the workflow process, or 

they can ñrejectò the Requisition.  When an approver approves a Requisition, their 

initials will appear in the Approved By box on the Requisition header screen, and 

the date the Requisition was approved will appear in the Approved box.  If an 

approver rejects a Requisition, a check mark will appear in the Rejected box at the 

bottom of the header screen. 

3. Releaser:  This person is a SBI Accounting Office employee who reviews 

approved Requisitions and ñreleasesò them into Purchase Orders. 

 

 

 

 

 

Getting Started: How to Enter a Requisition (e-Req )   

 

¶ Log on to the SBI Website (subboard.com) 

¶ Click the ñAccountingò tab. 

¶ Click on ñKVSò 

¶ Click on ñConnectò to connect to the Remote Terminal. 

¶ Log onto the Remote Terminal with your UBIT Name and Password. 

¶ At the KVS Login Screen, Log in with your UBIT Name and Password. 
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¶ After logging into KVS, select the Purchasing option from the Main Screen. 

 

 
 

 

¶ At the Purchasing Main Screen, click on ñRequisitionò: 

 

 

Under the 

Actions tab, 

click on the 

word: 

Requisition 
 

To exit the 

Purchasing 

Main Screen, 

click on the 

Red X (Close). 

This will take 

you to the 

KVS Main 

Screen. 
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Click on Requisition under the Actions tab; you will now be in Requisition Entry Mode. 

 

The Header Screen 

As mentioned previously, the Requisition consists of two parts, or screens.  The first 

screen is the Header Screen.  On the Header Screen, there are just five entries that are 

required: 

1. Vendor Code 

2. Vendor Address 

3. Requisition Amount 

4. Description 

5. Ship To Code 

These field names are highlighted in red, and indicated by white entry boxes. 

 

 

 

 
 

 

¶ Vendor (code) and Address:  Since inputting this information requires the most 

explanation, it will be addressed last. 

¶ Req Amount:  Enter the total amount of the purchase for this Requisition.  If you 

are not sure of the exact total amount, you should use an estimate that closely 

approximates the total amount of the purchase. 

Enter a complete 

description of the 

purchase you wish 

to make.  (Hint:   

you can open up 

the Text Editor 

box for easier 

entry.) 

Enter the 

total amount 

of the 

purchase 

you wish to 

make.  

(Hint:   If 

you donôt 

know the 

exact 

amount, use 

an estimate) 

Use this box to let us 

know what you want 

us to do with the 

check.  You have 

TWO choices: 

M   to mail the check 

(this is the default)  

OR 

PU  to hold the 

check for pick up 

Do not use any            

other codes in   this 

box! 

Your UBIT name will 

automatically appear in the 

ñOrdered Byò box and the 

ñEntered Byò box. 

1,2   3 

4 

5 

If you know the 

Vendor Code you 

wish to use, enter it 

here.  (Hint:   If you 

donôt know the 

Vendor Code, click 

on the 

Pull-down Arrow  
to see a list of 

existing vendors). 
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¶ Description:  Enter a concise but complete description of the purchase.  For ease 

of entry, click on the scroll icon to open up a text editor box that will allow you to 

see the entire description as you type it in.  There is certain information that you 

should include in your description, if applicable:   

 

If this is a reimbursement to an individual, please include this information in 

your description; 

 

If this is an advance, please include this information in your description; 

 

Also try to provide such information as ñwhatò, ñwhenò, ñwhereò and ñwhyò, 

if applicable.  Here is an example: 

 

 
 

 

You also will be able to enter additional description information later in the 

Detail Screen. 
 

¶ Ship To:  This field is required so that the SBI Accounting Office can properly 

route the payment according to your wishes.  You have only two choices: 

 

M  to ñMail check to vendor addressò (default value). The Accounting Office 

will  mail the check to the vendor address;  OR 

 

Using the 

 Text Editor 

box makes 

entering your 

description 

easier.  

Include information such as: 

         WHERE 

       WHAT  

  WHY  

            WHEN 

and whether this is a reimbursement or an advance, if applicable. 

Click on the 

 OK button   
to send the 

description to the 

Header screen. 



5 

 

PU  to ñHold check for pick-upò.  Type PU in this box if you wish to pick up 

the check. 

 

M  is the default value for this field, and an M  will automatically appear in this 

box.  If you wish to pick up the check, you can change the M to PU.   

IMPORTANT:  DO NOT ENTER ANYTHING IN THE ñSHIP TOò  BOX 

OTHER THAN ñMò OR ñPUò.  Do not use the pull-down box.  The pull-down 

box contains information that does not apply to Requisition ñShip Toò 

information.  If you enter anything other than ñMò or ñPUò, we will 

automatically mail the check to the vendor address, or your  Requisition may 

be rejected.  Please be careful! 

 

In addition, please remember that if you are requesting payment in advance, the 

check must be picked up in person. 

 

Entering Vendor (Payee) Information on the Header Screen 

1. If you know the Vendor Code for the vendor you are paying, enter it in the 

white Vendor box (for example, ñ164ò for Wegmans).  When you enter a valid 

Vendor Code, the name of the vendor will appear in the gray box next to the 

Vendor Code, and the vendorôs primary address will appear in the gray boxes 

below the vendorôs name. 

   
If no address appears in the address boxes, or if the default address looks wrong, 

or if the white address box stays white (does not turn gray), this means the vendor 

could have more than one address, requiring you to choose from multiple 

addresses for this vendor.  Click on the pull-down arrow next to the Address field 

for a display of available addresses for this vendor.  Here is an example of a 

vendor with only one address: 

 

 
 

This vendor 

has only one 

address 

because the 

Address box 

is grayed out. 

If you know 

the Vendor 

Code enter it 

here.  The 

vendor name 

and address 

will appear 

here: 
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Here is an example of a vendor with more than one address: 

 

 
  

 

When you click on the Address pull-down arrow, a box will open displaying each 

address for this vendor. 

 

 

Click on the 

pull -down 

arrow  to display 

the addresses for 

this vendor 

Use the Down 

arrow  on your 

keyboard to select 

the correct vendor 

address for this 

purchase, and 

double click your 

mouse to send the 

address to the 

Header Screen 

You can close this box by clicking 

on the 

 Open Door icon 

to return to the 

 Requisition Header Screen 

This vendor has 

more than one 

address because 

the Address box 

is enabled 

(white). 
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2. If you do not know the vendor code for the vendor you are paying, you can 

search the file of existing vendors to find the correct vendor number for this 

purchase by clicking on the Vendor pull-down arrow. 

 

 
 

Here is the display box for the vendor file: 

 

 

Clicking on 

the pull -down 

arrow  will 

open up a box 

where a list of 

existing 

vendors will 

be displayed. 

 

The vendor list is 

organized 

alphabetically by 

vendor name. 

Use the 

Page Down key 
on your keyboard 

to scroll through 

the list of vendors 

until you find the 

one you want.   

(Hint : You can 

change the 

alphabetic sort 

from ascending 

order to 

descending order 
by right-clicking 

on any line under 

the Name column. 

After you have selected the 

correct vendor for this 

purchase, double click on the 

vendor name to send it to the 

Header Screen. 

You can close this box by 

clicking on the Open Door icon 

to return to the Header Screen. 
 

 (Hint : A vendor 

that has more 

than one address 

will have the 

Address # box 

enabled.  By 

clicking on the 

pull -down 

arrow , you can 

select the correct 

address to send 

the vendor and 

the desired 

address to the 

Header Screen.     


