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Enter the PeopleSoft item number in the Item ID field and click the yellow Search button.
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When it returns the item, click on the blue Item Description link and it will bring up the following screen:
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Then click on the yellow Add button for the appropriate vendor and it will pull the item into your requisition.  Navigate to the Review and Submit screen.
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Where you can click on the Quantity box to make any adjustments to the quantity and continue processing.
