
Colleague Learning Guide 

 
 

Purchase Requisitions: 
 

 PO    - Purchase Orders 
 BPO - Blanket Purchase Orders 
 RTA - Request for Travel 
 Authorizations 

 
 
 
 
 
 

CENTRAL 
TEXAS 

COLLEGE 
 

 
 

Education for the Individual 



Central Texas College 
Colleague Learning Guide 

Purchase Requisitions    Revised 08/10/2010 

 
 
 

Purchase Requisitions: 
 

 PO    - Purchase Orders 
 BPO - Blanket Purchase Orders 
 RTA - Request for Travel 
 Authorizations 

 
 
 
 
 

Prepared by: 
Purchasing Department 

 

 
 

Education for the Individual 
 
 

Central Texas College and its Operating Units, Divisions, and Sponsored Activities prohibit discrimination 
based on race, color, religion, gender, national origin, age, disability or veteran status. 



Central Texas College 
Training Manual 

Request for Purchase Order 
 

Revised 2010  1 of 16 

Select Form 

  
 
Ensure the vendor is in the Colleague:  

 Type VENI in the Search box  
 In the Vendor’s Look Up box enter the vendor’s name 
 Locate and select the vendor.  
 If you’re unable to locate the vendor, contact the Purchasing department for 

assistance. 
 

If the vendor is not in Colleague, you will not be able to continue. Send an email to the 
Purchasing department requesting to have the vendor(s) added.  Your email must include 
the vendor’s name, address, telephone number, fax number, and/or email address.  The 
Purchasing department will contact the vendor to obtain a W9 form.  After receiving the 
W9 form, the vendor will be added, and you will be notified via email. 

I. Navigation and Application 
 

A. Click on the Navigation tab. Click the Application arrow and select CF.   
 

 
 
 

B. Click Purchasing – PU, Requisition - REQ, and then double click 
Requisition Maintenance - REQM  

OR 
Type REQM in the Search box. 
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II. Requisition LookUp or Add Screen 
 

A. In the Requisition LookUp or (A)dd prompt, enter A to add a new requisition, 
and click Submit. 

 
 

B. Click Submit to ensure a requisition number is automatically assigned. If “N” 
is selected a requisition number will not be assigned.  

 

 
 

C. Click on OK when the next Alert prompt appears. 
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Note:  During the beginning of each new fiscal year, a fourth Alert prompt 
will appear.  The message will notify that the date will fall in the 
future fiscal year, you must click Y.  

 
 The REQM form will appear next. 
 
 
 
 
 
 

III. Requisition Maintenance (REQM) Form 
 

 

 
 

1. Requisition Date: The current date will default in the field. 
 

2. Initiator: Enter the initiator name (the following screen will require you to select 
your name) or your Employee ID number.  
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a) If the initiator’s ID number is used the initiator’s name will 
automatically populate. 
 

b) If the Initiator’s name is used you will be forwarded to the Selection 
screen, select initiator’s name and click Open. 

 

 

 
 

 
3. Desired Date: Enter today’s date.  

 
4. Vendor ID: Enter the vendor number or the vendor name and press enter.   

   
a) If the Vendor ID number is used, the address will automatically populate. 

 
b) If the Vendor’s name is used, you will be forwarded to the Selection  

Screen.  Select the correct vendor and click Open.  
 

 
 

c) Clicking Open will return you to the REQM form.  
 
If the address that populates is not the correct address, click the Address 
Drill Down key on the REQM Form. You will then be forwarded to the 
Selection Screen   
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On the Address Resolution screen select the correct address, and click 
the Check key. 
 

 

 
 

You will auotmatically be returned to the REQM form. 
 

5.  AP Type: The AP Type is the fourth and fifth number within the GL Account No. 
i.e. 19-11801-12345-54102.  The AP Type for the account is 18.  Enter AP18 in 
the AP Type filed.  This is a required field and each r4equisition can have only 
one AP Type.  If multiple AP Types are needed for the same vendor, multiple 
requisitions must be entered. 
 

6. Click on the Line items Drill Down key . 

Click the 
Drill Down 
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IV. Requisiton Item List (RQIL) Screen 
 

The Drill Down will automatically forward you to the RQIL screen. 
Click the Drill Down key in line number one.  
The screen will automatically move forward to the RQIM form.  
 

 

V. Requisition Item Maintenance (RQIM) Form 
 

This form is used to enter the specific item(s) information i.e. item, price, 
quantity, account, and percentage. 

 

 

a

b

c
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a)  Click the Drill Down box in the Description field.  
 
 The Requisiton Item Mainenance RQIM (Item Descriptions) form will apear.  
 

 
 
Enter the description of the item i.e. name of item, model/serial number, color, size, etc. 
Save & Update.   
 
You will be returned to the RQIM form. 

 
b)  EST Price field – enter cost of specified item 
 
c)  Quantity field – enter appropriate quantity 
 
d)   GL Account Number – enter GL Account number 
 
e) Percentage field – enter percentage 

 
f) Save & Update 
 
g) You will be returned to a blank RQIM form 
 
h) Repeat the process of steps A-G changing the description information, 

quantity, account number, and percentage as needed.  
 

d 
e
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After all items have been entered click Cancel on the blank RQIM form.  
On the Alert box click Cancel.  

 

 
 

i) Colleague will return to the RQIL screen – item list.  Note all items entered 
will be listed on the screen.  Items can still be added if necessary by clicking 
the next blank line number Drill Down key.   
Save & Update. 
 
. 

 
 
Saving from the RQIL screen will return you to the REQM form.  
 

VI. Requisition Maintenance (REQM) Form 
 

7. Printed Comments:  Click the Search Key and enter the department, phone 
extension, building, and room number,  Ex. Purchasing/1203/139/128  

A. Fax: If the vendor requests the purchase order to be fax, enter the 
word FAX and provide fax number, Ex. FAX 800-123-4567. 
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B. Issue Check: should only be used for Prepayments, such as 
reimbursements, registration fees, hotel, subscriptions, and/or 
contracts. Note: the purchase order will not be sent to the vendor, 
but instead to Accounts Payable only for payment to be issued. If 
there are any supporting documents, please forward them to 
Accounts Payable with requisition and/or purchase order number.  

 
C. Great Western Dining Services: In addition to department, phone 

extension, building and room number the below must also be 
included: 

1. Control No.  
2. Date 
3. Time 
4. Event Location  
5. Point of Contact 

 
D. Save & Update 

All other purchase orders will be automatically mailed to the 
vendor(s), and Accounts Payable will remit payment after item(s) 
and invoice has been received and PO has been accepted.  
 

8. Comments: Provide additional justification to support request.  If no additional 
justification is necessary type None and press the Enter key. 
 

9. Requisition done: Change the N to Y for yes. Save & Update.  
 
 

10. Write down the requisition number and Click OK.  
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Print or Email Requisition Register: 
 

Click on the Navigation tab. Click the Purchasing – PU, Requisition - REQ, 
and then double click Requisition Register - RREG  

OR 
Type RREG in the Search box. 
 

 

a

b
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A. Reports Dates: Enter the date, which the requisition(s) was entered.  
 

B. Requisition No: In both the Begin and End field, enter the requisition 
number(s).  Save & Update. 
 
You will be forwarded to the Sort/Break Definition screen. 
  
 
 
 

 

 
Save & Update 
 
On the following screen you can choose to print or email a copy of the register 
 
Printing:  
Click the arrow in the Output Device field, select H, and Save & Update. 
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You will be forwarded to the Job Description screen  
 

 
  
Save & Update 
  
You have been forwarded to the Requisition Register screen   
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Click Finish 
 
 
On the below screen   click the first printer icon. 
 

 
 
Click OK when the User Message appears.   
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The below screen will appear next.  
 

 
Select the following: default printer, font Courier New 8, orientation  
Landscape and click OK 
 
Email: 
Click the arrow in the Output Device field, select E, and Save & Update. 
 
 

 
 
You will be forwarded to the Modify Mail Recipients (MMRP) form.   
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Email Subject field: Enter subject information 
 
Email Recipient field: Enter receiver’s email address  
 
Save & Update 
 
Save & Update on the Requisition Register (RREG) form   

 
 
 
 
Save & Update on the following screen 
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The following screen indicates how many requisitions have been processed.  

 
 
Click Finish – email has been sent.  
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Select Form 

  
 
Ensure the vendor is in the Colleague:  

 Type VENI in the Search box  
 In the Vendor’s Look Up box enter the vendor’s name 
 Locate and select the vendor.  
 If you’re unable to locate the vendor, contact the Purchase department for 

assistance.  
 

If the vendor is not in Colleague, you will not be able to continue. Send an email to the 
Purchasing department requesting to have the vendor(s) added.  Your email must include 
the vendor’s name, address, telephone number, fax number, and/or email address.  The 
Purchasing department will contact the vendor to obtain a W9 form.  After receiving the 
W9 form, the vendor will be added, and you will be notified via email. 

I. Navigation and Application 
 

A. Click on the Navigation tab. Click the Application arrow and select CF. 
 

 
 

B. Click Purchasing – PU, Requisition – REQ, and then double click 
Requisition Maintenance - REQM  

OR 
Type REQM in the Search box. 



Central Texas College 
Training Manual 

Request for Blanket Purchase Orders 

Revised 2010  2 of 15 

 
 

II. Requisition LookUp or Add Screen 
 

A. In the Requisition LookUp or (A)dd prompt, enter A to add a new requisition, 
and click Submit. 

 
 
 

B. Click Submit to ensure a requisition number is automatically be assigned. If 
“N” is selected a requisition number will not be assigned.  

 

 
 

C. Click on OK when the next Alert prompt appears. 
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Note: During the beginning of each new fiscal year, a fourth Alert prompt will 
appear.  The message will notify that the date will fall in the future fiscal 
year, you must click Y.   

 
 The REQM form will appear next. 

 
 
 
 

III. Requisition Maintenance (REQM) Form 
   

 

1

2 

3

4 
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1. Requisition Date: The current date will default in the field. 

 
2. Initiator: Enter your Employee ID number or the initiator name and press enter. 

a) If the initiator’s ID number is used initiator’s name will automatically populate. 
 

b) If the initiator’s name is used you will be forwarded to the Selection screen, 
select initiator’s name and click Open.  

 

 
3. Desired Date: Enter today’s date. 

 
4. Vendor ID: Enter the vendor number or the vendor name and press enter.   

a) If the Vendor ID number is used, the address will automatically populate. 
 

b) If the Vendor’s name is used, you will be forwarded to the Selection Screen. 
Select the correct vendor and click Open.  

 

 
 

Clicking Open will return you to the REQM form. 

5
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If the address that populates is not the correct address, click the Address Drill 
Down key on the REQM form.   
You will be forwarded to the Address Resolution screen. 
 

  
 
 
 
 
 
 
On the Address Resolution screen select the correct address, and click the 
Check key.  
 

 

 

Click the 
Drill Down 
key 
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 You will automatically be returned to the REQM form.  
   

5. AP Type: The AP Type is the fourth and fifth number within the GL Account No. 
example 19-11801-12345-54102. The AP Type for this account is 18. AP 18 
would be entered in the AP Type field. This is a required field and each 
requisition can have only one AP Type.  If multiple AP Types are needed for the 
same vendor, multiple requisitions must be entered.   
 

6. Click on the Line items Drill Down key  

IV. Requisiton Item List (RQIL) Screen 
 
The Drill Down will automatically forward you to the RQIL screen. 
Click the Drill Down key in line number one.  
The screen will automatically move forward to the RQIM form. 
  

 

V. Requisition Item Maintenance (RQIM) Form 
 

This form is used to enter the specific item(s) information i.e. item, price, 
quantity, account, and percentage. 
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a)  Click the Drill Down box in the Description field.  
 The Requisition Item Maintenance RQIM (Item Description) form will appear.  
 

 
 

Enter the description of the item i.e. BPO Fiscal Year (YYYY/YYYY) for Office 
Supplies. Save & Update.  

 

a

b

c

d 
e
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b) EST Price field – enter cost of specified item 
 

c)  Quantity field – enter appropriate quantity 
 

d) GL Account Number – enter GL Account number 
 

e) Percentage – field enter percentage 
 

f) Save & Update 
 

g) You will be returned to a blank RQIM form 
 

h) Click the Cancel tab on the blank RQIM form. 
 
On the Alert box click Cancel  
 

 
 

Colleague will return to the RQIL screen  
Save & Update.  
Saving from the RQIL screen will return you to the REQM form.  

VI. Requisition Maintenance (REQM) Form 
 

7. Printed Comments:  Click the Search Key and enter the department, phone 
extension, building, and room number,  Ex. Purchasing/1203/139/128 
 

8. Comments: Provide additional justification to support request.  If no additional 
justification is necessary type None.   
 

9. Requisition done: Change the N to Y for yes. Save & Update.  
 

10. Write down the requisition number and Click OK.  
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Print or Email Requisition Register: 
 

Click on the Navigation tab. Click the Purchasing – PU, Requisition - REQ, 
and then double click Requisition Register - RREG  

OR 
Type RREG in the Search box. 
 

 

 
 

A. Reports Dates: Enter the date, which the requisition(s) was entered.  
 

B. Requisition No: In both the Begin and End field, enter the requisition 
number(s).  Save & Update. 
 
You will be forwarded to the Sort/Break Definition screen. 
  
 
 
 

a

b
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Save & Update 
 
On the following screen you can choose to print or email a copy of the register 
 
Printing:  
Click the arrow in the Output Device field, select H, and Save & Update. 
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You will be forwarded to the Job Description screen  
 

 
  
Save & Update 
  
You have been forwarded to the Requisition Register screen   
 

 
 
Click Finish 
 
 
On the below screen   click the first printer icon. 
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Click OK when the User Message appears.   
 

 
The below screen will appear next.  
 

 
Select the following: default printer, font Courier New 8, orientation  
Landscape and click OK 
 
Email: 
Click the arrow in the Output Device field, select E, and Save & Update. 
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You will be forwarded to the Modify Mail Recipients (MMRP) form.   
 

 
 
Email Subject field: Enter subject information 
 
Email Recipient field: Enter receiver’s email address  
 
Save & Update 
 
Save & Update on the Requisition Register (RREG) form   
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Save & Update on the following screen 
 

 
 
The following screen indicates how many requisitions have been processed.  
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Click Finish – email has been sent.  
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You must have the following information before proceeding: 
    

 Name of person traveling 
 Date(s) of travel 
 Destination 
 Purpose of travel 
 Mode of transportation 
 Availability of CTC vehicle 
                (contact Facilities Management x1366) 

 Personal car mileage 
                (contact Budget x 1310)   

 Vendor numbers for all vendors 
            (contact Purchasing x 1203) 

 Extended or circuitous travel, if  
            applicable 
 Registration information 
 Taxi/Rental Car 
 Hotel 
 Meals & Incidental Expenses 
                 (contact Budget x 1310)    

 Other expenses 
 
  

Form box must be selected. 

 

I. Navigation and Application 
 

A. Click on the Navigation tab. Click the Application drop down box and select 
CF.  

 

 
 

B. Click Purchasing – PU, then click Requisitions - REQ, and then double 
click Requisition Maintenance - REQM  

OR 
 Type REQM in the Search box. 
 

 
 



Central Texas College 
Training Manual 

Request for Travel Authorization Requisition 

Revised 2010  2 of 16 

 

II. Requisition LookUp or Add Screen  
 

1. In the Requisition LookUp or (A)dd prompt, enter A to add a new requisition, 
and click Submit. 

 
 
 

2. Click Submit to ensure a requisition number is automatically assigned. If “N” 
is selected a requisition number will not be assigned.  

 

 
 

 
3. Click on OK when the next Alert prompt appears. 

 
 
 
Note:  During the beginning of each new fiscal year (September 1, YYYY), a 

fourth Alert prompt may appear.  The message will say that the date 
will fall in the future fiscal year.  You must click Y for yes. 

 
  The REQM form will appear next.  
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III. Requisition Maintenance (REQM) Form:  
 

 

 
 
 

1. Requisition Date: The current date will default in the field. 
 

2. Initiator: Enter your Employee ID number or the initiator name and press enter. 
(a) If the initiator’s ID number is used the address will automatically 

populate. 
(b) If the Initiator’s name is used you will be forwarded to the Selection 

screen, select initiator’s name and click Open. 

4 
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3. Desired Date: Enter today’s date.  
 

4. Vendor ID: Enter the traveler’s vendor ID number or the name of the traveler and 
press enter.  

(a) If you type in the Vendor’s ID number, the address will automatically 
populate.  

 
(b) If the traveler’s name is used, you will be forwarded to a Selection 

Screen, select the name of the traveler and click Open.  
 

 
 

(c) Clicking Open will return you to the REQM form. 
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5. AP Type: The AP Type is the fourth and fifth number within the GL Account No. 
(example 19-11801-12345-54102).  The AP Type for this account is 18.  Enter  
AP18 in the AP Type field.  This is a required field and each requisition can have 
only one AP Type.  If multiple AP Types are needed for the same vendor, 
multiple requisitions must be entered. 
 

6. Click on the Line Items Drill Down Key . 
 

IV. Requisition Item List (RQIL Screen): 
 
The Drill Down will automatically forward you to the RQIL screen. 
Click the Drill Down key in line number one. The screen will automatically 
move forward to the RQIM form.  

 
 

 
  

 

V. Requisition Item Maintenance (RQIM) Form: 
 

This form is used to enter the specific information in regards to the travel, i.e. 
name of traveler, airfare, hotel, taxi/rental car, mileage, meals and incidental, etc.. 
(See Example Sheet page 8.)   
The Example Sheet provides details concerning how the data must be entered.  
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a) Click the Drill Down box in the Description field.  
 

The Requisition Item Maintenance RQIM (Item Descriptions) form will 
appear.  
 

 
 
Enter the following information:  
Name of traveler, dates of travel, purpose of trip, destination, point-of-contact 
in traveler’s absences, availability of CTC vehicle, and extended or circuitous 
travel if applicable. Save & Update  
 
You will be returned to the RQIM form.  

a 

b

c 

d 
e
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b) EST Price field – enter cost of specified item 

 
c) Quantity field – enter appropriate quantity 
 
d) GL Account no. field – enter GL Account number  
 
e) Percentage field – enter percentage  
 
f) Save & Update 
 
g) You will be returned to a blank RQIM form.   
 
h) Repeat the process of steps A – G changing the description information as 

needed i.e. airfare, registration, hotel etc.  
 
Note: See Example Sheet of how data must be entered into Colleague.  
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Example Sheet 

 
 Traveler’s Information:  

John Doe will be attending the Annual ABC Annual Conference in Memphis, TN 
on July 15-16, 2010. Bob Smith will be the POC in his absences. 
 

 Airline tickets: vendor is Bank of America V 5386 Add 4  
Example: Airline V5386 Add 4 (BOA) 
for John Doe 
 

 Rental car: EAN Holdings LLC V1044902 
Example: Prepayment Car Rental V 1044902 (EAN Holdings LLC) 
for John Doe 
 

 Personal Own Vehicle: Mileage is used when the traveler is providing his/her own 
vehicle (CTC vehicle is not available or trip is more than 2 days) 

Example: POV Round trip from Killeen to Austin and back. The amount is the 
number of miles times the current mileage reimbursement rate.   
 

 CTC Vehicle: Example – Gas CTC Vehicle #711 
 

 Hotel:  
Prepay Example: Prepay Hotel – Ramada Inn 1771 
   for John Doe 
   Issue Check  

call X 1234 (extension is used only when the traveler wants to pick 
up check) 
 

      Reimbursement: Hotel – cost per night times number of nights 
 
 Registration:   

Prepay Example: Prepay Registration NACUBO V 958 
                        for John Doe 

   Issue Check  
call X 1234 (extension is used only when the traveler needs to pick 
up check) 
 

 Reimbursement: Registration – cost  
 

 M&IE:   
 

 Other Expenses: Parking, taxi, copies, faxes, etc.  
 

 



Central Texas College 
Training Manual 

Request for Travel Authorization Requisition 

Revised 2010  9 of 16 

 
4. After all items have been entered, click Cancel on the blank RQIM screen. 

  
5. On the Alert box click Cancel. 

 
 
6. Colleague will return to the RQIL screen – item list. Note all items entered 

will be listed on the screen.  Items can still be added if necessary by clicking 
the next blank line number Drill Down key. Save & Update  

 

 
 
 Saving from the RQIL Screen will return you to the REQM screen.  

VI. Requisition Item Maintenance (REQM) Form: 
 

7. Printed Comments: Click Drill Down Key and enter the department, phone 
extension, building, and room number,  Ex. Purchasing/1203/139/128  

Issue Check: Should only be used for Prepayments, such as 
reimbursements, registration fees, and hotel. Forward all supporting 
documents to Budget and Accounts Payable make sure the requisition 
number is indicated on all documents. Save & Update. 

 
8. Comments: Provide additional justification to support request.  If no 

additional information is necessary type None and press the Enter key.  
 
9. Requisition Done: Change the N to a Y for yes.  Save & Update. 
 
10.  Write down the requisition number and Click OK. 
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Print or Email Requisition Register: 
 

Click on the Navigation tab. Click the Purchasing – PU, Requisition - REQ, 
and then double click Requisition Register - RREG  

OR 
Type RREG in the Search box. 
 

 

 
 

A. Reports Dates: Enter the date, which the requisition(s) was entered.  
 

B. Requisition No: In both the Begin and End field, enter the requisition 
number(s).  Save & Update. 
 
You will be forwarded to the Sort/Break Definition screen. 
  
 
 

a

b
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Save & Update 
 
On the following screen you can choose to print or email a copy of the register 
 
Printing:  
Click the arrow in the Output Device field, select H, and Save & Update. 
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You will be forwarded to the Job Description screen  
 

 
  
Save & Update 
  
You have been forwarded to the Requisition Register screen   
 

 
 
Click Finish 
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On the below screen   click the first printer icon. 
 

 
 
Click OK when the User Message appears.   
 

 
The below screen will appear next.  
 

 
Select the following: default printer, font Courier New 8, orientation  
Landscape and click OK 
 
Email: 
Click the arrow in the Output Device field, select E, and Save & Update. 



Central Texas College 
Training Manual 

Request for Travel Authorization Requisition 

Revised 2010  14 of 16 

 
 

 
 
You will be forwarded to the Modify Mail Recipients (MMRP) form.   
 

 
 
Email Subject field: Enter subject information 
 
Email Recipient field: Enter receiver’s email address  
 
Save & Update 
 
Save & Update on the Requisition Register (RREG) form  
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Save & Update on the following screen 
 

 
 
The following screen indicates how many requisitions have been processed.  
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Click Finish – email has been sent.  
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