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Helpful Tips 
Use all CAPS when working in FSM 

Search the Catalog at top of Requisition Self Service allows you to search everything on contract without placing an order request 

If Search is continuously spinning – close internet tab and log out and back in to stop search 

     Yellow exclamation point indicates a killed storeroom request. 

If you use search catalog in RSS to look for an item and cannot find it. Clear the search information prior to switching to a Special/Service order request 
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Logging Into Infor 

 

• Log into Infor 

• Click Nine dots in upper Left corner 

• Click Infor Financial & Supply Management 
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Order Requests 

Order Request from Search Catalog (contract items) 

 

• Log into FSM 

• Select Requester Role 

  

• Select Requisition Self Service (RSS) 



7 
 

 

Click the Profile button 

• Located in the upper right of page 

 

• Enter or Select Requesting Location 

• Deliver From Location will fill as Dock 

• Enter Deliver to Information if special 
instructions are needed 

 
 
NOTE: if you have an urgent supply need enter 
tomorrow’s date and a #1 in the Priority space 
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Click Create Request 

• Located on the bottom of the page 
          

 

Click Add to Request 

• Located in the upper right of page      
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• Click the Search the Catalog tab 

• Options to search the product 
     Item – use an FSM product number 
     Item Description 3 – full word description 
     Manufacturer Number – product number  
          from case/packaging 

• Click Search 
 

 

• Enter quantity needed  
     (pay attention to the unit of measure) 

• Click the ‘+’ to right of product line 
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When requisition is complete  

• Click Submit Request 
     Located at the bottom right of page       

 

Click Yes 
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Budget Edits in progress appears 

• Click Return to Request Detail         

 

Return to Dashboard 

• Click the back arrow in top left corner of page 
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Order Request from a Favorites List             

Favorite lists created by requesters will default to ordering direct from vendors. 

 

• Log into FSM 

• Select Requester Role 

  

• Select Requisition Self Service (RSS) 
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• Click the Profile button 
     Located in the upper right of page 

 

• Enter or Select Requesting Location 

• Deliver From Location will fill as Dock 

• Enter Deliver to Information if special 
instructions are needed 

 
 
 
NOTE: if you have an urgent supply need enter 
tomorrow’s date and a #1 in the Priority space 
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• Click Create Request 
     Located on the bottom of the page 

          

 

• Click Add to Request 
     Located in the upper right of page      
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Adding Items from your Shopping Cart 

• Select Add from Shopping List tab 

• Select the template from which items will be 
selected 

 
 

 
 

 

• Use the search box to search by description 

• Edit quantity of the item 

• Select Add to Request – plus on right side of line 
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When requisition is complete  

• Click Submit Request 
     Located at the bottom right of page 
                

 

• Click Yes 
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Budget Edits in progress appears 

• Click Return to Request Detail         

 

Return to Dashboard 

• Click the back arrow in top left corner of page 
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Using Punchout for Order Request                

Note: This is available for the following Vendors – Grainger, CDW (IT only), Cardinal (Lab only), Graybar (IT only), Amazon and Staples. 

 

• Log into FSM 

• Select Requester Role 

 

• Select Requisition Self Service (RSS) 
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• Select Profile button 
     Located in the upper right of page 
 

 

• Enter or Select Requesting Location 

• Deliver From Location will fill as Dock 

• Enter Deliver to Information if special 
instructions are needed 

 
 
 
NOTE: if you have an urgent supply need enter 
tomorrow’s date and a #1 in the Priority space 
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• Add Account Number 
     (general ledger account-use dropdown) 
 

 
Note: Commonly used account numbers 
8050000 - services 
7200000 = general supplies 
7600000 = office supplies 

 

• Click Create Request 
     Located on the bottom of page 
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• Click Add to Request 
     Located in the upper right of page 
 

 

• Select ‘Shop Punchout Vendors’ Tab 

• Select Vendor 
 
 
Note:  
You can only order from one Punchout vendor per 
order request and you cannot combine punchout 
items with other non-Punchout request items. 
 
If your vendor Punchout screen is not opening check 
for Pop-Up block on the internet browser address 
line. 
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Grainger Punchout Screens 

 

You will be redirected to vendors website 

• Shop items in search bar 

 

Once complete 

• Click shopping cart 

• Submit Cart 

 

Pop up warning you are leaving the vendor site 

• Click Yes 



23 
 

Staples Punchout Screens  

 

• Enter your zip code 
     Must be the delivery zip code 

 

• Select items 

 

Once complete 

• Click shopping cart 

• Submit cart 
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CDW Punchout Screens  

 

• Select Items 

 

Once complete 

• Click shopping cart 

• Click checkout 
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Graybar Punchout Screens  

 

• Select Items 

 

Once complete 

• Click shopping cart 

• Click return to requisition 
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Cardinal Lab Punchout Screens  

 

• Select Items 

 

Once complete 

• Click shopping cart 

• Click ‘Place Punchout Requisition’  
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Amazon Punchout Screens 

 

• Select Items 

 

Once complete 

• Click ‘Proceed to checkout’ 
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• Click Use this address 
 
 
NOTE: The address is corporate and this will override 
with your purchase order request address once linked 
back to FSM. 

 

• Click Use this payment method 

 

• Click Submit order for approval 
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Completing Requisition in RSS  

 

• Click Submit  

 

• Click Yes 
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Budget Edit in Progress appears 

• Click Return to Request Detail 

 

Return to Dashboard 

• Click the back arrow in top left corner of page 
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Onsite Storeroom Stock Item Request             

 

• Log into FSM 

• Select Requester Role 

 

• Select Requisition Self Service (RSS) 
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Click Profile  

• Located on the upper right of page 
 

v 

• Enter or Select Requesting Location 

• Deliver From Location will fill as Dock 

• Enter Deliver to Information if special instructions 
are needed 
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• Add Account Number 
     (general ledger account-use dropdown) 
 

 
Note: Commonly used account numbers 
8050000 - services 
7200000 = general supplies 

• 7600000 = office supplies 

 

• Click Create Request 
     Located on the bottom left of page 
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• Click Add to Request  
     Located in the upper right of page 

 

• Add from Shopping Lists 

• Select the List for your local Storeroom 
 
 
 
NOTE: Anyone with an onsite storeroom will have visibility 
to all storeroom templates. Select your local storeroom for 
requesting supplies.  
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• Search the list by part number or description  

• Edit quantity on the item 

• Select the Add to Request 
                          plus sign on right side of line 
 
 
NOTE: Quantity in available column shows maximum 
amount you can request 

 

When requisition is complete - Click Submit 

• Located on the bottom right of page 
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Request confirmation window appears 

• Click Yes 

 

Budget Edits in progress appears 

• Click Return to Request Detail         
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Return to Dashboard  

• Click the back arrow in top left corner of page 
 

Look up Request Status – allow 24 to 48 hours for delivery from storeroom  

 

From Requisition Self Service 

• Click on the Request you are needing status 
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• Click into ‘View requisition line details’ for each 
item you want status 

 

A new Internet window will display line details 
1. Amount Requested 
2. Amount Storeroom canceled 
3. Amount Shipped 
4. Amount Delivered 
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Special (Rogue) Item Order Requests            

Use this request method as a last resort if you cannot find your item in a storeroom or in a catalog. 

 

• Log into FSM 

• Select Requester Role 
 

 

• Select Requisition Self Service (RSS) 
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• Select Profile Button  
     Located on the upper right of page 
 

 

• Enter or Select Requesting Location 

• Deliver From Location will fill as Dock 
• Enter Deliver to information if special 

instructions are needed 

• Enter Account 
     (this is the general ledger account) 

 
Note: Commonly used account numbers 
8050000 - services 
7200000 = general supplies 
7600000 = office supplies 
 
 
Note: 
For urgent overnight deliveries add a ‘Requested 
Delivery Date’ of the next day and mark Priority as ‘1’ 
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• Click Create Request 
     Located on the bottom of page 

 

 

Click Add to Request 

• Located on the upper right of page 
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• Click on Add a Special / Service Item 

• Enter Item Description 
  Check for pop up for an existing number-review 

• Enter Item Number  
     (32 character max) 

• Enter Vendor Item Number (if different) 

• Enter Quantity 

• Enter UOM 

• Enter Cost – accurate cost is required 

• Look Up vendor and select 

• Select vendor purchase from  
 Only needed if one appears in dropdown list 
 
 
 

 

Click Add to Request 

• Located on the bottom or top of page 
 
 
NOTE: 
If you have a quote for the special order you must 
attach to the request. 
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When requisition is complete - Click Submit Request 

• Located on the bottom right of page 
 

 

Request confirmation window displays 

• Click Yes 
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Budget Edits in progress appears 

• Click Return to Request Detail         
 

 

Return to Dashboard  

• Click the back arrow in top left corner of page 
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Amount Service Request             
Services that are non-contract or a one time occurrence. 

 

• Log into FSM 

• Select Requester Role 
 

 

• Select Requisition Self Service (RSS) 
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• Select Profile  
                 Located in the upper right of the page 

 

• Enter or Select Requesting Location 

• Deliver From Location will fill as Dock 

• Add Requested Delivery Date 
     (end date of the service) 

• Enter vendor 

• Enter buyer 
     Always select buyer – ‘35903-Mcgrath, Carolyn’ 

• Enter Account or select the general ledger 
account  

 
Note: Use account number- 8050000 = services 
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• Click Create Request 
     Located on the bottom of page 

 

• Click Add to Request 
      Located in the upper right of page 
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Click Add a Special / Service Item 

• Click Add Amount Service Item  

• Enter Item Description  
     (select NO for found items) 

• Enter Item Number 
     (use quote number) 

• Enter UOM 
     EA-for amount service 

• Enter Cost 
               Total for service duration 

 
Note: You may see a pop up noting FSM found a 
similar item. Click NO on this pop up. 
 
Note: 
If using Quantity Service enter correct UOM from 
dropdown and cost should be per UOM not total 

 

All Service order requests require a quote/statement 
of work 

• Click the folder in ‘File Attachment’ 

• Browse to locate your quote or statement of 
work 

• Attach to request 
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• Click Add to Request button 
     Click on button on bottom left of page 

 

When requisition is complete Click Submit 

• Located on the bottom right of page 
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Request confirmation window appears 

• Click Yes 

 

If Budget Edits in progress appears 

• Click Return to Request Detail         
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Return to Dashboard  

• Click back arrow in top left of page 
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Capital Order Request 
Prior to submitting an order request you must have the following: local finance approval, proper signatures and a project number. All paperwork submitted to 
finance must be attached to order request. Quotes must have 10 days or more left to expiration date. 
 
When needing a change order to a Capital Request – email the buyer directly at capitalbuyers@aspirus.org. Do not submit in FSM 

 

• Log into FSM 

• Select Requester Role 

 

• Select Requisition Self Service (RSS) 
 
 
Note: when requesting a capital purchase with a 
service plan included – 2 order requests are required. 
Split quote into a capital request for equipment and a 
service request. 

mailto:capitalbuyers@aspirus.org
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Select Profile button     

• Located in the upper right side of the page 

 

• Enter or Select Requesting Location 

• Enter Requested Delivery Date 
     Deliverable – enter date needed 
     Service – enter end date of project 

• Enter Deliver to Information – if needed 

• Change Comment Type to  
     ‘Print on Delivery Ticket’ 

• Enter Vendor 

• Enter vendor purchase from  
     (if available in search) 

• Enter Buyer 
     Always select buyer ‘43100 – Gregorich, Christine 

 
Distribution Account use the following: 

• Enter Company from dropdown list 

• Location must be 1000 

• Department must be 1000 

• Account  
                   1330000 – Capital Equipment Holding 

     1340000 – Construction in Progress 
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• Select PO Code = CAP 

• Click Show More 

 

• Select Project number from list 
     (this number is provided by accounting) 

• Click Create request – bottom of screen 
 
 
Note:  
All locations now require project numbers for capital 
purchases.  
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• Click Add to Request button 

 

• Click add a Special / Service Item and then 
enter the following 
     Item Description 
     Item Number – use quote number 
     Vendor Item (if different) 
     Quantity 
     Unit of Measure (UOM) 
     Cost 
      

Note:  
If you receive a found catalog item pop up click NO. 
 
When working with a quote that contains more than 
10 lines please create 1 line for the quote number 
and total dollars of the quote. Do not break it into 
multiple line items. 
 
Attachments will be done at header level. Do not 
attach here. 
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• Click Add to Request button 
     Located on the bottom left of page 

 
 
 

 

All Capital requests must include signed quotes and 
SBARF 

• Click View Request Details 
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• Click Add Header Notes 

 

• Click the Create icon (square with + sign) 
 
Note: 
Add each document as a separate attachment. 
i.e., quote, SBAR, comments to buyer (representative 
information and who to copy on order), etc. 
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• Select the location for your comment or 
attachment 

• Create a title 

• Locate the file 

• Type any comments in box 
     Comment must include the name of  
     vendor representative for order with email 

• Click submit 
 
Note: Attachments that are required include current 
Quote (not expired), SBAR, and Capital Approval 

 

• Close the internet tab 
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When requisition is complete  

• Click Submit Request – located on the 
                bottom right of page  
 

 

Request confirmation window appears 

• Select Yes 
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Budget Edits in progress appears 

•  Click Return to Request Detail         

 

• Click return to Dashboard 
     Click the back arrow in top left corner of page 
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Bill and Replace Request          
This order request is for departments with onsite vendor owned products. i.e., OR, CATH Lab. These requests must be done with FSM numbers not manufacturer 
numbers. 

 

• Log into FSM 

• Select Requester Role 
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• Select Requisition Self Service (RSS) 

 

Select Profile  

• Located in the upper right of page 
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• Enter or Select Requesting Location 

• Deliver From Location will fill as Dock 

• Enter Requested Delivery Date (optional) 

• If Overnight – enter ‘1’ in the Priority field 

• Enter Deliver to information if special 

instructions are needed 

 

 

• Select Bill Code of ‘Bill And Replace’ 
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• Enter Requisition Description 
     As case number 

• Select Bill Code = Bill and Replace 
 

 

Click Create Request  

• Located on the bottom of page 
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• Click Add Patient Procedure Info 
    On bottom of page 

 

• Enter Case Id 

• Enter Procedure Date 

• Enter Practitioner 

• Under Sales Representative add email if 
specific for this request 

• Click Save button 
 
 
Note: 
Do not add patient specific information. 
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• Click add to Request button+ 
     Located in the upper right of page 
 

 

Add item from Search Catalog 

• Search item in search box 

• UOM must be each. Change if needed 

• Edit quantity of the item 

• Click the Add to Request  
           Plus sign on line 
 

 
Note: 
Add all items for 1 procedure and 1 vendor to the 
same request.  
 
Pricing will update to each when you add item to the 
cart. 
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• Click View Request Details 

 

• Click on Patient Procedure Info 
    looks like person to right of line item 

 
 
Note:  
This must be done for each line. 
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• Enter Lot Number 

• Enter Serial Number 

• Click Save 

 

When requisition is complete 

• Click Submit 
     Located on the bottom left of page 

 



69 
 

 

Request confirmation window appears 

• Select Yes 

 

Budget Edits in progress appears 

• Click Return to Request Detail         
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Return to Dashboard 

• Click the back arrow in top left corner of page 

 

 

 

Bill Only Request        
This order request type is for vendor supplied product not purchased/received by Aspirus supply chain on a purchase order. i.e., OR, CATH Lab. 
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• Log into FSM 

• Select Requester Role 

 

• Select Requisition Self Service (RSS) 
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• Select Profile button  
     Located on the upper right of page 
 

 

• Enter or Select Requesting Location 
     Bill Only location must end with BO 
or ‘BILL ONLY’ 

• Deliver From Location will fill as Dock 

• Enter Requested Delivery Date of today 
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• Enter Requisition Description (case #) 

• Enter Bill Code – Bill Only 

• Enter Account number 

 

Click Create Request  

• Located on the bottom of page 
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Click Add Patient Procedure Info 

• Located on the bottom of page 
 

 

• Enter Case Id 

• Enter Procedure Date 

• Enter Practitioner 

• If needed - Use Sales Representative 
spot for an email specific to this request 

• Click Save button 
     Upper right corner of page 

 
 
Note: 
Do not put patient specific information on 
requests. 
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• Click add to Request button 
     Located on the upper right of page 

 

 

Add item from Search Catalog 

• Search item in search box 

• UOM must be each. Change if needed 

• Edit quantity of the item 

• Click the Add to Request  
      Plus sign on line 

 
 
Note: 
Add all items for 1 procedure and 1 vendor to 
the same request.  
 
Pricing will update to each when you add item to 
the cart.  
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• Click View Request Details 

 

• Click on Patient Procedure Information – 
looks like person to right of line item 

 
 
Note: this must be done for each line 
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• Enter Lot Number if needed 

• Enter Serial Number if needed 

• Click Save 
 
 
Attachment to header 
 

 

If you need to attach a Case Sheet or Quote 

• Click Add Header Notes 
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• Click Create Icon 
     Small square with + sign 

 

• Select location to share file 

• Add a title 

• Select a file 

• Add comments in box – if needed 

• Click Submit 
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• Close internet browser tab 

 

When requisition is complete 

• Click Submit 
     Located on the bottom of page 
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Request confirmation window appears 

• Select Yes 

 

Budget Edits in progress appears 

• Click Return to Request Detail         
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Return to Dashboard 

• Click the back arrow in top left corner of 

page 
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Copy Existing Requisition        

 

• Log into FSM 

• Select Requester Role 

 

• Select Requisition Self Service (RSS) 
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Using the Requisition Dashboard 

• Select the Previous requisition you wish to copy 

 
 

• Select the Ellipsis (3 dots) on right side of page 

• Select the Add all items to a Request  
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• Click Yes 

 

• Select Start a New Requisition  
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Make any changes to the items as needed – Quantity or 
delete item 

• Select View Request Details 

 

• If changing quantity - click in quantity and 
change 

• Click Save 

• If canceling a line – click the trash can on the line 

• Click Save 
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To Change Profile information 

• Click Profile 
     Upper Right corner of screen 

 

• Update Requesting Location 

• Update Deliver from Location (if needed) 

• Update Account 
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• Click Update Request 
     Located at bottom of screen 

 

• Click Submit 
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Request confirmation window appears 

• Click Yes 
 

 
 

Budget Edits in progress appears 

•  Click Return to Request Detail         
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Return to Dashboard  

• Click the back arrow in top left corner of page 
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No Charge Order Request          

This should be used to add products to consignment stock or have an attached vendor document stating no charge. 

 

• Log into FSM 

• Select Requester Role 

 

• Select Requisition Self Service (RSS) 
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Select Profile button 

• Located in the upper right of page 
 

 

• Enter or Select Requesting Location 

• Deliver From Location will fill as Dock 

• Enter or select account number 
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• Click Create Request 
     Located on the bottom left of page 
      

 

• Click add to Request button 
     Located in the upper right of page 
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Optoin 1 – Special Order Item 

 

Click Add a Special/Service Item 

• Enter the following 
     Item Description 
     Item Number 
     Vendor Item (auto fills) 
     Quantity 
     Unit of Measure (UOM) 
     Leave cost blank 

• Select Cost Option drop down 

• Select No Charge 

• Look up vendor and select 
 

 

• Enter Account 
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Click on Add to Request 

• Located on the bottom of page 
 

 

When requisition is complete  

• click on Submit 
                   Located on the bottom  
                   right of page 
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Select Yes Request confirmation window appears 

• Click Yes 
 

 

Budget Edits in progress appears 

• Click on the Return to Request Detail         
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Return to Dashboard 

• Click the back arrow         
        in top left corner of page 

Option 2 – Contract Item 

 

Search the Catalog 

• Enter item number or Description 

• Click the blue description for item 
requesting 
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• Enter quantity 

• Select dropdown for Cost Option 

• Click ‘No Charge’ 

 

• Click Add to request 
     Located at bottom of page 



98 
 

 

When requisition is complete  

• click on Submit 
                   Located on the bottom right of page 
 

 

Select Yes Request confirmation window appears 

• Click Yes 
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Budget Edits in progress appears 

• Click on the Return to Request Detail         

 

Return to Dashboard 

• Click the back arrow in top left corner of 
page 
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Order Request Tools 

Adding Attachment to Request               

 

• Log into FSM 

• Select Requester Role 

 

• Select Requisition Self Service (RSS) 
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Select Profile button 

• Located in the upper right of page 
 

 

• Enter or Select Requesting Location 

• Add Requested Delivery Date 

• Enter Deliver to information – if needed 
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• Click Create Request  
     Located on the bottom of page 
 

 

Return to Requisition dashboard 

• Click the arrow in top left corner of page 
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• Select requisition you just created 

 

• Select Add Header/Attachment 
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• Click the Browse Button 

• Click the navigate to file and click ‘open’  

• Click submit 

 

• Click Add to Request  
     Located in the upper right of page 
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Select your request method and continue with 
those steps 

• Search the Catalog 

• Shop Punchout Vendors 

• Add from Shopping List 

• Add a Special/Service Item 
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Adding Comments to Purchase Request Header         

Header comments cover the entire purchase request. 

 

• Log into FSM 

• Select Requester Role 

 

• Select Requisition Self Service (RSS) 
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Select Profile Button 

• Located in the upper right of page 

 

• Enter or Select Requesting Location 

• Add Requested Delivery Date 

• Enter Deliver to information. 
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Click Create Request 

• Located on the bottom of page 

 

Return to Requisition Dashboard  

• Click on the arrow on the left upper corner of page                
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• Select the requisition you just created 

 

• Select Add Header Notes 
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• Click Create button 

 

• Select where to print comment 

• Enter Title of comment 

• Enter Comment 

• Click Submit 
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Click Add to Request 

• Located in the upper right of page 

 

Continue with process to add items via Special, Punchout, or Search the Catalog 
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Adding Line Comments          
Line comments are specific to the product requested on the given line. 

 

• Log into FSM 

• Select Requester Role 

 

• Select Requisition Self Service (RSS) 
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Select Profile  

• Located on the upper right of page 
 

 

• Enter or Select Requesting Location 

• Enter Requested Delivery Date 

• Enter Deliver to information 
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• Click Create Request  
     Located on the bottom of page 
 

 

• Click Add to Request 
   Located in the upper right of page   
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Add item using preferred method – Punchout, Search the Catalog, or Special 

 

• Click View Requisition Details 

 

• Click Add Line Notes 
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• Click Create Icon 

 

• Click where you want comment to 
print 

• Enter Title 

• Enter comment 

• Click Submit 



117 
 

 

When requisition is complete – Submit 

• Located on the bottom of page 
 

 

• Select YES 
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If Budget Edits in progress appears 

• Click Return to Request Detail         
 

 

Return to Dashboard 

• Click the back arrow in top left 

corner of page 
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Add / Update Distribution on a Purchase Request 

 

• View the line detail on your unreleased request 

• Select the line to update / fix 

 

• Double click on the Account line 
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• Update the following information 
     To Company 
     Location 
     Department  
     Account 

• Click Ok 

 

• Click Save 

• Release Request 
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If you are Splitting cost between multiple Areas 

• Click the Create link 

• Follow step above to fill in account information 

 



122 
 

Order Receiving (Offsite Clinics Only – not needed for Medline, Staples, or Amazon Deliveries) 

Order Receiving                 

 

• Log into FSM 

• Select Requester Role 

  

• Select Requisition Self Service (RSS) 
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Click the Receiving button 

• Located in the upper right of page 

 

• Highlight order line to receive 

• Click Create Receive All 
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• Fill in the following: 
     Date, Time Received 
     Received Location 

• Click Submit 

 

• Adjust quantity received for each item if it was 
not received complete   

• Click Save 

• Click Release and Deliver    
 
 
Note:  
If a partial delivery is received and you do not want the 
balance, contact your buyer to cancel balance.  
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• Close Internet Tab to return to RSS screen 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



126 
 

Procurement Templates 

Add Favorites List Items while Placing Order Request        

 

• Log into FSM 

• Select Requester Role 
 

 

• Select Requisition Self Service (RSS) 
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• Select Profile Button  
     Located in the upper right of page 
 

 

• Enter or Select Requesting Location 

• Add Requested Delivery Date 
    (If request is a stock item, delivery date 
     should be today’s date) 

• Enter Deliver to information  
                   (if specific instructions are needed) 
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• Click Create Request 
      Located on the bottom of page 
 

 

• Click Add to Request 
     Located in the upper right of page 
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Option 1 - Adding from the Advanced Catalog Search 
(this is the initial view that will appear) 

• Search in preferred method 
     FSM Item Number 
     Vendor Item Number 
     Description 
          To use full word – use Description 3 and  
          be specific to shorten search time 

• Click Search button 

• Click Add to Favorites List 
         Star to right side on item line 

 

 

Option 2 - Adding from the Basic Search Catalog 

• Select Search the Catalog 

• Search Item 

• Hit Enter 

• Click Add to Favorites List 
                         Star to right side on item line 

Continue adding item to Favorites list  
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• Click Add a New Favorite List or Select existing 
Favorites List 

 

• Enter Shopping List Name 
     Must Start with Your system ID number 

• Enter Shopping List Description 

• Click Create 
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Continue with Placing your order request 

• Enter quantity on item line 

• Click + on right side of line to add 

 

When requisition is complete - Click Submit Request 

• Located on the bottom right of page 
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Request confirmation window appears 

• Click Yes 

 

If Budget Edits in progress appears 

• Click Return to Request Detail         
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Return to Dashboard 

• Click the back arrow in top left corner of page 
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Create Favorites List from Search Catalog            
You must have the FSM number or manufacturing/vendor part number to use this process. 

 

• Log into FSM 

• Select Requester Role 

 

• Select Requisition Self Service (RSS) 
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`  

• Type FSM or Vendor item number in 
the Search Bar 

 

• Confirm your item 

• Click add to Favorites List 
        Star on right side of line 
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• Click Add a New Favorites List or Select 
existing Favorites List 

 

• Enter a Shopping List Name 

• Enter a Shopping List Description 

• Click Create 
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Remove Item from Favorites List 

 

• Log into FSM 

• Select Requester Role 

 

• Select Procurement Templates 
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• Double click on template line 

 

• Click the box by item to delete 

• Click Ellipsis  

• Click ‘Delete’ 
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• Click ‘Ok’ 
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Status Tools 

Order Request Status Look Up              

 

• Log into FSM 

• Select Requester Role 

 

• Select Requisition Self Service (RSS) 
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• Select your request 

 

• Click to View Requisition line details 
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Released to a Purchase Order – screen shows 

• Requested quantity 

• Quantity released to a PO 

 

Filling from Warehouse – screen shows 

• Requested quantity 

• Quantity Allocated from warehouse 

• Quantity shipped from warehouse 

• Quantity in Killed = will not ship 

• Quantity in backorder = will ship when available 
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• Click on Purchase Order Lines 

• View Requested Delivery Date 

 

Click View All to see additional Requests 

• Located on the bottom left of page 
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• Select Order requisition from list 

 

 


