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Online Requisitions 



Requisitions  

 2 quotes are required for purchases over $5,000 but less that 

$50,000. 

 The bid process is required for purchases over $50,000. 

 Requisitions must be submitted, approved, and a PO issued 

prior to goods being ordered and/or services rendered. 
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•Go to www.jsums.edu 

•Click PAWS 

http://www.jsums.edu/
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Click 
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If you do not know your pin, 

click “Do not know my PIN?” 

for instructions on resetting 

your PIN. 

Enter your User ID and PIN.  
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Enter Vendor J# 



Type of Search Options 
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Next to “Title Criteria, enter part of the 

vendor’s name using the wildcard (%) at 

the beginning of the first character and at 

the end of the last character (ex. 

%Office%). Click Execute Query 
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Enter the vendor’s J# Next to vendor ID 

 

 

Then click “Vendor Validate to populate 

the vendor’s address 
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For Comments, Enter Building and Department 
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Enter the description of the goods or services you are 

requesting.   

 

Use the following format. 

Item Name/ Item Description/ Item Number 

 

Example:   

Scissors   Black 7” Straight  #EXP10646 

Enter the price for the goods 

or services requested.   

Enter the Unit of Measure (i.e. the 

way the goods are sold or 

packaged). Press the drop down 

arrow to review a list of choices. No 

entry 
Enter the number 

of this item to be 

purchased. 



Item Text 
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 Enter the continuation of 

the item text 

 

 Click Save 

 

 Click “Exit document text” 

 

 Leave blank is not needed. 
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Enter the description of the goods or services you are 

requesting.   

 

Use the following format. 

Item Name/ Item Description/ Item Number 

 

Example:   

Scissors   Black 7” Straight  #EXP10646 

Enter the price for the goods 

or services requested.   

Enter the Unit of Measure (i.e. the 

way the goods are sold or 

packaged). Press the drop down 

arrow to review a list of choices. No 

entry 
Enter the number 

of this item to be 

purchased. 

Click to validate  

after finishing 



Verify The Totals 
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Enter the budget(s) used for this purchase. 

16 

Use the Index or Fund Organization and Program 

Enter account number or  
search for account number 



Enter Budget cont… 
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Select Make sure accounting equals 

the total purchase price 

Click “Validate to make 

sure the information is 

correct and everything 

balances 

Click complete when finished 



Document is Complete 
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Supporting Documentation 



Supporting Documentation 
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 Attach all receipts on a 8.5 x 11 sheet of paper. 

 

 Put the requisition number and index number on all pages 

 

 Upload documents to the requisition 



Upload Using JSU PAWS 
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 Scanning and emailing the supporting documentation to your 

email address 

 

 Save the supporting documentation to your computer 

 

 Name it (R00XXXX) whatever the requisition number is 

 



Click “View Document” 
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Enter the 

requisition 

number 
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•Scroll to the 

bottom of the 

requisition 

 

•Select the type of 

supporting 

documentation 

 

•Click the “Upload 

Supporting 

Documents” 
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 Click “Browse” 

 Attached the supporting documentation that was saved on 
computer 

 Click “Upload” 

 



Check Approval History 
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Click “View Document” 
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Enter the 

requisition 

number 



29 



Things to Know 
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Keep in Mind 
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 Only 5 lines can be entered per requisition 

 If more than 5 lines, create another requisition. 

 Denying requisition does not cancel it. To canceled a 

requisition, contact the Purchasing Office. 



Do Not Use a Online Requisitions for: 
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 Travel reimbursement 

 Inter Departmental Transfers 

 University Scholarships 
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 No Purchase Order, No Check 



For more information, contact 

Purchasing at 601-979-0696 

For technical questions, contact Keilani 

Vanish at 601-979-0330 
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Questions or Concerns 


