
                  

 

Office Manager Instructions for eProcurement Requisitions 

(Creating a requisition for a teacher or staff member) 

 
When creating a requisition for a teacher or staff member, you will receive an email from EqualLevel stating that you 
have been transferred a shopping cart. 

 

You will access the requester’s shopping cart through a requisition in iVisions, using the eProcurement option.  

(Note: If the shopping cart is compiled of items from different suppliers like the example above, you will need 
to create a separate requisition for each supplier, one at a time.) 

 

 
 

 



Log into iVisions (eProcurement is only available in the iVisions web portal) 

1. Go to My Workflow 
2. Select Connection Group 
3. Go to Purchasing and Payables  
4. Purchasing 
5. Control Panel 

 

 

Click the green + sign to create a new requisition  

 

 

In the Vendor field, enter a supplier that is specified in the requester’s cart. Fill out the ‘Ship-to’ and ‘Requester’ fields. 
Enter “EPROCUREMENT” in the ‘Order Via’ AND ‘Project’ fields. See a sample of the Requisition information below: 

 

Click ‘Actions’ and select ‘eProcurement’.  

 

 



This will take you to EqualLevel where you will access the carts that have been transferred to you. 

 

Choose the cart that corresponds to the supplier you selected for the ‘vendor field’ in your requisition and click check 
out. 

 Click  again.  
 
You will be notified that your items have been submitted to Infinite Visions: 

 
 

Go back into your iVisions Control Panel. 

Search for the supplier in the Vendor field and hit apply.  
You will see the requisition you just created at the top of your grid. 
 

 

Double click to open the requisition. 

Double-click on the first line item, add your budget code to the account field, tab through the other fields, zero out 
freight and save.  

 



To add the same budget code to the rest of the line items, click once on line one, hold down shift and click on the last 
item. Go to ‘Actions’ and select ‘Assign account to selected lines’.  

 

You will need to recalculate tax. Go to ‘Actions’ select ‘Recalculate tax & freight’ and check the Tax box to calculate. 

When finished click ‘Submit for approval”, hit ‘OK’. 

 

The requisition will now route through the typical approval process. Once approved, Purchasing will send the order 
electronically and the order will ship to your site. Please import the shopping lists and have them approved as soon as 
possible so your order can be expedited. 

Print or save requisition for your records. 

Reminder: Our system is configured for single vendor requisitions, if your staff had carts with multiple suppliers, you will 
need to create another requisition for each remaining supplier.  

 

 

 

 

 

 

 

 

 

 

Questions?  Contact your Office Manager or Dawn Vega in the Purchasing Department at (619)588-3266, vegad@cajonvalley.net 

mailto:vegad@cajonvalley.net

