
    

      

Office Manager Instructions for eProcurement Requisitions 

(Creating a requisition for yourself) 

 

Before starting, please make sure your browser settings are set to allow pop-ups: 

• Click the Chrome menu on the browser toolbar. 
• Select Settings. 

• Click Show advanced settings. 
• In the "Privacy" section, click the Content settings button. 
• In the "Pop-ups and redirects" section, click the toggle switch to change from blocked to allowed  

 

You will access an online marketplace through a requisition in iVisions, using the eProcurement option.  

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, use ‘EqualLevel’ as a placeholder. Later you will go back into the requisition and enter the specific 
supplier that you are purchasing your items from. 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’.  

 
 

You will now start your shopping from the Marketplace home page. For a brief description of available items and 
shipping policies, hover your mouse over the  

 

 



Enter a keyword or part number of the item you need in the search bar shown at the top of the screen.  

 

You will see search results displayed from multiple suppliers, sorted by relevance. You can also sort by price or narrow 
your results by supplier, manufacturer or price. To further narrow the results of your search, enter additional keyword(s) 
in the “Search within results” box. For example, if your search for “pencil” returns 30 results, enter the word “jumbo” to 
narrow the results to 3 options for jumbo pencils.  

               

Enter the desired quantity and add the item to your cart.  
Pay careful attention to the unit of issue; whether the item is sold as a package, by the dozen, each, etc. 
 
To continue searching for and adding additional items to your cart, click “Continue Shopping”.   
Items from multiple suppliers may be added to the same cart, however, a separate requisition for each 
supplier will need to be created.  
 
Some supplier sites (such as Amazon and Academic Supplier) are not searchable using the search bar on the EqualLevel 
home page. If your search does not generate any results, you must visit these sites individually by clicking on the globe 
icon under the supplier name.  
 

 



Add items to your cart on that supplier’s site as you would during a typical online shopping experience. Please make sure 
quantities are correct as this is the last time changes will be able to be made. If you are using Amazon, please select 
free shipping to avoid being charged for shipping costs, ignore the shipping address and proceed through to checkout. At 
checkout, you will transfer/submit the cart back to EqualLevel. Once transferred back to EqualLevel, complete the 
checkout process as specified below. 
 
Once you’ve finished adding all your items from various suppliers, click “View Cart”. Review the list of items in your cart 
and verify the quantities. If you need to remove an item from your cart, click the checkbox on the left and click “Remove 
Selected”. To adjust the quantities, enter the new quantity and click “Update Quantities”. Then click “Checkout”. 

 

 

 
 

The marketplace will then search for recommendations on comparable items available from other suppliers.  
A “Cart Optimization” screen will be displayed if any recommendations are found. 
 

 
Please review the suggested replacements for potential cost savings. For more information, click on “Compare” as 
shown above. The comparison screen will display more detail about each of the recommendations. Click “Replace” to 
accept the recommended replacement. 



 
Click the continue button below your cart to continue checkout. 

 

Choose the first supplier you want to import to iVisions. 

 

Click Checkout. 

 

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

 
 

Go back into your iVisions Control Panel. 

Search for EqualLevel in the Vendor field and hit apply. You will see the requisition you just created at the top of your 
grid. *Make sure to change the vendor name to the supplier you are checking out with at this time* 



 

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 a copy of the requisition for your records. 

Since a separate requisition is needed for each vendor, you will need to create another requisition for each remaining 
supplier you shopped with. 

 

 



 

Once you have created your new requisition and are back in the Marketplace, you will click on my cart, check the box for 
one of the remaining suppliers, and proceed to check out. 

   

You will be notified again that your items have been submitted to Infinite Visions. Go back in, find your newly created 
requisition, and complete the steps to submit it. 
 

Notes: 

• Amazon only holds pricing and availability of items for 7 calendar days after a shopping cart is created. The cart 
needs to be imported to a requisition and through the approval process within the 7 day window, otherwise 
pricing and availability will fluctuate. 
 

• For a quick reference list of items comparable to those previously stocked in the Warehouse, please visit the 
School Specialty site by clicking on their globe icon. Scroll to the bottom of the page and click on the blue ‘View 
and shop your Market Basket online’. Click on the ‘CVUSD Warehouse’ link to populate the applicable category 
codes. Then click the ‘Select a Category’ dropdown to choose the applicable category. 

 
• Enter the quantity of each selected item and Add to 
Cart. Then view your cart and proceed with the checkout 
and requisition process 

 

 

 

 

 

 

 

 

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

mailto:vegad@cajonvalley.net

