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How to Add Additional Lines in 
Special Cases  
Saved for Later, Withdrawn Requisitions, Pending Approval and Draft 
Status Requisition Edits 

Get Started 
1. Navigate to Procurement > Purchase Requisitions (New) 
 

 
 

2. Choose your Requisition. 

 
 

3. Click Edit. (This adds the line items to your cart.) 
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Add New Lines 
4. Navigate to Self Service Procurement then scroll down to select Create Noncatalog Request.  

 

   
 

5. Fill in all the required fields for your new line item, then select Add to Cart. 

 
 

6. Repeat steps 4 and 5 for each additional line you need to add. 
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