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Saved for Later, Withdrawn Requisitions, Pending Approval and Draft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)

Team Client Group ayable General Accounting B nterprise 3
QuicK AcTIoNS s
) suppbers (ew E e
2. Choose your Requisition
=N s S ae

Self Service Procurement @

Texas Woman's University BU | Central Recelving - Denton

My recent requisitions
Oft Requisition 25-99413 Pedngoppronl  Requiston 2599464 (odesd Requistion2s 99446 ot 8780
Tshirts Tshirts for Testing 123 ©)
3 2 Lines
h O U2!

Creation Date e Submitied o Creation Date
7/3/25 8/1/25 Hannah Andrades 4/23/25
k See more

3. Click Edit. (This adds the line items to your cart.)
WTEXAS WOMAN’S N o

UNIVERSITY

< 25-99479

Requisition

Entered By Business Unit Texas Woman's University BU  Creation Date 8/6/25

Description

Justification

Subtotal Nonrecoverable Tax Approval Amount

$20.00 $0.00 $20.00
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Add New Lines

4. Navigate to Self Service Procurement then scroll down to select Create Noncatalog Request.

\4

E Self Service Procurement |E| My Requisitions L’ Cart ‘ Create Noncatalog Request

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

Create Noncatalog Request Cancel | | AddtoList

9 Item Description

Required

Item Type
Goods billed by quantity

-

Category -

Required

Pricing ©)
Quantity ‘ VoM . ‘ .

1

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