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🖊🖊 Purchase Requisitions in Oracle Cloud   

How is a purchase requisition created in Oracle Cloud? Follow the guides under the PURCHASING dropdown 

What are the correct purchasing methods? Follow TWU’s purchasing thresholds 

Is the requisition for a TWU contract?   Add the TWU contract number in the requisition description 

Is the requisition changing an existing PO?  
(also known as a purchase order change notice (POCN))   Add the original PO number in the requisition description 

Is the supplier set up in Oracle Cloud? If not, the supplier can create their profile 

  
📄📄Quotes 


��������� Do I need a quote?  

 

  

What type of requstion?

Tejas Punchout

3 or fewer computer setups 
(up to 6 monitors and 3 

laptops/desktop computers)

No quote required

4 or more computer setups 
(up to 7 monitors and 4 

laptops/desktop computers)

Quote required

Non-Catalog

Quote required

https://twu.edu/procurement/training-and-resources/
https://twu.edu/procurement/purchasing/procurement-guidelines/
https://twu.edu/procurement/supplier-registration/
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��������� What is required for a quote?  

● Current timeframe (doesn’t expire in next 30 days)  
● Matching supplier name in Oracle Cloud and on quote  
● Cooperative contract number (if applicable)  

 

 

Are there terms & conditions and/or is a signature required on the quote?

Yes

Ask supplier to remove 
to remove T&Cs and/or 

signature from quote

Confirm in writing 
supplier will follow 

TWU's T&Cs

Proceed with requistion

Route through 
Contract Ticketing

No

Proceed with requistionOR OR 
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🔗🔗 Other Required Attachments   

PURCHASE TYPE REQUIRED ATTACHMENT 


��������� Is this increasing a current PO or contract by more than 10%?   POCN - Change Form - 10% Justification   


������ Is this for membership or dues?   Membership and Dues Approval Form   


��� Is this a sole source purchase (only one available vendor)?   Sole Source Justification  


����� Is this a food purchase (not for lab/classroom research/animals)?   Food Purchase Justification   


��� Were goods/services received before a PO was issued? Non-conforming Purchase Justification   


���� Is this a software purchase or is an ITS exemption needed?   IT Solutions Risk Assessment   


��� Is this an emergency purchase due to weather or facility issues?   Emergency Purchase Justification  


����� Is this purchase for animals? Written approval from the IACUC 


���� Is this furniture or anything that attaches to the wall or ceiling? PIF or written approval from twuprojects@twu.edu  


�������� Is this a(n) ATV, golf cart or vehicle?  Written approval from FMC - email Christina Williams 

 

Please see Special Procurements for a complete list! 

https://twu.edu/media/images/procurement/10-Percent-Increase-Justification-Form.pdf
https://twu.edu/media/images/procurement/10-Percent-Increase-Justification-Form.pdf
https://twu.edu/media/documents/procurement/Memberships-and-Dues-May-2025.pdf
https://twu.edu/media/documents/procurement/Memberships-and-Dues-May-2025.pdf
https://twu.edu/media/documents/procurement/Sole-Source-Justification-Dec-2021.pdf
https://twu.edu/media/documents/procurement/Food-Purchase-Justification-Aug-22.pdf
https://twu.edu/media/documents/procurement/Food-Purchase-Justification-Aug-22.pdf
https://twu.edu/media/documents/procurement/Non-ConformingPurchaseJustificationForm-Jul-22.pdf
https://twu.edu/media/documents/procurement/Non-ConformingPurchaseJustificationForm-Jul-22.pdf
https://servicecenter.twu.edu/TDClient/1956/Portal/Requests/TicketRequests/NewForm?ID=7TiPTetfv5s_&RequestorType=Service
https://servicecenter.twu.edu/TDClient/1956/Portal/Requests/TicketRequests/NewForm?ID=7TiPTetfv5s_&RequestorType=Service
https://twu.edu/media/documents/procurement/Emergency-Purchase-Updated-Jul-22.pdf
https://twu.edu/media/documents/procurement/Emergency-Purchase-Updated-Jul-22.pdf
https://twu.edu/procurement/purchasing/special-procurements/animals/
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftwu.webtma.com%2FLogin%2FValidate%2F%3Ftkn%3DUstHODJ3IUA9WNO5G18-UBqzIYY-0sM5W0T-XGPqQbcIpr2eEkcXLk44q2_fACPWAg9Zh-s3b_H4VWHyYSoTtVIY90MrxOCFsg9wb8PzJBeB6zSi9GUIVSB7BbtxykzzJnlZlb1kN9q8SXjwimKJQbzhMv6LsQ1Ii0sp42PMKVFu3liv21kX-ZhrTYgJpQgkKmBE6coo9zceH51xCSmMMAD5Sw83BL2BFYxYQJzgjdvq8AdhKzTD9nYV769UxSsvA6oWE1wEFYZX2XSm7GW2OA&data=05%7C02%7CCWilliams%40twu.edu%7C0b55dbc546bd4f77817808dcf3623bda%7C4d0a6fe90ed54291a301f8596d99d5de%7C1%7C0%7C638652850467262456%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=PPRiLAMkVYoeYzZxCooV%2FbEFeKA0CIVMvQXp0bIdjxQ%3D&reserved=0
mailto:twuprojects@twu.edu
mailto:cwilliams@twu.edu
https://twu.edu/procurement/purchasing/special-procurements/

