
OPTIONAL – Initiate Requisitions – SSB9  

Step 1: Log into SSB from the Main menu and select the Finance tab. Then 
select My Requisition.  

 

 

Select Create Requisition 

 

 

Step 2: Requestor Information 



Complete the following fields 

a. Delivery Date 
b. Ship to Location  

 

 

If having multiple FOAP’s you want to select Commodity Level Accounting 

 

Select Next 

 

Step 3: Vendor Information  



a. Choose a vendor (Contact Purchasing if unable to find vendor.) 
b. Enter email address for vendor if it doesn’t populate 
c. Make note of requisition number 

Select Next

 

Step 4:  Add Item & Accounting 

 Complete the following fields: 



a. Choose item 
i. Type item you would like to purchase. Hit “Enter” key on 

keyboard to move to the next screen.   

 

 
Next screen: 

 
 
 
Complete the following: 

a. Unit of Measure 
b. Tax Group 



i. CAD - California State Tax 
ii. D00 – District No Tax 

c. Quantity 
d. Unit Price 

 

Add comments if needed.  SAVE. 

Repeat for each line item to be added. 

 

After adding all needed line items, select Add Accounting. 

 

 

Step 5: Add Item & Accounting 

Complete the following fields: 

a. Fund 
b. Organization 
c. Account 
d. Program 

 

If using multiple account numbers you can change the Distribution Amount or 
Distribution Percent. 

Select Split Accounting 



 

Enter in additional FOAP 

Step 6: Select Save 

Step 7: Add an attachment. Select “Attachments.” 

a. Select “attach file” 

 

 

The following box will appear.   

Select the appropriate document type from the drop-down menu.  Choose file 
(must be PDF format).  Select “upload.” 



 

 

Step 8: Submit Requisition 

 


