
e-Pro REQUESTER 
8.9 vs. 9.2 



MENUS 

In 8.9, the main menu is on the left 
side of the screen. 

In 9.2, the main menu is at the top of 
the screen. 



MENUS 

In 8.9, additional menu items are 
expanded with the arrow icon. 
 
The menu remains open at left 
unless closed or minimized. 

In 9.2, additional menu items 
cascade as they expand.  
 
The selections form a line of 
breadcrumbs at the top of the 
screen. 



MENUS 

Note: The word “create” has been removed from 
the menu in 9.2. 



REQ CREATION 

The first screen in 8.9 
shows the three steps 
necessary to create a req. 

Step 1: Name the Req. 

The Create Requisition Page is the first page to 
open in 9.2. 

To create a requisition in the same three steps as 
8.9, click Requisition Settings. 

Enter the name of the req in the Requisition 
Name field. 
 
Click the OK button at the bottom of the page. 



REQ CREATION 
In 9.2 the Tabs from 8.9 are expanded 
on the Create Requisition Page. 

Make a selection to request items or 
services. 

NEW!



REQ CREATION

Step 2: Select your items. 

Select new items from a Catalog, use a Template, 
make a Special Request, or use the new Recently 
Ordered links. 



REQ CREATION 

• All of the information required or needed 
to create a req in 8.9 is the same in 9.2. 

 
• All reqs must at least have: 

• TBD as an account code. 
• Dept ID.  
• Bud Ref. 
 

• CPOs are the only requesters required to 
know or provide other information. 



REQ CREATION 

Step 3: Review and 
Submit. 

There is a new comment field called Requisition 
Comments. In base requisitions, it was called 
Header Comments and was not included in 8.9. 

It allows for multiple comments and attachments 
at the Header level. 



REQ CREATION 

Step 3: Review and 
Submit. 

1

2

To add funding information, expand the line with 
the arrow icon (1). 

Then expand the Accounting Lines with the 
arrow icon (2). 

Use the Chartfields2 tab to enter funding 
information. 



SUBMIT THE REQ 

In 8.9, there are three options: 
1. Save & submit is the only option that submits the req and starts the workflow 

process. 
2. Save & preview approvals saves the req and opens the approval workflow. It 

DOES NOT submit the req. 
3. Cancel requisition cancels the req. 

In 9.2, there are four options: 
1. Save & submit is the only option that submits the req and starts the workflow 

process. 
2. Save for Later saves the req, but does NOT start the approval process. 
3. Add More Items adds more items to the req. 
4. Preview Approvals opens the approval workflow in order to see who the req 

will go to for approval (below). It does NOT start the approval process. 
 



This document is a Delta Training document. Delta Training 
materials are not sufficient to complete the new-user training 
requirements for security access. 
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