
1.Sign in at falconsconnect.uwrf.edu

and click on your org under

Memberships

2. Click on

Manage

Organization

3. Click on this

button in the

top left corner

to open your

organizations

menu

4. Click the

settings

button next

to your orgs

name, then

click on

Finance

How to Create a Purchase Request

5. Select the blue button on the right side of the page

and click "Create Purchase Request"



6. Fill out the

Request Details.

This can also be

populated from your

annual budget using

this button.

7. Fill in the Payee

Information,

which is who

should be paid for

the purchase.

8. Fill out the Additional

Information. Please

provide information under

the Reimbursements

section for reimbursements

or invoices. If you are

looking for something to be

purchased, upload a file

with the URL, quantity,

and shipping information

under SUPPLY ORDER

REQUEST.

Finally at the bottom press the blue "submit request" button! If you

have any questions, please email studentinvolvement@uwrf.edu. 


