UWRF FalconsConnect

How to Create a Purchase Request

1.Sign in at falconsconnect.uwrf.edu
and click on your org under
Memberships

Memberships

o 2017-2018 Admitted Students

o Johnson Hall

o Crabtree Hall

e Office of Student Involvement

o Office of Student Involvement

Member Since August 201%

The Office of Student Involvement provides students with opportunities for
involvement that range from leadership development to fraternity/sorority life, diversity
education and service.
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5. Select the blue button on the right side of the page
and click "Create Purchase Request"

ACCOUNTS CREATE REQUEST ~

Create Budget Request

Pl Create Purchase Request

Create Funding Reguest




Request Details POPULATE FROM BLDGET ﬂ

o 6. Fill out the
— Request Details.
This can also be
N populated from your
o annual budget using
o - this button.

Select Category

Payee Information

7. Fill in the Payee ...
Information,
which is who o

should be pald fOI' Street Continued (Optional)
the purchase. N i

Additional Information

8. Fill out the Additional

Annual Budget

Information. Please -
provide information under -
the Reimbursements i —

® Online Supply Order (yeu would lile s o rder ard pary for B items)

Contract lyou need 10 pay 3 speakenartist/guest)

section for reimbursements
or invoices. If you are
looking for something to be

purchased, upload a file IS
with the URL, quantity,

and shipping information
under SUPPLY ORDER

REQUEST.




