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When creating a Special Request – Goods requisition in ePro, the end-user must include the vendor’s catalog 
number for each line item of the requisition.  The vendor’s catalog number must be entered in the Vendor Item 
ID field located on the Line Details page. 
 
From the Requisition Review & Submit page, click the Line Details icon: 

 
 
Enter the vendor’s catalog number in the Vendor Item ID field and click the OK button: 

 
 
Note:  This step needs to be repeated for each line item on the Special Request – Goods Requisition.  After all 
Vendor Item ID’s have been entered, the requisition can be budget checked and submitted for approval. 


