Entering a Requisition in Webadvisor

Select Colleague Web Access from the Business Office's Datatel Web Page.

Users will need to enter their network ID and password. This is the same ID and
password used to log on to your university computer each day.
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Enter a Requisition for Goods and Services
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you wish to designate
& specific vendor.
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Users wishing to order from a new vendor not used by St. Lawrence University
before need to obtain a completed W-9 form from the vendor and forward to
Purchasing with a request to add the vendor to Colleague.
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Cost center field displays a drop
down selection of 10 digit accounts
for which the user may enter
requisitions. Continuing to the right
is the field for object codes which
also offers a drop down selection of
codes set up for these costs centers.

After data has been entered, click the Submit field at the bottom of the screen.
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