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Revisions to Manual  
 
 
October 2016:  
 
CONTACT AND LINK INFORMATION UPDATED  

 

May 2010: 
 
FINALIZE A PARTIALLY  USED REQUISITION:  
The introductory paragraphs in this exercise have been re-worded. 
                  (Pages 64 ï 68)      
 
VT REQ BUDGETARY ACTIVI TY REPORT: 
This report replaces the VT Req and PO Budgetary Activity Report. 
         (Pages 88 ï 94) 
 
 

February 2010: 
 
RECONCILE A REQUISIT ION:          
An additional step has been added (beginning on Page 80) to clarify what to do 
when a Requisition is Not Qualified for reconciliation. 

 
DIVISION NAME CHANGE :         
Purchasing and Contract Administration Division name updated to  
Office of Purchasing & Contracting 
 
PREPARING A REQUISIT ION:          
Wording and procedural changes made to this section.   
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Introduction to Requisitions  

 
 

Overview of VISION Financial System  

 

 
A Requisition is a request submitted through the Stateôs VISION System to the BGS 
Office of Purchasing & Contracting to initiate the purchasing process.  It contains 
details of the requested product such as description, quantity, delivery times and 
places and special terms and conditions.  It serves as the authorization for the 
division to proceed to acquire the item(s).  It is important that requisitions include a 
realistic estimate of the cost of the item being requested.  
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Preparing a Requisition in VISION  
 
A requisition must be entered into VISION if an item that you wish to purchase 
meets the following criteria:  
 
The item is not available under an existing statewide contract.  
This item is not covered by a Blanket Delegation of Authority (BDA), refer to list  of 
BDAs on the Office of Purchasing and Contracting website:  
http://bgs.vermont.gov/purchasing -contracting/forms/bda   
The item does not fall under a sole source purchase situation (see below) 

 

To find out what goods and services are available from statewide contracts refer to 
the current contract listing  on the BGS Office of Purchasing & Contracting website.  
While this is an extensive list, you may not be able to find the contract you are 
looking for.  If you want to know what contracts  may be available for a specific 
commodity, contact the Purchasing Agent responsible for that commodity.  On the 
Office of Purchasing & Contracting website, you can email the agent by clicking on 
their name, as shown below. 

After clicking on the Current Contracts link:  

 

 

 

Click on the commodity.  For example, Automotive . 

 

 

 

 

http://bgs.vermont.gov/purchasing-contracting/contract-info/current
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The list of choices will come up: 

  

 

BDAôs are issued by BGS and authorize departments to make specific types of 
purchases for items not available under statewide contracts.  For a complete listing 
of BDAôs please view the BDA Index on the BGS Purchasing & Contracting website.  

A sole source purchase situation may arise and is defined as an award for the 
acquisition of a commodity or service from the only known capable supplier because 
of the unique nature of the requirements, time rest raints, and supplier or market 
conditions.  All sole source requests, regardless of the dollar amount, must be 
submitted in writing to the Office of Purchasing & Contracting with appropriate 
documentation.  Sole source procurements are reviewed in accordance with the 
approvals required under Administrative Bulletin 3.5.  Requests exceeding $15,000 
require approval from the Secretary of Administration and are submitted by the 
Office of Purchasing & Contracting on the departmentôs behalf.  In such instances, 
the Office of Purchasing & Contracting will submit the request to the Secretary of 
Administration, along with a memorandum from the Commissioner of Buildings and 
General Services in support of (or against) the request.  All Sole Source contracts 
greater than $100,000 must be approved by the Secretary of Administration prior to 
execution. 

Requisitioning Material:  A requisition line can be created by entering an existing 
Item ID from VISION, or by entering a description of what you need to purchase.  
When a line is created by description you will skip the Item ID field on the 
requisition and type the description of the material that is needed directly into the 
description field. 

 

 

 

http://bgs.vermont.gov/purchasing-contracting/forms/bda
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Office of Purchasing & Contracting:  

In order for a Purchasing Agent to know that you have entered a requisition for 
goods, the requisition needs to be approved and budget checked.  Each Purchasing 
Agent runs a daily query in VISION that lists requisitions that have been entered into 
the system and are approved and budget checked.  The Purchasing Agent then 
determines if a Request for Quote (RFQ) needs to be issued to Vendors or if a 
contract would be more appropriate for the item(s).  

In the case of an RFQ, when the process is complete, the Purchasing Agent will 
build a purchase order from the Requisition to the successful vendor from the 
Request for Quote procedure.  The Office of Purchasing & Contracting will notify the 
requestor that the purchase order has been approved for release and is then 
available to the department to budget  check and approve.  NOTE:  The purchase 
order should not be processed until notification is received from the Office of  

Purchasing & Contracting.  Once notification has been received it is the departmentôs 
responsibility to budget check and approve the purchase order and notify the vendor 
to order the material.  

If the Purchasing Agent decides that a contract would be more appropriate you will 
be notified that a new contract has been entered.  You must then cancel and budget 
check the Requisition to release the pre-encumbrance on the budget.  Then a 
purchase order can be entered against the new contract.  The purchase order will 
need to be approved, budget checked and the vendor contacted to order the 
material. 

 

Reconciling Requisitions  

Requisitions can be moved to complete on the Requisition Reconciliation Workbench 
if all of the following is true:  

The requisition is in a Canceled status or has been sourced to a purchase order  

The requisitionôs related purchase order(s) have been moved to a complete status 

The Due date is less than or equal to the current date  

 

Departments should follow the Month End Closing Instructions, located on the 
Finance and Management website at http://finance.vermont.gov/policies -and-
procedures/vision-closing-instructions, as a guide to help in managing and 
reconciling requisitions. 

 

 

 

http://finance.vermont.gov/policies-and-procedures/vision-closing-instructions
http://finance.vermont.gov/policies-and-procedures/vision-closing-instructions
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State of Vermont Required Fields  

NOTE: Departments may define additional required fields as needed for their own 
business processes. 

Maintain Requisitions (Main Page) 

¶ Requester 

¶ Requisition Date (defaults as current date, accept default)  

¶ Origin 

¶ Accounting Date (defaults as current date, accept default)  

¶ Item (if applicable Item can be found in VISION) or  

¶ Descripton (required if there is not Item entered)  

¶ Quantity 

¶ Unit of Measure (UOM) 

¶ Category 

¶ Price (cannot be zero).  Use the previous purchase price or an estimated price 
if an existing item number is not being used.  

 

Maintain Requisitions (Schedule Page) 

¶ Ship To 

¶ Quantity (defaults from main page)  

¶ Price (defaults from main page) 

¶ Due Date 

 

Maintain Requisitions (Distribution Page) 

¶ Account 

¶ Fund  

¶ Dept ID 
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Requisition Process Flow Chart
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Requisitions need to be reconciled and 
completed.  This process flow does not capture 
this, but the information on how to do this is in 

the manual. 
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How to determine if a Commodity is on 
Contract  

 
Navigation:   Go to the Purchasing and Contract  
Administration website at http://www.bgs.vermont.gov/purchasing -
contracting/contract -info .   
 

  
 
Click on Statewide Commodity Contracts that are utilized by more than one 
agency/department 
 
NOTE:  Please note that when accessing Current Contracts from the Office of 
Purchasing & Contracting website at http://www. bgs.vermont.gov/purchasing-
contracting/contract -info/current   (including those for use by Town and Schools), 
these contracts are statewide use contracts and do not include individual agency-
specific contracts issued by the Office of Purchasing & Contracting.  

http://www.bgs.vermont.gov/purchasing-contracting/contract-info
http://www.bgs.vermont.gov/purchasing-contracting/contract-info
http://bgs.vermont.gov/purchasing/currentcontracts
http://bgs.vermont.gov/purchasing/currentcontracts
http://www.bgs.vermont.gov/purchasing-contracting/contract-info/current
http://www.bgs.vermont.gov/purchasing-contracting/contract-info/current
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To search the page press ñControl + Fò or select a category 
 

 
Click on the contract number to view a particular contract.  
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Contract page opens displaying information regarding what is under contract for 
uniforms with this vendor.  
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Enter a Requisition in VISION  
 

 

Situations when this function is used:   Enter a requisition when you need to 
purchase an item that the STATE doesnôt currently have a contract for , is not 
covered by a blanket delegation of authority (BDA) and has a dollar value greater 
than $3,500.00.  
 
Navigation:   Purchasing > Requisitions > Add/Update Requisitions  

 

 
Your default BU will appear in the Business Unit field.  The Req ID will default as 
NEXT.   
 
Click the Add button  
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Enter  

¶ Requester  ï if nothing defaults click the magnifying glass and select your 
name 

¶ Requisition Date  - will default in as current date .  Do not change date.  
¶ Origin  - if your dept origin code doesnôt default in click the magnifying glass 

to select it from a list  

¶ Accounting Date  - will default in with the current date ( DO NOT  change 
the Accounting Date) 

¶ Description  -type in the description of item(s) or service(s) that  are needed, 
itôs important to be specific 

¶ Quantity  ï enter the quantity needed  
¶ Unit of Measure  - enter a unit of measure for the item or service or click on 

the magnifying glass to select from a list of values  

¶ Category  - Enter the 5 digit category the item or service most closely relates 
to or click on the magnifying glass and select from a the list of values  

¶ Enter Price  - Enter the price you expect to pay for the item or service  
 
 



16 
 

 

If additional lines are needed click the plus sign (+) at the end of the line, a 

message will appear asking how many additional lines youôd like to add. (see below) 

 

Once all lines have been entered click on the Schedule icon  
 
 
 
 
 
 
 
 
 
 
 

javascript:submitAction_win0(document.win0,'REQ_LINE_WRK_SCHEDULE_PB$0');
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Enter  

¶ Ship To Location  ï the following format exists in Purchasing for Ship To 
locations: 

P = Purchasing 
FM = Origin Code for the Agency/Department 
MTP = Abbreviation for city/town  
001 = Fi rst location for that origin code in the city/town  

¶ Due Date  ï if you need the item sooner than 45 days, BGS Office of 
Purchasing & Contracting requests you please make note in the Comments 
section of the Requisition.  

 
 

 
 
 
Click the Distribution icon   
 
Enter the appropriate chartfield data for your department  
 

 
 

javascript:submitAction_win0(document.win0,'REQ_SCHED_WRK_DISTRIBUTE_PB$0');
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Click OK  (this will bounce you back to the Schedule page) 
 

 
 
Click the Save  button 
 
Click the Return to Main Page link 
 
The requisition has now been saved and assigned a requisition number. 
 

 
 
Click the Add Comments link to add comments that relate to the Requisition as a 
whole.  I t is important to be specific about your delivery requirements as 
the items may be delivered by an independent company  (i.e. Inside delivery 
is required to the 3 rd Floor, only accept deliveries on Tues & Thurs between 12-3, 
because of loading dock location deliveries cannot be accepted by anything larger 
than a box truck).   
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Once youôve entered the comments check the Send to Vendor checkbox. Once all 
comments have been entered click the OK button at the bottom of the page.  
 

 
 
 

 
 
Click the Line Comments icon  for specific information about the line item(s).  
The Line Comments page opens, enter needed comments, be sure to check the 
Send to Vendor checkbox and click the OK button at the bottom of the page.  
 

javascript:submitAction_win0(document.win0,'COMM_WRK1_COMMENTS_ICN$0');
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Youôll notice the Add Comments link changed to Edit Comments and the Line 
Comments icon  is no longer empty.   
 

javascript:submitAction_win0(document.win0,'COMM_WRK1_COMMENTS_ICN$0');
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Save the Requisition.  Follow specific controls within in your department for approval 
and budget checking. 
 
 
 
 
 
 
 
 
 
 
 
 
 

You have completed Entering a Requisition  
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Enter a Requisition with Split Funding  
 

Situations when this function is used:   Enter a requisition when you need to 
purchase an item that the STATE doesnôt currently have a contract for , is not 
covered by a blanket delegation of authority (BDA), has a dollar value greater than 
$3,500.00, and has more than 1 funding source.    
 
Navigation:   Purchasing > Requisitions > Add/Update Requisitions  
 

 

 
Your default BU will appear in the Business Unit field.  The Req ID will default as 
NEXT.   
 
 

Click the Add button  
 
























































































































