
Purchasing Officer  



Overview 

• Raising Requisition
• Requisition Status
• My Tasks 
• Approving Requisition 



Raising Requisitions  
1. In CIA Live SCM MyPurchasing, navigate to My 

Requisition.

2. Create a blank requisition by clicking Add.

3. In the General Section, tick the Single Supplier 
Requisition.
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4. Fill in the Supplier Account (AP) and 
the required fields (*).

5. Click Save once all fields are filled.
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Raising Requisitions – Cont.
6. Once the General Details are saved, an RD number will 

be generated. This RD number is essential for tracking 
the requisition.

7. Continue to Requested Items and Add requested items.
8. Fill in the requisition Description, Amount details, and 

External Invoice No.8
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Raising Requisitions – Cont.

8. Proceed to Cost Accounts (Dissections in CI), where you input the 
account code to which the requisition will be charged.

9. Click Save once confirmed. 

10. In the Settings tab, Allocate Next Order Number for the system 
to generate the PD number. Save once confirm. Note:
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Once the PD number is allocated, the Allocate Next 
Order Number option will disappear.



Raising Requisitions – Cont.

11. Supplier Details tab displays more details of the supplier.

12. Address tab shows the delivery address for the goods.

13. Authorisation tab shows the workflow for the requisition.
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Raising Requisitions – Cont.

14. On the Attachments tab, drag and drop the required 
files to attach them to the requisition.

15. Once everything is confirmed, click Submit for 
Approval. 

16. An Assignment Prompt will appear, indicating where 
the PD will go next. Save to send the requisition to the 
HOD for approval.

After submission, the requisition can only be 
amended if it is returned by the approvers.
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Requisition Status

1. In CIA Live SCM MyPurchasing, open Requisitions.

2. Search for the RD number in the search bar and select View 
to open the requisition.

3. Navigate to Authorisation History to check the current status 
of the requisition.
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My Tasks
1. My Tasks function is the equivalent of My Workflow in CI. 

2. My Tasks options include:
i. Assigned to Me – Inbox.
ii. Completed – All requisition and document files that you have actioned.
iii. Filters – to see items in Assigned to Me in their folders. 

3. Each user’s draft folder is labelled with their name.

4. For Finance users, workflow pools will be in Filters. 

1

ii

i

4

3

iii



Approving Requisitions - HOD
1. As HOD, requisitions submitted for approval will be listed in My Tasks. 

2. If all in order, click Approve to forward the requisition to Finance for processing.

3. Other options include:
• Open Requisition – view the requisition details.
• Recall – to return the requisition to the previous step.
• Reject – return the requisition to the creator.
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Approving Requisitions – Treasury Assessor (TA)
1. As TA, requisitions submitted for approval will 

be listed in My Tasks. 

2. Use the filter to select the TA pool, then click 
Apply.

3. If all in order, click Approve to forward the 
requisition for approval for payment.

4. Other options include:
• Reject – return the requisition to the 

creator.
• Open Requisition – view the requisition 

details.
• Recall – to return the requisition to the 

previous step. 4
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Approving Requisitions – PAD Approver 
1. As PAD Approver, requisitions submitted for 

approval will be listed in My Tasks. 

2. Use the filter to select the TA pool, then click 
Apply.

3. If all in order, click Approve to forward the 
requisition for approval for payment.

4. Other options include:
• Reject – return the requisition to the 

creator.
• Recall – to return the requisition to the 

previous step.
• Open Requisition – view the requisition 

details.
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Approving Requisitions – CA pool members
1. As CA pool member, requisitions submitted for approval will 

be listed in My Tasks. 

2. Use the filter to select the CA pool, then click Apply

3. If all in order, click Approve to forward the requisition to 
MinFin or for payment. 

4. Other options include:
• Refer to Minfin – to refer the requisition to Minister.
• Reject – return the requisition to the creator.
• Recall – to return the requisition to the previous step.
• Open Requisition – view the requisition details.
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Approving Requisitions – MinFin
1. As MinFin, requisitions submitted for 

approval will be listed in My Tasks. Open it to 
see the list.

2. If all in order, click Approve to forward the 
requisition for payment.

3. Other options include:
• Reject – return the requisition to the 

creator for corrections.
• Recall – to return the requisition to the 

previous step.
• Open Requisition – view the requisition 

details. 3
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Exercise: Purchasing Officer
1. Raise a requisition and submit it to your HOD for approval.

2. Log in as your HOD and approve the requisition you submitted.

Finance Team:
3. Assess the submitted requisition and approves it.


