


 Navigate to: 
EOTA Operation 
/Procurement 

 Before you start 
be sure you 
know: 

◦ Vendor name 

◦ Work to be 
performed 

◦ Deliverables 

◦ Hours 
estimated to 
complete 



 Verify that 
consultant is on 
the approved 
Vendor list 



 Select 
Requisition 
from menu 



 Select 
“Requisition” 
from menu 

 Select “Add new 
item” 



 Create a 
“Requisition 
Number” 

 Select a “Job 
Number” 

 Select the 
“Consultant” 

 The “Labor 
Category” will 
populate 
automatically 

 Create a short 
description of 
the task 

 

 



 Create a 
statement of the 
work to be 
performed 

 Create a 
description of 
each deliverable 

 Insert the hours 
required to 
complete the 
deliverable 

 

◦ NOTE: If you 
reopen a form 
to edit, the 
Consultant and 
Labor Category 
may be blank. 

 



 The “Total Cost 
of Labor” will be 
generated for 
you 

 Select the date 
the consultant 
will start work 
and end work 

 Attach any 
supporting 
documents 

 The Task Order 
Number will be 
added by the 
PMO  

 



 Select “Save” 

 The requisition 
will 
automatically be 
routed to the 
PM for approval 

 

 



 Check the 
requisition you 
want to submit 

 Select 
“Workflow” from 
the ribbon 
menu 

 Select the 
workflow you 
wish to start.  In 
this case, 
“Approval 
Status” 

 



 Verify that the 
routing is 
correct 

 Insert a due 
date for 
approval 

 Start 

 



 If a requisition is 
rejected it can be 
modified and re-
submitted for 
approval 

 After editing the 
requisition, launch 
the Workflow. You 
will see there is no 
option to “Start a 
New Workflow”. 
You must 
terminate the 
current workflow 
first 

 Select the running 
workflow in this 
case “Approval 
Status” 

 Select “Terminate 
this workflow now” 

 You can now start 
a new workflow 



 Check the 
“Approval 
Status” 

 Select “status” 
to view history 

 




