
BUYER REQUIRED ON REQUISITIONS 
 

Scenario 1 
 
If you create requisition lines then try to save the requisition without first selecting the 
Header Defaults hyperlink and entering the Buyer name you will get the error message 
in Screen 1. 
 
Note:  Instructions on “How to Enter a Requisition”  can be found on the College’s 
website under CNA Employees>PeopleSoft Information>Finance>Requisitioning 
 
 
Screen 1 
 

 
 
 
If you encounter this message click OK.  
 
Then click the Header Defaults hyperlink.   
 
Screen 2 will appear. 



Screen 2 
 

 
 
 
Header information should be completed as outlined in instructions on “How to Enter a 
Requisition”. 
 
You must enter a Buyer name in the “Buyer” field  here.  
 
Click the magnifying glass to the right of the “Buyer” field to see a list of Buyers.   
 
Select the appropriate Buyer.   
 
Screen 3 is an example of completed Header Defaults.   
 
 
 
 
 
 
 



 
Note 1:  Category should be completed here only if you know that every line on your 
requisition will have the same Category (for example, OFSUP for Office Supplies).  If 
the Category will be different for some lines then this field should be completed for each 
line rather than in the Header Defaults.  The account code (5820) will default from the 
category (OFSUP) when you enter your requisition line. 
 
Note 2:  UOM should be completed here only if you know that every line on your 
requisition will have the same Unit of Measure (for example, EA for Each).  If the UOM 
will be different for some lines then this field should be completed for each line rather 
than in the Header Defaults. 
 
Screen 3 
 

 
 
Click OK 
 
Screen 4 will appear. 
 
 
 



Screen 4 
 

 
 
 
Click Mark All hyperlink.  All boxes under “Apply” column will be checked.  (See 
Screen 5.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Screen 5 
 

 
 
 
 
Click OK 
 
Click Save 
 
Your requisition should now save without any further error messages. 
 
 
 
 
 
 
 
 
 
 
 



Scenario 2 
 
If you enter a requisition by completing the Header Defaults before you enter any lines 
you must enter a Buyer’s name in the “Buyer” field.  If you don’t enter a Buyer, when 
you click OK you will get the error message in Screen 1.   
 
Note:  Instructions on “How to Enter a Requisition”  can be found on the College’s 
website under CNA Employees>PeopleSoft Information>Finance>Requisitioning 
 
Screen 1 
 

 
 
 
If you encounter this message click OK.  
 
You must enter a Buyer here.  
 
Click the magnifying glass to the right of the “Buyer” field to see a list of Buyers.   
 
Select the appropriate Buyer.   
 



Screen 2 is an example of completed Header Defaults. 
 
Screen 2   
 

 
 
 
Click OK 
 
Screen 3 will appear and you can enter your requisition lines following the  instructions 
in “How to Enter a Requisition”. 
 
 
 
 
 
 
 
 
 
 
 



Screen 3 
 

 
 


