
Requisition

Overview
The Materiel Management/Inventory Control Point (MM/ICP) module Requisition process 
provides the ability to add, update, cancel, print, review, or deny a Requisition request.

Navigation
MATERIEL MGMT > Requisition > Requisition page

Procedures

Search for a Requisition

One or more of the Search Criteria fields can be entered to isolate the results. By default, all 

results are displayed. Selecting  at any point of this procedure returns all fields to 
the default "All" setting.

 1. In the Search Criteria box, narrow the results by entering one or more of the following 
optional fields. 

 2. Select  to display the search results. 
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Cancel a Requisition

 1. Click  to select the desired entry. The Requisition request is highlighted, and , 

, , , , , 

, and  become available.

 2. Select . The Status changes to CN - Cancelled, and is removed from the Requis-
itions grid.

Inquire About a Requisition Status

 1. Click  to select the desired entry. The Requisition request is highlighted, and , 

, , , , , 

, and  become available.

 2. Select . The 869F Order Status Inquiry is sent to the SOS.
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Add a Requisition

Navigation

MATERIEL MGMT > Requisition >  > Add Requisition page

Procedures

Add a Requisition 

 1. Select . The Add Requisition page displays.

 A. Use  or  to assist with the STOCK NBR entry. This is a 15 alphanumeric char-
acter  field.

 B. Use  to choose the correct REQUESTED QTY.

 C. Use  to assist, or use  to select the Client RSA.

 2. Select . The Add Requisition page closes, and the new Requisition record is at 
the top of the Requisitions grid, highlighted in green.
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Update a Requisition

Navigation

MATERIEL MGMT > Requisition >  (desired record) >  > Update Requisition 
page

Procedures

Update a Requisition

 1. Click  to select the desired entry. The Requisition request is highlighted, and , 

, , , , , 

, and  become available.

 2. Select . The Update Requisition page displays.
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 3. Select . The Update Requisition page closes, and the revised Requisition 
record is highlighted.
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Review a Requisition

Navigation

MATERIEL MGMT > Requisition >  (desired record) >  > Review Requisition 
pop-up window

Procedures

Review the Requisition Request             

 1. Click  to select the desired entry. The Requisition request is highlighted, and , 

, , , , , 

, and  become available.

 2. Select . The Review Requisition pop-up window displays.
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 A. Update the Ship To, using  to select the desired DODAAC.

 B. Update the FUND CD, entering the revised code in the field provided. This is a 2 alpha-
numeric character field. 

 C. Update the APPROVED QTY, using  to choose the revised amount.

 D. Update the Signal Cd, using  to select the desired code.

 3. Select . The Review Requisition pop-up window closes, the Requisition 
status changes, and any required forms are automatically sent.
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View the DLMS Transactions of the Requisition 
Request

Navigation

MATERIEL MGMT > Requisition >  (desired record) >  > DLMS 
Transaction Log pop-up window

Procedures

Search for a DLMS Transaction

 1. Click  to select the desired entry. The Requisition request is highlighted, and , 

, , , , , 

, and  become available.

 2. Select . The DLMS Transaction Log pop-up window displays.

 3. In the Search Criteria box, narrow the results by entering one or more of the following 
optional fields. 
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 4. Select  to display the search results. 
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View the Historical Activities of the Requisition 
Request

Navigation

MATERIEL MGMT > Requisition >  (desired record) >  > 
ICP Requisition Historical Activities pop-up window

Procedures

View the Requisition Request Historical Activities

 1. Click  to select the desired entry. The Requisition request is highlighted, and , 

, , , , , 

, and  become available.

 2. Select . The ICP Requisition Historical Activities pop-up win-
dow displays.
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 3. Select  to close the pop-up window.       
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Print a Requisition

Navigation

MATERIEL MGMT > Requisition >  (desired record) >  > Print a Requisition 
page

Procedures

Print a Requisition

 1. Click  to select the desired entry. The Requisition request is highlighted, and , 

, , , , , 

, and  become available.

 2. Select . The  toast appears, and then the  
toast appears.

 3. The Windows Save As pop-up window appears, after generating the DW Form 10. Select 

 to save the PDF document, and print at a later time. 
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Deny a Requisition

Navigation

MATERIEL MGMT > Requisition >  (desired record) >  > Deny Requisition 
pop-up window

Procedures

Deny the Requisition Request    

 1. Click  to select the desired entry. The Requisition request is highlighted, and , 

, , , , , 

, and  become available.

 2. Select . The Deny Requisition pop-up window displays.

 A. Enter the Reason for Denial in the field provided. This is a 1024 alphanumeric char-
acter field.

 3. Select . The Deny Requisition pop-up window closes, and the Requisition 
request is removed from the Requisitions grid.
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