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HOW to CREATE a NEW REQUISITION 

To start the purchasing process in F&B Control, you need to have a Requisition list. To create a 
Requisition, do the following: 
1. On the Main Toolbar, click Purchasing> Requisition List. The Requisition List window will open. 

 

 
 
Note: Open requisitions are in black font while closed requisitions are in red. 

2. On the Requisition List Toolbar, click the Create a New Requisition button . The Requisition 
dialog box will appear. 

3. On the Requisition dialog box, type the requisition number (can be alphanumeric, up to 20 
characters) on the Requisition Number text box. If auto-numbering for requisition is used, this 
text box is disabled. 

4. Type the name of the person creating the requisition on the Name text box. 
5. On the Default location, choose whether you want to use the product’s default location or 

identify a location which will be used for all products in the Requisition. 
6. If you wish other users to be able to view the requisition, select the Visible to other users check 

box. 
 

 
 

7. Click Ok. A dialog box will appear to ask if you want to add products to the requisition. Click Yes. 
The Requisition Details window will open. To add products to the Requisition, see How to Add 
Products to the Requisition. 

 


