
To enter the justification for the purchase, please click on Document Text on the 
requisition entry screen. 
 

 
 
 

 
 
 
 
Text keyed in the first block will print on requisition and later on the purchase order.   

• This is the area to type the state contract number, bid number or any other text 
that needs to be acknowledged by the vendor.   

 
Text keyed in the second block will not print.  This is where you need to enter the 
justification for the purchase. 

• This is internal/departmental text. 
 
Click on Save.  To close this form, click on “Exit documentation text page.” 


