
Creating a requisition for a SubAward 
 

From the BuyWays page, click on the shopping cart icon on the top right side, then click ‘View My Cart’ 
 
 

 
 
 
Click on the ‘Create New Cart’ button.  Note:  Do not skip this step as it clears any leftover information from the 
cart from previous requisitions 
 
 

 
 
Click the ‘Add Non-Catalog Item’ button 
 
 

 
 
Type the vendor name in the field – BuyWays will start to show results after the first 3 letters until you can choose 
the vendor needed 
 
 

 
 

  



Check the Fulfillment Address is the one you need.  If there is a different address, choose ‘Select Different 
Fulfillment Center’ to see the options available. 
 

 
 
Check the Distribution method is where you need the PO delivered.  If the distribution method is ‘Manual’, it is 
your respsonsibility to send the PO to the vendor.   
 
 

 
 
Line 1 is created for the first $25,000 of the sub award by entering the description, NA for the Catalog Number, then 
a quantity of 1.  
 

 
 

  



Add line 2 for the amount of the sub award over $25,000, then click ‘Save and Close’ 
 

 
 

  



Select the Commodity Code for each line using the drop down box  
 
 

 
 

  



In the top right corner, choose ‘Proceed to Check Out’ 
 
 

 
 
Add your Address information on the ‘Shipping’ tab 
 
 

 
 

  



On the Account Code tab, enter the chartfield string information by clicking on the ‘edit’ button to the right of the 
screen, then ‘Save’ 
 
 

 
 
You just now override the Account Code on the line for the over $25,000 amount by clicking on ‘Edit’ button on the 
line 
 
 

 
 

  



Overwrite the Account code with the over 25K value of 757270-B, then save 
 
 

 
 
Go to the Final Review tab and review your requisition information to ensure it is accurate.  Attach any supporting 
documents using the ‘Add Attachments’ function.  If all is correct, you can either Assign the cart if you are a 
shopper, or submit the Requisition if you are a requisitioner. 
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