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Intro to CIS - Telecommunication Requisitions 
Last Modified January 15, 2004 

 
The telecommunication purchase requisition is used for pagers, telephone and cellular services.  The 
telecommunication purchase requisitions are entered into CIS as an “as invoiced” document.  The “as invoiced” 
purchase requisition is entered with zero dollars.  The Telecommunication Purchase Requisition will flow 
through the CIS approval system as if it were over $1000. 
 
Note:  All Service Agreements for cellular phones, pagers, and telephone service will be entered in FRS as a 
non-encumbered purchase order.  Departments can manually encumber telecommunication “as invoiced” 
purchase orders in FRS.  Visit the purchasing website for encumbering instructions at: 
http://www.purchasing.colostate.edu/encumber.html 
 
Select Financial > Documents > Create Documents > REQ Telecommunication Create 
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The ordered by and deliver to section of the telecommunication screen will automatically populate with 
information from your CIS login 
 
With your cursor in the Vendor Information Name field click on the list icon 

 
 

 
 
 
Type TELECOMM in the box and hit enter 
A list of the TELECOMM vendors is displayed  
Select the correct vendor from the list 
Click OK 
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Click on the Page 2 button 
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The quantity and UOM fields are restricted to specific values on the telecommunication screens 
Enter 1 in the QTY field 
UOM will auto-fill with A “As Invoiced” 

 
 
Click on the Enter Desc button 
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The Requisition Description window will open 
Enter your description in the lines provided 

 
 
Click on the Return to Page 2 button 
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Unit Price should be blank 
Extension should be blank 
Enter an Account Number 
Enter an appropriate Subcode 
User Field is an optional 10 character field 

 
Enter additional lines if necessary 
Click on the Send into Approval Process button when you are finished 
 

 


