
 

 

FNP eRequest Job Aid 

You can use the eRequest website to create eStores shopping carts, create Requisitions/PO’s, create non-travel 

reimbursements or complete internal orders (100Ws). 

- Begin by going to:  eRequest.osu.edu   

- Enter your Kerberos id (name.#) and password. 

- Welcome to the main page.  Click on New 

- Follow the prompts on the screen to work your way through the request.  Use the table below  

Internal Order eStores County Reimbursements Personal Reimbursements 
(non-travel related) 

Purchase Order 

Purchasing/Payment Option 
Click on “internal order”  
 
 Vendor/Payee and Item 
Details  
Fill in the description of the 
item/service, the quantity, and 
the estimated amount 
  
Internal Vendor  
Type in the vendor name. A list 
of vendors should populate 
under the cell. Pick the correct 
vendor. If the correct vendor 
name doesn’t appear,  You can 
find a list of vendors by clicking 
on the “View All” link next to 
the internal vendor cell. * 

Vendor/Payee and Items 
Details 
Click on the eStores icon.  
Click “ok” on the pop up 
window (because you have 
not entered anything). 
 
Create a shopping cart just as 
you have done before.  Refer 
to the eStores entry Job Aid, if 
you need assistance. 

 
After you confirm checkout 
on your eStores order, it will 
bring you back to the 
eRequest page and populate 
it with the information from 
your shopping cart. 

Purchasing/Payment Option 
Use the default  “Standard 
Purchasing request”  
 
 Vendor/Payee and Item 
Details  
Fill in the description of the 
item/service, the quantity, and 
the estimated amount 
 
Use the County Extension 
Office as the Vendor/Payee 
 
Attachments 
Scan the receipts to your 
computer and add to eRequest 
attachments (these receipts 
will be mailed when eRequest 
is completed)  

Purchasing/Payment Option 
Click on “Reimbursement to 
Employee” enter in the 
employee’s ID number if not your 
own by Lookup Employee 
 
 Vendor/Payee and Item Details  
Fill in the description of the 
item/service, the quantity, and the 
estimated amount 
 
Vendor/Payee will default 
 
Attachments 
Scan the receipts to your 
computer and add to eRequest 
attachments (these receipts will 
be mailed when eRequest is 
completed) 

Vendor/Payee & Item details:* 
- Description of what will be 

purchased. 
- Quantity and Unit of measure  
- Estimated amount 
- Vendor information: 

Name, address, phone, fax, email 
and PeopleSoft vendor ID (if 
known).  

General Request Info 
Additional Information: 

-     PO Type: General, Term or 
Blanket 

-     Previous PO # (if applicable) 
-     Term or Due Date 
-     After the Fact Explanation (if 

needed) 
-     Special Instructions 

Additional help documents for various eRequests purchases are available here: http://osuebusiness.osu.edu/policiesprocedures3.html#Extension_Policies_Procedures 
 

General Request Information 
 Add the location (complete address) where the product should be shipped, as well as, the Business Purpose 
 

Funding Source 

 Change the org number in this field to match the FNP org (starting in 5590X) to create the workflow to the Co-I and Co-PI. 
 Click on the “Enter Chartfield (optional)” button and add a chartfield. Entering the chartfield is not optional. 

http://osuebusiness.osu.edu/documents/eStoresEntry.pdf
http://osuebusiness.osu.edu/policiesprocedures3.html#Extension_Policies_Procedures


 

 

1.) Choose the “BU GL” (Business Unit General Ledger) by clicking on the down arrow. For FNP you will select “OSURF”  2.) Use your FNP Org (5590X) (this will be 
the second time you enter this) 3.) OSP Fund (590000)  
4.) Choose the appropriate account number 5.) Choose your FNP User Defined. See your PI for info on Chartfield 
 
Click on Continue – it will take you to a preview request window.  Thoroughly look it over. If you need to make changes, click the “Go Back And Edit” button at the 
bottom of the page. Make the Changes and submit again.  
 
Finally Click on “Submit for Approval”.  An email will automatically be sent to your FNP Co-I and then your FNP Co-PI as well as to you.  It also provides you a link 
to send it to additional email addresses. 
 
Process after submission 

1. Put a printed (or electronic) version of the eRequest into a “pending reconciliation” file until you have seen it appear on your monthly eReports.  
2. For County and Personal reimbursements, Print the eRequest PDF (there is a Print (PDF) in the upper right hand corner) and attach receipts. Send to OSP 

for review.  
3. The transaction is processed either to OSP via the Business Office (Jesse Buxton).  
4. OSP will review and ultimately dispatch the transaction.  

 
*Please note: If your vendor (internal or external) requires you to do additional work to get the transaction completed you will need to work with them directly. (example: filling 

out a separate registration form to register for a conference).  
 

Send documents to: 
 

OSP Accounts Payable 
1960 Kenny Rd 
Columbus, OH 43210 


