
Saving Requisitions 

Annual and Supplemental Requisitions 
1. The save button for Annual Requisitions is found on the Requisition Summary tab.  

2. Remember to ALWAYS come back to the Summary tab after entering information on the 
grade level tabs and click on the Save Work button before leaving the Annual 
requisition screen. If you do not, any work entered will be lost.  

3. You can use the Save Work button at any time while working on an Annual requisition. 
Once the requisition is complete, click on Save Work and then Submit to TEA. 

 
 

Subscription Renewals 
1. The Save Work button for Subscription Renewals is also found on the Requisition 

Summary tab.  

2. Like the Annual and Supplemental requisitions, enter information and then go to the 
Requisition Summary tab to click on the Save Work button. Once all your information 
is entered, click on Save Work and then Submit to TEA. 

 



EVI Requisitions 
1. Like the other types of requisitions, after entering information, you MUST return to the 

Summary tab to click on the Save Work button. If you do not save your work before 
leaving the EVI requisition page, any information entered will be lost.  

2. After all information is entered, click on the Save Work button and then the Submit 
to TEA button.  
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