
 
 

Login to TechnologyOne Click on eRequsitions from the Main Menu Click on View Computers at bottom left of 
the screen to decide 

No (Non- Standard)  

1.  Store sourced quote(s) on S:drive 

2. Click on Change Settings to Check/Change Sub Location to reflect 
correct delivery address. 

3. Click on Undefined Product link and Enter  Description, Quantity, 
Supplier Code, Product Number, Unit Price, GL, Account Number, 
Comments, Continue to Shopping Cart, Decide on More Products  

4. Submit for Approval 

5. Enter Header Details. 

6. Is it a Lease? 

7. Attach Quote using attachments. 

8. Click Update. 

9. Change Approver is necessary, fill in comments and hit ok. 

10. Look for any errors. 

Yes (Standard) 

1. Click on Change Settings to Check/Change Sub Location to reflect correct 
delivery address. 

2. Select from Catalogue. 

3. Enter Quantity, Continue Shopping Cart, Enter Account Number, Decide if 
More Products needed  

4. Submit for Approval 

5. Enter Header Details 

6. Is it a Lease? 

7. Click Update. 

8. Change Approver is necessary, fill in comments and hit ok. 

9. Look for any errors. 
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IT Related Equipment 

Is the  
Item 

Listed?  

 

I Need IT 

Related 

Equipment 



Frequently Asked Questions 

 
Where can I view Products on the Web? http://www.newcastle.edu.au/service/technology-

one/erequisitions.html 

Where is My Requisition? 

 and Click on the Start Processing 
 

Where do I save my quotes? Save your quotes gathered for Non-Standard items to the S: Drive 

or the U: Drive. 
 

Where do I place my justification for a non standard item? Enter in the Comments in the Header Details. 

 

Who do I contact regarding IT Client Services Pool? https://17000.newcastle.edu.au  
 

When do I Receipt the item and how? At the time of receipting fill in the Maintain Asset Details. This link 

is found to the left of the data entry Receipting screen. There is a 
Receipting/Purchase Order Reference Card available to refer to or 
refer to the TechOne eRequisitions – Computer Related 

Equipment Reference Card in the section on Receipting. 
 

Where do I find out more about TechnologyOne? https://blackboard.newcastle.edu.au 
 

Who do I contact for Support on eRequisitions? finserv-erequisitions@newcastle.edu.au or Ext 12073 
 

Can I book into Instructor Led Training https://hronline.newcastle.edu.au/ 

 

TechnologyOne is not working finserv-systems@newcastle.edu.au 
 

Citrix is not working https://17000.newcastle.edu.au 
 

Who updates the Products and Pricing? finserv-erequisitions@newcastle.edu.au or Ext 12073 
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