
WAREHOUSE REQUISITION 
FOR WAREHOUSE STOCK ITEMS FOUND IN THE WAREHOUSE CATALOG 



Questions?  Contact Dawn Vega in the Purchasing Department at (619)588-3266, vegad@cajonvalley.net 

�x 4Ï ÃÈÅÃË ÔÈÅ ÓÔÁÔÕÓ ÏÆ ÙÏÕÒ ÒÅÑÕÉÓÉÔÉÏÎ ÉÎ ÔÈÅ ÁÐÐÒÏÖÁÌ ×ÏÒËÆÌÏ×ȟ ÇÏ ÔÏ ÔÈÅ 7ÁÒÅÈÏÕÓÅ #ÏÎÔÒÏÌ 0ÁÎÅÌ ÓÃÒÅÅÎ ÁÎÄ ÅÎÔÅÒ ÙÏÕÒ 
ÒÅÑÕÉÓÉÔÉÏÎ ÎÕÍÂÅÒ ÉÎ ÔÈÅ 2ÅÑȢ .ÏȢ ÆÉÅÌÄ ÁÎÄ ÃÌÉÃË ÁÐÐÌÙȢ 3ÃÒÏÌÌ ÔÏ ÔÈÅ ÒÉÇÈÔ ÕÎÔÉÌ ÙÏÕ ÓÅÅ ÔÈÅ ΄.ÅØÔ !ÐÐÒÏÖÅÒ΄ ÁÎÄ ΄.ÅØÔ 
!ÐÐÒÏÖÅÒ .ÁÍÅ΄ ÆÉÅÌÄÓȢ )Æ ÙÏÕÒ ÏÒÄÅÒ ÉÓ ÕÒÇÅÎÔ ÁÎÄ ÙÏÕ ÓÅÅ ÉÔ ÉÓ ×ÉÔÈ ÙÏÕÒ ÐÒÉÎÃÉÐÁÌ ÏÒ ÏÔÈÅÒ ÁÐÐÒÏÖÅÒȟ ÃÏÎÔÁÃÔ ÔÈÅÍ ÔÏ 
ÒÅÑÕÅÓÔ ÁÐÐÒÏÖÁÌ ÉÎ É6ÉÓÉÏÎÓȢ 4ÈÅ 7ÁÒÅÈÏÕÓÅ ÃÁÎÎÏÔ ÓÈÉÐ ÁÎÙ ÉÔÅÍÓ ÕÎÔÉÌ ΄7(΄ ÉÓ ÄÉÓÐÌÁÙÅÄ ÁÓ ÎÅØÔ ÁÐÐÒÏÖÅÒȢ

�x To print your requisition > cancel out of this screen and it will bring you back to the control panel, highlight your newly 
placed requisition and go to actions on the top left, select print preview from the drop down menu (it will download a PDF 
copy which will be available at the bottom of your screenɊ. From there you can open and print or save it. 

�x To delete a requisition > highlight it and click the little red X, a small yellow banner will briefly display, letting you know 
your requisition has been deleted.

• Keep a record log of all the requisitions you've submitted so you can track the status and verify receipt upon delivery. 

mailto:vegad@cajonvalley.net

	For warehouse stock items found in the warehouse catalog



