
 

 

 

 

 

 

 

 

 

 

 

Note:  Form has been simplified.  

Requisitions are no longer linked 
to conference request entry.   

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Activity Name, Provider and Location Details are 
required.  See example below.   

Note:  The URL box is no longer 
included.  Conference details 
should be saved as PDF and 
attached under Pre-Activity 
Attached Files. 



 

 

 

 

 

 

 

 

Click in box, past dates entered will appear.  Click on one or 
enter new one.    Drop down calendar will appear.  

Click on date for first day.   

Note:  Enter first day and last day of conference.  Enter estimated start and end time.   

If tracking PD hours, enter total estimated PD hours.     



 

 

Click on start time for first day.     



 

 

 

 

 

 

 

Click on end time for first day.    Example is below.   

Click on Add Date for the last day of the conference.  Follow the above instructions 
for entering date and times.  Ignore the Sub boxes.     



 

 

 

 

 

 

 

 

 

 

 

 

Example of completed dates and times.     

PD hours are not required.  This is an optional field for those who need to track PD hours.     



 

 

 

 

 

 

 

 

 

 

 

 

Note:  Enter estimated costs.  Click on Calculate Total. 

Add Program Name or budget code under Budget Code.   

Add estimated total under Amount   



 

 

 

 

 

 

 

Note:   

Attach conference details including but not limited to conference registration, 
tentative agenda, if meals are included or at an additional cost, MapQuest, etc.   

File Explore will open.  Find the file 
you are need.   



 

 

 

 

 

 

 

 
Submit OR Save for Later. 

 

Note:  Only submitted conference requests will move through the approval process. 

Once a conference request is approved, the Purchasing Assistant will forward the Conference Expense 
Requisition template. 


