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This document is to assist with the process of creating and submitting requisitions in Ellucian 
Self-Serve. 

To access Ellucian Self-Serve our IT department recommends using Google Chrome as your web 
browser. 

https://lincoln-ss.colleague.elluciancloud.com/Student/?hideProxyDialog=false

To login to the Self-Serve Environment use your LU email username and password.  

The following information and forms are available on our Website: 
University Purchasing Policies, New Vendor Form, Personal Services Form, Envelope Order Form 
and a copy of these instructions. 

https://www.lincoln.edu/departments/purchasing

The credentials are: 
Username: lincoln
Password: purchasing
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Inputting Check Request & Purchase Orders

Create Your Requisition
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Click on the Financial Management Module 
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Click The Procurement Module 
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The Following Fields Will Auto Populate

Document
Should always state “Requisition”

Requisition Date
Current Date

Approvers
This depends on the Department Code 

Initiator
Your Name or Number

Confirmation Email Address
Your email address
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You MUST Input All Required Information

Printed Comments
Enter your Quote Number or Invoice Number ONLY

Internal Comments
Enter Department to Deliver Items for Receiving ONLY

Ship To
LU – Main Campus
PH Lincoln Univ SACE

Vendor
Enter Vendor Name or Number

AP Type
CR – Check Request 
PO - Purchase Order 

*Incorrect AP Type will delay your Order or Payment.*
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Enter information from your Quote, Invoice or Personal Service Form
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Entering Line Item in the Requisition
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You MUST Input All The Required Information

Adding Lines  
Enter all related information from your Invoice, Quote or PSF with Part/Item 
Numbers in the Description.

*COPY AND PASTE IS NOT ACCEPTED*

*Grant Related GL Account Codes Requires the Grant-Related Project*

Attachments
*PDF ONLY*
Quote for Purchase Orders (PO) or Invoice for Check Request (CR) or
Personal Service Form (PSF).
Click “Save and Attach” A dialogue box will pop up on your screen to attach
the document.
*Be sure your supporting document is attached and not corrupt*
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Examples of Attachments
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Examples of Attachments For American Express Orders
Vendor #102
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Applying Discounts

Save Requisition and Reopen.
Click “Additional Details” where you will be able to enter the discount Amount or Percent.
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Editing, Tracking, Returns and Deleting

Modifying Your Requisition

Mission: Lincoln University, the nation’s first degree-granting Historically Black College & University (HBCU), 
educates and empowers students to lead their communities and change the world.

www.lincoln.edu

Purchasing Department
Lincoln Hall Room 403B

484-365-7344

14



Editing Requisitions

Click your Requisition Number the “Requisition Detail” box will pop open, this is where you can edit the requisition by clicking on the 
pencil to open the lines.  Please “SAVE” changes once editing is complete.
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Requisition Tracking for Approvers
“Not Approved”

Click on your Requisition Number, a summary of your requisition pops up. 

You can click the ‘Approvers” for Approval Status to know who still has to approve your requisition

www.lincoln.edu

16



Requisition Tracking Once “PO is Created”

Click on your Requisition Number, a summary of your requisition pops up.

You can click the Purchase Order Number for all information related to the requisition including the

Attachments.
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Correcting Your Returned Requisitions

Click on requisition number a box will pop up with a message explaining in the “Internal Comments”
why it’s has been returned. (see arrow below)

Click the pencil next to the requisition number to make the correction and re-submit.
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Deleting Requisitions

Click your Requisition Number the “Requisition Detail” box will pop open, this is where you can delete your requisition

www.lincoln.edu

19



Understanding your Budget

Budget to Actuals
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Click The Budget to Actuals Module 
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Understanding Your Budget

Click Department and Enter your seven (7) digit department GL Code, then click ‘Apply Filter”
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Understanding Your Budget

Your Department Budget will populate.

Click on your Department Number to find funds you may want to move to another unfunded line for purchase.
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Understanding Your Budget

This is an overview of how the Department Funds are allocated. To Reallocate Funds contact David Hendricks
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Purchasing Department

Contact

Annette Matthews
Purchasing Agent

T: 484-365-7344
amatthews@lincoln.edu
https://www.lincoln.edu/departments/purchasing
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