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Step 1 - Log In:  

¶ Login into Datatel-collive with your assigned User ID  and Password.   
This MUST be typed in all capital letters.  Datatel login IS case-sensitive. 

¶ Click on OK  or press the Enter key on your keyboard.  

Note:  For training purposes, the Datatel 

Educational database, coleduc, and special training 
User ID and Password are used and, for 

confidentiality purposes, only provide access to 

sample information.  In some cases, the data 
formats may display with slight variations to the 

formatting used at Erie Community College. 

Step 2 ï Choose the App:  

¶ Use your mouse to point to and click on Apps from the top menu 

¶ Click on CF in the 

drop down box. 

 

Step 3 ï Quick Access:  

¶ Using your mouse, 

click in the text box 
labeled Quick Access 

¶ Type the mnemonic 

REQM (this is the mnemonic code or ñjump codeò for the Requisition Maintenance screen)   

¶ Click Go with the mouse or press the Enter key on your keyboard 

 

 

     
 

 

 
 

 

 
 

 
 

 

 
 

 

Note:  Once you have used a mnemonic in the Quick Access box, it will be available from the 

drop-down menu (click the  button to access the drop-down menu).  You may also add 

mnemonics to your Favorites by clicking Favorites on the menu bar, click Add to Favorites 
from the drop-down menu, type the mnemonic and click OK .  Then you may click Favorites 

on the menu bar and the mnemonic will show at the bottom of the drop-down menu. 
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Step 4 ï Beginning a Requisition:  

1. The Requisition LookUp or (A)dd dialog box displays  

2. Enter A and click OK  or press the 

Enter key on your keyboard 

 

 

3. The Enter new Req No, ñNòo 

Number, <ENTER> to assign automatically displays 

4. Click OK  or press the Enter key 

on your keyboard to assign a 
number automatically 

 

 

You will be alerted that a number will be assigned automatically upon completion of the requisition 

5. Click OK  or press the Enter key on your keyboard 

Datatel automatically defaults to the 
current date.  If the books have not 

been closed on the prior fiscal year, 

you will be alerted that the date falls 
beyond the current fiscal year.   

6. Click on the Y button or press the Y key or the Enter key on your keyboard 

 

 

The REQM ï Requisition 

Maintenance screen displays: 


