
How to Place a Requisition 
for Radioactive Material



Sign into EH&S Assistant using your NetID by going to the following address;
https://ehs.fpm.wisc.edu/ehsa You will either be shown the screen above or 

automatically forwarded to the NetID sign in screen, shown below, depending on 
how your browser is set up.

https://ehs.fpm.wisc.edu/ehsa


Click on the “Inventory” icon



Click on the “Ram Requisition Entry” link



Here will be a list of any “Open Requisitions” you have already placed. 

You also have the ability to look at any requisitions you have placed in the past by clicking the “Closed 
Requisition” box (yellow square)

To start a new Requisition, click the “+Add” button (red square)



To complete a requisition fill out all the pertinent information on this page. Information can be filled out by a using a 
dropdown menu, clicking the button to bring up a selection table and/or typing in the text box. Items with a red * are 
required. It is helpful to start at the “PI” section and work your way through the form as some items will be auto-filled as 
you go through. If you do not have a Cost Center Number, please refer to the ORS website on how to obtain one.



Once all pertinent information has been entered, click the “Save” button. If you receive an error, contact Radiation Safety at 
RadiationSafety@wisc.edu and inform them of the error. If you receive an error, it is most likely because you are trying to place 
an order over your labs allowed shipment or possession limit(s). By contacting the ORS your limits can be updated. 

mailto:RadiationSafety@wisc.edu


After hitting the save button, an email is sent to the Office of Radiation Safety informing them of your Requisition. There are no 
further steps to take.

You will be brought back to the main page that shows your current “Open Requisitions”.  You may edit these requisitions by 
clicking the edit button until the Office of Radiation Safety places the order and moves them into “Closed Requisition” status. 


