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Viewing the Status of a Requisition

	1.  
	Begin by navigating to the Requisition Inquiry page.

Click the Purchasing link.
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	2.  
	Click the Requisitions link.
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	3.  
	Click the Review Requisition Information link.
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	4.  
	Click the Requisitions link.
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	5.  
	Use the Requisition Inquiry page to enter criteria for selecting requisitions to view.

You can use any of the search methods, including the previous methods covered in the topics 'Setting up Advanced Searches' and 'Searching for Requisitions Created by Others.'
The Requisitions Inquiry page allows you to see if your requisition has been approved, canceled, denied, paid, received, turned into a PO, or to see if a check has been cut. 

	6.  
	Enter the desired information into the Business Unit field. Enter a valid value e.g. "pur01".

	7.  
	Enter the desired information into the Requisition ID field. Enter a valid value e.g. "0000000016".

	8.  
	Click the OK button.
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	9.  
	Click the Collapse (Ctrl+Y) button.
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	10.  
	Notice that the Status says Approved.
Click the Status tab.
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	11.  
	On the Status tab, you can see the stages of the requisition. You may view the requisition at any time by clicking the requisition link (e.g., 0000000016) under the Requisition column.

A "Y" link under the designated column will let you know if the requisition has been turned into a PO, a voucher, or has been received, to name a few.

Document Status - Allows one to access and review information about procurement documents associated with a requisition.

Approval History - Displays who approved the requisition by UserID and the date of approval.



	12.  
	Next, we will review Purchase Order details. The "Y" in the On PO field indicates that a purchase order has been issued for this requisition.

Click the Y under On PO.
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	13.  
	The Requisition to Purchase Order List displays the status of the PO along with the PO number, associated lines and schedule information, due date and description. 

Select the available links to view specific PO information.

Click the PO Number link.
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	14.  
	PO header details show the rules for the entire order and any processing instructions.

Click the Close button.
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	15.  
	Click the Received link.
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	16.  
	Click the Receiver ID Number link.
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	17.  
	Detailed Receiver information is displayed. You may select the associated links to view additional receiver information.

Click the Close button.
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	18.  
	Click the Return button.
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	19.  
	Click the On Voucher link.
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	20.  
	The Requisition to Voucher list page shows the number of lines and schedules that have been approved along with the associated voucher ID number, payment information, quantity, and dollar amount.

Click the Voucher ID link.
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	21.  
	Detailed information is shown on the Voucher Inquiry screen.

Click the Close button.
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	22.  
	Click the Payment Information link.
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	23.  
	Click the 000003 link.
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	24.  
	Click the Close button.
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	25.  
	Click the Return button.
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	26.  
	The Document Status screen will launch a new window.

Click the Document Status button.
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	27.  
	The Document Status page shows a summary of all information about procurement documents associated with a requisition.

You may select any of the associated DOC ID links to review detailed information.

Click the Close button.
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	28.  
	Click the Approval History button.
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	29.  
	The Approval History page will show who approved the requisition and the date of approval.

Click the OK button.
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	30.  
	Click the Comments button.
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	31.  
	Comments pertaining to line items within the requisition would be displayed here. 

Please add all comments to the Header comments area (Add Comments) of the requisition.

Click the OK button.
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	32.  
	You have successfully viewed the status of a requisition.

End of Procedure.


	Page 2
	Date Created: 2/16/2006


Page 1
	Date Created: 2/16/2006
	



[image: image28.jpg][image: image29.jpg]