eUMB Financials – Requisition Workflow Inquiry Page

Navigation:  Purchasing > Requisitions > Review Requisition Information > UMB Req Workflow Inquiry

Page Name:  UMB Req Workflow Inquiry 
How the Page Will Help You:  The UMB Requisition Workflow Inquiry page allows you to view the current status of a requisition, including each action that occurs – from department creation through QA approval.  The list captures all actions that occur during the cycle regardless of the number of deny actions that occur.  Each action displays the name of the user who took action as well as the date and the time at which the action was taken.
Who Has Access to Page:  Requisitioners, Departmental Approvers, QA Approvers, Buyers
Special Note:  The user name will appear as “procschd” if a requisition enters workflow automatically at 10 AM, 2 PM or 4 PM.
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Overview – Page Layout 
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Overview –Valid Values Explained
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Search for your requisition.





Business Unit is a required field.  The most common search uses Business Unit and Requisition ID.  It is possible to search on other criteria singly or in combination.  





HINT:  If you search using combinations, but you don’t get any data, try broadening your search by taking away one of the criteria or by using ‘contains’ instead of ‘begins with’ or ‘=’.





Navigate to the UMB Req Workflow Inquiry page:





Purchasing > Requisitions > Review Requisition Information > UMB Requisition Workflow Inquiry





Approval Log 


Displays each step from creation of the requisition through QA approval.





Worklist History


Displays worklist data – user, date/time available and worked status.  Allows us to see where the requisition is:  sitting on a worklist waiting for action or all actions completed.  Displays all actions from creation of requisition through QA approval. 





Valid Values for WF APPROVAL STATUS in Header 


and for APPR. ACTION in Approval Log:


Initiated – Requisitioner created requisition but has not entered it into workflow.


In Process – requisition is in workflow, awaiting approval by department or QA approver


Approved – requisition was approved by department or QA approver


Denied – requisition was denied by department or QA approver and is on Requisitioner’s worklist awaiting edits or cancellation





Comments Log 


Displays comments made by any user who takes action during the workflow cycle.





Approver Lists 


Displays list of Dept. Approvers relevant for this requisition and QA Approvers.  Items moving through workflow will only appear on these worklists for these users. 





Header Information


Displays basic information about this requisition.





Valid Values for STATUS in Worklist History:


Available – item is on approver’s worklist, but has not been opened.


Selected – item is on approver’s worklist, has been opened but was closed without completing the action.


Worked – item was opened and action completed and saved; item no longer appears on worklist.





Potential QA Approvers 





Potential Dept. Approvers
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