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Managing Requisitions

BUSINESS OBIJECTIVE: Manage Requisitions page will enable you to view requisitions and track their progress from
creation to payment. Most importantly this tool will advise budget status since a requisition with budget error

status DOES NOT route to the Purchasing Department.
Step#1: Navigate to eProcurement>Manage Requisitions

STep#2: Enter as much information to locate the requisition to be reviewed. For example, Business Unit, ‘date

from’ and ‘date to’ has been entered. Click Search.

Manage Requisitions
~ Search Requisitions
To locate requisitions, edit the criteria below and click the Search button

Business Unit: IMEC55 . Requisition Name:
Requisition1D: | @ RequestStatus:  [AlbutComplete V| g oot Status: | V]
Date From: 041302019 5 pate To: 0510772019 5
Requester: tamms0_ QL Entered By: A poID: | Q
"7==2222277==7 ifthe requester EMPLID does not default, enter it. |
- Gleat I --"‘, Requesters can only manage their own requisitions. :

Requisitions Unless they are Creators on behalf of a Requester(s). i

To view the ifespan and line items for a requisition; click the Expand tridngle icon” 1*
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

leq 1D HEQRHSITION Name DA rate 330N | 14
0000000202  FY19 - Computers MEC55 05/01/2019 Receive Valid 2.000.00USD.<Select Action_ v| G
Requester:  Gabriefle Keane-Dawes  Entered By: gameno Keane- Priority: Medium
awes
Request Lifespan:
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Regursdion Aggeavals Inventory Bﬁ.ﬁé‘:’ chx Recening Returns Invoice Payment
Line Information
Line Description

In this example: requisition 0000000202 has been routed to the Purchasing Department where a Purchase Order
has been created and the requestor has added a receipt. Requesters can track all changes to their requisitions

from this page including approvals, managing budget status errors, copy and cancelling requisitions.



