Checking the Status of a Requisition
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From the Search
Requisitions option under the
Requisitioning tab on the
Procure+ Home page you can
obtain an up-to-date status of
your placed orders, record the
receipt of an order, or copy an
order to create a new order.

This includes the ability to
review summary and line item
detail of an order, as well as
the workflow detail information
associated with an order.

The Workflow detail information
enables you to see who has
approved your placed order and
where your order is in the
approval (workflow) process.
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Checking the Status of a Requisition

Selecting the Check Requisition Status Option
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Checking the Status of a Requisition

Finding the Requisition
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System Admiristration

To search for an order of
another user, click
Search. The Search
Orders page displays
prompting you to enter
your search criteria.

After you enter your
search criteria, the Order
List page redisplays
populated with the orders
matching your search
criteria.

The Requester Name
field in the Search Orders
page enables you to
search for an order by the
name of the user who
requested the order.

The Originator Name
field enables you to
search for an order by the
name of the user who
entered the order. If you
place orders for other
users, use this field to
search for your orders and
any orders you have
placed for other users.
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Checking the Status of a Requisition

Finding the Requisition

+ The Requisition and Line fields in the Search Orders page enable you to search for an order by requisition and line item number.

If you search by Item Number, the Item History page displays. The page lists the requisitions for the item(s) matching your search
criteria.

The page enables you to review the existing requisitions for an item. The Item History page displays the date a requisition was
created, the amount, and the price paid for an item.
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Checking the Status of a Requisition

Viewing Order Detail

+ To view detail information for the requisition, mouse over the
requisition number, and then select View Detail. Depending
on the status of the order you can update it; update the charge
back accounts (cost centers) charged for it; update order notes;
update purchase card information; update attachments; and,
add an explicit approver to the existing approval process of the
order.
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Checking the Status of a Requisition

Viewing Order Detail

From the Requisition Detail page you can modify the order, select Modify. To print the order, select Print.

Modity | Accownting | Notes | Print | Attachiments | View Approvals | Transaction Summary | Advanced | Exit

RequisitionDetail

Header |

Requisition Header

Requisition Humilxer: AA-1
Requisition Status: READY TO PROCESS
Date Due: G245/08 Contract Requisition: [T

Requisition Items

ftern Nurnber Description GQuantity LM Unit Price

1 T5T st 100.0000 EA 1.0 0400

2 TST ITEM st 250000 EA 2000000
Requis
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Checking the Status of a Requisition

Viewing the Status of the Order
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+ To view the status of an order, mouse over the
Requisition number and select Status.

The Requisition Status page displays.

EXPERIENCE



Checking the Status of a Requisition

Viewing the Status of the Order

+ This page displays each step of the requisition process, from creation, to approval, purchase, and receipt.

Each step displays a date to indicate whether the order has reached and has been completed for each step.

A date appears under the Approved step only after each step in the approval (workflow) process the order is assigned to has approved the

order.
If an order is denied, no date displays for the Approved step.
The Purchased date displays the date the purchase order was printed/sent to the vendor for fulfillment.

In the grid in the bottom of the page you can view the audit history of the approval process for the order.
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Receaived
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Checking the Status of a Requisition

Viewing the Approvals of the Order

+ To view where the order is in the approval
process, mouse over the Requisition
Number, and then select Approvals.

MNavigator

The Approvals page displays.
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Checking the Status of a Requisition

Viewing the Approvals of the Order

+ This page lists each step of the approval (workflow) process the order is assigned to.

Each step is color-coded to indicate whether the order was approved at each step.

Click the Exit link to return to the Order List page.

Requisition Approvals Requisition : Aa-1

Key: Approvals Required: Approval Status:

. Transaction Appraoved

T Test Baay
L )
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Checking the Status of a Requisition

Receiving Order Items or Copying the Order
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To record the receipt of the order,
mouse over the Requisition Number
and select Receive.

The Requisition Status page displays.

Select the Receive All tab.

All items are received.
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