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Procurement: View a Requisition
For employees viewing a requisition

Purpose: To view an existing requisition.

How to Access: Log into the Bear Trax application and select the Purchase Requisitions
task in the Navigator.

Helpful Hints: Be sure to keep in mind that...
¢ Can be used to review a requisition or see approval status
e Any requisition at any approval status can be viewed

Procedure: Complete the following steps to view a created requisition:

1. Click on the Purchase Requisition icon.
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2. Scroll to the bottom of the page to select a requisition under My Requisitions.
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Purchase Purchasing My Receipts Catalogs Suppliers
Requisitions

Shop 4 Requisition
You do not have an active requisition. E
4 Search Catalog
Edit and Submit
Search [-+]
4 Quick Links
4 Browse Catalag « Requisition Line Entry
« Noncatalog Request
B&H 1@.5.9.(. LLC . Henry S
Photo(Punch T eEEXLLG VAHENRY SCHEIN® scheinpunc 4 Requisition Preferences
Outy Outy

- COWPunch Requisitioning Shawnee State
W(Punc BU  University BU
Garrett Y
i R, Ph||||psSuppIy(ompany
owy il Oearing & acilty Mantenarce rodu'ts  Cat2100) Requester "DeeAnn Meritt

Deliverto Main Campus, Admin

My Requisitions Location Building
,
Actions v View v Formatw B F B Freeze [z’ Detach Wrap Edit
Requisition Description Creation Date Agpmval Status Funds Status Order
mount
REQ100263 Goods 4317 50.00USD Pending approval Notreserved
dnd-test.pre.us2.oraclecloud.com/procurement/faces/FndOverview?fnd=... 15367USD  Approved Reserved ~|

3. Click on the requisition number of the requisition REQ100323 to view more detalils.

4 Search Catalog

Edit and Submit
Search (-]
4 Quick Links
4 Browse cata|°g « Requisition Line Entry
= Noncatalog Request
B&H q@ﬁfﬁ. LLC . Henry g
B:H| rrotorunch T GBEXLLC YA HENRY SCHEIN® scheinune 4 Requisition Preferences
Qut) out)

. . Requisitioning Shawnee State
CDW(Punch Ph " s | c Garrett BU  University BU
- om{)- c | Ips upp y ﬂmpaﬂ SupplwaUcal
CDWI(Punch Requester "DesAnn Merritt
Cut) rcial Cleaning & Facility Maintenance Products

Deliverto  Main Campus, Admin

My Requisitions Location Building
v
Acions w View v Formatw [ B Freeze ' Detach Wrap Edit
Requisition Description Creation Date Approval Status Funds Status Order
Amount

REQ100323 Goods 413NT7 850.00USD Pending approval Notreserved
REQ100263 Goods 4317 50.00USD Pending approval Not reserved
REQ100253 LOBBY BROOM - ANGLED WI... 32917 15367USD  Approved Reserved
REQ100250 LOBBY BRCOOM - ANGLED WI arany 514 75USD Pending approval Notreserved

£y REQ1DD234 LOBBY BRCOM - ANGLED WI 3R4N7 267.90USD Rejected Not reserved

Note: Several action buttons appear in the upper right corner of the page. These are OPTIONAL
to use.

'E: Social Check Funds | View Life Cycle  Actions Done
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4. Click Check Funds to review available funds for this requisition.

ﬁ What do you need fo do or find? @ 9 o DeeAnn Merritt ~
Requisition: REQ100323 % Sacial | Check Funds  ViewlLife Cycle = Actions v Done
Requ\swl\ong& Shawnee State University BU Creation Date  4/1317 Requisition Amount  850.00USD
Entered By "DesAnn Merritt Status  Pending approval Approval Amount 550.00USD
Description Goods Procurement Card  XXXXXXXX2145 Funds Status Mot reserved
Justification Attachments None

Requisition Lines

Actions w View w Format w Freeze Detach Wrap
Line Item Description Category Name Quantity UOM Price  Amount (USD) Status Funds Status Order Line Life C!
1 Goods Miscellaneous 1 Cubic I 50.00UsSD 50.00 Pending approval Notreserved :::
2 goods MEDIA 1 Unit 450.00USD 450.00 Pending approval Notreserved 3:2
3 Goods Miscellaneous 2 Cubic .. 175.00UsSD 350.00 Pending approval Notreserved ?::
4 »
Rows Selected 1 Columns Hidden 13

5. Click View Life Cycle.

'EJ Sacial Check Funds View Life Cycle Actions w Done

6. View the Requisition Life Cycle information page. Users can see Requisitions, Purchase
Orders and Receipts associated with Requisitions.

ﬁ Whatdo you need to do or find? Q * \‘ @ 9 o DeeAnn Merritt ~

Requisition Life Cycle: REQ100323| Done

4 Requisition Lines

View w Format w Freeze Detach Wrap
Line Item Description Category Name Requester Quantity UOM Price  Amount (USD) Status
1 Goods Miscellaneous Merritt, DeeAnn 1 Cubicl 50.00USD 5000 Pending approval
2 goods MEDIA Merritt, DeeAnn 1 Unit 45000USD 45000 Pending approval
3 Goods Miscellansous Merritt, DesAnn 2 Cubic - 175.00USD 350.00 Pending approval
4 Order

No data to display.

4 Shipments
View w Format w Freeze Detach
Shipment Shipped Date Expected Receipt Date Ship-to Location Carrier Tracking Number

No data to display.
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4 Receipts
View w Format w Freeze Detach Wrap
Receipt Receipt Date Received By Shipment Packing Slip Wayhbill Bill of Lading Notes
No data to display.
4 Invoices
Vigw w Format w Freeze ! Detach Wrap
Invoice Description Invoice Date Status Invoice Total Paid Amount Unpaid Matched to Order Currency
Amount Amount
No data to display

7. Click Done in the top right corner of the page when you have finished reviewing the requisition

life cycle.

Requisition Life Cycle: REQ100263
4 Requisition Line
View » Format w

Freeze iz Detach Wrap

Line Item Description
1 Goods
4 Order

No data to display.
4 Shipments
View w Format w

Freeze [z Detach Wrap

Category Name

Miscellaneous

Shipment Shipped Date Expected Receipt Date Ship-to Location Carrier
No data to display.
4 Receipts
View v Format v Freeze [w| Detach Wrap
Receipt Receipt Date Received By Shipment Packing Slip Waybill

Requester

Merritt, DeeAnn

Tracking Number

Bill of Lading

Quantity UOM

Price

1 Cubic | 50.00USD

Notes

Amount (USD) Status

50.00 Pending approval

8. Click on the blue hyperlink next to Status, Pending approval to review the requisition’s approval

status.

Reqmsmongﬁ Shawnee State University BU

Entered By ' DeeAnn Werritt

Description Goods

Requisition Lines

Creation Date

4M3nT

Status

Pending approval

Procurement Card

Justification

HAXHHAAN2T45
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9. Review the approval status. When finished, Click Done to exit the page.

Action Detail: REQ100323

Requisition REQ100323

Date Submitted 4/13/17 451 FM

ﬁr}’ / ® Options w Apply Reset w
1 4 [E] Header Stage
11 4 55 Paraliel
111 4 13 Branch 1.1
- Greg Ballengee

1114 Assigned Apri3, 2017 @
DeeAnn Merritt

1112 -3 Greg Ballengee
1113 _3 Greg Ballengee
1.1.1.4 -2 Greg Ballengee
Header Stage

: & GreoRallengee |

10. Click Done to exit the requisition.

] What do you need fo do or find? O\ * \‘ @ 9 o DeeAnn Merritt ~

Requisition: REQ100323 % Social  Check Funds | ViewLile Cycle | Actions v
“"'q“‘s““’”gﬁ Shawnee State University BU Creation Date  4/13/17 Requisition Amount 850,00 USD
Entered By "DesAnn Merritt Status  Pending approval Approval Amount 550.00USD
Description Goods Procurement Card  XXXXXXXX2145 Funds Status Notreserved
Justification Attachments None

Requisition Lines

Actions w View w Format w Freeze | Detach Wrap
Line Item Description Category Name Quantity UOM Price  Amount (USD) Status Funds Status Order Line Life C!
1 Goods Miscellaneous 1 Cubic | 50.00USD 50.00 Pending approval Notreserved 2:2
2 goods MEDIA 1 Unit 450.00USD 450.00 Pending approval Notreserved ?:!
3 Goods Miscellaneous 2 Cubic .. 175.00UsSD 350.00 Pending approval Notreserved

4 »
Rows Selected 1 Columns Hidden 13
Final Notes

By following these steps, you have successfully viewed an existing requisition, its approval status,
and other details about the requisition.
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