PeopleSoft Version 8.9: Requisitions The University of Akron

Chapter 6 . Requisition Inquiry

Requisition Inquiry Page

You can use this page to locate the following information:
o Status of the requisition

o The Date the requisition was created

o Total Amount of requisition

B Items on a requisition

o Approval History

o If a Purchase Order has been created

o If the items from the requisition have been received

o If a Voucher has been created

o If payment has been made and the check number
What you do What happens
1. From the main menu, choose: The Requisition Inquiry search page

Purchasing, displays:

Requisition Inquiry
Click the Review Requisition Information Business Unit. ~ [fkR0N 2

link Requisttion D: Q ToRerg Q
Req Status: l_ Q Origin: |_0\
Click the Requisitions link. Requester: | a
Requester Name; | Q
Requisition Date: H To: i

Vendor SetlD; — [AKRON Wendor Lookug

Vendor ID; Q  Vendor Detalls Vendor Name: Q

Item SetiD: AKRON ftem ID: Q
ftem Description: | j [ Direct Ship
Department: Q
0K Cancel
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What you do What happens

2. Fill in search criteria. Using more criteria
will return a smaller group of requisitions.

However, this panel may be used to review
all (limit of 20 at a time) of the Requester’s
requisitions for a given time period.

Business Unit: AKRON.

Requisition ID: Enter Requisition 1D,
including any lead zeros.

Requester: User ID. You can use the Look
up 2/ button to return search results. This is
the ID that you use to log on to PeopleSoft.
Requester Name: Search for the requester
by entering their name. The format for name
is last name,first name. For example:
Instructor,Suzie. You can use the Look up &/
button to search for a Requester by their
last name.

Requisition Date: Date requisition was
entered. You can use the Choose a Date
button to display a calendar.

Vendor: Vendor ID, will list all requisitions
for this Vendor.

Click on the OK button.
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What you do | What happens

3. The Req Inquiry Details page displays.

This page displays all requisitions that met the search criteria. This is an example of when
the search criteria returned one requisition. (This is an example of when the Req ID was
entered.)

PeopleSoft. TS SEEEEEEETS

(=113
{ Requisitions
Customize | Find | Yiew
Details Status
Unit Requisition Status Reguester Req Date Total Amt Currency

C AKROMN 00000185384 Approved Roth Andy 10/2552004 8.500 Dollar

Search Approval History Header Camments Document Status

Show RFQ Show PO Show Receipts Show MSR Show Voucher ! Payment

4. The Req Inquiry Details page displays.

This is an example of when the search criteria returned several requisitions. (This is an
example of when the Requesters ID was entered.)

PeopleSoft. —
(=113
et e e Don’t fprget to use the
e Customize | Find | Wiews All | & First 1-9 of 20 Last VleW TOOIS
Unit Requisition Status Requester  FEDE Pt TN LUl eNCY
W AKROMN 0000018984 Approved Roth Andy 1052562004 8.500 Dollar
T AKROM 0000018983 Approved RothAndy 10/25/2004 8.500 Dollar
[ AKRON 0000018982 Approved Roth Andy 1012552004 8.500 Dollar
[~ AKROMN 0000018981 Approved Raoth Andy 10f22¢2004 60.000 Dallar
[~ AKROM 00000185976 Approved RothAndy 107222004 120.000 Collar
[T AKRON 0000018975 Approved Roth Andy 1012252004 30.000 Dollar
[~ AKROMN 0000018974 Approved Roth Andy 10f22¢2004 30.000 Dallar
[T AKROM 00000185373 Approved Roth Andy 10f22i2004 10.000 Dollar
[ AKRON 0000018972 Approved Roth Andy 10f2252004 30.000 Dollar
Search Approval History Header Comments Docurment Status
Show RFQ Show PO Show Receipts Show MSR Showvoucher f Payment

Note: You can print this page using the Internet Explorer. Use the Menu option of File,
Print.
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What you do

What happens

5. You can find the following information on
this page.

o Status (Approved, Denied, Recycled,

Pending Approval, Canceled, or
Complete)

o Requester

B Requisition Date

o Total Amount

6. Click on the Status tab (link) to obtain
additional information.

On the Status page you can find the
following information:

o If a PO has been created (click on the

“Y” link in the On PO column to
obtain the PO ID number).

o If a Receiver has been created (click
on the “Y” link in the Received
column to obtain the Receipt ID
number).

a If a Voucher has been created (click
on the “Y” link in the On Voucher
column to obtain the Voucher ID
number).

You may also click on any of the active links
at the bottom of the screen to view Approval
History, Header Comments, etc. (The link
will become active when a document exists.)

The Status page displays.

PeopleSoft. %
3

Requisitions

Custarize | Find |V

8 First (4 150120 D1 Last

Detl: Status
Unit Bequisition OnRFG OnPO Diop Ship  Received OnMSR  OnVoucher
¥ AKRON 0000013484
T AKRON 0000012483
T AKRON 0000012982
T AKRON 0000012981
© AKRON 0000012476
I~ AKRON 0000013475
T AKRON 000018474
T AKRON 0000012973
[T AKROMN 0000018972

[C e

=R

Search Approval Histary - Header Comments
Show RFQ Show PO Show Receipts Show MSR

Document Status
Show Youcher [ Payment

7. To view the requisition items details, click on

the Requisition ID link (Requisition
Column) from either the Details or Status
page.

Click on the Return button to go back.

The Requisition Details page displays.

PeopleSoft. -

L

Line Details

wqllt 00000 AGEE

Desgiiption  Vetde 1D Haine
1 1 FTurr oooooooom S

Bea Oty BOM Aot Cantmiy
20000 Each 4.00 Daollar

(] 2 MORE STUFF 0000000031 o 20000 Each 4.50 Dollar
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