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Cross Referencing a Requisition to a PO
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Click on the following:

Purchasing – Requisition – Review Requisition Information – Requisitions

The following page will appear:
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Click on the [image: image3.bmp] to collapse the menu and give you more viewing area.

Enter the Requisition ID number and click [image: image4.png]


.  The following page will appear:
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Unit| Reuuisition  Status Requester Req Date Total Amt Currency
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Click on [image: image6.png]


 and the following page appears:
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Under the [image: image8.png]OnPO



 column, if it is blank that means a purchase order has not been done.  

If there is a [image: image9.bmp] in this column, a PO has been processed.  If you click on the [image: image10.bmp], the following page will appear showing you the purchase order number.
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The purchase order number appears under the [image: image12.bmp] column.
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