How to look up a Requisition 
Navigation:  Purchasing – Requisitions – Review Requisition Information - Requisitions
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The following screen appears:
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Type in your Requisition number in the Requisition ID field.  Click [image: image3.png]


.

The following appears:
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Click on the link under the Requisition column in order to see all of the items for that specific Requisition.
The following appears:
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Click the [image: image6.png]Return



 button to return to the previous screen.

