PEOPLESOFT FINANCIALS:

Look Up Purchase Requisition Status

Access the Financial Production database:

https://my.uh.edu/fs

Or, See the SignOn Financial Production job aid.

Remember to use
ALL CAPS

NAVIGATION PATH

Under Menu click on:
»Purchasing
P Requisitions
»Review Requisition Information
- Requisitions

[ hly Favarites

[ Business Processes
[ Custom Repors

[ Computer Operations
[ Wendars

— Purchasing

= Reguisitions

= Review Reguisition

Search:

)

[» Reconcile Reguisitions

Information

— Requisitions
— Accounting Entries
— Warkhench
— Document Status
— Change History

[ Reporis

— Maintain Requisitions

— Reguest Requisitions
— Load Reguisitions

— Update Drop Shipments
— Budoget Check o

(Can minimize menu by clicking on the

[ Requisitions
[> Procurerment Cunﬂ:ts

red minus sign.)

 PUMChaSe Orders
[ Build f Source POs
[ Change Orders

Be sure to add to
“Favorites™!
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PEOPLESOFT FINANCIALS:

Look Up Purchase Requisition Status

INSTRUCTIONS

In the Purchase Requisition Inquiry panel:

STEP 1. To look up an existing purchase
requisition.

NOTE: When entering search criteria, you
can enter a full or partial value for
any key field. Based on what you
enter, the system uses the search
record to present a list of possible
matches, or, display the purchase
requisition.

>Business Unit: 00765
(Default; or Click ﬂ for options)

»Requisition ID: Enter the PS

Purchase Requisition number that
you are searching for (whether it is
the complete or a beginning partial
number).

»>Requestor: Click on Q] to find the
requestor’'s name.

»Enter the first few letters of the— |
requestor’s last name

>»Click on Look Up

»Select the requestor name by clicking
once on the link.

This will take you back to the Requisition

Inquiry panel.

»Click 0K |

Requisition Inquiry
Q To Req: Q
Origin: Q
Q.
E‘] To: E‘]
Wendor Lookup Yendar Details
Q Short Vndr Hame: Q
ltem ID: Q
Descr:
Department: [ IDrop Ship
Ok Cancel
Look Up Requester
Requester: | be ket @
Look Up ‘ Clear | Cancel ‘ Basic Lookup
Search Results
1 of1
Requester
MOTAL SLISIE
Regquisition Inquiry
Business Unit: 00765 |
Requisition 1D: Q To Req: Q
Req Status: Q Qrigin: Q
Requester: MOTAL SUSIE Q
Requisition Date: E‘] To: E‘]
VYendor Set ID: Wendor Lookup Wendor Details
Vendor ID: Q Short VYndr Name: Q
Item SetiD; Item ID: Q
Descr:
Department: [l prop Ship
o]34 Cancel
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PEOPLESOFT FINANCIALS:

Look Up Purchase Requisition Status

In the Requisitions tab:

STEP 2: Selecting a purchase requisition:

»Select most recent purchase requisition
from the list under the Details tab. It
will display.

To look at other purchase requisitions
from Details tab of displayed
purchase requisition,

> Click Return

(This will return you to the search results
whereby you can select the next purchase
requisition that you wish to look at.)

Requisitions

Customize | Find | Wiew All | L First 1] 13 0f 24 Last

Reqguisition Status Reguester Rey Date Total Amt Currency
00765 0000001744 Approved REQUESTER 10/21J2004 65.000 Dollar
~ 0000001655 Appraved REQUESTER 09072004 36550.000 Dollar
[] oo7es 0000001650 Approved REQUESTER 09/03/2004 635.350 Dollar
[ oo7es 0000001636 Appraved REQUESTER 09/0152004 35358.000 Dollar
[] oo7es 0000001627 Approved REQUESTER 09/01/2004 1153.080 Dollar
[ oo7es 0000001603 Appraved REQUESTER 08M 72004 300.000 Dallar
[] oo7es 0000001602 Approved REQUESTER 08n7iz004 808.200 Dollar
[ oo7es 0000001518 Appraved REQUESTER OBf3002004 217.500 Dallar
[] oo7es 0000001510 Approved REQUESTER 06/24/2004 240.000 Dollar
Search Appraval Histary Header Comments Document Status
Show RFQ Show PO Show Receipts Show MSR Show Youcher I Payment

= Notify
Line Details
00765 Rip Il 0000001 744

Hem D

Sel  Line

Descripdion

GLIARANTEED EXCEL D

Wendor 10

Heame
EHI

GOVERNMENT

SCRYPTOR GHA 0000001966

Qe Detalls  Line Comments Wiew Higrarshy
Retum

SOLUTIONE 10000 Ench

NG

Amout Currency

£5.00 Dollar

STEP 3: To see list of items:

> Click the link under the Requisition—_| |

column in order to see all of the
items for that specific purchase
requisition.

Requisitions

Details

00765
00765
00765
00765
00765
00765
00765
00765

] T R B T

Search
Show RFQ

= Notify

Status

L
00765

Requisition

0000001744
0000001655
0000001650
0000001636
0000001627
0000001603
0000001602
0000001518
0000001510

Approval History
Show PO

Status
Approved REQUESTER
Approved REQUESTER
Approved REQUESTER
Approved REQUESTER
Approved REQUESTER

Requester

Approved REQUESTER
Approved REQUESTER
Approved REQUESTER
Approved REQUESTER

Header Comments
Show Receipts

Req Date
102112004

09/07r2004
09/03(2004
0950172004
0950152004
081752004
081772004
06302004
06f24r2004

Show MSR

Total Amt Currency
65.000 Dallar

36550.000 Dallar
635,350 Daollar
3535.000 Daollar
1153.080 Dollar
300.000 Dollar
808.200 Dallar
217.500 Dollar
240.000 Dallar

Document Status
Show Yaucher / Payment
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PEOPLESOFT FINANCIALS:

Look Up Purchase Requisition Status

STEP 4: Check status:

»Check in the box to the right of
purchase requisition you wish to
check the status.

»Click Show PO link at the bottom, i
available. If not available, not
posted as a PO yet.

Requisitions

First [« 19024 O Last

Details Status
Unit Requisition Status Reguester Req Date Total Amt Currency

00765 0000001744 Approved REQUESTER 1052152004 55.000 Dallar
[ oo76s 0000001655 Approved REQUESTER 0g9/07rzo04 36550.000 Dollar
[] 0o7es 0000001650 Approved REQUESTER 09/03/2004 635.350 Dollar
[ 00765 0000001636 Approved REQUESTER 04950152004 3535.000 Dollar
[] no7es 0000001627 Approved REQUESTER 09/01/2004 1153.080 Dollar
[ 00765 0000001603 Approved REQUESTER 0gM7rzo04 300.000 Dallar
[] noves 0000001602 Approved REQUESTER 08172004 808.200 Dollar

0000001518 Approved REQUESTER 06f30r2004 217.500 Dallar

0000001510 Approved REQUESTER 06/24/2004 240.000 Dollar

Search Apbproval History Header Commeants Document Status
Show RF G Show PO Show Receipts Show MSR Show VYoucher ! Payment

= Notify

Results:

Requisition to Purchase Order List

Requisitien to Purchase Order List

Unit: 00765
Purchase Order Details
Details Moare

Req ID: 0000001744

First (4] 1 o7 1 [ Last

panel appears (If you Wa.nt a deta'led Sel Line Sched Dist Status Drop Ship PO ID Line Sched Dist Status Due Date  ltem ID [c);tils:é:ﬂNI:gED
description of what was purchased click 11 10pen 0000001742 11 1Dispalched 117212004 -
on the link below the Description > EHA
column.)
>Click the | Feturmn | putton to return to
the previous panel.
PO Inguiry
Return
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