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Access the Financial Production database:   https://my.uh.edu/fs 
 

Or, See the SignOn Financial Production job aid. 
 

 

                                                NAVIGATION PATH 
 

 
Under Menu click on: 
   Purchasing 
     Requisitions 
       Review Requisition Information 
         Requisitions 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(Can minimize menu by clicking on the 
red minus sign.) 

 

 
 

     

                      
 

Remember to use 
ALL CAPS 

Be sure to add to 
“Favorites”! 
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INSTRUCTIONS 
 

 
In the Requisition Inquiry panel: 

 
STEP 1:  To look up an existing purchase 

requisition. 
 

 
 

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

 
Click . 

 

 
 
STEP 2: 
 

 Click on the link under the Requisition 
column in order to see all of the 
items for that specific purchase 
requisition. 

 

 

 
 
Results: 
 

Line Details panel appears.  (If you 
want a detailed description of what was 
purchased click on the link below the 
Description column.) 

 

Click the  button to return to 
the previous panel. 

 

 

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. 

 


