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ePro/PO – Inquiry on Requisition Status (Life Cycle) Reference Guide 

Business Process Navigation 

1. To inquire on requisition status (life cycle). 
 

 

1. Main Menu > eProcurement > Manage 
Requisitions 

   

Use the following navigation to inquire on a requisition status (life cycle). 

1. From the Main Menu page, select eProcurement > Manage Requisitions. 

2. Enter a Business Unit – 62500 (should default from your user preferences). 

 

3. Enter any additional search criteria such as Requisition ID, Requisition Name, Requisition Status, Date From(this defaults 
to one week, make sure to change the date or delete it, if you want to see requisitions that are older than one week), 
Date To, Requestor, or Entered By in order to limit your search results. After entering all the appropriate search criteria, click 
Search  

4. The list of requisitions meeting the search criteria will display at the bottom of the page. 

5. Statuses Defined: 

Approved – requisition has been approved, but has not yet had a Purchase Order created for it. 

Cancelled – someone has cancelled the requisition. 

Complete –requisition is complete, meaning it has been received and paid for. 

Denied – requisition was denied by one of the approvers. 

Open – requisition has been created but not submitted by the creator. 

Pending – The requisition has not yet been approved by all approvers. 

PO(s) Created – PO has been created but not yet sent to the vendor. 

PO(s) Dispatch – PO has been sent to the vendor 

Received – Items have been received in eProcurement against the Purchase Order. 
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6. Click on the Expand Section icon   beside the requisition you want to view more details and the system will display the 
additional details below the line you expanded as shown below. 

 

7. Displayed is the life cycle of a requisition.  You can tell where in the life cycle the requisition is by the active hyperlinks under 
the pictures.  If the process is not applicable to this requisition or has not been executed on this requisition yet, then the 
hyperlink to more detail is not active.  In the example above the Requisition and Approvals hyperlinks are active, but no other 
processing has occurred for this requisition. 

8. Below is another example where the requisition has gone further in the process therefore in addition to the Requisition and 
Approvals hyperlinks being active, the Purchase Order and Receiving are also active. 

 

9. Click on any of the active hyperlinks to view more details about the requisition. 
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APPROVALS: If you click on an active Approvals hyperlink you will see the information below, this will tell you who may have the 
requisition, and when the requisition approvals occurred. 

 

PURCHASE ORDERS: If you click on an active Purchase Orders hyperlink you will see information related to the Purchase 
Orders(s). If there is more than one purchase order, it will say 1 of 2(or more) in the upper right corner, you will have an arrow next 
to this area you can click on to see the additional purchase orders. Also under Line Details you can click on this link to see additional 
line details. 
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RECEIVING: If you click on the active Receiving hyperlink you will get the page below where you can receive against the 
requisition. (See Quick Reference Guide ePro/PO Enter a Receipt (Ship-To)). 

 

INVOICE: If you click on the active Invoice hyperlink you will get invoice details as shown below. 
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PAYMENT: If you click on an active Payment hyperlink you will see the payment details. 

 


