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Viewing Requisition Workflow

Navigate to the My Requisitions widget at the bottom of the shopping homepage. This will display your

requisitions in a list or a graph form.

View as a Graph

1. Select the appropriate graph icon based on what type of requisition you are searching (Figure 1).

® View as Graph

200

150

100

Wiew as List

50

]

Perding

Figure 1

Compiated Repeciod

WilRaawn

2. This will display a list of the pending, completed, rejected, or withdrawn requisitions based on what graph
icon you selected. Select the desired requisition by clicking directly on the requisition number (Figure 2).
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3. Onthe requision page, select the “PR Approvals” tab (Figure 3).
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Summary

General
Shipping

Ship To

Artre Dafton Holler
University at Buffalo
Bidg: Crafts Hall
Room: 224

Morth Campus
Butfalo, WY 14260
United States

Delivery Options
Shig Via

Reguested Delivery Date
FOR

Freight Tarms

Billing

Bill To

UB Procurement Services

Requisition Date/Time
62772018 110 PM
61572018 1:54 PM
61372018 133 PM

Best Carnier-Best Way
a/17/2018
DESTINATION

Fraight charges MOT allowad
Supplier pays fresght
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Requisition Total

859.23 USD

276,40 USD

187.50 USD
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4. The “PR Approvals” Will take you to the workflow process where you can view which step your Requisitions

is in, and who has it in their queue (Figure 4).
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View as a List
1. Select the desired requisition by clicking on the requisition number (Figure 5).
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2. Onthe requisition page, select the “PR Approvals” tab (Figure 6).
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Buffalo, NY 14280
United States

Delivery Options
ship Via
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F.OEB.

Freight Terms
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UB Procurement Services
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6/17/2018
DESTINATION
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3. The “PR Approvals” Will take you to the workflow process where you can view which step your Requisitions
is in, and who has it in their queue (Figure 7).
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