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V4 PR342 Maintaining Requisitions (VDOT Only)

Maintaining Requisitions Overview

This Job Aid provides instructions for maintaining Requisitions in Cardinal. Users can access,
review, update, and cancel Requisitions from the Purchasing module.

Requisitions may be updated to reflect changes in quantities, shipping details, Line Items,
Schedules, Distributions, or attachments. A Requisition may be edited or canceled as long as it has
not been sourced to a Purchase Order or Sourcing Event. A Requisition can be modified even after it
has been approved; however, changes that increase the price or quantity may trigger the approval
workflow again.

Requisition status and approval details can be reviewed in two ways:

 Maintain Requisitions — Requisition page: Displays Requisition details, approval status,
and links to the approval monitor.

o Review Requisition Information page: Allows users to view Requisitions that are complete,
canceled, or do not require modifications. This page also provides access to related
Purchase Orders, Receipts, and Vouchers.

Using these tools, users can monitor Requisition activity, confirm approval progress, and view
connected purchasing transactions for greater transparency and accuracy.

Navigation Note: Please note that there may be a Notify button at the bottom of various pages
utilized while completing the processes within this Job Aid. This “Notify” functionality is not currently
turned on to send email notifications to specific users within Cardinal.
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Revision History

Revision Date Summary of Changes
9/1/2026 Updated to reflect the Cardinal system upgrades.
4/6/2026 Baseline.
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Updating a Requisition

Note that Requisitions with the status of “Canceled” or “Complete” cannot be updated. To view these
Requisitions, use the Reviewing Requisition Information section in this Job Aid.

Step | Action

1. Navigate to the Requisitions page by clicking the Procurement WorkCenter tile.

Procurement WorkCenter

O
= ofh

o0

For information about WorkCenters, see the Job Aid titled Overview of the Cardinal Financials
0 WorkCenters located on the Cardinal website in Job Aids under Learning.

2. Use the following navigation in the WorkCenter: Links > Requisitions > Add/Update
Requisitions

Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles.

Requisitions

[eRcH
[~ My Work Requisitions
> My Approvals

Add a New Value QFind an Existing Value
L Links

Contract Alerts

*Business Unit (50100 Q. “Requisition 1D | NEXT

Add/Update Requisitions

Review Requisitions [ Add l

Requisition Document Status

Sourcing >

Procurement Contracts -
Purchase Order

0 Users can also access the Requisitions page using the following navigation path:

NavBar > Menu > Purchasing > Requisitions > Add/Update Requisitions
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Step | Action

The Requisitions Add a New Value page displays.

New Window | Help

Requisitions

Add a New Value Q_Find an Existing Value

*Business Unit (50100 Q *Requisition 1D |NEXT

3. Click the Find an Existing Value button.

C, Find an Existing Value

The Requisitions Find an Existing Value Search page displays.

Requisitions

Find an Existing Value

~ Search Criteria
Use the following search to look for an existing Requisition.

7) Recent Searches | Choose from recent searches V| / [1 Saved Searches ‘ Choose from saved searches V| /
“Business Unit |:—v| (50100 al Requisition ID | begins with v | |
Requisition Name | begins with V| ‘ ‘ Requisition Status | = v| | v‘
Origin | begins with v| ‘ Q| Requester | begins with v| | Q|
Requester Name | begins with v| ‘ Q | Hold From Further Processing (]
~ Show fewer options
[ Case Sensitive
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Step | Action
4. Enter search criteria for an existing Requisition.
Requisition ID | begins with | ||00024284 |
Requisition Status | = v‘ ‘ Pending Approval V‘

5. Click the Search button.

[~

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
Overview of the Cardinal FIN Search Pages. This Job Aid is located on the Cardinal website in
Job Aids under Learning.

6. Click the desired Drill in (>) link in the Search Results section.

» Search Results
10 results - Business Unit "50100" Requisition ID "00024284" +1 more
1-100f 10 ~ [ ViewAll
- - Hold From
E:istlness Requisition ID Requisition Name §$;{3':m°n Origin Requester Requester Name Further
Processing
Purchase Bridge .
50100 0002428489 Timbers 26.1 Pending ONL ‘ ‘ N >
Purchase Bridge :
50100 0002428488 Timbers 26 Pending ONL ‘ ‘ N >
50100 0002428487 Job Aid Testing Pending ONL ‘ ‘ N >
50100 0002428485 0002428485 Pending ONL ‘ ‘ N >
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Step

Action

The Maintain Requisitions — Requisition page displays.

Requisition

Maintain Requisitions

Business Unit 50100
Requisition ID 0002428488

— Satss penang x

~ Header ()

ion Name | Purchase Bridge Timbers 26 I Hold From Further Processing

ion Date | 06/02/2026
Requesler Info

Online Input

*Currency Code |USD

Requisition Defaults Ecit Comments
Requisition Activities
Dacument Status

Add ltems From @
Purchasing Kit Catalog Search for Lines

Item Search Requester ltems Line Q] o Q Retrieve

Amount Summary @
Dollar
Total Amount 24425 usp

Select Lines To Display @

Line @

G

Details

Line

Ship To/Due Dale Status  Supplier Information Htem Information  Aftributes

Item

tof1 v I view Al

Ib

Contraet Sougeing Controls WebIMS |

enemy . . . Merchandise
Description Quantity UOM Category Price e ot Status

o mwmmew P 0 e e a]wen || s o |5 | ® (5] [

B |‘5anm?uunn

View Approvals Goto --More

Add Update/Display

E[ Retum to Search ” Previous in Lis! H Hext in List l Moty I Refresh ]

W

A Requisition Line can only be edited if it has not already been sourced to a Purchase Order or
Sourcing Event.

Click the Sourcing Controls tab.

Line ®

EEY

Details

Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls WebIMS 1=

Review each Line's Source Status:

“Available”: the Line has not been sourced and can be updated

[ ]
e “Sourcing in Process”: sourcing has begun but the Purchase Order or Sourcing Event is
not complete, and the Line cannot be updated
o “Sourcing Complete”: the Purchase Order or Sourcing Event is complete and the Line
cannot be updated
Details Ship To/Oue Date Status Supplier Information Item Information Altributes Contract Sourcing Controls WeblMS 113
Line Item Description Source Status *Source Date Calculate Price Uvemgsp?ggested
1) B ||s401070000 a| |[rmeers,erince. | 7 IAvailabIB I [oszz0zs [
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Step

Action

@

The Source Date is the date the Line was either sourced or last updated and saved.

Details Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls WebIMS (I3
Li m—rr 1 Override Suggested
ine Item Description Source Status Source Date Calculate Price P N
upplier
[—
1 B |s4o1n7uooo Q | [1meeRs, BRIDGE,_| Available 06/02/2026

9. Make updates to the Requisition as appropriate. These may include:
e Modifying quantities
e Modifying Shipping information
e Adding new Line Items
e Removing Line Iltems
e Updating Schedule information
e Updating Distribution information
e Adding comments or attaching documents
For more information on each of these topics, see the Job Aid titled PR342 Creating Regular
Requisitions (VDOT Only) located on the Cardinal website in Job Aids under Learning.
10. | Click the Save button.

| Retum to Search || Previous in Lisi || Mext in List || Motify || Refresh |

It is possible to make changes even if the Requisition has been approved. However, increasing
the price or quantity may trigger the Requisition approval workflow.
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Canceling a Requisition

Step | Action

1. Open the Requisition to be canceled by following Steps 1-6 in the Updating a Requisition section
in this job aid.

The Maintain Requisitions — Requisition page displays.

Maintain Requisitions
Requisition

Business Unit 50100 *WebIMS Req Type Status  Pending x
Requisition 1D 0002423488

Name |Purchase Bridge Timbers 26 OHeld From Further Processing
~ Header

ion Date | 06/02/2026 (1]

Requester Info
Ongin | OHL Q

Online Input

*Currency Code | USD Amount summary @
Dollar

Requisition Defaults Edit Comments Total Amount
Requisition Activities
Document Status

24425 usD

Add Items From @ Select Lines To Display @
Calalog Search for Lines

Purchasing Kit
ltem Search Requester ltems i
q Line Q| 5 Q Retiieve

Line @

@ 1-10f1 v | View Al
Details Ship ToiDue Date Status Supplier Information Item Information Aftributes Contract Sourcing Gontrols WebIMS b
Line item Description Quantity *uoMm Category Price T Status
| 1 B |‘54momonn Q ‘ |‘TIMEERS, BRIDGE, ﬁf—”j ‘ & ‘ ‘5401070 ‘ | 24425IFendmg ‘ (] ‘ @ ‘ = | ‘ E‘
View Approvals sGoto -More... v
Add Undate/Display

I Retum to Search H Previous in List ” MNextin List ] Hotify I Refresh ]

Purchase Order or a Sourcing Event.
Click the Sourcing Controls tab to see the Source Status.

Details Ship To/Due Dale Status Supplier Informaficn Item Information Altributes Contract | Sourcing Controls IW&bIMS 113
Override Su_ggested

Description Source Status *Source Date Calculate Price Supplier

0 A Requisition can be edited or canceled as long as it has not already been sourced to a

Line Item

1 B |54o1n7uooo Q| [TMBERS, ERIDGE, 'AFj |Available I 06/02/2026 E]

2. Click the Cancel (X) icon.

Status  Pending

Rev 9/1/2026 Page 8 of 18



/})Cardinal Cardinal Procurement Job Aid
V4 PR342 Maintaining Requisitions (VDOT Only)

Step | Action

A Message window displays with the following text:
“Canceling a requisition will commit any changes made and prevent further changes. Continue?
(10100,7)

When you mark a requisition as complete or canceled, the system does not allow any further changes to
the requisition. Any changes made, however, will be stored on the requisition.

If you have any more changes to make to this requisition, do not mark it as complete or canceled at this
time. Make the other changes, then return to change its status.”

Canceling a requisition will commit any changes made and prevent further changes. Conlinue? {10100,7)
When you mark a requisition as complete or canceled, the system does not allow any further changes to the requisition. Any changes made, however, will be stored on the requisition.

If you have any more changes to make fo this requisition, do not mark it as complete or canceled at this time. Make the other changes, then return to change its status.

3. Click the Yes button.

Yes Mo

The Successful Cancellation notification page displays.

Successful Cancellation

The requisition cancellation was successful.

ml Retum to Search ” Previcus in Lisi ” Mext in List ” Mofify ” Reifresh ]I Add l Update/Display

4. Click the OK button.

The requisition cancellation was successful.
ok

Canceled Requisitions cannot be opened on the Maintain Requisition page. However, they can
0 be viewed by navigating to the Requisition Inquiry page, using the following path: Main Menu
> Purchasing > Requisitions > Review Requisition Information > Requisitions
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Reviewing Status and Approvals

Requisitions can be reviewed in the Purchasing module. The status of an open Requisition and
information on its approvals can be reviewed on the Maintain Requisitions page.

Step | Action

1. Open the Requisition to be reviewed by following Steps 1-6 in the Updating a Requisition section
in this job aid.

The Maintain Requisitions — Requisition page displays.

IMaintain Requisitions
Requisition

Business Unit 50100 "WebIMS Req Type | Restock v Status  Approved b3

Requisition 1D 0002416159
Requisition Name |DDOZ4161 59

~ Header &

“*Requisition Date |08/02/2025
Requester Info
Origin | ONL a
o Online Input

0 Hold From Further Processing

Currency Code  USD Dollar Amount Summary &
Requisition De{aults Edit Comments Total Amount §71,607.00 usD
Requisition Activities
Document Status
Add Items From & Select Lines To Display &
Purchasing Kit Cataleg Search for Lines

Item Search Requester ltems i
q Line Q| 10 Q Retrieve

Line &
IE’ 1-10 0f 10 ¥ | view Al
Details Ship To/Due Date Stalus Supplier Informalion ltem Information Aftributes Contract Sourcing Controls WebIMS (3
Li | It ln ipti |Q i I*uom lc t Pri Merchandise et
ine | fermn | lescription | uan Il‘)l' | | ategory rice: ‘Amuunl atus
| 1 | B |7503532575 |STDNEI 8P GRADE B | |LTN |7503532 | 2825000‘ 84,750 .00 ‘ Approved ‘ @ | o | = ‘ | E
| { { - I - T/l
| Zi B |7503545440 :STONE, NO.9 ILTN |7503543 | 23.33000‘ 86,490.00 | Approved ‘ @ | [E5) | ] ‘ | E’
| 3| 2] |7503532035 |STONE NO. 21A, STONE |LTN |750]532 | 21.95000‘ 21,950.00 ‘ Approved ‘ @ | [£5) | i ‘ | E’
| | | T o T/l
| AI B |7503543430 :STONE, CRUSHED GRADE 25 ILTN |7503543 | 21.95000 | 10,975.00 | Approved ‘ @ | [E2) | = ‘ | E’
s 3 o
Requisilion Defaults Edit Commenis

Reguizifion Acfivities
I Document Eﬂalusl
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Step | Action

Business Unit 50100
06/02/2025

usp

Document Date
Currency

Requester

Show All

Associated Document

The Document Status Requisition page displays in a new browser tab.

Document Status Requisition

ReqID 0002416159

Status  Approved
Document Type Requisition

Merchandise Amt  671,607.00

Go = iy

Receipts(17) Vouchers(3) PaynTents(3)

Returns

E\ 150f25 ~v| > 3 | Vewal
Documents Related Info (3
Actions SetlD Bu_siness Document Type DOC ID Status Document Date Supplier ID Location N Dm:urr_mnt Status
Unit Inquiry
“Actions STATE Contract 0000000000000000000052702 | Approved 0412312025 0000058791 B
v Actions 50100 S‘r“ﬁ:*’se 0001304747 Dispatched 06/0312025 0000058791 MAIN
“Actions 50100 Receipt 0002616287 Received 08072025 0000058791 MAIN B

Review the status of documents related to this Requisition.

=

Procurement  Purchase Service
Contracts(1)  Orders(1) Jork

i
Ol

==

Returns Vuuche;sta) Payrﬁen?s(S)

- g

Receipts(17)

)

Review associated documents by clicking the links in the DOC ID column.

Document Type DoC ID
Contract IDOOOO00000000000000052?{)2
Purchase
Order 10001304747
Receipt 10002616287
Receipt 10002616724
Receipt |0002626411
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Step | Action

5. Click the Add/Update Requisitions browser tab or close the Document Status Requisition
browser tab to return to the Requisitions page.

E Add/Update Requisitions b @ Document Status Requisition b | .

The Maintain Requisitions — Requisition page displays.

Maintain Requistions
Requisition
Susinsce Unlk  spqpp “MebIMEReq Type | R W atehee  Approved =
Requisiion 1D popzaqsiss
Requiciion Name |000Z415150
CIHcdd From Furiher Procecsing
 Headar (01
“Requisibion Dets 05022025 [£]
FReequpsser Info
origin | ChHL Q
rling Input
Curranoy Cods  USD f— Ameunt Summary ()
Fequisition Dafaulls Edit Comments Tedal amaund E71,607.00 uso
Fequisition Artiilss
Dorwment Slatus
Add Iltsme From i3 selact Linss Ta Dsplay (3
Purchasing Kit Catzlog Searth for Linas
h .
liem Saarch Recuesler liama Lane | ﬂ e | Q” R
Lina &
Datallc Shig TeDue Date Status ZEoppler inarmatan Ram Infarmaticn Aftribulas Contraet Saurcing Contrals WicbMAS E
Linn tbam Dosoription Quanity woM | Catsgory Prion Mo s Biatus
1 B |7opanazeTs ETOME, B P GRADEE 3,0000000 LTN 7503532 2225000 24.750.00 | Approved =] m ] IE' El
x| B |750andsddo STONE, NO. 0 3,0000000 LTN 7503528 2223000 26.450.00 | Approved ] m 1] IE' El
| B |7opanamess STOME ND. 214, STONE 1,000.0000 LTN FEELH] 2195000 21.950.00 | Approves @ m ] IE' El
4| M |7o0anazdso ETOME, CRUEHED GRADE 35 500.0000 LTH TE0528 21.595000 10.975.00 | Approved (=] Jus] ] II' El
5| P |7s03ndssss STOME, CRUSHED GRADE 26 15.000.0000 5 75035628 2195000 32925000 | Approved ] m i} EI B
& [P |7o0anazzos ETOME HO. 57, STONE 1,200.0000 LTH TE03532 2256000 34,752.00 | Approved (=] Jus] ] EI B
7| B |7onanazzes ETOME HO. 58, STONE 500.0000 LTH TE03632 3011000 15.,055.00 | Approved (=] m ] EI B
s M |7onanazzso ETOME HO. TH, STONE 500.0000 LTH TE03532 30.15000 16,075.00 | Approved (=] Jus] ] E B
ol B |7soassizio ETOME RIF RAF CLASS Al 1,200.0000 LTH TE0AEG1 37.00000 44, 400.00 | Approved (=] m ] E B
10| B |7snanesion :“NEE'.:'“S':E"U‘"ED”S 1,000.0000 LTN ‘7503555 ‘ 2291000 28.510.00 | Approves ‘ o o | ] “El ‘ El
Wiew Agpravals s@oto -Mane.. b4
m | Ritum b Search | | Htity | | Rafrash | fusd UpdateDisplay

6. Click the View Approvals link.

Wiew Approvals

‘ Return to Search H Maotify ‘ Refresh ‘
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/y Cardinal

Step | Action

7. Click the Yes button in the message pop-up window to save the Requisition and view the
approval monitor.

Do you wish to save the current document? (10250,345)

If you choose Yes, document will be saved and submitted for approval. The approval monitor will be displayed. If you choose No, document will not be saved.

Yes No

The View Approvals pop-up window displays.

View Approvals
Help

Business Unit 50100 Mumber of Lines 1

Requisition ID 2410390 Total Amount UsD
Requisition Name
Requested For

Status  Approved

Req for Supervisor Action
|:Approved
Req - Requester's Supervisor

Approved
4

Requester's Supenvisor
08/21/25 - 10:12 AM

Req for Procurement Mgr Action

Req - Procurement Manager
Approved
4

0821425 - 1223 PM

Comments

Approval Assignment to Buyer

TC Walker Tree Clearing:Approved

Approved
4

Inserted Approver
0822025 - 9:49 AM

Apply Approval Changes

@EView/Hide Comments

Reviewer

—b| 83

Reviewer

8. Review the current state of approvals.

9. Click the Return button.

Rev 9/1/2026
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Step | Action

The Maintain Requisitions — Requisition page redisplays.

Maintain Requisitions
Requisition

Business Unit 50100 *WebIMS Req Type | Restock  w Status  Approved x

Requisition ID 0002416159
Requisition Name |00024|61 59

~ Header @

*Requisition Date |08/022025
Requester Info
Origin |OHL al
rain Online Input

0 Hold From Further Processing

Currency Code  USD Dollar Amount Summary @
Requisition Defaults Edit Comments Total Amount 671,607.00 usD
Requisition Activilies
Document Status
Add ltems From & Select Lines To Display &
Purchasing Kit Catalog Search for Lines

Item Search Requester ltems i
el Line Q| 1 Q Retrieve

Line @
@ 1-10 07 10 ¥ | Viewan
Details Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls WebIMS 3
- SN - - Merchandise

Line item Description Quantity uoM Category Price Al Status
1 B 7503532575 STOME, 8 P GRADE B 3,000.0000 LTH 7503532 2825000 84,750.00 | Approved (=] ] i) E |
2| B | 7503548440 STOME, NO. & 3,000.0000 LTH 7503548 28.33000 86,490.00 | Approved @ o ] E
3| [ |7503532085 STOME NO. 21A, STONE 1,000.0000 LTN 7503532 21.95000 21,950 00 | Approved ] o ] E |
4 B 7203548480 STOME, CRUSHED GRADE 25 500.0000 LTH 703548 21.95000 10,875.00 | Approved @ w i) E’

10. | Click the Procurement WorkCenter button in the upper-left corner of the page to return to the
Procurement WorkCenter.

‘ < Procurement WorkCenter ‘

Maintain Requisitions
Requisition
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Reviewing Requisition Information

A Requisition that does not need modifications, or is in a “Complete” or “Canceled” status, can be
viewed using the Review Requisition Information page.

Step

Action

1.

Navigate to the Requisition Inquiry page by clicking the Procurement WorkCenter tile.

Procurement WorkCenter

O
= ofh

o0

For information about WorkCenters, see the Job Aid titled Overview of the Cardinal Financials
WorkCenters located on the Cardinal website in Job Aids under Learning.

Use the following navigation in the WorkCenter: Links > Requisitions > Review Requisitions

Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles.

Requisition Inquiry

o

« My Work Requisition Inquiry
> My Approvals Business Unit
~ Links Requisition ID | Q | To Req E
Contract Alerts o Requisition Name | Q |
Requisitions o Req Status E Origin E

Add/Update Requisitions Requester | Q |

Review Requisitions Requester Name | Q |

Requisition Document Status Requisition Date To
Sourcing o Supplier SetiD S Suppier Lookup

) E Supplier Details : ‘ Q |

Procurement Contracts o~ D Supplier ID Supplier Name
P . ltem Setn | STATE Item 1D ‘ Q |
Receipts N Item Description , &
ltems 254 characters remaining [ Direct Ship

. peparment Q]
Other Links

. o =
> Queries

@

Users can also access the Requisitions page using the following navigation path:

NavBar > Menu > Purchasing > Requisitions > Review Requisition Information >
Requisitions
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Step | Action
The Requisition Inquiry page displays.
Requisition Inquiry
Business Unit ‘50100 Q|
Requisition ID ‘ Q | To Req ‘ Q ‘
Requisition Name ‘ Q ‘
Req Status ‘ Q ‘ Origin ‘ Q |
Requester ‘ Q ‘
Requester Name ‘ Q ‘
Requisition Date ‘ ‘ To ‘ ‘
Supplier Lookup
Supplier SetlD il E
Supplier Details
Supplier ID ‘ Q ‘ Supplier Name ‘ Q ‘
ltem SetiD | 1\1E ttem D | Q|
Item Description 1
)
254 characters remaining [CDirect Ship
Department ‘ Q
3. Enter the applicable search criteria.
Business Unit ‘5{]1[}01 Q, ‘
Requisition ID || 0002428488 Q|
4. Click the OK button.
[
Rev 9/1/2026 Page 16 of 18
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Step | Action

The Req Inquiry page displays.

Req Inquiry
‘ = O.‘ 110f1 v | ViewAll
Details Status (I3
Unit Requisition Requisition Name ];teﬂ:::issition Requester Req Date Total Amt
Purchase
50100 0002428488 Bridge Canceled 06/02/2026 0.00 | UsSD
Timbers 26
Search
5. Click the Requisition link on the Details tab.
Details Status 1[5
Unit Requisition Requisition Name
Purchase
50100 0002428488 Bridge
Timbers 26
The Requisition Details page displays.
Requisition Details X
Help
Business Unit 50100 ReqID 0002428488
Requester
Requisition Date  06/02/2026 Merchandise Amount 0.00 uUsD
Req Status  Canceled
Requisition Details
‘E‘ ‘€| 110f1 v | ViewAl
Details More Contract >
Line Status Item ID Description Supplier ID Supplier ReqQty |UOM Merchandise Amt Ag:,‘;“‘
|
‘ 1| Canceled 5401070000 0000037323 “é‘g‘;‘;wﬂsm ‘ 1.0000 | Each ‘ 244.25 | USD ‘ ‘ o ‘ lES]
|

6. Review the Requisition Details line items.

7. Click the Return button to return to the Requisitions page.

Retumn
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Step | Action

The Requisitions page displays.

Req Inquiry
= | ofl v | ViewAl
Details Status >
Unit Requisition Requisition Name l;e::issiﬁon Requester Req Date Total Amt
Purchase
50100 0002428488 Bridge Canceled 06/02/2026 0.00 | USD
Timbers 26
Search
8. Click the Status tab.
Req Inquiry
[=]le EECREENE
Details I\D
T Direct Ship Use
Unit Requisition Requisition Name Orderg OnRFQ OnPO | from Received OnMSR | On Voucher | Procurement
Supplier Card
rchase
e = [E] @

Pur
50100 0002428483 Bridg
Timbers 26

related Receipts.

The Status tab contains links to lists of associated Purchase Orders, Receipts, and Vouchers, as
well as the Document Status, Approval Status, and Header Comments icon links.

For example, clicking the link below the On PO header will direct the user to the Requisition to
Purchase Order List which includes links to associated Purchase Orders. Clicking the link below
the Received header will direct the user to the Requisition Receipts List which has links to

Rev 9/1/2026

Page 18 of 18




	Revision History
	Updating a Requisition
	Canceling a Requisition
	Reviewing Status and Approvals
	Reviewing Requisition Information

