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PO.060.110 - Reviewing Requisition Activity
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to review requisition activity. The Requisition Inquiry pages provide information of summary and detail activity for a requisition and its associate documents, such as POs, Receipts, and Vouchers. This includes information regarding shipping, distribution, approvals, and comments.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify the types of information found on the Requisition Inquiry pages.
- Review requisition activity.



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, imagine that you need to review the activity for Requisition 0000024518. Let’s see how this is done.

	Step
	Action

	1. [bookmark: ID0x00000011] 
	Click the Purchasing link.


	2. [bookmark: ID0x00000012] 
	Click the Requisitions link.

	3. [bookmark: ID0x00000013] 
	Click the Review Requisition Information link.

	4. [bookmark: ID0x00000014] 
	Click the Requisitions link.

	5. [bookmark: ID0x00000015] 
	Enter "0000024518" in the Requisition ID field. 

	6. [bookmark: ID0x00000016] 
	Click the OK button.


	7. [bookmark: ID0x00000017] 
	These pages provide information of summary and detail activity for a Requisition and its associated documents like POs, Receipts and Vouchers.

	8. [bookmark: ID0x00000018] 
	Click the Requisition link.


	9. [bookmark: ID0x00000019] 
	Click the More tab.


	10. [bookmark: ID0x0000001A] 
	Click the Collapse (Ctrl+Y) Menu button.


	11. [bookmark: ID0x0000001B] 
	Click the Details tab.


	12. [bookmark: ID0x0000001C] 
	Click the Line Comments button.


	13. [bookmark: ID0x0000001D] 
	Click the OK button.


	14. [bookmark: ID0x0000001E] 
	Click the Schedule Details button.


	15. [bookmark: ID0x0000001F] 
	Click an entry in the Ship To column.


	16. [bookmark: ID0x00000020] 
	Click the OK button.


	17. [bookmark: ID0x00000021] 
	Click the Distrib Details Display button.


	18. [bookmark: ID0x00000022] 
	Click the More tab.


	19. [bookmark: ID0x00000023] 
	Click the Asset Information tab.


	20. [bookmark: ID0x00000024] 
	Click the Return button.


	21. [bookmark: ID0x00000025] 
	Click the Return button.


	22. [bookmark: ID0x00000026] 
	Click the Return button.


	23. [bookmark: ID0x00000027] 
	Click the Status tab.


	24. [bookmark: ID0x00000028] 
	Click an entry in the On PO column.


	25. [bookmark: ID0x00000029] 
	Click the More tab.


	26. [bookmark: ID0x0000002A] 
	Click the Return button.


	27. [bookmark: ID0x0000002B] 
	Click an entry in the Received column.


	28. [bookmark: ID0x0000002C] 
	Click the Return button.


	29. [bookmark: ID0x0000002D] 
	Click an entry in the On Voucher column.


	30. [bookmark: ID0x0000002E] 
	Click the Return button.


	31. [bookmark: ID0x0000002F] 
	Click the Approval History button.


	32. [bookmark: ID0x00000030] 
	Click the OK button.


	33. [bookmark: ID0x00000031] 
	Click the Comments button.


	34. [bookmark: ID0x00000032] 
	Click the OK button.


	35. [bookmark: ID0x00000033] 
	Congratulations. You have just completed the Reviewing Requisition Activity topic. Below is a summary of the key concepts of this lesson:

- Requisition activity can be viewed through the Requisition Inquiry pages. 
- You can find summary and detail information for a requisition and its associate documents, such as POs, Receipts, and Vouchers by reviewing the Requisition Inquiry pages.
End of Procedure.
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