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Document Overview

In the document overview, which you can show or hide as required, you can display different
purchasing documents that you need to perform your day-to-day work (such as purchase orders
and requisitions).

¢ Click the Selection Variant drop-down button (A) to view a menu of choices (B).

=g
| Purchase Requisition Edit Goto Environment  Systern  Help

| & 2 1B 0@e CHE
Create Purchase Requisition

| Document Oweryiow Oﬁ| @ Parsonal

i‘ RO Regular Requisition  E
NO T| Header
-
Jd 0" fb EllMEEIEE
= =] ‘ Stat [le_[& |1 [Sho
Pur A ders

Requests for quotations
Contracts

Scheduling agreements
General purchasing documents

Purchase requisitions
My purchase orders
Purchase arders an hold

My purchase requisitions

o e e o ol v e B S Y

e To display purchase requisitions that you create, choose My purchase requisitions.
e The information will display by Vendor name. Click on the appropriate vendor to
display the corresponding purchase requisition number (C)
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e To search for requisitions, click the Selection Variant drop-down button and choose
Purchase requisitions (D).
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e A search area will appear to populate as needed. Common searches include
requisitioner or desired vendor number (E).
e After completing the search criteria, click Execute (F).
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e If requisitions are found to meet the search criteria, they will display in the Document
Overview (G).

e Double-click on a requisition to display the details to the right (H).
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e Itis possible to use a requisition created by another user as a template for a new
requisition.
e Click Create new button (I).

e Click and drag the appropriate requisition number and drop on the Shopping cart
button (J).
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