How to Look Up the Lite Cycle
of a Requisition Line

Get Started
1.

Navigate to Procurement > Purchase Requisitions (New)

QUICK ACTIONS

%) supoiers (New)

fj‘fl Supchiers

Show More

Select My Requisitions af the bottom of the page.

Self Service Procurement @
Texas Woman's University BU | Central Receiving - Denton

o+ @ & Preferences
Q

Search for items or services

My recent requisitions

Pendingapproval | Requisition 25-97422

Pending approval - Requisition 25-97421
Test Items Test Items
1 Line TEJ‘ 2Lines
OFFICE PROI
Date Submitted

Date Submitted
[ )
IB] My Requisitions

ﬁ Self Service Procurement
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Find Your Requisition Using Search Filters

Utilize filters to search through your requisitions.
The search bar will be auto-populated with “Entered By [Your Name]" by default.

W TEXAS WOMAN'’S o @ T

UNIVERSITY

My Requisitions

Q,  Entered By X  Search for requisitions

Submission Date Yesterday 1 Creation Date Yesterday 1 Category Computer Equipment - Laptop/Notebook 1 Supplier Burgoon Company 2 More Filters

£l

3 items ‘ Requisitions Lines

4y

25-97422 lestitems , 7/16/25

1 . Choose your Search Filter, then single-click it once it's in your search bar.

2. Click the toggle arrow to reveal all options.
¢ If no toggle arrow appears, single-click the option that appeared.
e In parentheses next to each option, you can see how many requisitions fit that criteria.

Submission Date Yesterday X Fi"-er Opﬁons
Vesterday (1) - ‘ Submis;zig:\n Ii?fetg filters requisitions by the date they were
k e Choose from options like: Yesterday, Last Month, Last
Before Last Year (0) Quarter, efc.
Last Year (0) Creation Date filters requisitions by the date they were created.
e Choose from opfions like: This Year, Last Year, Last Week,
Eer  This Year (3) .
j B‘ .
on - Last Quarter (0) /5 Category filters requisitions by item category.
Last Month (0) Supplier filters requisitions by supplier name.

e Choose from options like: Burgoon Company, Tejas
Office Products Inc, etc.

Requisition Status filters requisitions by status.
e Choose from options: Approved, Canceled, Draff,
Pending approval, Rejected, and Returned.

Line Status filters requisitions by line status.
e Choose from options: Approved, Canceled, Draff,
Pending approval, Rejected, and Returned.

Deliver-to Location filters requisitions by Deliver-to Location.
e Choose from options: Central Receiving — Dentfon,
Central Receiving — Dallas, or Central Receiving —
Houston.

Action Required filfers requisitions by action required.
e Choose from options: Create change order or Create
receipft.
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Choose Your Requisition

1 . Click the requisition number to open.

= W TEXAS WOMAN'’S nN® «
UNIVERSITY

My Requisitions

Q Entered By Search for requisitions

Submission Date This Year 2 Creation Date This Year 2 Category Computer Equipment - Laptop/Notebook 1 | Supplier Burgoon Company 1 More Filters

2items Requisitions | Lines ‘i,

Approved $2,797.36 7/16/25 eee
Entered By Shawna Smyth
25-97421

Withdrawn Test ltems $52.50 7/15/25 .o

2. Once open, click the three dots ﬂ in the top right, then select View Life Cycle.

= WTEXAS WOMAN'’S Nn® s

UNIVERSITY

< 25-97422

Requisition

Entered By Shawna Smyth  BusinessUnit Texas Woman's University BU  Creation Date 7/16/25

Description

Test Items

Justification

[* view PDF

® Cancel

Test items requested from Sheri and Jamie.
Subtotal Nonrecoverable Tax Approval An
$2,797.36 $0.00 $2,797.3

Funds Status
Reserved

3. In this view, you'll be able to review Receipt and Invoice information.

/ /

CEand M Ordered
M Delivered
H InReceiving
Fulfilled O In Transit
MW Pzid
I Partally Faid
Ivoicad O unpaid
o s s 1 ( ( 28K
Line details
Requisition PO Line Ordered
Sched I- In Transit  In Receiving Delivered Delivery Date  Invoiced (USD
Description Line Amount  Qualftity chedule  a Mount (USD) Quantity
101074: Provide labor ant 1 2424000 USD 140 Mollars 1-1 24.240.00 40 Dollars 24240 Dollars  Reauested 12/18/24 24.240.00
Related documents
Receipts (1) Inveoices (1)
Line Description PO Line- Invoice Number Date Status Matched Quantity Matched Amount Receipts Total Invoict
Schedule Amoun
101074: Provide labor and materiz 1-1 24107 1/8/25 Unpaid 24240 Dollars 24.240.00 USD 24.240.00 USC
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Examples

A. In this example, goods have been ordered, but nothing's been delivered, invoiced, received or
paid.

Ordered 601.60 £01.60 W Ordered

W Delivered
H In Receiving

Fulfilled O In Transit
M Paid
B Partially Paid
Invoiced O Unpaid
0 100 200 300 400 500 600 700
Amaunt USD

Line details

Requisition PO Line- Ordered
Schedul In Transit  In Receiving Delivered Delivery Date  Inveiced (USD)
Description Line Amount  Quantity chedule  Amount (USD) Quantity
HP Officejet Pro 9125e All 1 243,05 UsD 1 Each 1-1
486.10 2 Each Requested 12/5/25
HP Officejet Pro 9125e All- 2 24305 UsD 1Each 11
HP Care Pack Next Busine 3 115.50 UsSD 2 kach 2-1 115.50 2 kach Requested 12/5/25

B. In this example, an order has been made, delivered and invoiced, but it remains unpaid.

Ordered 24.24000 24,240.00 B Ordered

M Deliversd
@ InReceiving
W Faid
W Partially Paid
Inwoiced 24.240.00 24,240.00 O Unpaid
0 4 8 12K 16K 20% 24 28%
Amount USD

Line details

Requisition PO Line- Ordered

Schedul In Transit  In Receiving Delivered Delivery Date  Invoiced (USD

Description Line Amount  Quantity < e Amount (USD) Quantity
101074: Provide laborant 1 24.240.00 UsSD 240 Dollars 1-1 24.240.00 40 Daollars 24740 Dollars  Reauested 12/18/24 24.240.00

Related documents
St Receipts (1) Invoices (1)

: I PO Line- . . . Total Invoice
Line Description Schedule 'Mvoice Number Date Status Matched Quantity Matched Amount  Receipts Amoun
101074: Provide labor and materi: 1-1 24107 1/8/25 Unpaid 24240 Dollars 2424000 USD 24 24000 USC
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