How to Look Up the Lite Cycle
of a Purchase Order (PO

Get Started
1.

Navigate to Procurement > Purchase Requisitions (New)

QUICK ACTIONS

%) supoiers (New)

fj‘fl Supchiers

2. Select My Requisitions at 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

Test ltems
1 Line

Date Submitted

[

IB] My Requisitions

ﬁ Self Service Procurement

Pendingapproval - Requisition 25-97421

Test Items

TEJ,

OFFICE PROI

2 Lines

Date Submitted

Page 1 of 4




Find Your Purchase Order (PO)

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  EnteredBy X  Search for requisitions

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

&)

3 items ‘ Requisitions Lines

G

25-97422 Jestitems ) 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
Yesterday (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, etc.
Last Year (0) Creation Date filters requisitions by the date they were created.
e Choose from options like: This Year, Last Year, Last Week,
P& This Year (3) -
j B‘ .
bn  Last Quarter (0) /5 Category filters requisitions by item category.
Last Month () Supplier filters requisitions by supplier name.

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

To find POs, use the Requisition Status filters requisitions by status.

0 Requisition Status filter, » e Choose from options like: Approved, Canceled, Draft,
and set it to Delivered or Pending approval, Rejected, and Returned.
Ordered. 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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3. Choose the Lines view.

= WTEXAS WOMAN'’S o ® i_'

UNIVERSITY

My Requisitions

Q

Entered By Linda Parivash 1456

10000 items

25-97422

Submission Date Last Year 8916 | Creation Date Last Year 9132 Category Consumables - Consumables 1562  More Filters

Requisitions

Test ltems

7/16/25 =

‘ Requisitions|

Lines

-

4. Click the Purchase Order link.

1161 items

25-97406

Ordered

25-97392

Ordered

25-97389

Ordered

POCN (TWU25-83121) Additional funds needed for price increase
Entered By Hannah Andrades

- ition d for price increase
Purchase Order: TWU25-83121 sold by Apple Inc

MacBook Air 13-inch
Entered By Hannah Andrades

MacBook Air 13-inch
Purchase Order: TWU25-83121 sold by Apple Inc

100657: Provide labor and materials for the irrigation and landscapting for East
Campus. 0C-2025-573, TIPS 2210702, Golden construction proposal

Entered By Dawn Byrd

100657: Provide labor and materials for the irrigation and landscapting for East
Campus. OC-2025-573, TIPS 2210702, Golden construction proposal

Purchase Order: TWU25-83128 sold by Golden Construction Services Inc

‘ Requisitions Lines

6/20/25

50 Dollars

6/12/25

2 Each

6/11/25

964065 Dollars

4

[}
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View the Order Life Cycle

5. Click View Details under the Order Life Cycle graph.

ﬂj TEXAS WOMAN'’S e =

UNIVERSITY
= Order Life Cycle

Purchase Order: TWU25-83121 Acti

Main Ordered
Received

4 General
Delivered

Texas Woman's University

Procurement BU Supplier Apple Inc

BU Ordered 2,048.00 USD Invoiced
PP Texas Woman's University " : .
Requisitioning BU BU Supplier Site 1 Infinite Loop eTotaI Tax 0.00 USD 00 0.8K 16K 24K
Sold-to Legal 8 N
Entity Texas Woman's University Supplier Contact M Amount (USD)
" Texas Woman's University Additional Total  2,046.00 USD
Bill-to BU N
BU Contact Email CHOICE PARTNERS
Communication Description (COOPERATIVE) - POCN —————
Order TWU25-83121 Nathog  None P ;50 ) View Details | «
Status Open Bill-to Location  Controller's Office Requisition Multiple
" " Central Receiving -
Funds Status Partially Liquidated Ship-to Location o on Source
Agreement
Buyer ['Sheri Reed Supplier Order
Creation Date  6/16/25 @

Terms  Notes and Attachments

6. Here you can view Receipts and Invoices created for this Purchase Order (PO).

=
B
= 7 TEXAS WOMAN'S aoam ® =
UNIVERSITY
Order Life Cycle: TWU25-83121
Sold-to Legal Entity  Texas Woman's University Order Life Cycle Ordered 2,048.00 USD
Order TWU25.83121 24
shipped 0.0 USD
Supplier Apple Inc 20k
= Received 1,098.00 USD
Supplier Site 1 Infinite Loop. 5 [
Supplier Contact 2 o sheped Delivered 1,998.00 USD
Ordered 2,048.00 USD B W Delivered
Eom B invoiced Invoiced  999.00 USD
Funds Status ~ Partially Liquidated
04K
00
4 |n-Transit Shipments @
Acions v View v Fomatv B[] Freere Wrap
Shipment Ship Date  Tracking Number Packing Slip Expected Receipt Date Shipped Carrier Bill of Lading
No results found
Columns Hidden 2 v
Receipts
Actions v View v Formatvy 2 Ep Freeze Wrap
Receipt ReceiptDate  Shipment Ship Date  Packing Slip Retumed  Received  Delivered  Invoiced Open to Invoic
167289 61625 3:19 P 000 1998.00 1,998.00 000 o
Columns Hidden 3 '
/4 Invoices
Actions w View v Formatv 2 By Freeze Wrap
Invoice Invoice Date ~ Status Invoice Total Paid Matched Amount Receipt Packing Slip
1006 a5 Validated 999.00 999,00 99900
Columns Hidden 3
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