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1. Open the Purchases app. In the View section, select Requisitions. | viw
This will open the My Requisitions report. Requisions
2. Use the filter on the first screen to narrow your results, if desired o
(if not, leave blank): Templates

e Document Date goes back 30 days by default. To
see older requisitions, enter the desired date. To
view the entire fiscal year, set it back to July 1.

My Requisitions X

Company x Santa Fe College (=== =

Requisition

e You can also filter by supplier, spend category, =
and/or other criteria to find the results you need. ReauisiionType =

Requesting Inventory Site =

e Toinclude canceled requisitions and closed POs,
uncheck the two checkboxes.

Document Date On or After 85/83/2025 [] |

Document Date On or Before MM/DD/YYYY [ |

When you’re ready, click OK. If you didn’t select any supeter :
criteria, you’ll see the default results (all requisitions et -
from the past 30 days).

Item =
Project =

Purchase Order =

3. The My Requisitions report lists your requisitions with
the corresponding PO number (if applicable), status, and ; .
other information. Scroll across to view all the columns. (=) D
Click a column header to sort A-Z.

Exclude Canceled

~ Procurement Requisitions
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Memo to Suppliers

Managing Requisitions and POs

e InWorkday, blue text is always a link. Click a REQ or PO number to open it, view details
and process history, and perform various actions. We recommend opening in a new tab.

e You can also use the Related Actions menu (three dots) next to a REQ or PO humber to
directly perform actions, including creating receipts and canceling unneeded requisitions.

e Use the My Requisitions report to track progress, check status, create receipts, create
returns, look for duplicate POs, cancel unneeded REQs, and other tasks.

e Use the grid icon to organize your columns. You can hide unnecessary columns and
rearrange the rest to see the most important information at first glance.

e Ifyou used the Internal Memo when creating a requisition, you’ll be able to scroll through
your requisition list and find specific purchases more easily, as shown above.
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