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How to find your purchase order number 

 
 Once a requisition has been created, submitted to approval,  and budget checked, it 

is eligible to be sourced to become a purchase order.  The steps below show how to 
find your purchase order number from the requisition number  

 
Step 1. Log into the e*mpac Application with your FIN Username and Password. 

 
  Navigate to eProcurement  

 
 

 
 

Step 2. Click Manage Requisitions 
 
The Manage Requisitions  search page opens. 
 

 
 

Step 3. Enter search criteria: 
• Requisition ID if you are looking for a specific requisition 
• Requisition Name if the data entry person named the requisition 
• Date Range 
• Requestor if you want a list of requisitions put in the system by a particular 

person.  This is their user name.    
• Requisition Status to look for all Requisitions, approved only, pos created, 

etc 
 

Then click   and the list of requisitions matching your criteria will 
be listed 
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Step 4. Find the Requisition for which you need the purchase order number and click the 
requisition number  
 

 
 
 
 

Step 5. You will be brought to the  Requisition Details  page 
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Click the triangle  to expand the PO information line.  The purchase order number 
and the vendor will display.  If you have a requisition from the Marketplace that has 
multiple vendors, you will need to do this for at least one line for each vendor to find 
the purchase order number since the requisition will become multiple purchase 
orders.  Description only will be 1 requisition, 1 purchase order. 
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Step 6. To return to Manage Requisitions, click the “Return to Manage Requisitions” link 
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