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How to Use the Manage Requisitions Page 

 
All users with the FS_POINQUIRYANDREPORTING role will now have the ability to 
access the Manage Requisitions page for inquiry purposes.   

While this job aid is geared specifically towards operators who have inquiry access 
only, it will be helpful to any operator who has access to the Manage Requisitions 
pages, including those who have data entry capabilities 
(FS_REQPODATAENTRYOPERATOR). 

 The following topics are discussed in this job aid: 

♦ How to perform searches in the Manage Requisitions page 

♦ How to Identify the Status of a Requisition  

♦ How to Review Requisition Information and Locate the PO ID  

♦ How to Use the Select Action drop-down list to View Approvals 

♦ The Related Links section 

Please keep in mind that unless you have requisition data entry capabilities, this 
page will be available to you for inquiry purposes only.  Any related links will either 
be inaccessible to you, or will not allow edits. 

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

 
Navigate to the following path: 

eProcurement  Manage Requisitions 
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How to Perform Searches on the Manage Requisitions page 
  

The Manage Requisitions page opens. 
 

 
The Manage Requisition page is divided into three sections: Search Requisitions, 
Requisitions (list), and related links. 

Step 2. Click the collapse icon  on the Menu bar. 
 The Manage Requisitions page with the Menu bar collapsed: 

 

 
The Business Unit defaults in based on your user security.  The Request Status 
drop-down list defaults in as “All but Complete.”  The Date From field defaults in to a 
date seven days prior to the current date and the Date To field will always default in 
as the current date.  You should also note that your User ID defaults in as the 
Requester.  If you don’t clear the Requester field, it will pull back only requisitions 
that you have entered.   

Step 3. 
Click the  button. 
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The Search Criteria is cleared: 
 

 

 
The Search Requisitions section provides several fields for use in your requisition 
search.  Your search results will depend on what you enter into each field.   

Step 4. 
Enter or Look up ( ) the Business Unit. 

Step 5. 
Enter or Look up ( ) the appropriate Requisition ID (10 digits), if known. 

 
If you enter the requisition ID, you may skip to Step 9 

Step 6. Select a Request Status from the drop-down list, if appropriate. 

Step 7. 
Enter or Look up ( ) a date in the Date From and Date To field, if appropriate. 

Step 8. 
Enter or Look up ( ) the Requester (usually the person who data entered the 
requisition)  
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The updated Manage Requisitions page: 
 

 
In the above example, the user searched within a specific date range, changing the 
Date From and Date To fields to 2/7/2007.  The Requester and the Requisition ID 
have been left blank. 

Step 9. 
Click the  button. 
 
The Requisitions section appears with all requisitions matching the search criteria. 
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How to Identify the Status of a Requisition 
  

The Requisitions section: 
 

 
In the above search results, there were five requisitions created on 02/07/2007 (see 
the Date field).  In the fifth column is the Status of each requisition.  The following 
statuses can be seen on the Manage Requisitions page (not all are displayed in the 
page shot): 

• Approved (requisitions have been fully approved) 
• Canceled (Requisitions have been canceled) 
• Complete (Requisitions are scheduled to be closed) 
• Denied (Approval has been denied)  
• Open (requisitions have not been submitted to Workflow) 
• PO(s) Created (Purchase Order(s) have been created by not yet sent to the 

vendor. 
• PO(s) Dispatched (Purchase orders have been sent to the vendor) 
• Pending (Requisitions are in workflow but have not yet been fully approved) 
• Received  (Purchase Orders have electronic receipts) 

How to Review Requisition Information and locate the PO ID(s) 
Step 10. Locate the requisition you want to review. 

 

Step 11. Click the expand section icon  next to the Req ID. 

pdf\epro_how_to_use_manage_req.doc 
5



 

University of Massachusetts 
Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester  

 

\\zabel\users\administrative systems\Justin Woo\Projects\Administrative Systems\files\jobaids\convert to 

 
  

The Requisition expands: 
 

 
This section identifies the Requester and who the requisition was Entered By.  In 
the Request Lifespan section, the process flow of the requisition highlights the 
steps the requisition has completed.  The requisition in this example has reached the 
Invoice stage but has yet to be paid. 

 In the Line Information section, you are provided with the Line number, the 
Description of each line item, the line Status, the total line Price, the Curr(ency) 
type, the Qty, the UOM, and the Vendor name.  You may access the Req ID link for 
more details on related purchase orders and line information. 

 
Can I use the hyperlinks in the Request Lifespan section to access the 
Requisition or Purchase Orders?  No, at this time, the hyperlinks in the Request 
Lifespan section do not access anything.  If you click on these hyperlinks, the page 
will refresh with no changes. 

Step 12. 

Click the Requisition link . 
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The Requisition Details page opens. 
 

 
The Requisition Details page is where you can access the PO Information related 
to each line.  The blue information box  at the bottom of the page states “PO’s 
have been created for this Requisition” and the Source Status for each line is 
“Sourcing Complete.” 

Step 13. Click the expand section icon  for the PO Information section in the line. 
 
The PO Information section expands: 
 

 
The PO Line Information is displayed, including the PO No., the PO Status, and 
the Vendor Name. 

Step 14. Review the PO Line Information for each line by clicking the expand section icon . 

Expand Section icon 

pdf\epro_how_to_use_manage_req.doc 
7



 

University of Massachusetts 
Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester  

 

\\zabel\users\administrative systems\Justin Woo\Projects\Administrative Systems\files\jobaids\convert to 

 
  

Step 15. 

Click the Item Description link  for the appropriate line. 
 
 

pdf\epro_how_to_use_manage_req.doc 
8



 

University of Massachusetts 
Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester  

 

\\zabel\users\administrative systems\Justin Woo\Projects\Administrative Systems\files\jobaids\convert to 

 
  

The Item Description page opens. 
 

 
The Item Description page displays the Item Description, the Receiving 
Requirement, the Category name, the Vendor Name, the Vendor Item ID and the 
Mfg Itm ID. 

If the Recv Reqd field is populated with “Required” receiving is required for that line 
only if the total value of any resulting purchase order is $1,000 or more. 

The Category should mimic (have the same value) the Account code that is 
charged.  

Note that if the Vendor Item ID and the Mfg Itm ID fields are populated (as in this 
example), that’s a pretty good indication that you are viewing a Marketplace 
requisition line.   

Step 16. Click the Return to Previous Page link. 
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The Requisition Details page reopens. 
 

 
You can continue to review the item information for each line by clicking on the Item 
Description link for each line. 

Step 17. Scroll down to the bottom of the page. 
 

Step 18. Click the Requisition Schedule and Distribution link. 
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The Requisition Schedule and Distribution page opens. 
 

 
The Requisition Schedule and Distribution page displays all chartfield 
information, including the general campus Ship To code, as well as the internal 
campus Location code to which the items will be delivered.  The page also 
displays the account code and chartfield to which the items will be charged.  You 
can use the scroll bars at the bottom of the page to scroll to the right and view any 
additional chartfield information.   

Multi-Line 
Requisition? 

When this page opens, only the schedule and distribution for the first requisition 
line displays.  If you were looking at a multi-line requisition, to view all the related 
schedules and distributions, you would need to scroll over to the far right until you 

see the  hyperlink. Click on the hyperlink to open up all schedules and 
distributions for all lines. 

Step 19. 
  Click the Return to Previous Page link. 
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 The Manage Requisitions page reopens. 
 

Step 20. Click the Return to Manage Requisitions link. 
 
 

  
The Manage Requisitions page reopens. 
 

 

 
You can also access the Item Description page from the Description hyperlinks 
in the Line Information section.  The Item Description page is identical to the one 
you viewed in Step 15. 

Collapse Section Icon 
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Step 21. Click the collapse section icon  next to the expanded Requisition. 
 
The Requisitions List with the Collapse Section icon selected: 

How to Use the Select Action drop-down list  

 
The following section outlines the Select Action drop-down list.  Operators who 
have inquiry access only will be limited to using View Approvals.  If any other 
action is selected, unauthorized operators will receive an error message. 

Step 22. Click on the Select Action drop-down list for the appropriate requisition: 
 

 
In this example, we are reviewing R000000047, which has a Status of PO(s) 
Dispatched.  Note that depending on the status of the requisition, the Select 
Action options will not be the same as in this screenshot.   

Step 23. Select View Approvals. 

Step 24. 
Click the  button. 
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The Approval Status page opens. 
 

This page has three sections:  Approval Status, Line Information, and 
Review/Edit Approvers.  The Approval Status section allows you to view the 
workflow Status of the requisition, the Budget Status, and the Requester’s 
Justification (Header Comments).   

 

Step 25. Click the expand icon  for the Line Information section. 
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The Line Information section expands. 
 

Basic information (i.e., Item Description, Vendor Name) is displayed in this section. 
 

Note that if you have inquiry access only, you are not authorized to view line details 
from this page.   

 

Step 26. Click the collapse icon  to collapse the Line Information section. 

Step 27. Scroll down and review the Review/Edit Approvers section. 
 

The Review/Edit Approvers section displays the level(s) of approval to which the 
requisition has been routed.  It also displays the User ID of the Approver who 
approved at each level (approver will be different depending on level).  If a level has 
not been approved, authorized operators can click on the Approver hyperlink to see 
the list of users who have access to approving that requisition at the appropriate 
level.   
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Step 28. Return to the Approval Status page. 

 

Step 29. Click the UMASS Req Info link. 
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The UMASS Req Info page opens. 
 

The UMASS Req Info page displays the contact information for the Requester.  It 
also displays the Special Contract Info and the Order type checkboxes.  

Step 30. 
Click the  button. 
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The Approval Status page reopens. 
 

Step 31. Click the Return to Manage Requisitions link. 
 
 

pdf\epro_how_to_use_manage_req.doc 
18



 

University of Massachusetts 
Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester  

 

\\zabel\users\administrative systems\Justin Woo\Projects\Administrative Systems\files\jobaids\convert to 

 
  

The Manage Requisitions page reopens:   
 

The Related Links Section 
  

Scroll down to the related links: 
 

If you have inquiry access only to the Manage Requisitions pages, you are not 
authorized to access any of the four links.  Unauthorized operators will receive a 
security error if any of these links are selected.  

 

 END JOB AID 
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