To Follow Up on A Requisition

Follow the navigation through the menu in the screen shot below.
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Key in information related to the requisition number you are interested in following up
on. For purposes of this example, I will use requisition 4213.
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The above screen is what comes up.

For this particular example, there are some related documents. The available related
documents are as follows:

RFQ — Request for Quote

PO — Purchase Order

VOUCHER - Invoice has been entered

RECEIPT - Receiving has happened

PAYMENT - Payment has been issued.

NO DOCUMENTS - is still progressing through the approval process or not yet
actioned on by the buyer

If you are interested in looking at any of these related documents, click on the hyperlink
associated with the one of interest.

If you encounter a NO DOCUMENTS, then this is the process to use:

1. Click on the requisition number hyperlink. This will automatically open a new
window and display the following screen.
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2. Click on the “Approval History” hyperlink at the bottom of the page and you will
get the following screen.
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The significance of this screen is:

1. If you see no name - this means that you have not done an “approve amounts”
which is how the requisition gets to your supervisor. Go back and do.

2. If you see your name — this means that the requisition is with the supervisor
associated with the origin that is used on the requisition.

3. If you see your supervisors name (related to origin) - then this means that they
have taken action — either approved, recycled, or denied

4. 1f you see the OBA name — then this means that the requisition has been approved
by the supervisor associated with the origin and that action taken by the OBA —
either approved, recycled, or denied

If the OBA name is there, then if @ buyer has been selected, the requisition will
become available to the buyer for processing once the requisition has been budget
checked.

The budget checking process is scheduled to run every two hours starting at 8:15 am.

If you encounter any difficulties, please email psfn@cna.nl.ca.



