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View Requisition, Approval Status and Approval Notes 

Audience: Requester 

Purpose: For the requisitions you created, you can view requisition information from the Manage 
Requisitions page. This includes viewing a Requisition Approval Status and Approval Notes. This 
job aid will assist you with viewing this information for requisitions you created. 

 Step Action 

  
1 Log into Oracle. 

Home Page -> Procurement -> Purchase Requisitions 

 
2 Click the Manage Requisitions link. 
3 Select a Requisition by clicking the Requisition Number link. 

 
4 Click the View Life Cycle button. 
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5 Once reviewed, click the Done button. 

 
6 Note the Requisition Status.  

 
7 Click the Done button to return to Manage Requisitions page. 
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8 Highlight a requisition to be viewed and click Actions and select View Document 
History. 

 
9 Review ‘Actions Performed’ and any ‘Additional Information’ notes from Approver 

will be displayed here. 

 
10 Once review is complete, click the Done button to return to Requisition Details page. 
11 Click the Done button to return to Manage Requisitions page. 

 


