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Search and Export Requisitions 

Audience: Requesters 

Purpose: Although the Procurement Business Unit that you specify narrows down the available 
requisition lines you can process, search is your primary tool to consolidate random requisition 
lines into a collection of just those you are interested in. 

Basic search is accomplished by simply filling in a few of the provided fields. With advanced search, 
you can perform queries that require entries to find matches using a relationship other than just 
an equal to match as is done in a basic search. Optionally you can choose from the Saved Searches 
list that lets you save and reuse any frequently used set of search criteria. 

On the Process Requisitions page, these saved searches appear as options in the Saved Search 
field. This job aid will assist you with conducting an advanced search, a saved search, and export. 

 Step Action 

1 Log into Oracle. 
Home Page -> Procurement -> Purchase Requisitions 

 
 

2 Click the Manage Requisitions link. 
3 This is a delivered search that will be for all Requisitions that require attention. 

Click the Saved Search drop down. 
4 Select My Requisitions Requiring Attention from the list of options. 
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5 This will display requisitions with a Status equal to ‘Incomplete’ and or Funds Status 
‘Not Reserved’.

 
6 Click the Saved Search to select. 

 
7 Click the Advanced button. 

 
8 Click the Expand Advanced Search button. 

 
9 Click the Add Fields drop down list. 

 
10 Click the Funds Status list option. 

 

 



Job Aid SSP-028 

3  Last Updated 12/5/2019 

11 Click the Funds Status list. 

 
12 Click the Equals and Liquidated list items. 

 
13 Click the Search button. 

This Search should return all Requisitions where the Funds have been Liquidated. 
14 Click the Expand Advanced Search button. 

 
15 Click the Save... button. Enter in the name of the search: My Requisitions Liquidated. 

 
16 Deselect the Set as Default and the Run Automatically options. 
17 Click the OK button. 
18 Click the Manage Watchlist button. 
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19 In the Included Saved Searches section click the My Requisitions Liquidated option. 
20 Click the Save and Close button. 
21 Click the Watchlist button (It is Flag on top of the menu). 
22 Under My Purchase Requisitions click the My Requisitions Liquidated link. 

  
23 Click the Detach button. 

 
24 Click the Actions menu. 

 
25 Click the Export to Excel menu and click Ok. When the message appears click Yes. 

 
26 Click the Detach button. 
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27 Click the View menu. 

 
28 Click the Sort menu. 
29 Click the Advanced... menu for more options. 

 
30 Click the Sort By list and make a selection to view according to date and other criteria. 

You can select Ascending or Descending order using radio buttons to make a 
selection. 

 
31 For this example, click the Creation Date list item and click the Descending option. 
32 Click the OK button. 
33 Navigate back to Home Page > Procurement > Purchase Requisitions 
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34 Click the Manage Requisitions link. 
 

35 Click the View and select the Query By Example option. 

 
36 Under Search Results click in the Status field. 

 
37 Enter a valid status, for this example type ‘Pending Approval’ into the Status field. 

 
38 Press [Enter]. 

 Rows should be returned for the entered status if there are any matching that status. 
If not, no results will display, and you can continue. 

 
 
 

39 Click the Clear All icon. 

 
 
This should return to display all requisitions. 
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40 In the Search screen, enter ‘Liquidated’ into the Funds Status field. Click the [Enter] 
key. 

 
41 Click an Order link from the display. 

 
 

 
42 Review the Purchase Order. Click the Done button. 
43 Click the Home button. 

 

 


