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PURCHASE REQUISITIONS 

       REQUISITION INQUIRY - WEBADVISOR PURCHASING 701.5.8 

 

OVERVIEW 

 

 

 

 REQUISITION INQUIRY:  The requisition inquiry through 
WebAdvisor is used to check the status of requisitions  

 CONTACT:  The contact for “Requisition Inquiry - 
WebAdvisor” is the Office of Support Services (783-2018) 

LOGIN  Login to WebAdvisor. 

See Section 404 for login instructions.   If you do not have a 
WebAdvisor account, please contact the Office of Institutional 
Research and Computer Applications (783-2009). 

SECTION TITLE PURCHASING 701.5.8 

MENU SELECTION  From the Employees menu, select Requisition Status  

 

VIEW REQUISITION  Shows requisition number, date, status, PO created (if 
applicable), requestor name, initiator name, Vendor ID, vendor 
name and total amount. 
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  Click on Requisition Number to view in detail 

 

  View Requisition Detail 



  REQUISITION INQUIRY - WEBADVISOR 
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  Click  

 Click  

REQUISITION 
STATUS SCREEN 

 Returned to Requisition Status Screen 

 Click   
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MAIN MENU  Returned to Main Menu 

LOGOUT  See Section 404 for Logout Procedures for WebAdvisor 
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