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Accessing Requisition Creation
NN

v Employee Self Service

The Procurement tile is
located on the Employee

Approvals Budget & Finance Reports
Self Service homepage. - _
< A
Select Employee Self L
Service on the banner.

Then select the
Procurement Tile.
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Accessing Requisition Creation
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£ Emnlnvee Self Service Procurement

The Requisition page provides
access to enter new requisitions
based on the access granted to the
user:

Mew Window | Help | Personalize Page

F~| Requisition
o 9 Requisition Settings

F| Manage Requisitions

* Requisition Entry



Accessing Manage Requisitions

The Manage Requisitions tab
provides access to established
Requisitions based on the access
granted to the user:

g Sy
£ Employee Self Service Procurement

—
. ey F1 Requisition o
* Requisition Entry Manage Requisitions

* Requisition Inquiry

Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Business Unit | SY7E0 Q, Requisition Name
Requisition 1D Q, Request State| All but Complete
Date From |03/03/2022 B Date To|03/10/2022
Requester Q, Entered By
Search Clear Show Advanced Search

! The Requester specified has no Requisitions.
Create New Requisition Review Change Request

Review Change Tracking

Mew Window | Help | Personalize Page

w Budget

Manage Receipts
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