How to check the status of your Purchase Requisition (PR) and/or print your PR

First navigate to the Requisitions review page by following this path: ctcLink Financial Self Service Module /
NavBar / Menu / Purchasing / Requisitions / Review Requisition Information / Requisitions. We recommend
saving this tile to your FSCM homepage or favorites (renaming to Requisitions Review instead of Requisitions if
you need more cues on what it is for).

Requisitions (review) brings up this search page where you can enter your criteria. If you entered the PR |
recommend entering your name in Requestor Name so you only see your PRs. If you didn’t enter the PR but
have the PR number you can enter the PR number under Requisition ID, it must be 10 digits so if you only have
the last 4 (normal) enter % or 6 zeros before that number.
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After you have entered your search criteria it brings up this page (if you enter no criteria it will bring up the last
100 PRs entered by anyone at SVC):
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WaD40 DO00B085TE Domines cob126 Fraud Approved Teresa Millar 04022025 17427 USD

.. GoDaddy cc 159 Welding —r

WaD40 domains Appraved Terasa Miller 033172025 3320 USD
WD40 m;::msu MacBook Appraved Toresa Millar 032472025 362086 USD
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ViAD4D et Ao 2 Appraved Torasa Millar D3SO 1814 USD




The default Details tab tells you the requisition status (approved, pending, or open — which really means not
submitted). The Status tab will tell you if it has been turned into a PO (Y in On PO column), if it has been paid
with a check (Y in On Voucher column), and if it has been changed from the original version (Y in Change Order
column).
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You can get to a printable version of the PR and the attachments by clicking on the Approval Status Icon
which brings up this screen:
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The Header comments blue clickable brings up the attachments links and the View printable version blue
clickable brings up a printable version of the PR which includes all necessary data (budget, name, PR number,
status, etc).
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