Where is my Purchase Order number?

To find where your requisition is in the workflow click “Procurement” > “Enquiries” > “Workflow
enquiry — Requisitions”
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Enter the Requisition number and press search. The stage of the requisition should then be shown under the
workflow status column, if you click on the status then the full workflow will be shown. If you click on the

requisition number itself in the requisition no column, full details of the requisition can be seen.
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The map below will be shown, if there is a tick next to a name or there is a green box around the
action the requisition has been moved onto the next stage.

In the example below the requisition has been approved by Procurement and is with the School /
Department for Approval.

To move the requisition along to the next stage in the process please contact the person that the
requisition is with.
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