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Use the Requisition Document Status Inquiry  
Agencies can use this inquiry to see the status of any procurements documents associated with an 
individual requisition. Procurement documents include supplier contracts, purchase orders and 
vouchers.   

Requisition Status Values  

Status Values Status Definition 
Approved The agency approved this requisition and it is ready for sourcing. For this 

status to display at the header level, make sure that all lines of this 
requisition are in an “Approved” status. 

Canceled The agency enter and saved the requisition but canceled the entire 
requisition or each requisition line of it.   

Complete SWIFT marks the requisition as complete after the agency dispatches the 
purchase order, the agency receives the goods and the agency paid the 
supplier. 

Denied The agency denied the entire requisition or each requisition line in the 
approval process. For this status to display at the header level, all lines of 
this requisition must be in the “Denied” status. 

Initial SWIFT does not currently use this feature. 
Line Approved The requisition contains some lines that have been sourced to an 

approved purchase order.  
Open The agency entered and saved the requisition, but has not submitted it 

yet. For this status to display at the header level, all lines of this 
requisition must be in the “Open” status. A requisition in this status may 
not be sourced to another document, such as an event or Inventory 
Material Stock Request. 

Pending Approval The agency submitted the requisition and has not completed the 
approval of it. This header status indicates that all lines of this requisition 
have the line status of “Pending.” 

Preview SWIFT does not currently use this feature. 

This guide lists the steps to use the Requisition Document Status Inquiry in the EProcurement module in 
SWIFT. 

Steps to complete 

• Step 1: Navigate to the Requisition Document Status Inquiry page 
• Step 2: Review an individual requisition to see its associated documents 
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Steps to use the Requisition Document Status inquiry 

Step 1: Navigate to the Document Status Inquiry page 
1. Navigate to the Requisition Document Status Inquiry page.  

Navigation Options Navigation Path 
Navigation Collection Procurement, EProcurement, Requisitions. Left menu, Document Status.  

Requisition Document Status Inquiry page appears. 

• On the Requisition Document Status Inquiry page, enter information in the search criteria 
fields.   

• Then, select Search. 

 
2. If you select multiple options, SWIFT displays the Search Results section.  It contains requisitions 

that match your search criteria. SWIFT will only show the first 300 results. Select the desired 
Requisition ID. 
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Step 2: Review an individual requisition to see its associated documents  
SWIFT displays the Document Status page of your chosen Requisition ID. 

1. Confirm that this is the correct requisition to review.   

2. On the header, SWIFT shows you which documents are associated with the requisition.  

 

3. The Associated Document section allows you to get information about each of the documents.  
Review the individual documents associated with the requisition.   

 

a. If you select the Actions link for a line, SWIFT opens up a new window with links to the  
Review Supplier Contacts or the Maintain Supplier search pages. You can get 
information about the supplier listed on the line. 

b. If you select the Doc ID for a line, SWIFT opens up a separate window that brings you to 
an inquiry page for that document. You can get information about the associated 
document. Agencies commonly use this option.  
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c. If you select the Document Status Inquiry icon for the line, SWIFT opens up another 
window to the Document Status Inquiry for that document.   

 

You have successfully used the Requisition Document Status inquiry.  
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