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Use the Manage Requisitions Page  
The Manage Requisitions page in the EProcurement module allows you to view and manage 
requisitions. You can also use it to perform tasks, such as review requisition details, edit or cancel 
requisitions, copy a requisition, or view approvals.  The available actions vary depending on the status of 
the requisition. 

This reference guide describes the features on the Manage Requisitions page.  It shows the page from 
the actions but does not describe the details of these actions. It also lists the Request State (i.e., status) 
fields on a requisition. 

Steps to complete 

• Step 1: Access the Manage Requisitions page 
• Step 2: Search for the individual or group of requisitions 
• Step 3: Perform tasks on the Manage Requisitions page 

Steps to use the Manage Requisitions page  

Step 1: Access the Manage Requisitions page 

• Navigate to the Manage Requisitions page in the EProcurement module.  

Navigation Options Navigation Path 

Navigation Collection Procurement, EProcurement, Requisitions, Manage Requisitions page.  

• SWIFT displays the Manage Requisitions page. 

Step 2: Search for the individual or group of requisitions  

• Search for individual or groups of requisitions. 
• Enter search criteria on this page and press the Search button. 

Fields on the Search Requisitions area on the Manage Requisitions page 

Field Field Description 
* Business Unit Validate the default or enter a business unit.  This is a required 

field.  A Business Unit generally represents a legal entity, such as 
the State agency responsible for the requisition.   

Requisition ID A unique ID SWIFT gives to a requisitions within a business unit. 
Date From/Date To Enter the creation date or range of dates for the requisitions 
Requester Defaults to the person entering the requisition, but it can be 

changed. 
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Field Field Description 
Requisition Name Create a name that helps you organize it.  It does not appear on 

the purchase order. 
Requisition State Refers to the request state (i.e., status) of the requisition across 

the entire procurement cycle.  See the descriptions at the end of 
this guide. 

Entered By Employee ID who entered the individual or group of requisitions. 
Origin This code represents a division, region or district within an agency 

that originated a purchase order.  
Budget Status A blank field defaults.  SWIFT will bring all requisitions in all 

statuses. 
• Document in Processing:  SWIFT does not currently use this 

feature. 
• Error in Budget Check:  Requisitions that did not pass the 

budget check 
• Not Budget Checked:  Requisitions that the agency did not 

budget check yet. 
• Provisionally Valid: Requisitions that passed by budget check 

when an agency used the Pre-Check Budget button. 
• Valid:  Requisitions that passed the budget check 

PO ID A unique ID SWIFT gives to a purchase order within a business 
unit. 

Show Advanced 
Search link 

If press this link, SWIFT displays search fields that are used only by 
a few state agencies who use the EProcurement module for 
inventory.  These fields include Item ID, Item Description, Ship To 
and Supplier Item ID 
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Step 3: Perform tasks on the Manage Requisitions page 
SWIFT opens up a Requisitions list with the requisitions that matched your search criteria. 

 

 

1. If you press the Req ID link, SWIFT brings you to the Requisition Details page.   

You can get summary information but cannot make any changes to the requisition.  At the bottom of the 
page, select the Edit Requisition button to get to the Edit Requisition - Review and Submit page to edit 
the requisition. 

2. If you choose an option on the Section Action menu and press Go, SWIFT allows you to perform 
tasks on the requisition.   

The available actions vary depending on the status of the requisition.  They include the following:  
Approvals, Cancel, Check Budget, Copy, Edit, PreCheck Budget, View Cycle and View Print. 

a. Approvals: Displays the Approval Status page.  You can get a summary of the requisition 
and its line details. 
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b. Cancel: Displays the Requisition Details page, which has a Cancel Requisition button.  If 
you press the Cancel Requisition button, SWIFT displays a confirmation page.  Enter a 
reason code and a comment for the cancelation. 

c. Check Budget: Initiates the budget processor and commit funds to pre-encumbrance 
amount for this requisition if the requisition passes the check. 

d. Copy: Displays the Checkout - Review and Submit page for a new requisition.  SWIFT 
copies all line items to a new requisition. However, if one item was created from a 
special request, SWIFT displays another message. 
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e. Edit: Displays a warning message indicating that editing the requisition will restart the 
approval process. SWIFT displays the Edit Requisition - Review and Submit page for the 
requisition.  SWIFT may create a change request for the requisition. 

 

 

f. PreCheck Budget: Initiates the budget processor and checks the budget without 
reserving funds for this requisition. This option enables you to check whether a budget 
exists for this requisition before committing amounts to a pre-encumbrance.   

g. View Cycle: Displays an image showing where the requisition is in its cycle. You can see 
the dates when the requisition was created and updated.  

h. View Print: Displays the print version of the requisition. SWIFT displays a message 
asking if you want the print version with distribution details. Press Yes or No. SWIFT 
displays a print copy of the requisition. 
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List of the Request State (i.e., status) fields on a requisition 
• Approved: The requisition has been approved and is ready for sourcing.  For this status to 

display at the header level, all lines of this requisition must be in an “Approved” status. 
• Canceled: The requisition was entered and saved but then the entire requisition or each 

requisition line was canceled.  For this status to display at the header level, all lines of this 
requisition must be in the “Canceled” status.  A canceled requisition can be reopened within a 
certain number of days as specified for the purchasing Business Unit; otherwise, it is closed 
permanently. 

• Complete: The requisition is marked complete after the requisition is dispatched on a purchase 
order.  The goods are received and the supplier is paid.  A background process identifies the 
requisitions and moves them to the “Complete” status.  Canceled requisitions and those that are 
completely fulfilled by inventory stock are also identified as “Complete”. 

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

• Open: The requisition has been entered and saved but not yet submitted.  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. 

• PO Partially Canceled: The requisition contains some lines that have been placed on purchase 
orders and these purchase orders have subsequently been canceled.  For this status to display, 
the purchase orders must all have the same status, “Canceled.”  This status indicates that some 
of the requisition lines have not been sourced to a purchase order and it also indicates that 
none of the lines have been received or returned to supplier. 

• PO Partially Completed: The purchase order has been closed for some of the requisition lines, 
however the requisitions attached to it are not yet closed. 

• PO Partially Created: The requisition contains some lines that have been sourced to an 
approved purchase order.  For this status to display, the purchase orders must all have the same 
status of “Approved.”  This status indicates that some of the requisition lines have not been 
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sourced to a purchase order and it also indicates that none of the lines have been received or 
returned to supplier. 

• PO(s) Created: The requisition has been placed on a purchase order that has been approved. 
This header status indicates that all lines of this requisition have been sourced to approved 
purchase orders and the requisition line status is “PO(s) Created.”  For this status to display, the 
purchase orders must all have the same status of “Approved.” 

• PO(s) Cancelled: The requisition has been placed on a purchase order that has   subsequently 
been canceled.  This header status indicates that all lines of this requisition have been sourced 
to canceled purchase orders and the requisition line status is “PO(s) Canceled.” For this status to 
display, the purchase orders must all have the same status of “Canceled.” 

• PO(s) Completed: The purchase order has been closed for all of the requisition lines, however 
the requisitions are not yet closed. 

• PO(s) Dispatched: The requisition has been placed on a purchase order and the purchase order 
has been dispatched to the supplier.  This header status indicates that all lines of this requisition 
have been sourced to dispatched purchase orders and the requisition line status is “PO(s) 
Dispatched.”  For this status to display, the purchase orders must all have the same status of 
“Dispatched.” 

• Partially Dispatched: The requisition contains some lines that have been placed on purchase 
orders and these purchase orders have been dispatched to the supplier.  For this status to 
display, the purchase orders must all have the same status of “Dispatched.”  This status 
indicates that some of the requisition lines have not been sourced to a purchase order and it 
also indicates that none of the lines have been received or returned to supplier. 

• Partially Received: The requisition contains some lines that have been placed on a purchase 
order, the purchase order has been dispatched to the supplier, and the goods have been fully or 
partially received.  This status indicates that some of the requisition lines have not been 
received. 

• Pending: The requisition has been submitted and is awaiting approval.  This header status 
indicates that all lines of this requisition have the line status of “Pending.” 

• Received: The requisition has been placed on a purchase order, the purchase order has been 
dispatched to the supplier, and the goods have been fully received.  For this status to display at 
the header level, all lines of this requisition must be in the “Received” status. 

• See Lines: The lines of this requisition are in various stages of the approval process and the lines 
have different statuses (i.e. pending, approved, denied, and so on); however, none of the lines 
have been sourced to a purchase order. 

You have successfully viewed the Manage Requisition page in the EProcurement module. 
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