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Purchasing 
 
  Process     8.8 Navigation 
 
Create a Requisition Purchasing-Requisitions-Add/Update-

Requisitions 

Modify a Requisition Purchasing-Requisitions-Add/Update-
Requisitions 

Cancel a Requisition or Requisition 
Line 

Purchasing-Requisitions-Reconcile 
Requisitions-Reconciliation 
Workbench 

Requisition Inquiry Purchasing-Requisitions-Review 
Requisition Information-Requisitions 

Print a Requisition Purchasing-Requisitions-Reports-
Print Requisition 

Create a Request for Quote Purchasing-Request for Quote-
Add/Update-Request for Quote 

Select RFQ Vendors and Distribute Purchasing-Request for Quote-
Add/Update-Request for Quote-
Dispatch Vendor List link 

Enter RFQ Responses Purchasing-Request for Quote-
Add/Update-Vendor Responses 

Award Quotes Purchase-Request for Quote-Award 
Quotes 

Add Open Market Purchase Order Purchasing-Purchase Orders-
Add/Update-Purchase Order 

Create Contract Release PO Purchasing-Purchase Orders-
Add/Update-Purchase Order 
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Purchasing 
 
  Process     8.8 Navigation 
 
Select Asset Profile Purchasing-Purchase Orders-

Add/Update-Purchase Order 

Create a Change Order Purchasing-Purchase Orders-
Add/Update-Purchase Orders 

Cancel Purchase Order or Purchase 
Order Line 

Purchasing-Purchase Orders-
Add/Update-Purchase Orders or 
Reconcile Purchase Orders-
Reconciliation Workbench (Cancel 
entire PO only) 

Close Purchase Order Purchasing-Purchase Orders-
Reconcile Purchase Orders-
Reconciliation Workbench 

Print Purchase Order Purchasing-Purchase Orders-Dispatch 
Purchase Order 

Purchase Order Inquiry Purchasing-Purchase Orders-Review 
Purchase Order Information 

Amount Approval Purchasing-Purchase Orders-Approve 
Amounts 

Chartfield Approval Purchasing-Purchase Orders-Approve 
Chartfields 

Add a Receipt Purchasing-Receipts-Add/Update-
Receipts 

Cancel Receipt or Receipt Line Purchasing-Receipts-Add/Update-
Receipts 
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Purchasing 
 
  Process     8.8 Navigation 
 
Receipt Inquiry Purchasing-Receipts-Review Receipt 

Information 

 


