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Work Instructions for Manage Requisition functionality in eProcurement 
 

Log in to my slice 

 
 
 
 
Select Employee Home from your drop down menu list and then click on the eProcurement Icon
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Then Select Manage Requisitions 

 
 

The following screen will appear 
 

The suggested filters for this screen are as follows 

 

Date From = Remove (leave blank) 

Date To = Remove (leave blank) 

Requester = Will default to your NetID, if you are looking for a requisition entered by another user use the find feature 
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on the requester field to select a different user. Note you will only be able to view requisitions that you have 
chartstring authorization for 

 
Select Search to see your results 

 

Select the triangle next to your requisition to see the requisition status. 



 Manage Requisition Training Document  

Page | 4  10/19/2021  

 

The requisition status is shown by the highlighted icon flow above. You can select the icon to see more details. 

End of instructions. 


