
HOW TO FIND 
ORDERS



-Click on the 

Requisitions tab 

under the menu 

option



-You can toggle between 

"open" and "completed" orders

-You can see if your requisition 

is waiting approval from 

anyone

-You can click on the "2 items" 

to expand to see all items on 

the req

-You can click on the icon in the 

ordered column to view the PO
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