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Bellingham TECHNICAL COLLEGE
Returning to an Unfinished Purchase
Requisition

Scenario
| started a requisition and then got distracted and PeopleSoft logged me out. How can |
find the requisition and begin where | left off?

Solution

PeopleSoft does not save or submit for approval unless you tell it to. If you are creating
a requisition which has multiple lines and/or concerned that you will become distracted
while trying to create it, | would suggest adding one line at a time and saving between
each new line. If you try to save without adding all the information required for the line
(quantity, unit of measure, category, etc.), PeopleSoft will ask for that information before
it will save.

To return to a saved requisition,
1. Use the following navigation: Nav Bar > Navigator > Purchasing >
Requisitions > Add/Update Requisitions
2. You will land on the page in the image below
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3. Click the Find an Existing Value tab
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Change the filter on the Requester Name field from “begins with” to “contains’
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After the search results appear, click any part of the desired requisition
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