
Requisition Inquiry 
 

What’s happening with my requisition? 
 

Once you have completed your requisition, it will be routed by the system for the 
appropriate approvals.  Once all the approvals are done, it will be forwarded to 
Purchasing and Contract Services for the creation of a Purchase Order.  Before it 
becomes a Purchase Order you can access it via XRQM or RINQ.  You may 
make changes to the req only if no approvers have approved the req.  The best 
way to view the req is to use RINQ (Requisition Inquiry). 
 
 
 
 
 
 
 
 
 
 
 
 
 

Double Click on 
Requisition Inquiry 

 
 
 
 
 
 
 
 
 
 
 

Click 
OK 

Enter the req # that you want to view 
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What’s happening with my requisition? 
 

 
 
 
 

PO number 
 
 
 
 

Approvals  
 
 
 
 
 
 
 

Detail in 
for more 
info 

 
 
 
 
 
This is the summary page – all the pertinent information is viewable here.   
 
All of the blue icons(aka detail boxes) when clicked on, will detail in and give 
you additional information.  When you detail in on the items you be presented 
with another menu where you need to choose the Item screen you want to view. 
 
Detailing on the Items will bring up this menu…. 
 
   

Decide which 
screen you 
want 

RQIS will take you 
to the Item 
Summary screen 
 
RIIN will take you 
to the Requisition 
Item Inquiry 
screen. 
 
And UTEC will 
take you to the full 
Item Description 
screen 
 
Chose one and 
click OK. 
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What’s happening with my requisition? 
 

RQIS- Requisition Item Summary 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RIIN – Requisition Item Inquiry 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

UTEC – Edit Comments… 
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How can I see the Purchase Order? 
 

If a Purchase Order has been created for this requisition, you can detail in on the 
Purchase Order.   
 
 
 
 

Click here if you 
want to detail 
into the 
Purchase Order 
or the Blanket 
Purchase Order 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
From here you can see the P.O. and once again you can detail down using the 
Blue Icons to see the description and IF the P.O. has been paid, you can even 
see the payment information 
 

 

Click here if you 
want to see the 
voucher payment 
information.  
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How can I see the payment information? 
 

When you detail in on the Voucher field it will bring up the Voucher Inquiry 
screen.  Here you can see when it was paid, how much was paid, the invoice 
number and the check number.  (Colleague calls all payments ‘vouchers’ – not to 
be confused with the District payment via the Voucher Form). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
And since you will be using this inquiry to check on all of your requisitions – you 
can add an icon for this report by Right Clicking on the menu item.   
 
 

Right Click will allow you to add 
this to your Favorites – See 

Section 10 for more info about 
favorites 
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XGLI – GL approvers inquiry form 
 
 
This inquiry form is to find out who are all the approvers for a particular GL account.   
 
Type XGLI in the Quick Access field and click GO 
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Enter the GL account using 
underscores between GL 
components – and click OK. 

For this particular GL account, 
there are 3 approvers required by 
the system.  The specific org roles 
are listed.  See Org Role guide to 
interpret.   
 
If you want to see the name(s) of 
the person(s) assigned to each 
role, click the blue detail box to 
open the ORMI screen.   
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The org role Title and the 
name of the person(s) 
assigned to this role are 
displayed. 

 
 
To Exit and return to the Main Menu, click Cancel ALL. 
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