Managing a Requisition

You may check on the status of your requisition at any time. Please note that if you do not see all the
option presented in this document, you may need to submit a request with the IT Department to receive
access. The link to the Remedy system is: https://remedy.aug.edu/arsys/apps/remedy/Remedy%20Requester .

1. Navigation: Home > eProcurement > Manage Requisitions
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2. Clear Form and Enter the Business Unit (27000) and your user ID in the requestor field. A list of all
requisitions entered will display.
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To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go
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3. Select the requisition in which you are inquiring and click on the expand button. At this point, you can
click on any icon that is highlighted in the request lifespan to see more information.
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Note: Carefully review the status for each requisition.

Open: You have not submitted the requisition.

Pending: You have submitted the requisition, but have not been approved.

Approved: The requisition has been approved and is waiting on the buyer to process.

PO Dispatched: The requisition has been sourced into a purchase order and faxed to vendor for
ordering if applicable.

Cancelled: The requisition has been cancelled.

4. If you have Pending Status and want to view who the requisition is waiting for approval, you can select the
expand button in front of the requisition you wish to view.
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To locate requisitions, edit the criteria below and click the Search button.
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5. When you click on Approvals, you can see the approver the requisition is waiting for response for.
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6. If you would like to review the status of another requisition, click on Return to Manage Requisitions link and
repeat steps1—-6.



