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1. Click on the History tab.   
 

 
 

2. Ensure that the PR History and by Requisition tabs are selected. 
3. Enter the Requisition # in the Requisition No. text box.   
4. Click on the Search button. 
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5. Note the new Supplier(s) column. 
6. Click on the Quick View icon. 

 

 
 

7. The Quick View provides summary information on the requisition. 
8. Click on the Close button for the Quick View overlay. 
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9. Click on the Requisition #. 
 

 
 
10. From here you can review the requisition Summary, FOAPAL/Ship Codes (document details), PR 

Approvals, Comments, Attachments, History, and Supplier Info.    
11. This completes the steps for this procedure.  Click on the East Carolina University icon to return to the 

home page. 
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