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1. Click on the History tab.   
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2. Ensure that the PR History and by Requisition tabs are selected. 
3. Select the Filter check box.   
4. Select My Orders and enter desired Start Date and End Date for the requisitions. 
5. Enter appropriate values for custom fields to find desired requisitions with selected criteria.  In this 

example, we will search My Orders for 7/1/2006 to 7/26/20009 with the follow custom fields: Fund = 
111170, Organization = 230601, Account = 72110, and Special Instructions = None.  Note:  You 
can search FOAPA values from your profile by clicking on Select from profile values… or you can 
search all values by clicking on Select from all values…  Important Note: When searching requisitions 
by Fund, Organization, Account, Program, and Activity, you must enter all digits for the respective 
FOAPA elements.  Otherwise, no results will be returned. 

6. Click on the Search button. 
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7. Click the Search button. 
 

 
 

8. Click on one of the Requisition #s. 
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9. From here you can review the requisition Summary, FOAPAL/Ship Codes (document details), PR 

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

home page. 
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