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Searching for Requests
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From the Main page, select ‘All Requests’ from the Main Navigation Menu.
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INEW REQUEST

nequestThumser = oS YR amenT user naME  sTaTus PATE remnaL NoTE COMMENT ACEOUNT VENDOR ITEM NUMBER PO NUMBER N
NAME CREATED NUMBER N
Leanne Miller Leanne Miller Draft 15/09/2016 100-6150-00 MERITSYS0001 COFFEE »
Leanne Miller Catherine Walsh Approved 14/10/2016 100-6550-00 DOLECKICO001 MILK C
Leanne Miller Leanne Miller Draft 051212016 100-6550-00 CARLSONS000 HAND-TOWELS C
Leanne Miller Leanne Miller Draft 0512/2016 100-6550-00 DOLECKICDO01 TEA :
Leanne Miller Leanne Miller Draft 05122016 100-6550-00 DOLECKICDO001 SUGAR r
Purchasing Leanne Miller Leanne Miller Draft 051272016 100-6550.00 CARLSONS000 HAND-SOAP c
Leanne Miller Leanne Miller Draft 051272016 100-6550-00 DOLECKICD00T COFFEE C
Leanne Miller Catherine Walsh Approved 0512/2016 100-6550-00 DOLECKICO00T SUGAR C
QFFREQOQ0020 Leanne Miller Catherine Walsh Approved 051212016 100-6550-00 CARLSONSO00 HAND-TOWELS <
Leanne Miller Catherine Walsh Approved 05/12/2016 100-6550.00 CARLSONS000 HAND-TOWELS c
< >
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Use this page to search Requests within the system; only requests belonging to
users in your User Group and the child groups below that will be shown, or
requests you have specifically been copied on.

Filters

Various filter options can be applied to the list.
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Include VOIDS - Include voided requests.

Show Detail — The view can show you Summary (1 Row per Request) or Detail
(1 Row per Request Line) when the view is summarised no data is shown for
fields which are on the request lines.

Show Work/Show History — The view can either show requests from work (work
request are ones not transferred to history yet) or from history.
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Request Forms — Select a specific Request form to just see those Request Form
Types or ‘Show All’ to see all Request Form Types.
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