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STATUS FIELD IN REQUISTION/ PURCHASE ORDER  

 

OVERVIEW 

1. Go to Settings >> Purchasing >> Status 

 

 

 

 

 

 

 

 

 

 

 

2. Select values from the drop-down. 
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3. After selecting the values, enter email addresses into the Notification Recipient field 

NOTE: The user can enter multiple email addresses by separating them with 

semicolons.  

 

 

 

 

 

 

 

 

 

 

4. After entering the email addresses, click the Save button.  

5. Go to Settings >> General >> Global Options. Select the Yes radio button to enable 

the ‘Purchasing status notification.’ 
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6. Go to Purchasing >> Requisitions 

 

 

 

 

 

 

 

7. Click the New icon to create a requisition.  

WHEN CREATING A NEW REQUISITON, THERE ARE THREE (3) VALUES IN THE 

STATUS FIELD: 

1. When the requisition is created, the value will be “Purchase request waiting approval – 

(PR WAPPR)” 

 

 

 

 

 

 

 

NOTE: As the user clicks Save, an email will be triggered to the notification recipients.  
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2. If the user changes the status to “Purchase request on hold – (PR HOLD)”, an email will 

be triggered to the notification recipients.  

 

 

 

 

 

 

3. If the user deletes the requisition, an email will be triggered to the notification 

recipients.  

 

 

 

 

 

 

The status will be changed to “Purchase Request Cancelled – (PR CAN)” 

NOTE: When the No radio button is selected for the ‘Purchasing Status Notification’ in 

Global Options, then the process will work as demonstrated above, with the exception 

being that the email functionality will not be available.  

 

 


