
Tracking your External Requisitions 
1. Choose the “Purchasing System Inquiry” link from the left side menu on 

http://www.bussvc.wisc.edu/purch/purch.html  
 

 
 

Choose 
Purchasing 
System 
Inquiry 

2. Choose the “Purchasing Information Inquiry” link listed in the first bullet on 
http://www.bussvc.wisc.edu/purch/purchinq.html  
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3. Choose the “Specific Requisition Status Lookup” link listed in the third 
bullet on the page. 
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4. Enter your requisition number and click “Begin Query” 
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5. Available log information is displayed with the newest recorded action 
listed first:  The date of the last update in the requisition generator, the 
date received in Purchasing, the agent to whom the requisition is 
assigned, and any further routing.  Once a PO is created, the full 
requisition detail will be available as well. 
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