
How to Find the PO#
A Purchase Order (PO) number is given to an approved requisition. After 

your requisition is approved, vendors may ask for a PO#. You can ask 
Fiscal Officer Jackie Shreves.5@osu.edu, or use this guide to find it 

yourself.

mailto:Shreves.5@osu.edu


There are multiple ways to find a purchasing Requisition that you have submitted. You may need to 
just view it, or you be able to edit it if it is assigned to you in processing.

Do you know your RQ#?

Did you submit it less than 30 
days ago?

Yes

Yes

No

No

Search Based on RQ# (slide 3)

Use the Archive (slide 5)

My Requisitions Report (slide 7)

Finding the Requisition



Search Based on RQ#
In Workday, type your RQ# in the search box and hit enter. If you do not see a result, select the More 
Categories option. Your RQ number should show in a blue hyperlink. Click it to proceed.



Now you can view your Requisition. At the top, you will be able to confirm the Total Amount and 
the Status. Draft status indicates that it is awaiting submission (or re-submission) by you, In 
Progress indicates that it is moving through various approvers at the university, and Successfully 
Completed means it has been approved and is finished.



Use the Archive
In Workday, look to the upper right corner, where you will see a bell icon (notifications) and an open envelope icon (mailbox). 
Click the envelope.



This will take you to your inbox page with a panel on the left-hand side, listing any active 
items. Clicking the Archive tab will show all actions done in the last 30 days and you can find 
a recent Requisition by looking through that column.

Inbox items listed here Archive items listed here



My Requisitions Report
In Workday, type My Requisitions in the search box 
and click the report option that appears.

You will see a pop up box like on the right. You can add 
various filters to search for something, but it is not 
necessary. If you know the approximate date of when you 
submitted your requisition, you can search for a date 
range and it will return all results within that range.

Click OK to see your search results.



You will see a list of all results in that timeframe. It will also show the Request Status. Draft
status indicates that it is awaiting submission (or re-submission) by you, In Progress
indicates that it is moving through various approvers at the university, and Successfully 
Completed means it has been approved and is finished.

If you need to edit the RQ, you can select the Edit Requisition button on the right.



Scroll down to the Goods or Services line where your item is listed. Drag the slider all the way to the right and  
you will see the Purchase Order number
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