
Find existing requisitions in Rowdy 
Exchange

Finding a requisition in Rowdy Exchange can help you

• Check the requisition’s status 

• Learn how to set up a similar new requisition 
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Rowdy Exchange

Log in to Rowdy Exchange. 

For instructions on logging in, view the Access Rowdy Exchange job aid on 
the Purchasing Training webpage > Rowdy Exchange Job Aids drop-down. 

In the following slides, we’ll show two ways to find an existing requisition. 

https://www.utsa.edu/financialaffairs/services/purchasing/faculty-and-staff-resources/rowdy-exchange.html
https://www.utsa.edu/financialaffairs/training/purchasing.html


Option 1: Search 
by requisition 
number

Use the following instructions if 
you know the number of the 
requisition you want to find. 



Search bar 

1. On Rowdy Exchange’s Shopping Dashboard, in the search bar at the top 
right, add or paste in the requisition number, then select/click on the 
magnifying glass icon. 

For this example, we’ll 

paste in the requisition 

number 161206717. 



Quick Search

2. Quick Search then shows related results. 

Select the relevant result. 

For this example, we’ll 

select requisition 

161206717. 



Requisition workflow status

3. This displays the requisition. 

Under Summary to the 

right, use the scroll bar to 

view the requisition’s 

workflow status. 



Requisition comments

Selecting the Comments tab near 

the top will show comments, if 

any. 

Comments can provide more 

information on the status of the 

requisition (for example, if a 

required attachment is missing). 



Requisition Accounting Codes 
section

Using the page’s scroll 

bar, scroll down to the 

Accounting Codes 

section. 

If you want to learn how 

to do a similar new 

requisition, you can refer 

to the codes here. 

A

B



Requisition Commodity Code

Scroll further down. 

You will see the individual items (“line 

items”) on the requisition. 

If you want to learn how to do a similar 

new requisition, under a line item’s Item 

Details, you can find its commodity 

code. 

A

B



Option 2: Search 
by item

Use the following instructions to 
search using the item 
(good/service) purchased.

Use these instructions if you do 
not know the requisition number. 

These instructions assume you 
want to learn how to do a similar 
new requisition. 



Search bar (by item) 

1. On Rowdy Exchange’s Shopping Dashboard, next to the search bar at the 
top right, you can leave the drop-down selection as All or select 
Requisitions. 

2. In the search box, enter the item you want to look up and select the 
magnifying glass icon. 

For this example, we’ll 

keep the default selection 

of All. 

For this example, we’ll search for 

purified drinking water bottles. 



3. Quick Search then shows related requisitions, purchase orders, etc. 

You can select each result shown in turn. 

Or, like in this example, you can select Additional results found to view 
more documents.

Quick Search (by item) 



4. This displays a list of requisitions, purchase orders, etc., matching your 
search. 

Review the requisitions to find one that’s relevant. We recommend 
selecting a more recent requisition. Select the requisition number. 

Search results (by item)

For this example, we’ll 

select requisition 

161206717. 



Requisition workflow status (by item)

5. This displays the requisition. 

Under Summary to the 

right, use the scroll bar to 

view the requisition’s 

workflow status. 



Requisition Accounting Codes 
section (by item)

Using the page’s scroll 

bar, scroll down to the 

Accounting Codes 

section. 

You can refer to the 

codes here. 

A

B



Requisition Commodity Code (by 
item)

Scroll further down. 

You will see the individual items (“line 

items”) on the requisition. 

Under a line item’s Item Details, you 

can find its commodity code. 

A

B



Contact Us

If you have questions about this job aid, you can contact us at

Purchasing Department

Website

Email:  Purchasing@utsa.edu

Phone: (210) 458-4060

https://www.utsa.edu/financialaffairs/services/purchasing/
mailto:Purchasing@utsa.edu


Thank you

utsa.edu/financialaffairs


