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Find existing requisitions in Rowdy
Exchange

Finding a requisition in Rowdy Exchange can help you
* Check the requisition’s status
e Learn how to set up a similar new requisition

Purchasing Revised: 12/09/2024



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.
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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.
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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.

T For this example, we'll ] v @ 1 oo w0 & A
Shop - Shopping Dashboard paste in the requisition a
number 161206717.

RowdyExchange is Your one-stop shop for procurement and business contracting needs.

0 training guides

ANNOUNCEMENTS - Exciting News from Purchasing!
We're thrilled to announee the launch of oor new Reauest for Salicitation and Feelusive Arg
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Quick Search

2. Quick Search then shows related results.

Select the relevant result.

Al + 161206717 Q

Quick Search (Ali+Q)

Requisitions

For this example, we’ll
select requisition
161206717.

161206717

Purchase Orders

PO0115143
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Requisition workflow status

3. This displays the requisition.

Requisition - 161206717 @ ™, @ - 1offResuts v < >
Summary Comments 2 History
General Shipping Billing e v Summary
Completed
Status " Completed . .
(8/10/2022 1:18 PM) Ship To Bill To Total (294.14 USD)
The University of Texas at San Antonio UTSA - Disbursements and Travel Services shipping, Handling, and Tax charges are calculated and
Submitted 8/10/2022 116 PM 501 W Cesar E. Chavez Blvd One UTSA Circle o e e e e
) N charge each supplier. The values shown here are for
Durango Bldg - Central Receiving Disbursements. Travel @utsa.edu stimatio soses, budaet checking, and work
Cart Name 2022-2023 Coffee Supplies/ Water MB San Antonio, TX 78207 SapAnionio X T840 — f-' ”jc. 10N purposes, buaget checking, and work
1.410 United States approvals.
Description 20222023 Coffee Supplies/Water MB o U nder SUl Nnn |ary to the subtotal 294.14
1.410 Ship Via Best Cd

Prepared by UTSA emplayze name Requested no valu right’ use the ScrOII bar to 294.14

Delivery Date

Department UTSA department V|eW the req u |S|t|0n ’S Related Documents

Prepared for UTSA emplayee name kfl Purchase Order: PO0115145 L=
Wor OW Status L] Voucher: RD038565 E

Purchase Order PO0115145 view | print

Voucher: ROD38574 -
PO Clauses 1 View details |

Voucher: ROD38621 i
Purchasing U_T_SA‘\ Voucher: R00D38624 =
Business Unit o

What's next? ~
Next Fiscal Year X

Workflow
Purchasing X
Review Required

Submitted
~ | 810/2022 1116 PM

Sourcing X UTSA employee name

Required?

Start - Parallel Steps
RO Nata nn value



Requisition comments

Requisition -

Summary

General

Status

Submitted

Cart Name

Description

Prepared by

Department

Prepared for

Purchase Order

PO Clauses

Purchasing
Business Unit

Next Fiscal Year

Purchasing
Review Required

Sourcing
Required?

nnnnnnn

161206717

" Completed
(8/10/2022 1:18 PM)
8/10/20221:16 P

2022-2023 Coffee
1410

2022-2023 Coffee
1410

UTSA employee
UTSA departmen)
UTSA employee
PO0115143 view |

1 View details

UTSA1

X

Shipping e Billing

Bill To

ents and Travel Services

Selecting the Comments tab near Ic

5249

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).

X

X
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Requisition Accounting Codes
section P

Using the page’s scroll
bar, scroll down to the
Accounting Codes

Requisition * 161206717 section.

Codes Added Here Will Be Applied to All Lines

Speed Chart GL Unit Fund Department

SSSSSSSSSSS
PURCH DISTR SERV

If you want to learn how
to do a similar new
requisition, you can refer
to the codes here.
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Requisition Commodity Code

Requisition = 161206717 ® ™, (@ -+ dofiResuts v | < >
Summary Comments Attachments 2 History
Status  Item Catalog No. Size/Packaging Unit Price Quantity Scr0| I fu rther d OWn . |
)
Ve Niagara Purified Drinking Water Bottles, 16.9 Fl Oz, 3632816 Case 14.99 5Case

Pack Of 24 Bottles

‘I A ITEM DETAILS {)-I

Manufacturer MIAGARA DRINKING WATERS INC Contract no value Internal Note no value

Name
Taxable % Internal

Manufacturer NDWO5L24PDRPENSA Attachments

Part Number commadity 50202301 / Water
Code

Supplier Part 3632816

Auxiliary ID Service Start no value
Date

more info.. (mmy/dd/yyyy) . . . . . e
You will see the individual items (“line
(mm/dd/yyyy)

items”) on the requisition.

Amount Only X

If you want to learn how to do a similar
new requisition, under a line item’s Item
Details, you can find its commodity

UTSA code.
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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.
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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.
l Search (Alt+Q) Q

Al
Contract
iy (ros

grenaseone
Vouchers -
Receipts

AP Requests

Procurement Requests

Contract Requests

Supplier Voucher Number
Help

Rowdy=-Exchange

For this example, we’ll
keep the default selection
of All.

*ANNOUNCEMENTS - Exciting Mews from Purchasing! I

Shop * Shopping Dashboard

b Aids

e-stop shop for procurement and business contracting needs.

We're thrilled to announce the launch of our new Request for Solicitation and Exclusive Acquisition form, now available on our website at
"PURCHASING FORMS®. This streamlined form is designed to simplify the process of requesting solicitation and exclusive acquisition, making it easier
for our UTSA community to access the goods and services needed. If you have any questions or need assistance, don't hesitate to reach out to the
HTCA Durrhacinn Nanartosant

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

For this example, we’ll search for [search (Alt+Q) Q
purified drinking water bottles.
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Quick Search (by item)

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.

All ™ purified drinking water bo@le
Quick Search (Alt+Q)
Requisitions '
162370174
156577132

Additional results found. See all resulis...

Purchase Orders
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Search results (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.

Submitted Date: All = | purified drinking water bottles ® Q @ AddFilter +  Clear All Filters ?
£} 20PerPage v
O Requisition Number ¥ Supplier Requisition Name Requisition Status ¥ Prepared For Submitted Date ¥ Total Amount ¥

Of @ 161206717 AYS BUSINESS SOLUTIONS @ 2022-2023 Coffee Supplies/ Water MB 1.410 UTSA smployss name 8/10/2022 1:16:26 PM 294.14 USD

O e 1547327% TODAYS LUTIONS @  2022-02-25 6001022799 01 UTSA employes name 3/24/2022 8:52:57 AM 158.45 USD

For this example, we’ll
select requisition
161206717.
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Requisition workflow status (by item)

5. This displays the requisition.

Requisition - 161206717

Summary

General

Status

Submitted

Cart Name

Description

Prepared by

Department

Prepared for

Purchase Order

PO Clauses

Purchasing
Business Unit

Next Fiscal Year

Purchasing
Review Required

Sourcing
Required?

RN Nata

Comments 2 Histo

Shipping Billing
N EQTR'E,FIEF_“ Ship To Bill To
8, 2042 8 FM)

The University of Texas at San Antonio UTSA - Disbursements and Travel Services
8/10/20221:16 PM 501 W Cesar E. Chavez Blvd One UTSA Circle

Durango Bldg - Central Receiving Disbursements. Travel @utsa.edu
2022-2023 Coffee Supplies/ Water MB San Antonio, TX 78207 ESINRTaTA o B L —
1.410 United States
soaz s coteesuples e Under Summary to the
1410 Ship Via Best Ca

ceaeses o FIQNT th Il bar t
UTSA emplayee name Requested rgnt, use tne Scroll dar 1o

elivery Date

UTSA department
UTSA emplayee name

PO0115145 view | print

1 View details

view the requisition’s
workflow status.

@ - @ <+ 1of1Results * <

UTSA1

X

X

nn value

Summary
Completed

Total (294.14 USD)

Shipping, Handling, a

h supplier. The values shov

purposes, budget checking, and worl

approvals.

Subtotal

Related Documents
Purchase Order: PO0115145
Voucher: ROD38565
Voucher: R0038574
Voucher: R0038621

Voucher: R0038624

What's next?

Workflow

Submitted
~ | 810/2022 1116 PM
UTSA employee name

Start - Parallel Steps

dTaxc harges are ca culated and

294,14

294.14

n Qv [ I R |

<




Requisition Accounting Codes
section (by item) ®

Using the page’s scroll
bar, scroll down to the
Accounting Codes

Requisition * 161206717 section.

eeeeeeeeee

Codes Adde Il Lines
Account GL Unit Fund Department Cost Center
63001 3100 BAAOD4
nsumable Non-  PURCH DISTR SERV DES Organized Act  PURCHASING PURCHASING
i Jies OPS INST Rel to Instr DEPARTMENT OFFICE OPS

codes here.
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Requisition Commodity Code (by
item)

Requisition = 161206717 ® ™, (@ -+ dofiResuts v | < >

Summary Comments Attachments 2 History

Status  Item Catalog No. Size/Packaging Unit Price Quantity Scro | I fu rth e r d OWn .

Ve Niagara Purified Drinking Water Bottles, 16.9 Fl Oz, 3632816 Case 14.99 5Case
Pack Of 24 Bottles

‘I A ITEM DETAILS {)-I

Manufacturer MIAGARA DRINKING WATERS INC Contract no value Internal Note no value
Name

Internal

Taxable
X Attachments

Manufacturer NDWOSL24PDRPENB4A

Part Number commadity 50202301 / Water
Code

Supplier Part 3632816

Auxiliary ID Service Start no value
Date

more info.. (mmy/dd/yyyy)

You will see the individual items (“line
items”) on the requisition.

Service End Date o value
(mm/dd/yyyy)

Amount Only X

Under a line item’s Item Details, you
can find its commodity code.
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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
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https://www.utsa.edu/financialaffairs/services/purchasing/
mailto:Purchasing@utsa.edu

The University of Texas at San Antonio
UTSA Financial Affairs

Thank you

The University of Texas at San Antonio

UTSA Financial Affairs

utsa.edu/financialaffairs



