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How to change views in requisition module 
This document will walk you through changing views on the my requisitions page and the cart.  

The default view for the My Requisitions page is by ‘Lines’. You can change your view to ‘Requisitions’ if you want a more summarized view. 
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Here is the Requisitions view.  
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To change your default preferences on these views, go to the Self Service Procurement tab: 

 

From here, select Preferences: 
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Here you can check the boxes under the Display settings if you wish to apply that option for 

your cart, and/or my requisitions. Do not use the 2nd box for search results as we do not have 

this option enabled.  

 

To permanently keep the requisition view in My Requisitions, select that here.  

 

 

 

Click Update. 
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To show the table view for your cart, select that here.  

 

 

 

 

 

 

 

 

Click Update.  
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Here is what your cart will look like if you enable “Show the table view for the cart” 

With this view, you will be able to see a listing of all the lines on your requisition. You can also use the search box under More information to 

search for lines by description, category, or source. 

 

 

 

Click on the truck icon if you want to edit delivery or billing information. 

Or the pencil icon if you want to edit the quantity.   
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When finished, select the check mark icon under Action. 

If you want to Duplicate or Delete any of these lines, you would first need to highlight the line by clicking on it, then the Duplicate and Delete 

options will become available. 
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You can also customize your columns by click this icon here 

 



 4/2025 Page 9 of 9 

 

 

 

 

 

 

Here you can check or uncheck any of the columns you’d like to see in your cart.  

 

 

 

 

 

 

 

 

 


