
GUS Procurement
Manage Orders & Receipts



GUS Procurement- Purchasing- Manage Orders Managing Your 
Orders is done from 
the Manage 
Requisitions tab on 
the Purchase 
Requisitions Page.

Managing your 
Receipts is accessed 
from the Manage 
Receipts on the  
from the My 
Receipts page.



GUS Procurement- Purchasing- Manage Orders

Manage 
Requisitions allows 
you to see all your 
purchase orders, 
and the status of 
each of them. 

Task Page icon opens 
your pages
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Sort by Status:

For more search results- use the 
Advanced Search and save your 
preferred searches. Or use REQ in 
Requisition for ALL orders. 



GUS Procurement- Purchasing- Manage Orders
Order Status: 
States where the 
last action has 
taken place.

Narrow your 
search or 
viewable columns 
by the View 
dropdown 

 
Export list to Excel

Click on the REQ 
number for more 
information



GUS Procurement- Purchasing- Manage Orders Click on the REQ 
number for more 
information. 

Click on the REQ 
number for more 
information. 
View Life Cycle
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Hands On-  
Practice

Manage 
Orders. 
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GUS Procurement- Manage Receipts

Requisitioning BU is always PSU Business Unit.
 To see all receipts, use Any Time as time frame for 
items received.
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Export to an Excel 
spreadsheet, drill 

down into the 
individual documents, 

view Charge 
Accounts. 
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Hands On-  
Practice

Manage 
Receipts. 
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