
Status of Supplier Requests 

 
There are two ways to look up the status of your supplier requests. We have included both ways 
in the instructions so that each person can decide which way is best for them.  

*(Note: these instructions are only for the supplier requests and not the status of the 
supplier registration. We will have separate instructions for that portion.) 

 

FIRST OPTION: 

Navigate to SuppliersRequestsMy Supplier Requests 

 

 

Make sure that you have all the appropriate filters checked just as below then click Apply.  

 

 

In this view, you can see the request status of each supplier that you have requested. 

• Under Review-request is awaiting purchasing approval to release to supplier 
• Approved- request was approved and the registration has been sent to the 

supplier for completion 
• Returned- request has been sent back to the requestor 
• Incomplete-supplier request has not been completed or submitted by the 

requestor. 
• Rejected-please contact Purchasing to get further explanation 



To check the Request Workflow, click on the supplier’s name. 

 

 

 

Click on Supplier Request Workflow 

 

 

The below screen shows where the request is at in the approval process.  

 

 

 

 



SECOND OPTION:  

Navigate to SuppliersRequestsSearch Supplier Requests 

 

Search a single supplier request by entering a name in the search bar or you can select Add 
Filter to narrow down your search results. 

 

 

Click on the name of the supplier. 

 

Select Supplier Request Workflow. 

 

 



The below screen will show where the request is at in the approval process.  

 


