
How to view the detail of a requisition for approval using 
UV Banner (INB) 

 
Step 1 – First click on the Detail icon found in the middle of the screen. 
 

 
 

This will pull up a screen that shows the accounting breakdown of the requisition. 
Select the Options menu at the top of the screen.  This will allow you to view the different 
screens of the actual requisition (Document Query) or you can view just the individual items on 
the requisition (View Commodities.)  Select Document Query to view the entire requisition. 
 

 
 

Step 2 – Next Block (Ctrl-Page Down) to cycle through the different screens of the requisition.  
Each Next Block (Ctrl-Page Down), six total, will take you to the next screen. 

 
Step 3 – Press the large black X icon in the upper right hand corner to go back to the 
accounting detail screen. 
 
  



Step 4 – In the accounting detail screen select the Options menu at the top of the screen and 
go to View Commodities.  This will bring up a list of the items to be purchased. 

 

 
 

Step 5 – Press the large black X icon in the upper right hand corner to go back to the 
accounting detail screen. 
 

 
 


