
Search for a Requisition — Inquiry

Overview
The Maintenance and Utilization module Requisition Inquiry process provides the ability to view 
requests, responses, and archived inquiries. 

Navigation
Requisition > ILS-S > Inquiry > Welcome to ELMS (Requisition Inquiry Search) page

Procedures

Search for a Requisition Inquiry

One or more of the Search Criteria fields can be entered to isolate the results. By default, all 

results are displayed. Selecting  at any point of this procedure returns all fields to 
the default "All" setting.    

 1. Use the Inquiries or Search Criteria grid to generate results. 

Helpful Tip 

The Search Criteria grid defaults to close when entries generated based on the Inquir-
ies criteria appear in the Results grid. 
 l The Stock NBR - Requests entries automatically appears in the Results grid, if avail-

able. 

 l Select  to open the Search Criteria grid. The Search Criteria grid opens.

 l Select  to close the Search Criteria grid. The Search Criteria grid closes.

 l Select  to close the Results grid. The Results grid closes.
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 l
Select  next to the desired criteria. Additional options become available.

Helpful Tip 

To view the available records for each inquiry option, hover over the desired 
option. 

 o Stock Number
 o Requests

Select the Requests hyperlink. The available records appear in the STOCK 
NBR - Requests grid.
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 o Responses

Select the Responses hyperlink. The available records appear in the 
STOCK NBR - Responses grid.

Select the Response Document hyperlink. The Response Details 
slide-out window appears. 

 o Archived 

Select the Archived hyperlink. The available records appear in the STOCK 
NBR - Archived grid.

Select the Response Document hyperlink. The Response Details 
slide-out window appears. 

 o Part Number
 o Requests

Select the Requests hyperlink. The available records appear in the Part 
NBR - Requests grid.
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 o Responses

Select the Responses hyperlink. The available records appear in the Part 
NBR - Responses grid.

Select the Response Document hyperlink. The Response Details 
slide-out window appears. 

 o Archived

Select the Archived hyperlink. The available records appear in the Part 
NBR - Archived grid.

Select the Response Document hyperlink. The Response Details 
slide-out window appears. 

 o End Item Serial Nbr
 o Requests

Select the Requests hyperlink. The available records appear in the End 
Item Serial NBR - Requests grid.
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 o Responses

Select the Responses hyperlink. The available records appear in the End 
Item Serial NBR - Responses grid.

Select the Response Document hyperlink. The Response Details 
slide-out window appears. 

 o Archived 

Select the Archived hyperlink. The available records appear in the End 
Item Serial NBR - Archived grid.

Select the Response Document hyperlink. The Response Details 
slide-out window appears. 

 o Budget (OCCR)
 o Requests

Select the Requests hyperlink. The available records appear in the 
Budget (OCCR) - Requests grid.
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 o Responses

Select the Responses hyperlink. The available records appear in the 
Budget (OCCR) - Responses grid.

Select the Response Document hyperlink. The Response Details 
slide-out window appears. 

 o Archived

Select the Archived hyperlink. The available records appear in the Budget  
(OCCR) - Archived grid.

Select the Response Document hyperlink. The Response Details 
slide-out window appears. 

 o Program Management Fund (PFMR)
 o Requests

Select the Requests hyperlink. The available records appear in the Pro-
gram Management Fund (PFMR) - Requests grid.
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 o Responses

Select the Responses hyperlink. The available records appear in the Pro-
gram Management Fund (PFMR) - Responses grid.

Select the Response Document hyperlink. The Response Details 
slide-out window appears. 

 o Archived

Select the Archived hyperlink. The available records appear in the Pro-
gram Management Fund (PFMR) - Archived grid.

Select the Response Document hyperlink. The Response Details 
slide-out window appears. 

OR

Select  to display the Search Criteria. The Search Criteria grid appears.
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 l
Select . The results display in the STOCK NBR - Requests grid.

OR

Select the Advanced Search tab.
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Delete a Row

 l Select . The row is removed from the search criteria grid.

 l
Select . The results appear in the STOCK NBR - Requests grid.

Add a Requisition Inquiry Record

Select . The Add Inquiry page appears.
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Add a Requisition Inquiry

Navigation
Requisition > ILS-S > Inquiry > Welcome to ELMS (Requisition Inquiry Search) > 

 > Add Inquiry slide-out window

Procedures

Add a Requisition Inquiry

Selecting  or  at any point of this procedure removes all revisions and closes the 
page. Bold numbered steps are required.

 1. Select . The Add Inquiry page appears.

Note 

The Add button is available on all Inquiries type grids (Requests, Responses, and 
Archived). 

Selecting  on any inquiry grid loads the specific add slide-out window for the selec-
ted inquiry. 
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 2. Complete the Inquiry Type grid. 
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 A. Use  to select the Inquiry. 
 l Stock Nbr

 a. Enter the STOCK NBR in the field provided. This is a 15 alphanumeric char-
acter field.

 b. Enter the DODAAC in the field provided. This is a 6 alphanumeric char-
acter field. 

 c. Enter the Detail Record Retrieval Code. This is a 18 alphanumeric char-
acter field. 

 l Part Nbr
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 a. Enter the Part NBR in the field provided. This is a 32 alphanumeric char-
acter field. 

 b. Enter the DODAAC in the field provided. This is a 6 alphanumeric char-
acter field.

 l Serial Nbr
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 a. Enter the Serial NBR in the field provided. This is a 30 alphanumeric char-
acter field.

 b. Enter the Standard Reporting Designator (SRD), or use  to browse for 
the entry. This is a 3 alphanumeric character  field.

 c. Enter the DODAAC in the field provided. This is a 6 alphanumeric char-
acter field.

 d. Use  to select the Options.
 l Budget (OCCR)
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 a. Enter the ORG CODE in the field provided. This is a 3 alphanumeric char-
acter field.

 b. Enter the DODAAC in the field provided. This is a 6 alphanumeric char-
acter field.

 c. Use  to select the Fiscal Year.

 d. Use  to select the Option Cd.
 l Program Fund Management Report
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 a. Enter the PFMR Code in the field provided. This is a 3 alphanumeric char-
acter field. 

 b. Use  to select the Option Cd.

 c. Enter the DODAAC in the field provided. This is a 6 alphanumeric char-
acter field.

 d. Use  to select the Fiscal Year.

 3. Select . The slide-out window closes and  
appears in the bottom right hand corner. The record appears in the results grid.
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View the Requisition Inquiry Response Details

Navigation
Requisition > ILS-S > Inquiry > Welcome to ELMS (Requisition Inquiry Search) > 
VARIOUS PROCEDURAL STEPS > Response Details slide-out window

Procedures

View the Requisition Inquiry Response Details

Selecting   at any point of this procedure removes all revisions and closes the page.
 1. Select the Response Document hyperlink. The Response Details slide-out window 

appears. 
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 l STOCK NBR
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 A. Verify the STOCK NBR grid. 

 B. Verify the SBSS Response grid. 
 l Part Nbr

 A. Verify the Part NBR grid. 

 B. Verify the SBSS Response grid. 
 l End Item Serial Nbr
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 A. Verify the End Item Serial NBR grid. 

 B. Verify the SBSS Response grid. 
 l Budget (OCCR)
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 A. Verify the Budget (OCCR) grid.

 B. Verify SBSS Response grid. 
 l Program Management Fund (PFMR)
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 A. Verify the Program Management Fund (PFMR) grid. 

 B. Verify the SBSS Response grid. 
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