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  Approve/Deny Requisitions 

-Tab down to “000” and select your code (you can type the code or use the drop down menu) 

-Click “OK” (green button top left)  

-It should bring up all the requisitions that need approval for your department.  

** If nothing comes up when you click ok, then you have already approved all the 
requisitions that have been entered so far. ** 

-Double click on the requisitions listed to see more details of the individual requisitions. 

-Check the shipping code, vendor, amount, coding, etc.  

**If it is split coded it will say “multiple” under budget unit. To see the codes split out 
click “Distributions” at the top and it will bring up a text box with all the coding and the 
amounts for each code. ** 

-Click the “Attachments” icon (paper w/ paperclip top center) to view the quote or any other 
documents that go with the requisition.  

-It should open a new window where you can see the attachment listed. Double Click 
the attachment that you want to view. 

-It should open a window showing the scanned document. Click the red “X” in the top 
right corner of this window to exit when you are done with the attachment.  

 **When you are done viewing attachments click “Back” (red icon top left) ** 

-Click the “Notes” icon (pad of paper w/ pen) to view the notes for the requisition.  

-It should open a new window where you can read additional notes about the 
requisition.  

**When you are done viewing the notes click “Back” (red icon top left) ** 

 

 

 



-If you are ok with the requisition click “Approve” (top left) and a green check should appear 
next to the requisition 

**If you see something that needs to be changed click “BACK” (red button top left) and 
it will take you back to the screen with all the requisitions listed for your approval. Skip 
that one and go onto the next requisition. Let your secretary know what requisition 
number needs changes and they can go back and correct the requisition. After they 
have made corrections you can go in and approve the requisition. ** 

-After you see the green check, click “OK” (green button top left) to save your Approval 

-It should take you back to the page that shows all the requisitions waiting for your approval. 

-It will show green checks next to the requisitions you have approved. 

-Once you have approved all the requisitions you want to, click “OK” (green button top left) to 
save your Approval and it will create a report showing all the requisitions you approved. 

- A bar will pop up at the bottom of your screen. 

-Click “Open” and it will open the report that shows the requisitions you approved. 

-It is up to you if you want to print this report, but it is not required.  

-You have now completed the requisition approval process.  


