Approving or Rejecting a Purchase Requisition

Requisitions will appear in the approver’s queue once all prior approvers have completed their approvals or if the
approver is the gateway approver once the requisition has been submitted for approval.
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Approve Purchase Requisitions X

1. This screen will appear once you select the Approve Purchase Search Criteria .

Requisitions application. o s

2. Click Count and the records in your approval queue will populate
to the left. You can also enter the requisition number or approval
title to search for records.

3. Click Find to pull in the record(s).

—

4. If the requisition opens in Table view, click the word Form to change it to Form view for better ease of viewing.
Please review the requisition, including the details in the Header and the Line(s) and the Account(s) chosen for the
requisition. Accounts can be accessed at the Accounts subtask on the bottom right of the Header.

5. Use the drop-down list to select the approval status of this requisition. Valid options are:

e Pending — This indicates that this requisition is pending approval and cannot be turned into a purchase order.

e Approved — This indicates that this requisition is approved for this approval title. It can be turned into a
purchase order after all required approval titles give their approval.

e Rejected — This indicates that this requisition was rejected during the approval process and can be corrected
and submitted again.

6. You may also enter any notes as needed in the Req Approval Notes field.

Approve Purchase Requisitions Altach | W 1 of 1 Existing
Identilication = "
2 eq Date 9/11/2024 Trans Curency  USD
Requisition RQ-0000038 Rev 0 Approval Titk  CAP MGR 9 B SALTHE,
Subcontractor Agreement Subcontract

Header Secuwrity Requirements

Tolal Reg Amt 1,04000 Status * Reechon Heason l

Approval information

Req Approval Notes
Process CAPO1 Sequence 1 Action Dale 09112024 01:41:4T FM

Employse 8125058 Richard Sakshaug l Preferred Approver

Requisitioner Information -
Req Header Notes

Requisitionar. 8125058 Richard Sakshaug
Organization 1.20 ADM.CAP 1
Fhone Extension Over Budget Vakdation

Approvals  Header Text Exchange Rates Totals

Approve Purchase Requisitions Details Amach | w | Form | Cuery | W
11 Line Misc  Regline  Internal Reg  Reg Est Est Est Est E
Ling Type Item Rev Description i Part Security Type Notes Motes uM  Qaty Unit Cost | Cost Type Extamt Ln Charges
1]lc [coops printers for AP offices NA EA 4] 26000 1,040.00 000
[ . <
Resources Currency Ling
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7. Toreject a requisition, select Rejected from the Status drop down menu.

Total Req Amt 14388 fStatus * |'Rejected ¥ | JRejection Reason

Approval Information
Process CAPO1 Sequence 1 Action Date  07/31/2024 01:56:39 PM

Employee 5125058 ] SAKSHAUG, RICHARD H ] = Prefered Approver
8. Enter or use Lookup Q to select a Rejection Reason.

Purchase Requisition Rejection Reasons

Ll

Code ™ Description *
‘ B Budget/funds not available
‘ D Missing Documentation

K Wrong Item

|a Wrong Quantity
‘ S See Notes
‘ W Wrong Project/Account/Org

9. Enter any additional notes in the Req Approval Notes - Use this field to indicate to the requisitioner exactly what
needs to be corrected before they resubmit for approval.

10. Click Save 5% 14 complete the Approval or Rejection.
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