
 

Approve Requisitions 8.9 
 
 

Overview 
 
This Job Aid provides instructions on managing approvals. It also has useful tips available to help you with: 

• Viewing Requisition line details  
• Approve Requisitions 
• Deny Requisitions 
• Push Back Requisitions 
• Ad Hoc Approvers/Reviewers 

 

Background Information 
 
After a Requisition is created and submitted to workflow, it will be routed to the appropriate Approvers depending on the 
Project, Department, Fund, and/or Category indicated within the Requisition. Keep in mind that often times there are multiple 
approval routings and each stage of the routing must be approved before the Requisition becomes fully approved and eligible 
to become a Purchase Order.   
 
Purpose 
 
The Approver can take action against a Requisition from either the Worklist or the new e-Procurement Approve Requisitions 
component. The Approve Requisitions page is extremely useful for Approvers who have large numbers of Requisition pending 
approval. Unlike the Worklist, it allows Approvers to search for specific Requisitions in a clean and organized format. It also 
enables Approvers to continuously approve Requisitions without refreshing the page between each process. This Job Aid is 
entirely based in the Approve Requisitions page because of its new and highly useful capabilities.  
 

Approval Procedure 
 
The following are detailed instructions for approving a Requisition.  
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Just a Look… 
 
When a Requester submits a Requisition to workflow, this 
is the Confirmation/Workflow Routing Screen they see.  
 
Requesters are able to click the “Multiple Approvers” link 
to see exactly who their Requisition has been routed to 
and that Approver’s contact information.  
*See screen below.   
 
 
 
 
 
 
 

   Job Aid:  Approve Requisitions       2                                        Modified on 11/9/2006 

 
 
 
 
 
 
 
Note: The Department number seen on this page is the 
Department assigned to this Approver, not necessarily the 
Department your Requisition is routed to.  



 
Now, let’s begin… 
 
Navigation 
 
e-Procurement> Approve Requisitions 
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Once the Approve Requisitions page loads, it 
will automatically shows all Requisitions 
pending your approval.  
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: Please wait patiently while the Approve Requisitions 
page readies itself for use 



 
Enter Requisition ID in the parameters to 
search a specific Requisition for approval. 
 
Click: Search  
 
 
 
 
 
 
 
 
 
 

   Job Aid:  Approve Requisitions       4                                        Modified on 11/9/2006 

 
 
 
 
 
 
 
 
Click: Expand Icon to view more details for this 
Req 
 
Click: Req ID link to go to the Requisition 
Approvals Page 



 
New Requisition Approval Page! 
 
 
Note: The basic header and line information 
appear at the top of the page; including the 
Requester’s contact information and 
Requester’s Justification Comments.  
 
 
Click: Expand Icon in the Review/Edit 
Approvers box to view other Approvers on 
this Requisition’s path 
 
 
Click: View Line Details button to review 
Requisition details before approving 
(pictured below) 
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The Line Details pop-up box appears with 
complete line information; including line, shipping, 
and accounting details.  
 
Click: Close in pop-up box window to continue with 
the Approve Requisitions screen 
  



 
 Comments on the Requisition.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Notice the expanded Requisition Approval Workflow 
Path.  
 
 
 
 
If necessary, enter comments in the Enter Approver 
Comments box. 
 
*Comments entered here can only be viewed by 
other Approvers on this Requisition’s workflow 
path. Buyers DO NOT automatically receive these  
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h to deny a Requisition skip down 
 

evious Approver, skip down to the 
ush Back Procedure which begins from this 
tep. 

 
 
 
 
Click: Approve button   
 
*If you wis
to the Denial Procedure which begins from
this step.  
 
*If you wish to push back a Requisition to 
the pr
P
s
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Requisition Approval Confirmation screen 
 
Click: Next in List (or Previous in List) to continue 
to Approve/Deny/Push Back 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 
 

   Job Aid:  Approve Requisitions       9                                        Modified on 11/9/2006 

Denial Procedure 

equisitions to the Requester from any 

ions 
tion.  

 
 

isition Approval page, Enter 
pprover Comments explaining why this 
equisition is denied.  

Click: Deny 
 
 
 

 
 
 
 

 
 
 

 
he Deny function returns the T

R
step in the Approval Workflow path. 
 
The following are the detailed instruct
for denying a Requisi

On the Requ
A
R
 
 

 
 
 
 
 
 



 
  

  
 
 
Denial Confirmation page 
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Click: Next in List (or Previous in List) to 
continue to Approve/Deny/Push Back 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 



 
 
 

   Job Aid:  Approve Requisitions       11                                        Modified on 11/9/2006 

 
 the detailed instructions for 

ushing back a Requisition.  

n the Requisition Approval page, Enter Approver 
omments explaining why this Requisition is pushed 
ack.  

lick: Pushback 

 
 
 
 
Push Back Procedure 
 
The Push Back function returns the Requisition to 
the previous Approver in the Approval Workflow 
path.  

The following are
p
 
 
O
C
b
 
C
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 



 
  

 
 
 

 
 
 
 
 
Push Back Confirmation Screen 
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lick: Next in List (or Previous in List) to 
ontinue to Approve/Deny/Push Back. 

 
 
 
 
 

 
C
c
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wer 

 
Th rovers to 

the Requisition Approval Workflow path. 

Approvers/Reviewers.   
1. Add an Approver/Reviewer to the 

eviewer 
 
The following are the detailed instructions 
for an Ad Hoc Approver/Reviewer.  
 
 
Click: Expand icon in the Review/Edit 
Approvers box 

Ad Hoc Approver/Revie
Procedure 

e Ad Hoc function allows App
add additional Approvers or Reviewers to 

 
There are two ways of adding 

current path.  
2. Start a new path for an 

Approver/R



 
 
 
 
Method #1: Add to the current path 
 
Click: Add icon where the additional Approver is to 
be inserted.  
 
This will require Approvals to be done in sequence 
as shown in the diagram.   
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Input: 
 
User ID 
Insert as: Approver  
 
Click: Insert 
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Ad Hoc Approver appears in 
Requisition Approval Workflow.  
 
 
 
 
Enter Approver Comments explaining 
why additional Approver was added to 
this Requisition.  
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pprover 
Click: Apply Approval Changes button to save Ad Hoc 
A
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as an Ad Hoc Reviewer.  

 
 
 
 
 
 
 
Ad Hoc Reviewer appears in Requisition 
Approval Workflow.  
 
 
 
 
 
 
Click: Apply Approval Changes button to 
save Ad Hoc Reviewer

Method #1: Example of Ad Hoc Reviewer 
 
 
Any user can be added 
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 #2: Start a New Path for Approvers/Reviewers 

 link 

ill create an entirely new and separate 
workflow path that is not dependent on the sequence 
of approvals in the original approval path.  Both 
paths must be approved for the Requisition to be in 
Approved Status.   
 

Method
 
 
Click: Start New Path
 
This method w

                   Modified on 11/9/2006 
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Click: Insert 

New path with Ad Hoc Approver appears in 
Requisition Approval Workflow.  
 
 

nter Approver Comments explaining why new path 
ith an additional Approver was added to this 
equisition.  

 

Input: 
 
User ID 
Insert as: Approver  
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E
w
R
 
 
 
Click: Apply Approval Changes button to save Ad Hoc 
Approver 
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o viewer  

Ad Hoc Reviewer appears in Requisition Approval 
Workflow.  
 
 
 
 
 
 
 
 
 

Click: 
Apply 

val 
Chang

 
Method #2: Example of Ad H c Re
 
 
Any user can be added as an Ad Hoc Reviewer.  
 
 
 
 
 
 
 
 
 
 
 
 

Appro

es 



 

   Job Aid:  Approve Requisitions       21                                        Modified on 11/9/2006 

button to save Ad Hoc Reviewer 
 
 
 
 
 
 
 
How to Code a Help Ticket 
 
For additional questions regarding this Job Aid or related 
issues, please log a Help Ticket at Uus.fsu.edu/help U 

 
Issue Area:  Purchasing  
Issue Type:  Access Workflow Approvers 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
More Information 
 
More information can be found on the Purchasing Website 
at:  HTUwww.ais.fsu.eduUTHU/logins.htmlU.   
 
Questions should be directed to Brenda Mundy at 644-
6853.  
 
 
 
 
 
 
 
 
 
 
 
 
 


