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There are multiple ways to get to the information to review prior to clicking approve for a requisition.

Included in this manual are four different ways to navigate to requisitions requiring approval, if you do not click on the link from your
email notification.

' If you click on the link in your email notification, begin with the Header Information step in the following approval methods.
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Approving requisitions through Manage Requisition Approvals

Navigation
In the Purchasing WorkCenter, on the PO tab, click Manage Requisition
Approvals.

When Manage Requisition Approvals opens, the Date From, Date To, and
Status fields should auto-populate.

If the Requisitions list doesn’t appear, click the Search button to get a list of all
e requisitions awaiting approval in your queue.

Click on the blue Req ID for the requisition you want to review.

< My Homepage

=i New WorkCenter Window
= Worklist

= Maintain Bidder

=l Process Monitor

1 Supplier
=] Supplier
[El Supplier Summary Lookup
"1 Requisitions
[E] Create Requisifions
[El Manage Requisifions
=] S0I Requisition Staging
[E] Load Requisilions
[E] Expedite Requisitions
=] Sourcing Workbench
[E] Quick Source Requisiions:
[E] Requester's Workbench
[ Document Status

Requisitions

O «

Rpts My WC

~
S av

Purchasing WorkCenter

Welcome to Your WorkCenter

Welcome to your People Soft WorkCenter

Your WorkCenter navigation links are located on the left side of the page. The right side of
the page displays transaction information, such as this Dashboard Pagelet.

Additional dashboard pagelets for this WorkCenter (if they exist) will be shown below this

pagelet.

~
t+]

Hw

 Expand Al S
Action/Status Req ID

¥ © Pending 0000021962

» @ Pending 0000021968

) ® Pending 0000021978

} ® Pending 0000003272

» © Pending 0000021992

» © Pending 0000021993

» © pending 0000003273

} © Pending 0000021996
S—

Create New Requisition

Business Unit
Date From [12/2312018

Requester

Manage Requisition Approvals
~ Search Requisitions

Q

pm P

Requisition Name
FS-NAPA DO NOT
ORDER12/16/2019
FS-NAPA DO NOT
ORDER12M7/2019
FS-NAPA DO NOT
ORDER12/18/2019
IARA- Office Depot

FS-NAPA DO NOT
'ORDER12/20/2019
FS-NAPA DO NOT
ORDER12/2012019
NEGATIVE / PRINT
ENVELOPES
FS-NAPA DO NOT
ORDER12/23/2019

Manage Requisitions

Bus, Uit
00061

00061

00061

00062

00061

00061

00062

00061

To view the complete details and approve a Requisition, click the requisition ID link.

Requisition Name Q
“Status [Fending V]
Date To [12/23/2019 &
Entered by aQ
Show Advanced Search
Date Requester Entered By Total
12/16/2019 Helms, Daniel-  Helms, Daniel-  57.36000  USD
00061 00061
12/18/2019 Helms, Daniel-  Helms, Daniel  631.94000  USD
00061 00061
12/19/2019 Helms, Daniel-  Helms, Daniel- 12911000 USD
00061 00061
12/20/2019 Michelle Gorby- Michelle Gorby- 27564000  USD
00062 00062
12/20/2019 Helms, Daniel-  Helms, Daniel- 30757000 USD
00061 00061
12/20/2019 Helms, Daniel- Helms, Daniel- 47137000  USD
00061 00061
12/23/2019 Denise M Deboy Denise M Deboy - 393.30000  USD
- 00062 00062
12/23/2019 Helms, Daniel- Helms, Daniel- 58632000  USD

00061

To locate requisitions that require your approval {or requisitions that previously required your approval), edit the criteria below and click the Search bution.
Requisition ID

00061
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Header Information

The header information for the requisition will appear, along with
the line items on the requisition.

You may wish to click on Header comments and attachments to
view any comments and attachments associated with the
requisition header. A new window will open displaying the
information.

When you have finished reviewing, click the X in the top right
corner of the box.

Click the arrow (>) at the end of the first row.

Line Details

A new page will open with the Line Details, including Shipping
Information, quantities, and pricing.

If a specific line has comments or attachments associated with it,
there will be a section titled More Information under the
Shipping Information. Included in that section will be a box with
Line comments and attachments in it.

Click Line comments and attachments to view line comments and
any included attachments for that line. A new window will open.

< Home Requisition
Request for FS-NAPA DO NOT ORDER12/16/2019
5736 USD E Deny | Pushback
™ Header is pending your approval
g In Process - Multiple Approvers
Summary
Business Unit 00061 Requisition ID 0000021962
Routed Date December 16, 2019 Requisition Date December 16, 2019
Requester Helms, Daniel-00061 Entered by Helms, Daniel-00061
Approval Justification STOCK INVOICEZ009936 Budget Header Status Valid
Origin
Edit Requisition
~ More Information
Header comments and attachments » I
1 row
Line Numbe Item Deseri Merchandise Amount
ine Number ption se

Approver Comments

Approval Chain

1 NAPA: NAPA Motar Oil W20 5736 USD

Red Ink, Pack Of 12
17.04 USD
Line Details
Business Unit 00061
Line 1
Supplier OFFICEDEPO-001
Price 852 USD

Shipping Information

Schedule Ship To Quantity

1 061GRND 2DZM

More Information

Line camments and alachments. 5

a_nzpuw-balw Gel Grip{TM) Pens, Medium Point, 0.7 mm, Clear Barrel,

Approval Line Detail

Requisition ID 0000019211
Item ID
Quantity 2 DZN
Ship To 061GRND

Price Amount Attention Due Date

852 USD 17 04 USD Wemer, Jeania-D61 2019-03-12 >
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If there is an attachment, you will need to click on the Attached
File link to view it.

Click on the X in the top right corner to close the window.

Click the arrow (>) at the end of the line to view chartfields
entered on the requisition.

Requisition Line C.

Business Unit 00061
Requisition ID 0000015211

Line 1

Item Description OFFICE_DEPOT: uni-ball(R} Gel Grip(Th)} Pens, Medium Paint, 0.7 mm, Giear Barsl, Red Ink, Pack Cf 12

« Comment 1

please deliver this to Todd Carr

Sequence

1 i STIND.
1

| € Back 1o Hea Approval Line Detail

OFFICE_DEPOT: uni-ball(R) Gel Grip{TM) Pens, Medium Point, 0.7 mm, Clear Barral,
Red Ink, Pack OF 12

1704 USD
Line Details
Business Unit 0D0&1 Requisition ID 0000016211
Line 1 Item ID
Supplier OFFICEDEPC-001 Quantity 2 DZN
Price 852 USD Ship To 061GRND

Shipping Information
Schedule Ship To Quantity Price Amount Attention

1 061GRND 2DZN 852 UsSD 17 04 USD Wemer, Jeania-061

More Information

Line comments and attachments >

Due Date

2019-03-12
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Distributions
A new window will open that contains the chartfields entered for

that line.

Fluid Approval Distribution

Line 1
Schedule 1
Use the scroll bar to view all chartfield information entered. fism Description NAPANAPA Molor O 120
Merchandise Amount 57 380 USD
Quantity 240000 EA

When you are finished with the window, click the X in the top
right corner. &

Line & Quantity © [osoo"  Amount ©

1 240000 00081 &7 360 USD 71630 541006 16600 038089

Click the Back to Header button in the top left

corner of your screen to return to the requisition i
Header page to complete the same process with all Repat Kit Front Suspension - Q0D
other lines on the requisition.

Approval Line Detail

Line Details

Business Unit 00061

Requisition 1D 0ODN27023

Line 1 teern 1D
Supplier GENUINERAR D02 Quantity 1 EA

Price 4126 LISD Ship To E1MOTP

Shipping Information
Schedule Ship To Quantity Price Amount Attertion Dus Dats

1 EIMOTR 1EA A1 LS 413 US0 Hedmis, Danick 00081 20200106 »
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Approver Comments and Approval Chain

Once you have verified the chartfields entered on each line and have returned to the header page, you are ready to approve or deny.

There is a field on the approval page for comments if you want to

include any.

You may also want to click on Approval Chain to view other
people included in approvals for that requisition.

A new window will open with the Approval Chain.

When finished with that window, click the X in the top right
corner.

You are now ready to click Approve or Deny in the top right
corner.

Once you click on Approve or Deny, a box will open with any
Approver Comments you entered or a blank box to give you
another opportunity to enter comments, if you would like to
enter comments.

If you chose Deny, you will be required to enter a comment in
order to proceed.

When ready, click the Submit button.

' If you click the Cancel button, Peoplesoft will send you back to the
e requisition header page.

Requisition

Request for FS-NAPA DO NOT ORDERVEIZ020
002 LSO

[ Header i pending your aperoval

Ling Mumber ltam Description Marchandise Amount

1 NAPA: Sway Bar Link Repair Kit Front Susgension - GOHD 4126 UsD

>
2 AP Sway Dar Link Repait KL Tront Suspensivn - G010 Nz uso >
3 WA Pl Waslhers Reckior - QOHD 250 UsD >
4 »

MAFA: Flat Washers Rockiord 500 USD

Cancal Approve

*fou are: about ta approve this request

Approver Comments
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Click the Home button in the top left corner to return to your
WorkCenter, where you can click on the PO tab to begin the
process again for the next item in your approval list.

Requisition

% InProcess - Nancy L Morrs - 00051
Summary
Business Unit 00061
Routed Date Jamzry 28, 2015
Reguestar Heims, Danicl- 00061
Approval dustifcaton EXPEDITE INVOIGER, 133658, 132191, 92067, 13235, TE2281, T334

w Lines

Ling Mumber
1

z

Item Deseripran

1T574E BLADF

S1BEASZAC TENSION STRUT

Requisition 1D 0000020370
Requisition Date Janisary 25, 2018
Entorad by Helms, Danie-00081
Budget Header Status  Vaid

Eufl Respusilion

Merzhandise Amount

"I Ush

8045 USD
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Approving requisitions through NavBar Approvals

Navigation
Click NavBar >> Approvals

Your screen will display all items in your worklist to approve.

e You may wish to click on the type of item you are currently trying to find,

e.g. Requisition, Purchase Order, etc.

By choosing one type of item, you will only see those items in
your list of approvals.

Find the requisition you are interested in reviewing and click the

< My Homepage Pending Approvals

an
Purchase Order
90464 USD
Purchasa Ordar
138047 Us0

Requisiton
1987 ush

Purchase Ordar
9533 USD

Purchase Order
105480 LSO
Requisition
13778 USD
Reguisition
21582 USD
Requisition
22001 UsD
Requisition
58588 USD
Requisition

Oriine Src From Req DODOD1 7563 - DODET / 017537860 ! Jamie Sisco - COD61

D Src: From Rery 000001 7577 - DDA J 047537551 1 Jesvie Siscn - G006
£ eium Friority

FS-NAPA EXF DO NOT CROER - 00061 / COM020402 Helms, Danick- 00061
A, Medum Froty

Orline S From Req D000D20381 - D006 1 0BE0000584 | Mishell Gordon-00081
i Vs Frioety

Oriine $re From Req 55 - U061/ OU200C0DES | Mishel G 41
B Medum Friocty

TS KAPA CXP DO NOT CROCR - 00061 ¢ 0000020410 |leirs, Dianiel DI0S1
i, M Friocity

FS.TOM O/BRIEN 548551 - DODA / O00AM20366 Hedbrs, Diaried-00061

A&, Modum Priority

FS.SHARP 2172018 - 0051 ¢ S0D0020436 Helms, Danied-00061

S, eckum Friecity

FS-FINISHMASTER 82617770 - 00061 ( 0000020335 Helms, Danicl-00061
£, Medum Friocty

FS-GOOLYEAR 1312018 - DU ¢ DUDMIZ039S Hewms, Darest-00051
PR

AL
Fouled N
DHZER0T

v

Fouled
2R
Rourlexd
202018
Reurled
LRI

Routed
D2m2nE

Fouted v

arrow (>) at the right end of that row.
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Header Information

The requisition header will come up with the line items. Requisition
Request for FS-NAPA DO NOT ORDER12/16/2019
57.36 USD E Deny Pushback
You may wish to click on Header comments and attachments to view any [P —
comments and attachments associated with the requisition header. B i Prcss - Ingh Apven
Summary
. . . . . . . Business Unit 00061 Requisition ID 0000021962
When you have finished reviewing, click the X in the top right corner of Routed Dste Decsmber 16, 2019 Recuisiton Date. December 18,2019
t h b Requester Heims, Daniel-00061 Entered by Helms, Daniel-00061
€ OoX. Approval Justification STOCK INVOICE#009936 Budget Header Status Valid
Origin
Click the arrow (>) at the end of the first row. B Requson
.Heade(mmsandauiﬁrrems >
Line Number Item Description Merchandise Amount
1 NAPA: NAPA Motor Ol 5W20 5736 UsD
Approver Comments
Agpproval Chain >
Line Details
A new page will open with the Line Details, including Shipping e Approval Line Detail
Information, quantities, and pricing. S
A . . . . Line Detail:
If a specific line has comments or attachments associated with it, there B enisron D 0202021562
will be a section titled More Information under the Shipping e ! rem e
Supplier GENUINEPAR-002 Quantity 24 EA
Information. Price 239 USD Ship To 061MOTP
Shipping Information
Included in that section will be a box with Line comments and e e e e e oo
1 061MOTP 24EA 239USD 57.36 USD Helms, Daniel-00061 2018-12-16

attachments in it. Click on it to view line comments and any included
attachments for that line.

If there is an attachment, you will need to click on the Attached File link to view it.
Click on the X in the top right corner to close the window.

Click the arrow (>) at the end of the row.
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A new window will open that contains all chartfields entered for that line.

Use the scroll bar to view all chartfield information entered.

When you are finished with the window, click the X in the top right corner.

Fluid Approval Distribution
Line 1

Schedule 1

item Deseription NAPA: NAPA Motor Oil 5W20

Merchandise Amount 57.360 USD

Quantity 240000 EA

oL Fund Budget  FC
§ Currency Account Program Deparment 5
Line © Quantity © a5 " amount © Code 0 09 C Code & © = e adic

1 240000 DO0GY 67360 USD 71630 541008 16600 030080 2020

Click the Back to Header button in the top left corner of your
screen to return to the requisition Header page to complete the Approval Line Detail
same process with all other lines on the requisition. I

Line Details.

Biusinass Unit 00061 Requisition 1D DIDDNZ3078
Line 1 tem 1D
Quantity 1 EA

Ship To [RIMOTR

Supplier GENUINEFAR 002
Price 4136 LSD

Shipping Information
Schedule Ship To Quantity Prica Amount Attantion Dus Bats
1 61MOTP 1FA 4 A Usn 41 2ausn Hedms, Dranick00081 F0-01-06 ?
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Approver Comments and Approval Chain

Once you have verified the chartfields entered on each line and

have returned to the header page, you are ready to approve or brt-S

[ Header is pending your approva
deny 0 Process . Mulpis Aopeovers
There is a field on the approval page for Approver Comments if e -
you want to include any. = nmcee e Horsandi et

1 MAFA: Sway Bar Link Repair Kit Front Suspension - QOH0 412 UsSD >

. . . 2 FAPA. Sy Dear Link Repain Kit Tront Suspeqsion - G000 4138 UsSD H

You may also want to click on Approval Chain to view other \ . . :
people included in approvals for that requisition. . [P —— s 5o ,

A new window will open with the Approval Chain. t‘

When finished with that window, simply click the X in the top

right corner.

You are now ready to click Approve or Deny in the top right corner.

Once you click on Approve or Deny, a box will open with any
Approver Comments you entered or a blank box to give you
another opportunity to enter comments, if you would like to

enter comments. —
= Aoprone

*feu are: about ta apprave this roquest

If you chose Deny, you will be required to enter a comment in

Approver Comments

order to proceed.
When ready, click the Submit button.

If you click the Cancel button, Peoplesoft will send you back to
the requisition header page.
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Once you click Approve or Deny and enter comments, Peoplesoft will [y p—

return to the Pending Approvals page, showing only the category of D | M x [momrove | ooy | pusnoscn
approvals you chose previously. 1) & | mequstton 9w
o> Journal Entry (s) O
I‘:‘] Purchase Order ‘15 L Requisition FS-TDMD‘ERIENM%EI-BOGBUDDGIE()BSBM“S, Routed
You are ready to proceed to the next approval. T - zsez UsD o ovats >
1' Requisition < [ Requisition FS-SHARF 2/1/2019 - 00061 / 0000020408 Helms, Daniel- Routed
220471 USD oooet o o2mz01e >
/N Medium Priority
[ Requisition FS-GOODYEAR 1/31/2019 - 00061 / 0000020396 Helms, Routed
107467 USD Daniel-00061 2012008 >
A\ Medium Priority
[ Requisition FS-GREENE'S AUTO1/31/2019 - 00061 / 0000020397 Routed
94730 USD Heims, Daniel-00061 02012018 >
I\ Medium Priority
[ Requisition FS-HUBLER 1/31/2019 - D0D&1 / 0000020396 Helms, Routed
48468 USD Daniel-00061 o2201e
/N Medsum Prioity
[ Requisition Rg-Evt- TC -PO comments test - 00061 / 0000020414 Routed
49118 USD Helms, Daniel-00031 o4na201e *
I\ Medium Priority
[ Requisition Tiller - 00061 / DO00020452 Werner, Jeania-061 Routed
65000 USD /A Medium Priority omoaote
[ Requisition ‘Ground Tiller - 0061 / 0000020453 Wemer_Jeania-061 Routed
55000 USO 2\ Wedum Priorty ormaizots
[ Requisition Weec control 3 - 00061 / 0000020454 Wemer Jeania-061 Routed
Approving requisitions through Worklist — e e

Navigation

You can get to your worklist through NavBar >> Navigator >> Worklist >>

Worklist. i
SCM Integrations >

Enterprise Components >

When your Worklist opens, find the requisition you wish to review, and < o Workist
click on the blue link.

st Vit Worklls Fiters ~ ) Fend -

3 aq 12ser1a |

From Date From Work hem

Iy Activity Priority
e — — — -
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Header Information

The header information for the requisition will appear, along with all
line items on the requisition.

You may wish to click on Header comments and attachments to view any
comments and attachments associated with the requisition header.

When you have finished reviewing, click the X in the top right corner of
the box. Click the arrow (>) at the end of the first row.

Line Details

A new page will open with the Line Details, including Shipping
Information, quantities, and pricing.

If a specific line has comments or attachments associated with it, there
will be a section titled More Information under the Shipping
Information.

Included in that section will be a box with Line comments and
attachments in it.

Request for FS-NAPA DO NOT ORDER12/16/2019
5736 USD

] Header s pending your approval
g In Process - Multiple Approvers
Summary
Business Unit 00061
Routed Date December 16, 2019
Requester Helms, Daniel D00G1
Approval Justification STOCK INVOICE#009936

| Header comments and attachments b I

Line Number Item Description

1 MAPA NAPA Mator Ol 5W20

Approver Comments

Approval Chain >

Requisition
-
Requisition ID 0000021962
Requisition Date December 16, 2019
Entersd by Helms, Daniel 00061
Budget Header Status Valid
Origin
Edit Requisition
1row
Merchandise Amount
—

—=

< Back to Header

NAPA: NAPA Motor Oil 5W20
5736 USD

Line Details
Business Unit 00061
Line 1
Supplier GENUINEPAR-002
Price 239 USD
Shipping Information
Schedule Ship To Quantity Price

1 0BIMOTP 24EA 2390UsD

Approval Line Detail

Requisition 1D 0000021962
hem 1D
Guantity 24 EA
Ship To 081MOTP

‘Amount Attention Due Date

57.36USD Helms, Daniel-00081 2019-12-16

Click on it to view line comments and any included attachments for that line.

If there is an attachment, you will need to click on the Attached File link to view it.

Click on the X in the top right corner to close the window.

Click the arrow (>) at the end of the first row.
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A new window will open that contains all chartfields entered for that line.
Use the scroll bar to view all chartfield information entered.

When you are finished with the window, click the X in the top right corner

Click the Back to Header button in the top left corner of your screen to

return to the requisition Header page to complete the same process with
all other lines on the requisition.

Approver Comments and Approval Chain

Once you have verified the chartfields entered on each line and have
returned to the header page, you are ready to approve or deny.

There is a space on the approval page for comments if you want to
include any.

You may also want to click on Approval Chain to view other people
included in approvals for that requisition.

A new window will open with the Approval Chain. When finished with
that window, simply click the X in the top right corner.

You are now ready to click Approve or Deny in the top right corner.

Distributions

Fluid Approval Distribution

Line 1
Schedule 1
Item Deseription NAPA NAPA Molor Oil W20
. Merchandise Amount 57 360 USD
Quantity 240000 EA

oL Fund
. Currency Account Program Department
Line © Quantity © DS Amount © Code & C09 o Gode & & Reference

1 240000 00061 57.360 USD 71630 541006 16600 039089 2020

Approval Line Detail

Fran susperion-cora

Line Details.
Businass Unie 00061 Requisition D 00R22073
Une 1 ftem ID
Supplier GENUINERAR 002 Quantty 1 EA
Price 4126 LSD Ship To DG1MCTP
Shipping Information
Schedule Ship To Quantity Price Amount Attention Due Date

1 0GIMOTR 154 a1 7usSD a170UsD Helras, Deanir-00081 20000106 >

Requisition

Request for FS-NAPA DO NOT ORDER1/6/2020
9002 USD

[ Header is pending your approval
£ 1n Pracess - ultiple Approvers

~Lines

A rows.

Line Number Item Description Merchandise Amount

1 NAFA, Sway Sar Link Repair €6 Front Suspension - GOHD 4128 USD
NAPA, Sway Bar Link Repain €1 Front Suspension - QOHD 4128 USD

250 usD

2
3 NAPA Flat Washers Rockford - QOH)
4

500 USD
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Once you click on Approve or Deny, a box will open with any
Approver Comments you entered or a blank box to give you
another opportunity to enter comments, if you would like to

enter comments. —
==

*feu are: about ta apprave: this mquest

If you chose Deny, you will be required to enter a comment in s o

order to proceed.
When ready, click the Submit button.

If you click the Cancel button, Peoplesoft will send you back to
the requisition header page.

When Peoplesoft returns to the requisition header after you
submit your approval, click on the Worklist button in the top left

Requisition

corner to return to your worklist. T p——
Summary
Business Unft 00061 Requisition [0 0000020473
Routed Date  Uctober 22, 2019 Requisition Date  Ociober 22, 2018
Requester Wemes Jeania DBY Entered by Weiner Jeania 051
Approval Justification Offce suppies o epenish slod Budget Header Status Nof Dudgel Checksd
Fubt Requisilicr)
w Lines
1 row
Line Number  tem Description Merchandise Amount
2 QFFICE DEPOT: BomalR] ASFEMIR) 30 Mut-Use Paper, Letior Se (8 112 11], 20 Lb, 30 Recyoked. FSCIR) Genmad. Ream Of 500 Sneets, Case OF 10 Reams. #0496 USD »
Approver Comments
I .
.
|Apuuua|wn > ‘
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Approving requisitions through WorkCenter Pending Approvals

Navigation
You can get to the requisitions requiring your approval through

the Purchasing WorkCenter Main tab and click on Requisitions
under the Pending Approvals heading.

e You may need to change the date parameters that defaulted in the Date

From and Date To fields.

If a list of requisitions does not load, click the Search button.

e When using this navigation for req approval, you are required to enter
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the business unit and requisition number on a subsequent screen. You will need to copy the req number you are going to review.

Click on the blue Req ID link of the requisition you want to review for approval.
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Enter the Business Unit and Requisition ID you copied from the
previous screen and click Search.

Requisition Approval Screen

When the Requisition Approval screen opens, you can see the
Requester, the Requester’s Justification, the Total Amount of the
requisition, and the Line Information.

Click the checkbox in front of Select All / Deselect All and click
View Line Details.
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Chartfield Information R e LR |

Business Unit: 00061 Requester: JOD5563 Status: Approved
H H 1 H H H Requisition: 0000020453 Requested By: Wemer Jeania-061 Currency: USD
A new window will open showing the chartfield information Reitln e G R 55000
associated with each line item on the requisition. e W
Line: 1 Item Description: Ground Tiller Quantity:  1.0000 UOM-EA  Price: 5500000  Line Total: 550.00
L. . . . . Line Status: Approved
When you are finished reviewing the line items and the
R R . . . . . Ship Line: 1 Ship To: 061PROC Address: Shipping Quantity:  1.0000
B 4 Due Date: 7/23/19 IDOA, Procurement Division Shipping Total: 550.00
associated chartfield information, click the X in the top right Ao Mo i e o3 DEST e e Bz
. INDIANAPOLIS IN 46204
corner of the window. Une Sies
1 Processed U61PROC 1.0000 100.00 550.00 00061 535534
Dept Fund Program Budget Ref
‘ 035095 10560 10000 2020 ‘
‘Open QTY Open Amt
‘ 0.0000 0.000 ‘
GL Base Amount Currency AW BU Profile ki Sequence Capitalize
‘ 550,00 usD 00061 53407 0 N ‘

Approver Comments

Scroll down below the section that shows all approvers for this « Wy Homepage N Purchasing WorkCener

requisition to Enter Approver Comments. ikt I r— 5
432 My Wark £ o] Procurement Agent

If you are approving, you may choose to enter a comment. If you [ mwe o e P,

are denying, a comment is required. ey [ ——

B Reusiton: 1 be Sourced [79)
P Soureng Enurs
B Requsitons wth Na ictve FG Divislon Approval

Click Approve or Deny based on the results of your review of the e N * Ground TilarAwaiing Furtor Approvals [ e s

Biviskon Azproesl
51 P Negalw: Encumtrances ™

. eas . . ol Rouied
requisition information. bl o oo
= Purcising Alerls fameLed

1 Furchase O On okt )

£ Contract Treashakis Fiscal Approval

£ Caniract Speed Theeshekd

*  Ground Tiller-Awaiting Further Approvals [EEtan New Pam
= Supplier Conlracts SaLFISCAL
B Canlracts Fagitan 361 Days
; Nar Koutad
B Daniracts Wakirg Appansl (7 W @ Kenl Mthewoset |
“Kequren i b v ol e PSRRI
Enter Approver Comments
i
f Aperae. ) Lem W
e >
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Additional requisitions to approve

If you have additional requisitions to review for approval, you may
click on Previous in List or Next in List and follow this set of
instructions from the beginning.

If you click on Return to Worklist, you will need to follow the
instructions for approving from your Worklist.

< My Homepage

»

Requisition Approval
Confirmation

+/ paint and paint supplies has been approved.

Review/Edit Approvers
Procurement Agent

paint and paint supplies:Approved
S01_PRCAGENT
Approved
« Jamie Sisco - 00061

PVVWF_SOI_PROCUREMENT_AGENT
02/10/20 - 11:04 AM

Division Approval
paint and paint supplies:Pending

Division Approval
Pending
Carr, Todd-061
=

jency Dept Level 1

Purchasing WorkCenter

Return to Worldist Previous in List

Next in List

A QY 0@

New Window | Help | Personalize Page | &
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