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Approving a Requisition  through “Approve Requisitions” search 
instead of the worklist  

 
 Once a requisition has been created and submitted to approval, the requisition will 

appear in the approver’s worklist.  An approver can select, review, approve or deny 
the requisition.  Follow the steps below to approve a requisition through the “Approve 
Requisitions”  search.  This is an alternative route to your worklist and allows you to 
search for your requisitions using search criteria. 

 
Step 1. Log into the e*mpac Application with your FIN Username and Password. 

 
  Navigate to eProcurement  

 
 

 
 

Step 2. Click Approve Requisitions. 
 
The Approve Requisitions  search page opens. 
 

 
 

Step 3. Enter search criteria: 
• Requisition ID if you are looking for a specific requisition 
• Requisition Name if the data entry person named the requisition 
• Date Range 
• Requestor if you want a list of requisitions put in the system by a particular 
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person.  This is their user name.    
•  

Then click   and the list of requisitions needing your approval will 
be listed 

 

 
 
 

 
 
 

Step 4. Click the triangle   to see a view of the requisition lines 
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Step 5. Click the Requisition ID to be brought to the approval page 

 
The Requisition Approvals page opens.  Review as necessary and approve or 
deny.   
 
For a review of this page, see job aid on approving via the worklist. 
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Step 6. To move to the next requisition in the search results, click “Next in list” at the bottom 

of the page.  To move to a prior requisition, click “Previous in list”.  If there was only 
one requisition in your search results, these two options will not be available. 
 
To go back to the search results, click “Return to Approve Requisitions 
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