m University of Massachusetts e*n{[;ac

Enterprise Management and Performance

UMASS. Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester Through Admiinistrative Computia

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

M 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

== eProcurement

Set up EProcLrement; manage or approve eProcuremert requistions or POs.

=3% Create Requisition E Manage Requisitions Approve Requisitions

—| Create a new requisttion by browsing or searching company or Review reguistions, edit or view status, cancel, receive, and X! Take sctions on requisitiophs that reguire your approval.
external catalogs. refurn to vendor.
Buyer Center Receive ltems r—» Procurement Card Center
Crestejadtiapprove purchase arder; source requistion; Cresle, edt, and process receigts and return to vendor, = Request procuremert card, view transactions; maintain

process change request merchant cross-reference.
=] Manage Purchase Orders
Expedite Requistions
Guick Source Reguisitions
S More.

]@ Reports
| Create & repont of purchass orders, requistions, and catalog-

item usage.

Step 2. Click Approve Requisitions.

The Approve Requisitions search page opens.

Approve Requisitions
~ Search Requisitions

To lacate requisitions that require your approval {or requisitions that previously required vour approvaly, edit the criteria below and click the
Search buttan

Requisition ID: ’7 Q Requisition Name: |
Business Unit: Q ‘Status:

Date From: ’7 EJ Date To: ’7 El
Requester; ’7 Q Entered by: ’7 Q

Search | Clear | Show Advanced Search

Mo search results were found.

Create Mew Reouisition  Manage Requisitions

Step 3. Enter search criteria:
e Requisition ID if you are looking for a specific requisition
¢ Requisition Name if the data entry person named the requisition
o Date Range
e 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.

[ ]

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

Approve Requisitions
~ Search Requisitions

To locate requisitions that require your approval {or requisitions that previously required your approval), edit the criteria helow and click the
Search buttan.

Requisition ID: '7 Q Requisition Name: |
Business Unit: Q ‘Status:

Date From: '7 Bl Date To: '7 Bl
—_—> Requester: [sPROPER Entered hy: [ A

Search | Clear | Show Advanced Search

Toview the complete details and approve a Requisition, clickthe requisition 1D link

< Expand Al | ¥ Collapse Al

Action/Status Req ID Reguisition Name Bus. Unit Date Reguester Entered By
> I B Pending EO00000107  Srith, John D, UlAMH  01/16/2007 Roper,Patty Roper,Pathy 7a.00  USD

Step 4. Click the triangle B to0 see a view of the requisition lines

Search | Clear | Show Advanced Search

Toview the complete details and approve a Requisition, click the requisition [D link.

< Ewpandall | P collapse al
Reguisition Name Bus. Unit Date Reguester Entered By
< B Pending R000000107  Srnith, John Dr. UMAMH  01/16/2007 Roper,Patty Roper,Fatty 7500  USD
Summary: 1 of1 Lines Pending Total Pending: 75.00 USD  Priority:  Medium
Justification:
No fustification entered by requester,

Lines Fingl | B First [ o1 [ Last

[ [actionStatus [Line [tem Description [WendorName  [Price  [curr |Gty juom

1 LOTS OF MEAT DELL

s .
Pending STUFF MARKETING LP

25.00 USD 3.0000 Each

Fvnmtn Bl Daicitioe Mamaen Dooninifinme
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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.

Requisition Approval

Req Name: Smith, John Dr.

Total: §75.00 USD

Requester: Eoper Pathy Business Unit:  LinanMH
Entered on: 01162007 Requisition ID: RO0O000107
Status: Pending Budget Status Mot Chid'd Priority: Medium
Requester's Justification: UnMASS Red Info

Mo justification entared by requestar.
4 EditRequisition |

~ Line Information

Wendor Name Price |Curr

LOTS OF MEAT

© 1 STUFE DELMAR-001 3.0000 EA % 2500 USD
Select Allf Deselect All
L [, View Line Details | [ Approve | @ Deny |

} Review/Edit Approvers
Enter Approver Comments

Return to Approve Requisitions Previous in List  Mextin List
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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

~ Line Information

Line ::_r::ri fion Vendor Hame
@ 1 W DELMAR-001 3.0000 EA 25.00 USD

SelectAlli Deselect All
L%Viewune Details | [+ Approve | @ Deny |

* Review/Edit Approvers
Enter Approver Comments

Return to Appraove Requisitions Prewious in List  Mewtin List
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