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Approving a Requisition Job Aid

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.

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

Click the Worklist link at the top of the page.

The Worklist page opens.
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Step 2. Click the requisition Link you plan to approve.
The Requisition Approval page opens.
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Step 3. Click the Select All checkbox if the lines are not selected.
Ly Yiew Line Details
Click %
The Line Information opens in a new window.
3 https:/ fappsdevfin-inside.umassadmin.net/psc/fstrnd9 /EMPLOYEE/ERP, s/ YW EELIE_P¥.F¥ PRI - | Ellil
. =
Requisition: 0000000206
Requester: kengland Business Unit: UMAMH  Requisition 1D: 0000000206 Date: 2/6/2006
Comments:
Description
GMNJET 5500 42-INCH
Sched Line | Ship To Attention
Umass Amherst Procurement kengland
Line | Location |Req Oty |Amount Pct|GL Unit | Account | Fund Dept Program
1 WHIOO0D000 1 G196 100 UmARMH | 734310 |23440 | ADS0500000 oa1
Description Curr UOM
Sched Line | Ship To Attention Due Date Oty | Total
1 Umass Amherst Procurement kengland 3 53976
Line | Location |Req Oty |Amount Pet|GL Unit | Aceount | Fund Dept Program
1 | 'WHI00000oD 3 53976 100 | UMAMH | 734200 |23440 | A090800000 001
a
|&] Done N y
Step 4. Review all line information; then click the Xl at the top right corner.

Return to the Requisition Approval page.
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Step 5.  Click the B button next to Review/Edit Approvers.

The Review/Edit Approvers section opens.

Department Approval

= Line 1:Pending e B
= jhesidi Eo [t Morw Bt

Departmant Approvar - Dist 01
Not Routed

T | @ Mutue Augerer 45

PO Dect Apgevér 2. e 1

= Line 2:Pending [t
I BLAGH i CARTRIOSGE SO0 (19 CHE0UAY i

Account and Fund Approval

= Line 1:Awalting Further Approvals Flrtar
mmmq&m PP [Flgtar Mew Path

[ | @ Mutinle fporns
= nea Spec Agprovar - a1

- LT:‘%;'&.:?IUW Further Approvals [Flstan Hew Pty

Fund * §1,000 - Uist o1

Procurement Approval
= Line 1:Awaiting Further Approvals ol
HE DESGHIET 5500 42-00CH e
= Line 2:Awaiting Further Approvals -
Fabidiy il sl ul e, [E)eta tag Ean

C:\Documents and Settings\swenczel\Desktop\jobaids\App_Approving a Requisition Job Aid_v1.doc



e

m University of Massachusetts  _.mpac

. . E and Py
Ambherst * Boston * Dartmouth * Lowell * President’s Office * Worcester o
UMASS.

Through Administrative Computing

Step 6. Scroll to the Enter Approver Comments box.
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Regquisition Approval
RogMame: 000000208
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P\ Note: Before approving or denying a requisition, you can click £-__Edit Requisition |, which
' accesses the Edit Requisition (Review and Submit) page. Here you can make changes
to the requisition, based on your security access.

Step 7. Fill in Enter Approver Comments (if needed).

Enter Approver Comments

Enter Approver comments here, if needed. ;I@

Step 8. Scroll up to the Line Information section.
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Step 9. Click the Select All checkbox, or select an individual line.
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Ste 10.
P Click the [V Approve button (located below the Line Information section).

The Confirmation page opens.

Ruquisition Approval

+’ 00D00OO206 has been routed for further approval.
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h Note: The Confirmation page displays the names of the approvers and the approval
: status for each route. If all Lines (in each Route) have “Approved” next to them in green,
the requisition has completed the approval process and will be sourced to a PO by the
system in a batch process.
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Step  11.  Cjick the S2¥iew Comments |ink to view approval comments.
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h Note: The View Comments link drops the screen down to the Approver comments
' section. This section displays the User ID, Date, and Time for which the comment was
made.

Step 12. Scroll down to the bottom of the Confirmation page.
Step 13. Click the Return to Worklist link located at the bottom left.

The Worklist reopens.

Re-approve a Requisition after a Change

Once a requisition has been approved in workflow, the requester can still edit the requisition and resubmit
it to workflow for approval. When a change is made, such as deleting an item or increasing the budget
amount, the requester must resubmit the requisition to workflow. The re-approval process follows the
same steps as Approving a Requisition (One Approver) or Approving a Requisition (Multiple Approvers).
The requisition will re-appear in the Approver’s worklist. For specific examples of how to make changes,
please see the ePro End User Training Guide.
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