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Denying a Requisition

M Once a requisition has been created and submitted to approval, the Approver must
review the requisition and either approve or deny the requisition. When a requisition
is submitted for approval, and the Approver has an issue, an Approver can deny the

requisition. Follow the steps below to deny a requisition.

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

Click the Worklist link on the top right.
The Worklist page opens.
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Step 2. Click the Requisition Link.

The Requisition Approval page opens.

=13

Ragquisition Approval
RogMame: 000000254
Totak: §6.735.76 USD

Faguester; Bocalng s U UMAMH
Enterd an: (90 32006 Raquisition B 1000000254
Satus: Panang Priority: Modium
Pequesters Jusification: LBiag3 Heanln

N L DO (N Dy OGRS

#  EditRequisition

F o B wenson 1000 EA 19000 USD
Bl
£l BLACK nlK

F ©  JCARTHIDOE  WEMAS-OY 30000 EA 170.92 USD
M.

P Selectan i Deselecl Al
L iy viewLine Dotais. | 57 ngorowe | @ Deny |

+ R EA8 Appeewes s

||

nier Approves Commars

e

C:\Documents and Settings\swenczel\Desktop\jobaids\Denying a Requisition Job Aid_v1l.doc



and Perfi

m University of Massachusetts  _.mpac

Ambherst * Boston * Dartmouth * Lowell * President’s Office * Worcester Through Adminiscrative Computing

UMASS.

Step 3. Click the Select All checkbox if lines are not selected.

=131 i i i
Click the [ ¥iew Line Details | o

The Line Information opens in a new window.

/ https:/ /training.umassadmin.net/psc/fsamhtrn/EMPLOYEE/ERP /s /WEBLIE_P¥.P¥_PRINT REDIFiE ;lgx\
Requisition: 0000000254 i
Requester: kengland Business Unit: UMAMH  Requisition 1D: 0000000254 Date: 971352008
Comments:

Price
B196.000

Sched Line | Ship To Attention Due Date Oty || Total
1 Umass Amhberst Procurement kengland 1 5196.00
Line | Location |Req Oty |Amount Pct|GL Unit | Account | Fund Dept Program

1 WHIOO0D000 1 G196 100 UmARMH | 734310 |23440 | ADS0500000 oa1

Line Description
| 1 In

1 BL

Attention
kengland

Sched Line
1

Ship To
Umass Amherst Procurement

Line | Location |Req Oty |Amount Pet|GL Unit | Aceount | Fund Dept Program
1 WWHIOOOO000 3 G376 [100) UMAKMH | 734310 | 23440 | ADS0S00000 [y}
|-
[&] Done Elﬂ Internet 4

Step 4. Review all line information; then click the =l at the top right corner.

Return to the Requisition Approval page.
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Step 5. Click O expand the Review/Edit Approvers section.

The Review/Edit Approvers section expands.

* ReviewEdit Approvers

Department Approval
b Line 1:Completed W
HF DESIGMJET 5500 42-INCH PLOTTER [#]Start Mew Path
i Line 2:Completed W
#31 BLACK INK CARTRIDGE B30ML (HP C49304) [ |Start Mew Path
Account and Fund Approval
 Line 1:Completed w
HP DESIGMJET 5500 42-INCH PLOTTER [ |Start Mew Path
b Line 2:Completed w
#21 BLACK INK CARTRIDGE B20ML (HP C49304) [+]Start Mew Path
Procurement Approval
= Line 1:Pending Vlew Comrments
HF DESIGMJET 5500 42-INCH PLOTTER [#]Start Mew Path
Dept > §1,000 - Dist 01
hultiple Approvers
@ Dept Proc Approver - Dist 1 _E
=~ Approval Comment History
kengland at 9/14/2006 - 11:48 AM
Include additional comments, if needed. Example: Rush Order.
Training01 at 9/14/2006 - 11:44 AM
Enter Approver comments here, if needed,
= Line 2:Pending View Comments
#31 BLACK INK CARTRIDGE BE0ML (HP C49304) (4] Start Mesw Path
Dept > §1,000 - Dist 01
Multiple Approvers
C:L)Dep’c Proc Approver - Dist 1 _E
=~ Approval Comment History
Kengland at 9/14/2006 - 11:48 AM
Include additional comments, if needed. Example: Rush Crder.
Training01 at 9/14/2006 - 11:44 AM
Enter Approver comments here, if needed.
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Step 6.  Click the S2¥iew Camments |ink to view approval comments.

Department Approval
= Line 1:Completed (yigw Commars)|
HP DESIANLET 5500 42-M0H PLOTTER itar Ngw Pi

Depratrsmwerd Approves - Dist 81

it Q006 - 11:40 AM
Include add@onal comments, If needed, Example. Rush Order,

Trainingidi at 81442006 . 11:44 AM
Entar Apairover comments heee, il nesded

P'anding

o Line 2:Completed L. Comments|
i1 BLACH 1 CARTRIDGE SO0ML (HF 493041 + Pain
Account and Fund Approval
U Line 1:Completed (\igw Comements|
HP DEROHET 5500 42.MCH PLOTTER L“j:il.nl“ Heew Bl
i Line 2:Completed C i G ommments)
21 BLACH e CARTRIOGE GI0ML (149 CA9308) [F)itact Hew Pain
Procurement Approval
= Line 1:Pending
O DESIGAIET S50 4.MCH PLOTTER
Uegit > $1,008 - Dist 11

Kernlan st 9142006 - 1148 AM
Incluge addacnal comments, if needed. Example: Rush Order.

TrairangO' ¥ ol G1AE006 - 11:44 AM
Enitas Approvar commants heam, f nasdad

= Line 2:Pending
1 BLACK K CARTRIOGE S50ML (49 CARIOA)

gmmstal
o £l

Degt = §1,00 - Dist 01
Fanding

[ Aol Cormmment Hestony
at S1A7006 - 11:48 AM
Inclugs addsicnal comments, if needed. Bxample: Rush Ordar.

Tramrngil 1 at SIE4C006 - 11:44 AN
Enter Apprower commants hees, f nesded
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Step 7. Scroll down to the Enter Approver Comments box.

&0

TramingD 1 al /142008 - 11:44 AM -
| EnSSr ABDIvET COMMONES M, i noddod. |
@ Line Z:Completed Vi Camensets|
#81 BUACK M CARTRIOGE GA0ML (1 C4330A) 4 |Etan New Pathy
Account and Fund Approval
© Line 1:Completed “rylew Comenedi
P DESIGHET S50 42804 PLOTTER [ tar Hew Path
Line 2:Completed i Comments
#1 BUACK W CARTRIOGE GOOML (1P C48304) +lG1an Hew Pathy
Procurement Approval
*Line 1:Pending
Ll

R IR

Deps = §1,008 -

e

DR Fric Agprcives - Diet 1

~ Rpgroval Comanent History
at QAAP006 . 1148 AM
In<lude adationsl commants, if needed. Example: Rush Order.

Traiming01 al S/14008 - 1144 AW
Endes Appiover caomimints b, If niedid

Line 2:Pending {-)yiie Comenens|
P81 EBLACH N CARITROGE 080N 3 CAT00A) st NewPalh |
et > 44,008 - Oivt 04

e

Dt Prc Agprcver - Dt 1

 Appioval Comament History.
At OAZ006 . 1148 AM
Include adationsl cemmants, if needad. Exampds: Ruzh Ordar.

Traning01 ol 3142008 - 1144 AM
Enibit AGDITVRT Communts e, i novded.

[Enter Anprowes Commerts

¥

Fslum fo Wk

D

Edit Requisition |

h Note: Before approving or denying a requisition, you can click the g
button at the top of the page, which accesses the Edit Requisition (Review and Submit)
page. Here you can make changes to the requisition based on your security access.

Step 8. Fill in the Enter Approver Comments box (Required).

Enter Approver Comments

Comments are required when a requisition or requisition line is denied. ﬂ@

h Note: The Enter Approver Comments box is required for denials. You can enter the
' reason for rejecting the Requisition. Keep in mind that the detail you provide will help the
user who created the requisition to go back and edit the information.
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Step 9.  Scrollup to the Line Information section.

¥ Line Information

em

escription

ﬁ
DESIGRJIET

Vendor Hame Contract 1D

v © 1 5500 42-INCH WWBEMAS-001
#81 BLACK MK
v © 2 CARTRIDGE  WWBMAS-001

L Ii Select Allf Deselect All >

L%Viewune Details I E,/Appro\-'el @ Deny |

1.0000 EA 8,196.00 USD

3.0000 EA 179.92 UsD

Step 10. Click the Select All checkbox to select all items or select an individual line item.
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Step 11 gk the .2 P8 | pution.

The Confirmation page opens.

Raguitition Approval

@ 0000000264 has been denked.

Department Appraval

e L prmesh|

Line 1:Denied
e

tracion | = BRI006 . 796 PM

© R IR w1 3 T B0% o (BN b Bk
Iergarnd a8 8142008 - 11:48 488

Inchite addteral Loty @ ceeded Exmgie Hush Crter

Tringl| o A0 - 1104 AN
Lrter Mg s s € ragtet

Line 2:Denied e
- e oy Y Lot

[Sepurnmers dgpezens a1

V5 o 1 oo
Same 11 s an

trcton | o BT006 - 296 P

Commants s reured when b U Ron o quriion bne f Seed
hrgharnd mn 8147006 - 11:48 484

kot addterial st @ oaeted Examgie Mgk oo
Trieunght o 5142000 - 1144 AN
e e

Account and Fund Approval

Line 1:Denled e
HECESOALRT S0 4.0 MO TR fign Lomamesty

Aot 1,000 - ot 11

Ieerharst a8 5147008 . 11:48 488
Inchue addSonsl pamraents, f newded Exsmpia Rush Onder
Triangh| o 14200 - 1144 AN
D

Line Z:Denied
Y BLACK P CARTROCH S [ CAAT0A)

e Lammmest|

Imstracior | o SA97006 - 396 P

oot
benagand o8 BYLTO08 1148 A8

Inckitw sosonal rammee_d eeetesd Exarpse. Rush eter
Traingl o #347006 - 1144 AN
Erser AFORIS [Tl e, f readed

Procurement Approval

 Line 1:Deried Lo
P CESMALET S50 &30 RLOTTER |

[Bepe - 1000 ot 01

Imtrcton | o BIRTI06 - 296 P

© L
Ierhard o8 5147008 - 11:48 88

Enchice BOBbonal ComTals, € oeated Exampse: FUbn Dser
TraimangO o W1A200 - 1141 AN

e LIS 1 4 T

Ve Commesty

Istracion | o BHOTI06 - 216 PM

e

Ienggared 8 5142006 - 11:48.48
hSe adaboenal tormrreets, @ peted Exmpie Buih Ceter

Traeingl| f 342000 - 144 AN
Ertir B | Srert Vs 4 et

B Note: Once the requisition or line item is “Denied,” the request is not routed to the
: Sourcing page or other approvers. The user will receive an email rejection and must edit
and resubmit the requisition to workflow.
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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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