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APPROVING A REQUISITION 
 
 
Overview 
  

In this chapter we will be looking at how to approve a Requisition.  Most 
Authorized Requesters should also be Authorized Approvers.  If you are not an 
Authorized Approver, workflow will notify the authorized approver that there is a 
requisition that requires approval. 
 
Since you Budget Checked the requisition before submitting, all that remains 
before the requisition can be sourced to a purchase order (PO) is the approval.  
All requisitions must be approved by the Authorized Approver for the Requester.  
All requisitions for Grants must also be approved by the Grants Office.  
 
When you click the Save and Submit button, the newly created requisition is 
routed through Workflow to the Authorized Approver.  
 
Once a purchase requisition has been entered into the system the Authorized 
Approver can approve it at any time.  The system will save the purchase 
requisition in an Open status until it has been approved. 

 
Objectives 

By the end of this chapter, you will be able to: 

• Successfully Approve a Requisition 
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Effective Date From: The first date the approvals should be 
routed to the designated approver. 

  
Effective Date To: The last date the approvals should be 

routed to the designated approver. 

 

Click Save to record the information. The system will forward the approvals to 
the designated authorized approver during the dates specified. 

C
hapter 4 


