Review and approve a requisition
1) Requisitions submitted for your approval can be found on the Home/Shop page; expand “Approvals”.
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2) Unassigned Approvals are those requisitions that have not been assigned to any one approver, click on “Requisitions”.   Depending on your level of Approval, you may see only the Requisitons or the compartmentalized folders that you can expand or collapse to find the requisition you wish to approve by clicking on ‘Expand all/collapse all’ at the top of the listing, or by clicking on the [image: image2.png]B |



 icon to the left of the folder to be opened.  
You may refine your search using the filters on the left.
Once you have identify the requisition that you wish to approve…  simply click on the requisition number to review.

 [image: image3.png]) Orders & Documents | Approvals

Group Results By: [Folders =

iltered By
Type: Requisition
Date Range: All Dates

View Approvas For N

Filter My Approvals

Requision 7|

Date Range
View Approvals For
[vy pprovals 7]
Folders

Equipment Maintenance and Repair - Worcester

Procurement (4)
Consulting Services, Information Technology,
includes CFS - Worcester Procurement (1)

Current Workflow Step
Procurement Approval (5)
State

Not Assigned (5)

Business Uni
UMass Medical School (UMWOR) (5)
Custom Fields

Blanket Order
Business Unit

Account
cheedivne.

My Approvals >

7

Total Results Found: 5

I

Al Dates

Sort by: [submit date newest first -] 2

Hide requisition mlwsE expand all [ collapse all

Results per folder: [20

1 Consulting Services, Information Technology, includes CFS - Worcester Procurement [1 result]

[=] - quipment Maintenance and Repair - Worcester Procuremeft [4 results]
Reqt

n No. Suppliers: Assigned Approver

46309959 P FELCOMPANY Not Assigned
Requisition Name 2014-01-03 EM FEI Quote
No. of line items 4
This PR has notes. v
4540549700 AMERICAN PLANT MAINTENANCE INC Not Assigned
Requisition Name AIM-7049350
No. of line items 1
This PR has notes. v
4540551700 AMERICAN PLANT MAINTENANCE INC Not Assigned
Requisition Name AIM-7049349
No. of line items 1
This PR has notes. v
4354716900 SIEMENS INDUSTRY INC Not Assigned
Requisition Name AIM-7048703
No. of line items 1
This PR has notes. v

Amount Action T

Requisitioner

2 Days in folder [Equipment Maintenance and Repair - Worcester Procurement]

PR Date/Time
1/3/2014 12:52 PM

= Folders.

11/21/2013 1130 AM

55 Folders 45 Days in folder [Equipment Maintenance and Repair - Worcester Procurement]

11/21/2013 1130 AM

[ Folders. 45 Days in folder [Equipment Maintenance and Repair - Worcester Procurement]

9/23/2013 405 PM

. 21590400 USD r

55 Folders 104 Days in folder (Equipment Maintenance and Repair - Worcester Procurement]




3) Each Tab contains specific information…  On the Requisition Tab, please review all fields; Ship To, Confirming, Blanket, etc…
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4) Further down on the Requisition Tab page, you will see the chart of accounts, vendor information, the contract selected, the selected commodity, item(s) requested and amount of the request.
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5) On the right side of the page… From the Available Actions drop down, select Approve/complete step and Click “GO”.
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6) The PR Approvals Tab will show the remaining approval steps  for your requisition. 
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