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Requisition Approval 
 
Once requisition data entry is complete, a requisition must be approved and budget checked 
before Contracts and Procurement Department buyers can create a purchase order.  Following 
approval, the requisition must be budget checked.  The approver can elect to budget check it 
manually, otherwise, a nightly process will run, budget checking all requisitions with an 
approved status. 
 
Navigation: Purchasing, Requisitions, Maintain Requisitions, Find an Existing Value  
 

 
 

 
 
Ø Enter the Requisition ID, or type % (wild card) and the last few digits of the Requisition ID.   

Ø Click  
 

 
Ø Click the requisition you need to approve. 
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Ø Verify line information on the Form page which includes: 

Ø Description of the item(s) for each line (to view the entire description, click  to the right 
of the field) 

Ø Qty of those items 
Ø Unit Of Measure 
Ø Category ID 
Ø Price of the items 

Ø  Click  
 

  
 
Ø For each line of the requisition there is a schedule.  Verify the distribution (chartfields) for 

each schedule by clicking the distribution link.  If there are multiple lines on the requisition, 
click  to view them on the same page. 
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Ø Verify the Chartfields and click  

Ø When you have verified each line, click  
 

Ø If necessary, click  to verify comments to the Buyer. 
Ø For each line of the requisition there is a schedule.  Verify the distribution (chartfields) for 

each schedule by clicking the distribution link.  If there are multiple lines on the requisition, 
click  to view them on the same page. 

 

 
 

 
Ø Verify the Chartfields and click  

Ø When you have verified each line, click  
 

Ø If necessary, click  to verify comments to the Buyer. 
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Ø Click  

 
Ø Approve by clicking and click  

Ø Run Budget Check by clicking  
Ø Verify Status and Budget Status before leaving the page.  Click  

 
 


