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EP.020.660 - Approving or Rejecting an ePro Requisition

Trigger:

Concept

This topic demonstrates how to approve or reject a requisition from someone in your approval workflow. Once a user submits a requisition, it is automatically sent for approval. As an approver, you can either approve or reject it. In addition, you can reject only certain lines on a requisition, while approving the others.

As someone who must approve requisitions, you can easily locate all pending requisitions through the Worklist link. 

Topic Objectives:
Upon completion of this topic, you will be able to:

- Identify where you can access pending requisitions awaiting your approval.

- Describe how to preview detailed line information and the chartfields associated with each requisition line.

- Identify how to reject a line from a multi-line requisition.

- Approve a requisition.

Key term:
Below is a key term used in this topic:

- Worklist - Definition of term Worklist is the automated to-do list that PeopleSoft Workflow creates. From the Worklist, you can directly access the pages you need to perform the next action, and then return to the worklist for another item.

	Assumptions

	


	Dependencies/Constraints

	


Additional Information

Procedure

For this topic, imagine that one your employees informed you that he just sent in a requisition for a TV and a couple of mounting brackets. You need to go into the system to approve the requisition. Let’s see how this is done.

	Step
	Action

	1.  
	Click the Worklist link.
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	2.  
	Click the Requisition link that needs approval.
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	3.  
	Click the View Line Details button to preview more line information and the chartfields.
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	4.  
	Click the Close button.
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	5.  
	Click the Expand section button.
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	6.  
	Click the vertical scrollbar.

	7.  
	Deselect line 2.
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	8.  
	Enter information into the Approver Comments field. Enter "LINE 1 SHOULD BE 1 TV".

	9.  
	Click the Deny button.
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	10.  
	Because only line 1 was selected only line 1 is denied. Action can be taken on line 2 if you want to approve line 2.

	11.  
	Click the vertical scrollbar.

	12.  
	Click the Approve button.
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	13.  
	Line 2 is now approved. However, if changes are made to line 1, line 2 will need approval again.

Press [Enter].

	14.  
	Click the Worklist link.

[image: image9.png]Workist






	15.  
	Click the Requisition link.
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	16.  
	Since line 1 has been corrected, both lines can now be approved.

	17.  
	Enter "APPROVED!" in the field. 

	18.  
	Click the Approve button.
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	19.  
	Click the Return to Worklist link.
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	20.  
	After the requisition is approved, the worklist entry is removed.

	21.  
	Congratulations. You have just completed the Approving or Rejecting a Requisition topic. Below is a summary of the key concepts of this lesson:

- Pending requisitions appear on your Worklist.

- Click the View Line Details button to preview more line information and the chartfields for each requisition line in your Worklist.

- You can approve or reject an entire requisition or just particular lines of the requisition.

End of Procedure.
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