
Once	  you	  receive	  the	  email	  

	  “Click	  Here”	  
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You	  will	  be	  prompted	  for	  a	  username	  
and	  password.	  

This	  is	  your	  AS400\Kronos	  account.	  	  
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Note:	  
You	  should	  notice	  a	  few	  things	  on	  this	  screen.	  	  

The	   	  (PAPERCLIP)	  means	  an	  attachment	  has	  been	  
added.	  You	  may	  click	  on	  the	  paperclip	  to	  open	  any	  

attachments.	  
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Select	  the	  1st	  Requisition	  
Number	  

	  



	   	  

	   	  

	  

	  

Select	  the	  1st	  
Requisition	  Number	  	  

Select	  “Print”	  	  

This	  will	  open	  the	  
requisition	  up	  for	  you	  to	  
view	  all	  of	  the	  details	  
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This	  is	  the	  screen	  you	  will	  receive	  when	  you	  select	  “Print”.	  It	  will	  show	  
you	  all	  of	  the	  details	  of	  the	  requisition	  on	  one	  page.	  Vendor	  information,	  
Descriptions	  of	  items,	  Quantity,	  Prices,	  and	  Account	  Details.	  	  

“You	  will	  need	  to	  select	  “Print”	  for	  each	  requisition	  separately”.	  

You	  can	  print	  this	  screen	  for	  a	  copy	  if	  you	  like,	  but	  it	  is	  not	  required.	  Click	  
your	  “Back”	  button	  on	  the	  browser	  to	  return	  to	  the	  requisition	  listing.	  
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If	  everything	  looks	  ok	  change	  Approval	  from	  
“No”	  to	  “Yes”	  

Once	  you	  select	  “Yes”	  it	  will	  prompt	  for	  the	  
next	  requisition	  	  

	  



	   	  

	   	  
	  

Once	  you	  have	  approved	  the	  
requisitions	  select	  

“Submit	  All	  the	  Above	  Requisitions”	  
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