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Step 1:  Access Purchase Requisition Screen 
 

*NOTE: Example provided is using the Secretary Dashboard to access the screen. 

 

 

 

Purchase Requests (POUPPR) Screen will populate. 
 

 

 

 

User’s Personal Dashboard 

Click: 
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Step 2:  Search for Purchase Requisition 
 

 
 
 
 
 
Purchase Request will populate. 
 

 

 

 
 
 
 

Note: Purchase Requisition has been rejected; 
needs to be triggered for correction and re-
submitted through workflow. 

Input: Purchase Request #. 

Click:  
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Step 3:  Input “*” – Confirm Field 
 

 

 

 

 

 

Input: An Asterisk  * in the Confirm Field. 

   
Hit: Enter Key. 

Message box 
will populate. 

LOCAL 

1234 
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Click: to reload record. 

Notice: Workflow has restarted. 
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Step 4:  Re-Approve Purchase Requisition 
 **NOTE: Make sure you have done the necessary corrections before proceeding!** 

 

 

Comments box will populate. Space is available for any comments for the approvers. 

 

 

**Note: DO NOT use special characters; such as: #, &, $, @, *, %, etc… PR may not go thru. 

 

Click to approve and 
submit through the Workflow. 
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Click:  

Successful message 
Popup appears. 

Click: to reload record. 
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*Note: It is recommended that you follow up on your PRs after submitting, to ensure that it is moving 
accordingly. 

 

 

 

 

Click:                                       

Select:  

Note: Workflow has restarted. 
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