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Web Requisition Approvals 
Purchasing \ MR \ AR 
 
1. Click Purchasing, My Requisition Processing, then Approve Requisitions 

 

 
 
2. A list of requisitions awaiting approval displays as WFM. NOTE:  If the yellow 

exclamation button  is used to access approvals, the requisition approve screen 
displays automatically. 
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Highlight the requisition. Click Approve w/Notes to approve the order, or Deny 
w/Notes to deny the request. When approving the note is optional but must be entered 
when denying so the user who entered the request is informed as to why it was denied. 
 
NOTE: To Mass Approve requisitions, click the Select All. This will place a checkmark 

in the Approve checkbox. Click Submit Approvals & Denials. If not all 
requisitions selected are to be approved, you can either uncheck the Approve 
checkbox or check the Deny checkbox to deny the requisition. 
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Alternately place a checkmark in the Approve or Deny checkbox. Click Submit 
Approvals & Denials. The Submit Approvals and Denials screen appears. Click 
Yes to submit the requisition(s). The requisitions no longer appear on the screen. 
 

 
 

NOTE: If a requisition is approved in error, view the requisition by clicking 
Purchasing, My Requisition Processing, Requisitions. The requisition 
appears as WFM/APP. Highlight the requisition then click Remove 
Approval. 

 
 
Other Options 
 
 Filters – move or remove columns from display. 
 Views – view General (all requisitions awaiting your approval), any requisitions 

already approved that day, or any requisitions waiting for approval at the next higher 
level. 

 Graphical Display – at the bottom of the screen, displays a Pie chart of current and 
used amounts based on the account(s) selected on the requisition. 
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Requests Awaiting Lower Level Approval 
 
If there are no requisitions to be approved but it is known that there are requisitions 
waiting for approval, click the Requests Awaiting Lower Level Approval. This option 
will only appear if there are requests waiting for approval below the user’s approval 
level. It does not display if there are none. 
 

 
 
Any requisition appearing can be approved by others at levels above the requisition’s 
current approval level. It cannot be modified at this step. It can only be approved, 
denied or viewed. 
 

 


