To approve a requisition

From the home page go to Message Center > Worklist
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From Worklist enter Code: XREQ then click the Browse hyperlink
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A list of requisition(s) will show in list form, in the color orange like below. Select one or more XREQs from that list, and

click the Take Task to move the requisitions to your personal worklist.
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After you have “moved the requisitions to your worklist” go to Select Worklist: and select your name from the drop-
down. You are now going to your worklist.
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From your worklist Click the requisition hyperlink to enter the requisition and review it, you must open the requisition to

Worklist
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approve it.
[] Code Doc DistrictiAgency Doc School Location/Dept 1D Comments Version Function Phaze Status Diate User ID Amount Active Collaboration
[ xreq 73437 7580000 250000000008 Yes 1 New Final  Submitted 8/13/24 AUD_LHINKSON £2,359.497.00 Yes Mo
[ xrEQ 73437 7550000 250000000018 Mo 1  MNew Final ~ Submitted &/20/24 COM_BSCOTT 5931495 es No
[J xreEQ 73437 6030000 250000000021 Mo 1  Mew Final Submitted &20/24 COM_NGARCIA 3652.08 Yes No
[J xrEQ 73437 6030000 250000000023 Mo 1  Mew Final Submitted &21/24 COM_NGARCIA 573.045.52 es No
[J xreEQ 73437 7900000 250000000027 Mo 1  Mew Final Submitted 5/22/24 COM_DMCCULLEY 5$26,082.00 Yes No
|:| XREQ 73437 7900000 250000000031 Yes 1  Mew Drait Rejected &/22/24 COM_DMCCULLEY $25.650.00 Yes No
[ xreq 73437 7900000 250000000032 Mo 1  MNew Final  Submitted 8/22/24 COM_DMCCULLEY 510295220 ‘es No



Review the requisition then click the Approve button on the bottom left when ready.
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Requisition(XREQ) | Dist/Agency: 73437 1D: 250000000837 WVer.: 1 Function: New Phase: Pending |E| odified by CO

(e EIETIRL Tl (M Contact | Intemnal Comments | Default Shipping/Billing | Document Information

Document Description: QPEN PURCHASE ORDER FOR THE
PURCHASE OF PLUMBING SUPPLIES. -

Record Date: 09/25/2024
Budget FY:
Fiscal Year: 2025
Period:

Total Tax Amount: 50.00
Actual Amount: 523.000.00
Closed Amount: 50.00

Closed Date:

Open Amount: 523.000.00
Ref Amount: 50.00

Accounting Distribution J Total Lines: 1 Line: 1 Distribution %: 100.0000
Vendor . Vendor Customer: 0000170081 Legal Name: L & B PIPE AND SUPFLY CO.
Commodity / Total Lines: 1  Line Number: 1  Item Total Amount: $23,000.00 Open Amount: 323 00
Accounting o Accounting Line: 1 Line Amount: 523,000.00 Line Open Amount: 323.000.00
Posting | TowarCings: 1 Posting Line: 1
Free Form Vendors Total Lings: 0 Line Number: none Vendor Name: none

| % Gopy | | [ Discard | | & Approve | | [3¢ Reject All |




If you would like to double-check your approval and see the status of the requisition; the approval tree then go into the
requisition and on the bottom right of the requisition click Workflow > Track Work in Progress
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From this view, you can see who is on the approval tree, who is next, who has approved already.
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Track Work in Progress - XREQ - 73437 - 250000000837 -1

Date Submitted : 9/25/2024 Submitter : Enedina Montes

Approval Rule I S5eq No Approval Level Assignment Date

2024-09-25

Initial Assignee Name
COM Maint, Oper, & Trans
COMFMOT
COM Budget Review |

Approval Statuz  Approval Uzer Name
Pending
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Pending

v 17147 1 1
17147 B 5
17147 10 10
17147 1 11
17147 12 12
17147 13 13
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Prev Mexi Las

Nathaniel Holt
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COM Budget Review |l Director Pending
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