
To approve a requisition 

From the home page go to Message Center > Worklist 

 

From Worklist enter Code: XREQ then click the Browse hyperlink 

 

 

 

 

 



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. 

 

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. 

 

From your worklist Click the requisition hyperlink to enter the requisition and review it, you must open the requisition to 
approve it. 

 

 

 



Review the requisition then click the Approve button on the bottom left when ready. 

 

 

 

 

 

 

 

 

 

 



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 

 

From this view, you can see who is on the approval tree, who is next, who has approved already. 

 


