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Overview 
 
In PeopleSoft Purchasing, a requisition is identified by a requisition ID unique within a 
business unit, allowing for a consistent means of tracking all requests through the system.  
This manual is meant help you understand the requisition approval process. 
  
  
 
 
 
Objectives 
 
By the end of this Course, you will know: 
 

• What the Pending Approval Requisition e-mail looks like 
• How to check your Worklist for Requisitions Pending Approval  
• How to approve/deny a Requisition 
• Once approved, how to remove a requisition from your Worklist 
• How to use the Requisition Inquiry tool 
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Requisition Process 
 
Once a Requisition has been… 
 
 

• Saved, set to Pending Approval, and passed a “Valid” Budget Check, a process 
will automatically assign a requisition ID # and notify you (the requester) that the 
requisition is waiting to be approved by an e-mail as well as a Worklist item. 

 
• As the Requester, you will go to the Approve Amounts component or your Worklist 

to approve/deny the requisition. 
 

• Once the Requisition is approved, it will automatically be routed to a Buyer in the 
Purchasing Department for processing. 

 
• If the Requisition is Denied, a notification will be sent to the Initiator to make the 

proper changes. 
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Chapter 1 - Pending Approval Requisition Notice 
 
E-mail Notice of Requisition 
 
As Requesters, you will receive an e-mail notification when there is a requisition that requires 
your approval.  This e-mail will appear in your lotus notes screen as follows:  
 

 
 
When you open up this e-mail it will look as follows: 

 
 
From this page you would click on the link.   
This link will take you to the Panthersoft sign on screen if you are not logged on. 
 

 
 
 Once you sign on it will take you directly to the Approve Amounts Component for you to 
Approve or Deny Requisition. 
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Workflow Notice of Requisition   
 
As Requesters, you will have access to a Worklist.  To get to your Worklist you would click 
on the Worklist link on the top right corner of your screen.   
 

 
 
 
Your Worklist will have a list of all the requisitions waiting for your approval as Worklist 
items.  Worklist Items will have a title of “Requisition Amount Approval” if you have any 
requisitions that require your approval.   
 

 
  
You may do 1 of 2 things: 
 
Click on the link with the Requisition # on it. 
 

Click on the  button to reassign the requisition to the person who has authority 
to approve this requisition. 
 

When you click the  link, it will take you directly to the Requisitions 
approval pages for you to Approve or Deny the Requisition.    
 
 
NOTE: The last 10 numbers on the link represent the Requisition ID number. 
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Chartfields Page  
 

 
 
 

• Amount – Total Amount of the Requisition Line Item. 
 

• GL Unit – (Business Unit) FIU01. 
 

• Account – Account funding the Purchase (Old Object Code). 
 

• Description – Account Description 
 

• Alt Accnt – The roll up Account for the Account chosen. 
 

• DeptID – Department funding the Purchase 
 

• Description - Department description 
 
 
You can now click on the Details Page to verify the items that are being ordered. 
 
 
 
 
 
 
 
 
 
 
 
 

 Requester 
       & 
   Initiator 
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Details Page 
 
 

 
 
 

• Description – The Item description entered by the Initiator. 
 

• Req Qty – The quantity of each Item that you are requesting. 
 

• Unit of Measure (UOM) - The selected UOM for the item.  
 

• Price – The per-unit cost for the items. 
 

• Vendor ID – This is the vendor selected by the Initiator 
 

• Name 1 – The name of the Vendor. 
 
 
You can now click on the Approval Page to approve/deny the requisition. 
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Approval Page 
 
Once you have verified the Dept/Project ID that is funding the requisition and what items are 
being ordered, you may approve/deny the requisition. 

 

  
 
On the requisition Approval Page the approver has 2 options: 
 

• Approve – Choose an Approval Action of ‘Approve’ and save the page.  The 
Approval Status will be changed to ‘Complete’.  The requisition will be set to 
‘Approved’ and sourced to a Purchase Order. 

 
• Deny – Deny the requisition by choosing an Approval Action of ‘Deny’ and save the 

page.  A comment should be entered in the Comment Section explaining the reason 
for the denial.  A workflow notification along with the comment entered will be sent to 
the Initiator that entered the requisition. The Initiator should then modify or cancel the 
requisition; whichever is appropriate. 

 
• Recycle – FIU has chosen not to use this option. 

 
• Comments – You may enter comments or explanations in the Comments section. 

 
NOTE: If more detailed information is needed before approving the requisition, Review 
Requisition Information (Chapter 3) will provide that information. 
 
Do not forget to click on the  button before navigating away from this page. 
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Removing Items from your Worklist 
 
Once you have approved or denied the requisition, go back to your Worklist and click the 

 button.  This will remove this requisition from your Worklist. 
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Chapter 2 - Requisition Approve Amounts  
 
You may also use the Approve Amounts page to search for the Requisition that needs your 
approval.  You will need the Requisition ID #, or the Requesters Panthersoft ID # to use this 
component.   
 
Navigation 
 
 Purchasing  

 
 Requisitions 

 
 Approve 

Amounts 
 

 
Once you find the Requisition you would like to approve just click on the link, and it will take 
you to the Chartfields Page as shown in Chapter 1. 
 
To approve/deny the requisition simply follow the same steps illustrated in the previous 
chapter. 
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 Activity 
 
 

1. You have just received an e-mail notification that says:    
“Requisition 0000000### requires your approval”. 
Research before Approving the Requisition by using the “Review Requisition 
Information” Component. 
(You may use “New Window” to open up another window to work with). 

 
Approve the Requisition. 

 
 
   2. You have just received an e-mail notification that says:    
   “Requisition 0000000### requires your approval”. 

Research before Approving the Requisition by using the “Review Requisition 
Information” Component. 
(You may use “New Window” to open up another window to work with). 

 
Deny the Requisition. 
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Chapter 3 – Using the Requisition Inquiry Tool 
 
Navigation 
 
 Purchasing 

 
 Requisitions 

 
 Review 

Requisition 
Information 

 
 Requisitions 

 
 Enter the 

Requisition ID 
 
Click  “OK” 

 
Enter your Requisition ID number in the field and click on OK. 
(Example Req. ID # 0000000327) 
 
The following page will appear.  
 

 
 
If the Requisition has been assigned to a Purchase Order the Show PO link would be active 
as shown above. 
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Click on Show PO to view the Purchase Order information. 
 

 
 
To view more PO details click on PO Inquiry.  The following page will show you all the 
information pertaining to the Purchase Order. 
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From the Requisition Inquiry Page you can also click on the Requisition link to view more 
information. 
 

 
 
 
The system will take you to the Line Details Page where you can view each Item being 
ordered along with the Vendor, Quantity, and Amount. 
 

 
 
 
From this page you can click on the Schedule Details link. 
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The system will take you to the Shipment Details Page where you can view each schedule. 
 

 
 
 
From this page you can click on the Distribution Details link, the system will take you to the 
Distribution Information Page where you can view all of the above in addition to the 
Chartfields the charges are being made to.  
 

 
 
 
 
 
 

Account 
Department 
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