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Pushing a Requisition through Workflow

	1.  
	Begin by navigating to the Maintain Requisitions page.

Click the Purchasing link.
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	2.  
	Click the Requisitions link.
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	3.  
	Click the Add/Update Requisitions link.
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	4.  
	Click the Find an Existing Value tab.
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	5.  
	Click the Look up Business Unit (Alt+5) button.
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	6.  
	Click the PUR01 link.
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	7.  
	Enter the desired information into the Requisition ID field. Enter a valid value e.g. "0000000189".

	8.  
	Click the Search button.

[image: image7.png]Search





	9.  
	After checking the status and then saving your requisition, it can manually be pushed into workflow for Departmental approval by the Requisitioner.

In this example, let's assume that we have created our requisition and are now in the final stages of saving.

Click the Save button.
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	10.  
	IMPORTANT!!! At this point, make sure you are completely finished with your requisition.

Clicking the Approve Chartfields link from the Navigation menu will push the requisition into workflow.

Click the Approve Chartfields link.
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	11.  
	Click the Collapse (Ctrl+Y) button.
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	12.  
	Please note that the Requisitioner is NOT approving their own requisition at this point, but is manually pushing the requiting into workflow.

It is recommended that the Requisitioner contact the Departmental Approver to let them know that the requisition needs to be approved ASAP.

Please note that Approvers will NOT be able to push their own requisitions through workflow.
Click the Approval Action list.
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	13.  
	Click the Approve list item.
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	14.  
	Click the Save button.

[image: image13.png]& save





	15.  
	Click the OK button.
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	16.  
	Here are the comments designated for workflow. If the Requisitioner wants to send comments to the Department Approver, it can be done here. 

The Department Approver will receive an e-mail with a link to view Requisitioner's comments.

	17.  
	The requisition has now been pushed into workflow. Notice that the Approval Status is In Process. The requisition will now be routed to the appropriate Departmental Approver via e-mail and worklist.

Please note that after the requisition has been approved by the Quality Assurance Approver, it is eligible to be pre-encumbered.

	18.  
	If the Requisitioner has backup documents that need to accompany the requisition, or if this is a check request requisition, s/he will print the requisition.

Click the View Printable Req button.
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	19.  
	A new window will display that generates a printed preview of the requisition. While the actual report is processing you will see an intermediate page similar to this. After a few seconds the word "Queued" will change to "Success" and then the actual report will appear. 

NOTE:
1. Be certain that you do not have pop-up blocker active on your computer or the report will not appear!
2. In addition, in order to see the report you must have the Adobe Acrobat reader software installed on your computer. This is a simple and free procedure, but might require the intervention of your local technical support person.

	20.  
	Click the Print button.
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	21.  
	Select the appropriate printer and then click OK to print.

Click the OK button.
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	22.  
	Click the Close button.
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	23.  
	You have successfully completed pushing a requisition through workflow.

End of Procedure.
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