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Handling/Reworking Denied Requisitions

	1.  
	When a requisition is denied, PeopleSoft will send an e-mail through eUMB Portal pages.

The link to the denied requisition will be listed within the e-mail message.



	2.  
	When the e-mail message is opened, the link will be displayed below.

Comments entered by the Approver will also be displayed.

The Requisitioner will click the Requisition worklist link.

	3.  
	Click the Sign In button.
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	4.  
	Click the eUMB Financials link.

	5.  
	The Worklist will display with the denied requisition(s). The link will display the Purchasing Business Unit, requisition number and department.

Click the 0000000093 link.
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	6.  
	From the Navigation menu, do the following:

Click the Purchasing link.
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	7.  
	Click the Requisitions link.
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	8.  
	Click the Add/Update Requisitions link.
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	9.  
	Click the Find an Existing Value tab.
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	10.  
	Enter the desired information into the Business Unit field. Enter a valid value e.g. "pur01".

	11.  
	Enter the desired information into the Requisition ID field. Enter a valid value e.g. "0000000093".

	12.  
	Click the Search button.
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	13.  
	Click the Schedule button.
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	14.  
	Click the Distribution button.
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	15.  
	Click the Look up Account button.
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	16.  
	Select the appropriate Account link. 

Click the 3702 link.
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	17.  
	Click the OK button.
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	18.  
	Click the Save button.
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	19.  
	Click the Expand (Ctrl+Y) button.
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	20.  
	Click the Approve Chartfields link in the Navigation menu.
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	21.  
	Notice that the Approval Status is back to Initial.
Click the *Appr Act list.

[image: image16.png]




	22.  
	Click the Approve list item.
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	23.  
	The Requisitioner will communicate back to the Approver of the changes made.

	24.  
	Click the Save button.
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	25.  
	A message is displayed, stating that the transaction will need to be entered into workflow for approval.

Click the OK button.
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	26.  
	After the requisition is entered into workflow once again, it will be removed from your Worklist.

Notice that the Approval Status is In Process.

	27.  
	You have successfully reworked a denied requisition.

End of Procedure.
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