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Denying a Requisition - Approver Role

	1.  
	When a requisition is pushed into workflow, the Departmental Approver will receive an e-mail message that a requisition is ready to be reviewed for approval. The Approver will click the link within the e-mail message and will be directed to their worklist.

Please note: QA Approvers will NOT receive an e-mail. The QA Approvers will constantly monitor their worklist.

	2.  
	Click the Collapse (Ctrl+Y) button.
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	3.  
	The Worklist is displayed.

The Approver will select the link of the requisition to be approved.

QA Approvers will constantly monitor their worklist.
Click the 00000189 requisition link.
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	4.  
	The Requisition Chartfield Approval page is displayed. Notice that the Approval Status says In Process (meaning it is in the approval process).

Notice that the "Entered By" = Requisitioner and the "Requester" = Requester.

	5.  
	If the Approver needs to print the requisition, then he or she will click the View Printable Req button.

	6.  
	The Approver can view Header comments added by the Requisitioner.

Click the Req. Comments link.
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	7.  
	Review any requisition comments if available.

Click the OK button.
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	8.  
	The Line details of the requisition can also be viewed.

Click the Expand section button.
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	9.  
	If the Requisition Departmental Approver has received the backup or there is no reference to any back up, the Requisition Departmental Approver will select Approve or Deny in the Appr Act field and provide any relevant comments.

These comments are know as Approver comments (comments of the Approver) and can be used as dialog between the Approver and the Requisitioner.

Once the Approver has reviewed all necessary information, the approval process can be continued.

Click the Approval Action list.
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	10.  
	Click the Deny list item.
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	11.  
	The Approver is responsible for entering Approver comments regarding the denial of the requisition.

The Approver must enter the following information when entering Approver comments:

• Initials

• Date

• Reason for requisition denial.

Enter the desired information into the Approver Comments field. Enter a valid value e.g. "KO 11/28/05: Incorrect Tx Dept used. Please change and resubmit.".

	12.  
	If you are the original Requisitioner you cannot approve your own requisition!
Click the Save button.
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	13.  
	Notice that the Approval Status has changed to Denied.

If QA denies the requisition, it will bypass the Department Approver and go back to the Requisitioner.
The Requisitioner must make the appropriate changes and resubmit the requisition back into workflow.

	14.  
	You may continue approving the next requisition by clicking the Next in Worklist  button while you are on the Requisition Chartfield Approval page.

Click the Next in Worklist button.
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	15.  
	You have successfully denied a requisition.

End of Procedure.
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