Approve Purchase Requisitions

Approve Purchase Requisitions
This screen is used to approve purchase requisitions.

Step 1
From menu Select | M e
Approve Purchase ry Cartrl System
Requisitions gk
Click OK.
D Modity intenal Transter Typea
B Modity Open Purchase Requistion
B Modity Purchase Regquation
D Process inf=rnal Tranafer Purchase Requasibon
# _y Recewving Monagement
# _j User Security and Approvals
¥ _y Vendor Management
4 _) Vew Purchasing
Step
To generate a list _menu| Approve Purchase Requisitions -
of purchase ; :
requisitions to
approve
Click Find.
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Approve Purchase Requisitions

Step

To approve
specific purchase
requisitions enter Y™
in the Approve Field.

To approve all
purchase requisitions
check the “Approve/
All” Checkbox.

Click Save

‘Menu| Approve Purchase Requisitions

Step

Click the Items
sub tab to view
information regarding
the item(s) on the
purchase requisition
selected in the view
above.

# 0002 CONSTAUCTION PY Mubi color packsge

Step

Click the Account
Distribution sub tab
to view information
regarding the account
distribution on the
purchase requisition
selected in the view
above.
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Step

Click the Notes
sub tab to view
information regarding
the notes on the
purchase requisition
selected in the view
above.

manu| Approve Purchase Requisitions

Step

Click the
Authorized Purchaser
sub tab to view
information regarding
the authorized
purchaser on the
purchase requisition
selected in the view
above.

Step

Click the
Approvals sub tab to
view information
regarding the
approvals on the
purchase requisition
selected in the view
above.
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