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	Click the Requisitions tab.
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	Click the Notifications tab.



	[image: image3.jpg]Shopping Cart Home Logout Preference

ORACLE iProcurement

shop 7 ecaving | CheckRe
View [Open Notifications_|v| Go)
Selec|All Noifications Delegate
Selecy P11 Notifications
< otifcations From Me = -
Select Open Notifications |Subject [sent™
Purchase Requisition 3284035 for GRENIER RICHARD F 25.Jul.2
RICHARD F Requisition (1193 90 USD)
[] GRENER, 3284034 for GRENIER. RICHARD F 5. Ju1-2
RICHARD F Requisition (3.500.00 USD)
O Jones, SusanM.  HU Purchase Requisition 3284032 has been rejected 28-Jul-2
Reqisition

@ TIP Vacation Rules - Redirect or auto-respond to notifications.





	Select either Open Notifications or To Do Notifications from the dropdown list; then click the Go button.



	[image: image4.jpg]ORACLE iProcurement

ns | Notifications | Approv

Requisitions: Notifications >
View [To Do Notifications v Go

Select Notifications: (Open ) ( Delegate
Select All| SelectNone

Shopping Cart Hor

Logout Preferences Help

Select From _ |rype  |subject. |sent=  |pue]
[J GRENER HU Purchase Requisition 3284035 for GRENIER_RICHARD F 28.ju1-2008
RICHARD F Requisition {1193 90 USD)
[] GRENER. HU Purchase Requisition 3284034 for GRENIER. RICHARD F 25.u1-2008
RICHARD F

Requisition
@TIP Vacation Rules - Redirect or auto-

(350000 USD)

espond to notif

+ |Purchase Requistion 3254034 for GRENIER, RICHARD F

(3,500.00 usD)






	A list of requisitions requiring your attention is displayed.  To begin approving, click the requisition’s underlined Subject.
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	To make changes to any portion of the requisition your are approving and to add your next approver you must edit the requisition.  Click on Edit Requisition.
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	The requisition appears on your screen and is open for editing.  Click Approver Checkout to continue to make changes to the requisition and to add your next approver.
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	Review the delivery and charging information displayed and change if needed.  Click NEXT to continue to add your next approver.
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	Step 2 of 3 is where you add your next Approver by clicking on Add Approver.
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	Enter the name of your next approver (see Group Level Approvers list).  The name you enter should coincide with the list and the type of fund you are using to purchase the item(s).  Once you have added your next approver, click NEXT to continue.
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	You are now ready to submit the requisition back into “Approval” mode and remove it from “Editing” mode.
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	A confirmation screen appears to tell you all edits you made to the requisition have been saved.  Click Continue to get back to the approval screen to finish approving your requisition.
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	Click Approve to approve the requisition – or you can click on the other approval functions to perform one in place of approve:
Approve And Forward to approve the request and forward a copy of the request to someone else

Forward to forward a copy of the request to someone else without taking action

Reject to reject the request

Delegate to delegate the request to someone else for approval

Request Information to send an email requesting additional information before making a decision.
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	You are returned to your Notifications screen to begin processing your next requisition awaiting your approval.  Go back to page  3 and begin again to approve your next requisition.
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