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Assigning a Requisition to “Myself” and Approving a Requisition

In This Guide
v" Reviewing requisitions for approval v Approving requisitions ]
v Assigning requisitions to yourself -
Procedure
1. Hover over the Orders Tab on the left. Hover over Search, then click Requisitions.
& Allw Search (Alt+Q) ooousp w D a2
Simple Advanced Goto: Favorites | Forms | Quick Order Browse: Suppliers | Categories | Contracts
Orders Qu cl n

Search All Orders

My Orders Requisitions

Purchase Orders
Approvals

Procurement Requests i vor N

0 o 0 o 0
2. Choose the appropriate requisition.
All v Search (Alt+Q) a 0.00USD W < |D A 1
Orders » Search b Reguisitions
= Search Requisitions Bisaveds « A PinFites v RExportAl -
Quick Filters My Searches Submitted Date: Last 90 days ~ | Quick search Q, @ | AddFilter »  Clear All Filters ?
1-15 of 15 Results 20 Per Page
Supplier v 3 20PerPage v
W.W. Grainger, Inc. m Requisition Requisition
Office Depot o [0 MNumber - Supplier Requisition Name  Status Prepared For Submitted Date @) Total Amount
VWR Intermationzl o Office Depot ®  Printer Paper [ Pending ] Patrick 11/10/2021  3,534.22 USD
Staples o VWR Defourneaux 11:46:24 AM
B Show Mare Internationz| &
© Show More
3. Click Assign to Myself in the top right.
Al Search (Ait+Q) ooouso w & 4 8
Requisition * 3363240 ~ = ® W @ lorisResuts v < [ AssgnTomyser |~
summary Taxes/S&H PO Preview Comments Attachments Histor
General # - shipping # - Biling -~ T
Total (3,534.22 USD) v
Status Ship To Bill To
Pending
Department Approva Patrick Defouneaux Accounts Payable Subtotal 3.534.22
) Rm: 650 433 Bolivar St Shipping 0.00
Submitted MNeuroscience Center Mew Orleans, LA 70112
11/10/2021 11:46 AM 2020 Gravier St United States Handling 0.00
New Orleans, LA 70112
Cart Name United States 3,534.22
Printer Paper
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Assigning a Requisition to “Myself” and Approving a Requisition

4. Review the requisition for accuracy. Click the drop down arrow in the top right.
Click Approve to approve and stay within the requisition.
Click Approve & Next to approve and move to the next requisition in line to be approved.

Al = Search (Alt+Q) coouspo w O @ 4 8
Requisition * 3363249 ~ = ® ® @ osresusv | ¢ >
Summary Taxes/S&H PO Preview Comments Attachments History Approve
Return to Shared Folder
General & Shipping &£ - Billing #$ o - Place on Hold I
Total (;
Status Ship To Bill To Return to Requisitioner
Pending
Department Approva Patrick Defourneaux AccounFs Payable Subtot; Withdraw Entire Requisition
E— Rm: 650 433 Bolivar 5t Shippit
submitie MNeuroscience Center New Orleans, LA 70112 Rei [
a9 - ' | Reject Requisition
11/10/2021 11:46 AM 2020 Gravier St United States Handlil / 4

Mew Orlaans 14 70117

You have successfully assigned, reviewed, and approved a requisition.
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