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Previewing Requisition Workflow

In This Guide

V' Previewing requisition workflow

This guide shows how to preview the requisition that will be created after a cart is submitted. The ability to locate
workflow approvers is also covered. This is useful when advance notification of a requisition requiring approval is

necessary.
Procedure

1. On the active cart page, click the Proceed to Checkout button.
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Product Description

Item sdded on

Unit Price  Quantity
neddedon  VWR BEAKER GLASS LOW 10ML PK12 ¢

Total []
102.18 uso 2 20a.36us [

Part Number 39000-192 s
Manufacturer Info  VW14000-10 - (VWR International)
Contract

nemsosesen  ANALYTICAL BALANCE 310G X 0.1MG 4 1654.38 uso 1 1654380 [
Part Number 10204-964 EA
Manufacturer Info  VWR-314AC - (VWR International)

2. Click the PR Approvals tab fo preview the workflow approval path.
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& All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the Submit Requisition button at the top of the page.
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Note: After you finalize and sulbmit your requisition, you can return to the PR Approvals tab to preview the workflow
status.
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Previewing Requisition Workflow

3. Click on the view approvers link to display a list of approvers for that step of the workflow. After
reviewing the approvers, click the Close button o exit.
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Robert Parker  RsPark@lsuhsc.edu

You have successfully previewed the requisition workflow.
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