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Inquiring on Requisition Approvals Job Aid

M To inquire on the approval status of a requisition, the approver can go to the Manage
Requisitions page. The Manage Requisitions page allows you to see the status of a
requisition along with the ability to inquire on the approval process. Follow the steps

below to inquire on requisition approvals.

Step 1. Log into the e*mpac Application with your FIN Username and Password.

_@_ Navigate to the following path:

eProcurement 2 Manage Requisitions

The Manage Requisitions page opens.

University of
H Mu)halh:)rlh
Tianing
=
tpw Wingow | Custamis Pags | B
Manage Requisitions
= Search Reguisitions.
| Ta docata requesmons, e e criana Dalow and itk e SAarth buBan
| Business ven: U =1 FEeuisition Name:
‘Raguisition I0: e Fequest Status: [ DACOTEES %] Dudget Staiwa: | =]
Iomfmm; OBFMIZ008 ! Diate Ter: (LT [
Roquester:  kengland Q Ererod By: O mou &
| Search Claar l
[
[T ew o lifespan and lin ibeens for  reauistbon, chck e Expand irangie kon. |
T cst or pariorm anather action an ftion, makn 3 salact Action dropdown st and cick Go
I 0000000310 0000000210 UMANH  D0TI008  FO(S) vl 0,735 7eusol Seectacion_5] 6o
i
000000208 GO00000208 LINANE  DS772006  Paially Walid 1,24:[.{1;59"3“-’“"""“ 'ﬂ
Received
U 00e00z0;  Go0GO0G20F UMAMH  DRORTO08  Pending  Valid Mssmuml*“ﬂﬂlklmn "ﬂ
|' 0000000706 OOOODDO206 UMANH  DIOEZ006  POs) valid 7,608 761sp| ~3elettAcun =] o
Created
V0000000705  G000000205 UMANH  (B06/2006  SeeLines  Valid 4208 sousol -seeaAdion_=] 6o
B o00o00z0s  GODCO0OZ04 UMANH (057006 Pending Valid i,;gsgougnl‘wﬂlll:"ﬂn 'ﬂ
I 00000303 poD600az0a UMAMH D3M05/2008 Pending  Valid 10,088 72uso~Svtesticton =] 9]
P 0000000302 0O0GO0020Z UMANH 00173006 POis) Valid m,nsgnusﬂl‘se:*""’““" =99
Dispatched
P 0000000201 BO0GO0GI0N UMAMH  DRO1Z006  PO(S) valid 10,050 72usp] Seectamon_x] o]
Dispakehed
B oO0o0iz0n  GO0G00G200 UMAMH  (SU1E7006 PO alid mlmgay_“ml‘!{ﬂn(ll:nnn vﬂ
Cispatched
U 0oooo0019s  oo0o000199 UIMANH  D3D1F2008  Pols) Valid 10,088 72ugp] Ere Acin =] 5o
Digpatthed
0000000138 0000000198 UNANH 00172006 POCs) Valid 10,089 72080l “Sectacion_ =] Go|
Dispatehn
I 0000000197  00000G1ST UMANH  D2U01/2006  Pi(s) valid 10,058.7208pl “Seectacton =] G0
Dispkched
00000164 GOO000O1S4 UMAME 00172006 Denbed Valld a,nmuuml'se:ﬂwnﬂﬂ j‘ﬂl
b oOOGO0Ne3  ODGO0GT &3 UMAMH 01006 Approwed  Valid 742.99usp| <S#ectacton ]‘ﬂ
¥ 0000000182 000000O192 UNAMH 08172006 Pending  Valid 10,088 72us0] “Setacion =] Go|
b 0000G00IE1  0O0G00G191 UMANH 08311006 Pending  Walid «pax spusp| S adion =] o]
§l6 Mew Recuisition  Inguite Changs Reques] [nauire Refesls  Requisiion Repad

¢ You can change the search criteria, such as the Requester, Date From and
Date To, and the Request Status.
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Step 2. Clickthe © button next to the Req ID.

The requisition information expands.

¥ 0000000206 0000000206 UMAMH 09062006 PO(s) walid 7.698.7 SD|<Selecmcti0n--'lG°|>

Created
Requester: kengland Entered By:  kengland Priority: hMedium
Request Lifespan:

B8 & 7 s

Reguisition Approvals Invertory EUEHE e i

T Request Receiving Returns Irvoice Payment

Line Information

Line |Description Status Price Curr Oty (UOM  (Vendor

1 HP DESIGNJET 1050C 36-INCH P PO Created 7159.000 USD 1.0000 EA VB MASON
2 #01 BLACK MK CARTRIDGE BR0M. . PO Created 178.920 USD 3.0000 EA WWB MASON

h Note: The Request Lifespan field displays the process flow of the requisition, highlighting
' the processes that have already been completed. This section also provides you with all
Line Information and the Requester.

Step 3. Click onthe Select Action drop-down list.

Viewﬂpprwalajﬂl

=Select Action...=
Requisitinn Cycle

Step 4. Select View Approvals.

step 5. (g O
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Step

6.

The Approval Status page opens.

Approval Status
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Procurement Approval
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Step 7. Clickthe Approver link to view the approver’'s contact information.

~ Review Edit Approvers

Department Approval
v Line 1:Approved CEryiews Commerts
HP DESIGHJET 1050C 36-INCH PRINTER: -
Department Approver - Dist 01
Brinoved Auto Approved
» Traininodd
mrEpprower 1 - Dist 1 « PO Dept Approver 2 - Dist 1
972006 - 552 Phd Q72006 - 5:52 P
=~ Approval Comment History
Instructor1 at 9/7,2006 - 5:55 PM
Approver can enter additional comments (if needed).
kengland at 9/7/2006 - 5:54 PM
Approver may enter additional comments (if needed).
Training01 at 9/7/2006 - 5:52 PM
Include comments, if needed. Example: Rush Order.
v Line 2:Approved CEryiews Commerts
#51 BLACK INK CARTRIDGE 630ML (#HP C49304) -
Department Approver - Dist 01
Auto Approved
Trainingdi » Traininodd
V PO Dept Apprower 1 - Dist 1 « PO Dept Approver 2 - Dist 1
972006 - 552 Phd Q72006 - 5:52 P

The Approver Information window opens.

Approver Information

Hame: Training01
EmpliD:

Department:

Supervisor ID:

Telephone:

Reports To Position Number:

Email ID:

Close |

[ |

h Note: The Approver Information window will display the Approver’'s name.
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UMASS.

Step 8. Click Cloze |

Returns to the Approval Status page.

Approval Status
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Step 9. Click the Return to Manage Requisitions link at the bottom of the page.

The Manage Requisitions page reopens. You can move on to viewing the approval
status of other requisitions.




