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Inquiring on Requisition Approvals Job Aid 

 
 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  Manage Requisitions 

   
The Manage Requisitions page opens. 
 

 
♦ 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. Click the  button next to the Req ID. 

 
The requisition information expands. 
 

 

 
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 on the Select Action drop-down list. 
 

 
 

Step 4. Select View Approvals. 
 

Step 5. Click . 
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Step 6. The Approval Status page opens. 
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Step 7. Click the Approver link to view the approver’s contact information. 

 

 
 
The Approver Information window opens. 
 

 
 

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



 

University of Massachusetts 
Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester 

 

 

 5

 
Step 8. Click . 

 
Returns to the Approval Status page. 
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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. 
 

 


