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PO.020.920 - Approving a Purchasing Requisition
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to approve a requisition. Requisitions that are created by a user with proper approval authorizations will automatically be approved when the requisition is successfully created and saved. This topic demonstrates how to approve a requisition that is not automatically approved at the time it is saved. 

Topic Objectives:
Upon completion of this topic, you will be able to:
- Approve amounts for a requisition.
- Approve chartfields for a requisition.



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, imagine that you need to approve the amounts and chartfields for Requisition ID 00000300016. Let's see how this is done.

	Step
	Action

	1. [bookmark: ID0x000003C2] 
	Click the Purchasing link.


	2. [bookmark: ID0x000003C3] 
	Click the Requisitions link.


	3. [bookmark: ID0x000003C4] 
	Click the Approve Amounts link.


	4. [bookmark: ID0x000003C5] 
	Note that a specific requisition was automatically retrieved. This is because there are no others currently pending approval.

A list of requisition ids for you to select from would appear if there are multiple requisitions in a "Pending Approval" status.

Remember: Amount approval is required anytime when changes to quantity or price resulting in change to the extended (total) cost of a line.

	5. [bookmark: ID0x000003C6] 
	Select the appropriate action to take on the selected requisition.

The "Approve" Approval Action will default. 

Other selections available in the drop-down are Deny and Recycle. However, since the traditional requisitions being processed here are only meant to be a virtual approval process, the other selections are void as actual routing is not executed.

	6. [bookmark: ID0x000003C7] 
	Click the Save button.


	7. [bookmark: ID0x000003C8] 
	Notice that the Approval Status has changed from Initial to Complete.

	8. [bookmark: ID0x000003C9] 
	Click the Approve ChartFields link.


	9. [bookmark: ID0x000003CA] 
	Since the Amount Approval is Complete, you are ready to Approve the Chartfields for this requisition.

Remember: Chartfield Approval is required when changes are made to the chartfield string after approval was completed.

	10. [bookmark: ID0x000003CB] 
	Click the Save button.


	11. [bookmark: ID0x000003CC] 
	Click the Add/Update Requisitions link.


	12. [bookmark: ID0x000003CD] 
	Now we will access the requisition and ensure the Approval Status is "Approved".

	13. [bookmark: ID0x000003CE] 
	Click the Find an Existing Value tab.


	14. [bookmark: ID0x000003CF] 
	Enter "0000300016" in the Requisition ID field. 

	15. [bookmark: ID0x000003D0] 
	Click the Search button.


	16. [bookmark: ID0x000003D1] 
	Notice that the Status of the requisition is now Approved.

	17. [bookmark: ID0x000003D2] 
	Congratulations. You have just completed the Approving a Purchase Requisition topic. Below is a summary of the key concepts of this lesson:

- Requisition approvers must approve the amounts as well as the chartfields for a requisition.
- Requisitions that are not automatically approved can be approved through this process.
End of Procedure.
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