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Test Setup 

 

 

Navigation 
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Results 

Pass Fail 

1.   Click the Worklist link located in the 
navigation bar at the top of your screen. 
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Test Procedure 
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2.   On the Worklist page, click on the link 
for Req Approval Worklist item. 
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3.   Use the Requisition Amount 
Approval page to approve, deny, or 
recycle a requisition.  
 
The amounts that appear in the Amount 
Details section are the amounts you are 
being asked to approve 
 
Use the Line Details section to view 
the specific line information for the 
requisition. 
 
Click the Details tab to view additional 
details about the amount. 
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4.   The items associated with the 
requisition should display. 
 
The Distributions/Chartfields section 
should display the chartfield 
combination to which the line will be 
charged. 
 
Click the item's Description link to 
view the complete description for a 
specific item.  
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5.   Click the OK button. 
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6.   In this example, we will approve the 
requisition. (The same process is used 
to Recycle and Deny the requisition)  
 
To Approve the requisition, check that 
the Approval Action is set to Approve 
and click the Save button. 
 

    

7.   Click on Approve to select it. 
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8.   If you wish, you can enter a comment 
about this approval in the Comment 
section. If you Deny or Recycle a Req 
Amount, you should enter a comment 
about why you are denying or 
recycling the amount. 
 
When ready, click the Save button. 
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9.   Click the OK button. 
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10.   Click the OK button to confirm you 
wish to approve the requisition. 
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11.   The Approval Status should display as 
Complete. 
 

    

12.   End of Procedure.     

Additional Validation 

 

  


