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1.0 Purchase Requisition Approval:
Procurement\Requisitions\Requisitions

There are 2 method on how to view the
ePR for approval/rejection.

i) APPROVAL BY EPR NO

A. Open the Purchase Requisition session

and click this icon Q in order to search
for the Purchase Requisition number.

Approver may double click at the required
ePR to view the details. Approver may also

B

click at this icon to view text in the

required ePR.

B. Select search by “Requisition”, insert
“PR No” and click “OK”.

C. Click at the requisition line and go to
Reference menu and select “Approval
Progress”.

D. Click at the approval line status “Pending
Approval” named approver and go to
“Actions”.

An approver can confirm or reject the
purchase requisition and this can be done
by clicking Approve or Reject.
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ii) _APPROVAL BY APPROVER

E. Open the Purchase Requisition session

Q

and click this icon .

F. Select search by “Approver” and insert
the staff no in Approver field. Empty the
Requisition field and click “OK”.

The session show the list of ePR that listed
under the Approver include details such
Requisition no, Requester, and Approver
Department.

Approver may double click at the required
ePR to view the details. Approver may also

B

click at this icon to view text in the

required ePR.

G. Select the requisition line and go to
References menu and select “Approval
Progress”.

H. Click at the approval line status “Pending
Approval” named approver and go to
“Actions”.

An approver can confirm or reject the
purchase requisition and this can be done
by clicking Approve or Reject.




