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Steps for the System 

Approve Requisitions 

 

To access the approve requisition page you have the option to select the link from an 

email, your worklist, or the Manage Requisition Approvals page within PeopleSoft.  

Please see the below. 

 

Email 
A requisition has been entered which requires your attention. 
 
Requester:   00856855 
Business Unit:   UW System Administration 
Requisition ID:  0000000017 
Requisition Name: 0000000017 
Line:  1 
Description:  DRAWER DIVIDERS 
Date:  2016-12-06 
 
You can navigate directly to the approval page for more information by clicking the link below. 
 
https://test.sfstest.wisconsin.edu/psp/sfqa-
FD/EMPLOYEE/SFS/c/PV_MAIN_MENU.PV_REQ_APPROVAL.GBL?Action=U&BUSINESS_UNIT=UWADM&REQ_ID=0000000010&LINE_NBR=1 
 

 

Your Worklist 

 
 

 

 

 

 

https://test.sfstest.wisconsin.edu/psp/sfqa-FD/EMPLOYEE/SFS/c/PV_MAIN_MENU.PV_REQ_APPROVAL.GBL?Action=U&BUSINESS_UNIT=UWADM&REQ_ID=0000000010&LINE_NBR=1
https://test.sfstest.wisconsin.edu/psp/sfqa-FD/EMPLOYEE/SFS/c/PV_MAIN_MENU.PV_REQ_APPROVAL.GBL?Action=U&BUSINESS_UNIT=UWADM&REQ_ID=0000000010&LINE_NBR=1
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Manage Requisition Approvals Page 

 
 

 

1. Follow the path to approve a requisition from the Manage Requisition Approval 

page. 

Main Menu > eProcurement > Manage Requisition Approvals 
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2. Click  to view all requisitions requiring approval. Change Date From 

and Date To fields as required. 

 
 

3. Click requisition number. Per the above example if approving first item listed, 

select  to approve/deny the requisition. 
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4. The above will appear.  Click  to approve the requisition.  

The below will appear after you click Approve.  The requisition will be either 

routed for further approval or will be completed and ready for PO creation and 

dispatch from the Buyer. Your are done. 

 
 

 

 

 

 


