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Approve Requisition (Finance Self-Service) 
Business Services  Procurement 

 
This form is used to approve completed purchase requisitions that encumber funds against your FOAPALs. 

 

 Log into  and select the  tab 

 

 Click Approve Documents from the Finance options in self-service. 

 

 

 
 

 

 

The next page will look like this: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Click the Submit Query button to view documents for which you are the next approver. 
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 Click on RXXXXXXX to view requisition. 

 

 Click on History to view approvals submitted before you. 

 

 Click Approve to approve the requisition. 

 

 Click Disapprove to not approve the requisition. 

 

In the event you approve the requisition, the following will appear on your screen: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Type additional comments in the text box. 

 

 

 

 

 

 

 Click the Approve Document button to finalize the approval. 

 

 

 

 

 

 Click Continue to return to the remaining documents waiting for approval. 



 3 

 

In the event you disapprove the requisition, the following will appear on your screen: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Type additional comments in the text box.  

 

 

 

 

 

 

 Click Continue to return to the remaining documents waiting for approval.  
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