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This form is used to view approval completed and pending for purchase requisitions that encumber funds against your
FOAPALs.
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The next page will look like this:

View Document

&R To display the details of a document enter parameters then select View document. To display approval history for a document enter
parameters then select Approval history, If you do not know the document number, select Document Number to access the Code Lookup
feature, This enables you to perform a query and obtain a list of document numbers to choose from,

Choose type: [pequisition v|[__ Document Number |
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e Enter RXXXXXXX in the field next to the Document Number.

e Click the Approval History button to view document history.



View Document

Docurment Identification
Cocument Number RO0D0012 Type Requisition
originator: PCHICKENM Frizcella Chicken

/| There are no approvals required at this time

Approvals recorded
Jueue Level Date User
CEMY 0O Apr 29, 2008 Mickey Mouse

In this situation the requisition has been denied.

View Document

Document Identification
Document Mumber ROO0001S Type Requisition
ariginator: FCHICKEM Friscella Chicken

Approvals required
Queue Description Level Approvers
aCFo  CHIEF FINAMCIAL OFFICER. 1

David Wheaton

In this situation the requisition is waiting for David Wheaton’s approval. Also listed are the approvals that have already
cleared.

Approvals recorded
Cueue Level Date User
e0OFF 1 LApr 29, 2008 Mickey Mouse

Business Services Macalester College
April 2009 2

Saint Paul, Minnesota



