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Denying a Requisition
Once a requisition has been created and submitted to approval, the Approver must
review the requisition and either approve or deny the requisition. When a requisition

is submitted for approval and there is an issue, an Approver can deny the requisition.
Follow the steps below to deny a requisition.

Step 1. Log into the Finance Application with your FIN Username and Password.
Click the Worklist link on the top right.

The Worklist page opens.
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Step 2. Click the requisition Link.

The Requisition Approval page opens.
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Step 3. Click the Select All checkbox if lines are not selected.
L iy Yiew Line Details
Click %
The Line Information opens in a new window.
' ftraining.umassadmin.net/psc/fsamhtrn/EMPLOYEE/ERP /s /WEBLIE_P¥.P¥ PRINT RE(F ;lﬁ-x\
Requisition: 0000000254 E
Requester: kengland Business Unit: UMAMH  Requisition |D: 0000000254 Date: 3/135/2008
Comments:
Description
HF DESIGH.
PLOTTER
Sched Line | Ship To Attention Due Date Oty | Total
1 Umass Amherst Procurement kengland 1 5196.00
Line | Location |Req Oty |Amount Pct |GL Unit | Account | Fund Dept Program
1 | WAHIDD0000D 1 5196 [100 | UnaMH | 734310 |23440 | A090800000 001
Description Price Curr UOM
1 RIDG 3 179.920 UsD EA
BIOML (HP C
Sched Line | Ship To Attention Due Date Oty | Total
1 Umass Amherst Procurerment kengland 3 53976
Line | Location |Req Oty | Amount |Pet|GL Unit | Account | Fund Dept Program
1 | AHIDD0D00D 3 53976 [100 |UMAMH | 734310 |23440 | A090800000 001
-
|&] Done I_I_I_I_E|0 Internet v
Step 4. Review all line information; then click the =l at the top right corner.

Return to the Requisition Approval page.




A

University of Massachusetts .o

Enterprise Management and Performance

UMASS. Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester Through Adminiscrative Computing
Step 5. Click @ to expand the Review/Edit Approvers section.

The Review/Edit Approvers section expands.

* Review/ Edit Approvers

Department Approval
b Line 1:Completed W
HP DESIGMJET 5500 42-IMCH PLOTTER [#]Start Mew Path
b Line 2:Completed W
#31 BLACK, INK CARTRIDGE E30ML (HP C49304) []Start Mew Path
Account and Fund Approval
i Line 1:Completed w
HP DESIGNJET 5500 42-INCH PLOTTER: [#]Start Mew Path
b Line 2:Completed w
#51 BLACHK MK CARTRIDGE GS0ML (HP C49304) [+]Start Mew Path
Procurement Approval
= Line 1:Pending W
HP DESIGNJET 5500 42-IMCH PLOTTER []Start Mew Path
Dept > $1,000 - Dist 01
Wultiple Approvers
@ Dept Proc Approver - Dist 4 _E
=~ Approval Comment History
kengland at 971472006 - 11:48 AM
Include additional comments, if needed. Example: Rush Order.
TrainingD1 at 9/14/2006 - 11:44 AM
Enter Approver comments here, if needed,
= Line 2:Pending W
#21 BLACK INK CARTRIDGE B20bL (HP C49304) [#]5tart Mew Path
Dept > $1,000 - Dist 01
Multiple Approvers
@ Dept Proc Approver - Dist 1 _E
= Approval Comment History
Kengland at 9/14/2006 - 11:48 AM
Include additional comments, if needed. Example: Rush Crder.
Training01 at 9/14/2006 - 11:44 AM
Enter Approver comments here, if needed.
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Step 6. Click the L ¥iew Comments ink to view approval comments.

Department Approval
= Line 1:Completed e Comenends |
HP DESHHET 5200 43-MCH PLOTTER [#l5tas Hew Pain

Depratrsmwerd Approves - Dist 81

it Q006 - 11:40 AM
Include add@onal comments, If needed, Example. Rush Order,

Traindngi 4 at 9145006 - 11:44 AM
Entar Apairover comments heee, il nesded

o Line 2:Completed L. Comments|
IR ELACH I CARTRIOGE GO0ML (19 CA30A) $]tart tlew Pain
Account and Fund Approval
U Line 1:Completed Vigw Commanty
P DETOHLET 5501 47.BCH PLOTTER [}t b Bl
i Line 2:Completed C i G ommments)
IR ELACH I CARTRIOGE G0N (19 CA30A) $]5tart tlew Pain
Procurement Approval
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"+ DESIGHLIET 5500 42.MCH PLOTTER [*)5tant bz Bt

Uegit = §1,008 - Dist 11

[ Approval Comument Hesiony

Kenglard st S1AZI06 - 11:48 AM
Incluge addacnal comments, if needed. Example: Rush Order.

Trairangi' ol 914006 - 11:44 AM
Enitas Approvar commants heam, f nasdad

= Line 2:Pending Commant
) BLACK B CARTRIOGE SS0ML (1) CHIA) [htat tew Path

Dewt > 1,004 - Diwt 41
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Tramrngil 1 at SIE4C006 - 11:44 AN
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Step 7. Scroll down to the Enter Approver Comments box.

AN

Step

Traiming0 1 at B/142006 - 11:44 AM -
| Enssr ABGIOVET EOMMBNts hent. if nasdnd |
¢ Line Z:Completed i Cmengtits
#51 BLACK I CARTRIDGE GA0ML (1 C43304) []5ian Npw Pain
Account and Fund Approval

© Line 1:Completed “rylew Comenedi
1P DESIGHIET 5500 4204 PLOTTER [ lEtan New Path

Line 2:Completed \idw Comemant
#1 BUACK W CARTRIOGE GOOML (1P C48304) +lG1an Hew Pathy

Procurement Approval
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R s A IEY T
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e
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~ Apprinaal Comment Histony
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In<lude adationsl commants, if needed. Example: Rush Order.
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e
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Traning01 ol 3142008 - 1144 AM
Enibit AGDITVRT Communts e, i novded.

[Enter Anprowes Commerts

¥

D

Note: Before approving or denying a requisition, you can click the £ EditRenuisition |

button at the top of the page, which accesses the Edit Requisition (Review and Submit)
page. Here you can make changes to the requisition, based on your security access.

8. Fill in the Enter Approver Comments box (required).

Enter Approver Comments

Comments are required when a requisition or requisition line is denied. ﬂ@

Note: The Enter Approver Comments box is required for denials. You can enter the
reason for rejecting the Requisition. Keep in mind that the detail you provide will help the
user who created the requisition to go back and edit the information.
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Step 9. Scroll up to the Line Information section.

¥ Line Information

iz o Yendor Hame Contract 10
escription

DESIGNJET
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Bl
#81 BLACK MK

¥ © 2 CARTRIDGE  VWwBMAS-001 3.0000 EA 179.892 UsD
BE0M...

< [#_gelectAlli Deselect Al >

L%Viewune Details | E,/Appro\tel @ Deny |

Step 10.

Click the Select All checkbox to select all items or select an individual line item.
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Step 11.

Click the M button.

The Confirmation page opens.

Raguitision Asproval

@ 0000000254 has been denled
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Procurement Appraval
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P\ Note: Once the requisition or line item is “Denied,”
: Sourcing page or other approvers. The user will receive an email rejection and must edit
and resubmit the requisition to workflow.

the request is not routed to the
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Step 12. Scroll down to the bottom of the Confirmation page.
Step 13. Click the Return to Worklist link located at the bottom left.

The Worklist reopens.

Re-approve a Requisition after a Change

Once a requisition has been approved in workflow, the requester can still edit the requisition and
resubmit it to workflow for approval. When a change is made, such as deleting an item or
increasing the budget amount, the requester must resubmit the requisition to workflow. The re-
approval process follows the same steps as Approving a Requisition (One Approver) or
Approving a Requisition (Multiple Approvers). The requisition will re-appear in the Approver’s
worklist. For specific examples of how to make changes, please see the eProcurement for End
Users Training Guide in your department.




