Requisition Approval Using Worklist
Enter PeopleSoft and click on Worklist. Note: “Worklist” is located in the upper right corner of the screen between “Home” and “Add to Favorites”.
[image: ]
Click the link for the requisition you want to review.
[image: ]


Review the Requester’s justification comments. Make sure the Accounting Date is set for the proper fiscal year and the Account seems reasonable for the item or service being purchased.
Next, click on the cloud under Requester’s Comments to see any comments and attachments. 
[image: ]

Hold down your Ctrl key and Click on the “View” link in the Attachments box. 
[image: ]


Hold down your Ctrl key and click on “Open”.
[image: ]

Review the attachment as necessary.
[image: ]

Close the attachment and click Return to Previous Page. When you are satisfied with the requisition information enter your comments in the comment box and click Approve to send the document through to budget check or Deny to send it back to the Requester for changes. In this example we approve the requisition.[image: ]
When this screen appears the requisition has been approved. Click Return to Worklist if you have other requisitions you wish to review.
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