
 
 
 
 
 
 

Contact the E-Procurement Service Helpdesk for assistance, 1-888-211-7440, option 1. 
 

Approving/Denying 
 

All requisitions waiting to be approved can be seen in the approver’s Needs Approval queue.  Requisitions can be 
approved or denied using the following two methods: 
 
 
 
 

1.  Place a check beside 
the requisition(s) you 
would like to 
approve/deny and click 
the Approve or Deny 
button 

2.                  ---OR--- 
Click the Title of the requisition to 
review the requisition details. 
 
Click the Approve or Deny button after 
reviewing the requisition information. 


