Authorising a Requisition

1. Click on your Task menu indicated by a Tick Symbol top-right of your screen (the number in the box relates to the total number of tasks you need to action). Select Req approval (costc) in the list displayed which will open your requisition task(s).

[image: ]

2. All requisition details will appear as shown below.
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3. Select your action from the bottom of the screen.
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If you approve requisition, it will disappear from your task menu.
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[bookmark: _GoBack]If Reject is selected, you must enter your reason(s) in the Comment field. This information will be returned to the person who raised the requisition.
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Requisition information

Resource One, Training
Updated  10/26/2011

Requisition number 10158278

Delivaddr. Agresso Training QUUL Queen's Building Mile End Road London E1 4NS United Kingdom

4 Requisition details

Map Status Funds check Currency ~ Curr.amount

C ] GBP 90.00
C [] GBP 6.16
=] GBP 500

Quantity
10.00
1.00

1.00

Price Product
10.00 3650
7.00 3650
500 3120

4 Workflow log (row 1)

10/26/2011 3:08 PM Training One (TRAIN1) - Distribute

[Enter a comment]

Copy

Product descripti..  Supplier
Laboratory Suppl.. 102371
Laboratory Suppl.. 102371

Postage & Couri.. 102371

Supplier name |
Molecular Device...
Molecular Device...

Molecular Device...




