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Click on the 
check box in 
front of the line 
and then 
choose “view 
line details” to 
confirm the 
funding source.  
A pop up 
window opens.   
(Below) 
 

The primary difference in approving requisitions is that there is no longer a hold button.  
Requisitions are either approved or denied.  A third choice, “Pushback” may exist.  Pushback 
sends the requisition back to the previous approver – whereas deny sends it all the way back to 
the coordinator.  Pushback should be rarely used.  If changes need to be made on the requisition, 
the coordinator is the one to complete them, so denying is most appropriate. 

If for some reason an approver 
needed to add someone to the 
routing of a requisition, it can be 
done by clicking on the green 
plus sign between their name and 
the next approver.  Coordinators 
have this capability. 

 The little white speaking bubble under “Requester’s Comments” 
indicates there are attachments or additional information for review. 
 

Navigate to worklist using link on upper right of EIS page.  Click on the desired requisition.  The screen 
below will appear.  The top section contains the total amount of the requisition and the requester’s 
justification.  Be sure to review.  The middle section contains information about the line items of the 
requisition, what is being purchased.  Verify the funding source and review attachments.  The last 
section indicates who the requisition routes to and provides a space for approval/denial comments. 
 

Requisitions totaling 
$5,000.00 - $25,000.00 
should have a bid tab.  If 
available, this will be a 
hyperlink. 
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This is the pop up window that opens when “View Line Details” is selected.  The funding source is 
indicated under the heading Dept.  This window can be closed using the “X” in upper right corner. 

This is the screen that appears when you click on the white speaker bubble under “Requester’s 
Comments.”  Attachments can be viewed.  To return to the requisition, use the blue hyperlink.  


