
How To Approve Requisitions 
 

When a requisition requires your approval, you will receive an email with the 

subject “Approval needed for Requisition ….” 
 

 
 

 

Log into Self Service 

 

Select Financial Management 

 
 

Select Approve Documents 
 

 

 
 

  



All the requisitions that require your approval will be listed. 

 

 

Select Submit at the bottom of the page. 

 

If you would like to see the requisition, select on the requisition number. A new 

window will open with the requisition details. 

 

To view the requisition, click on the 

requisition number. 

 

If the requisition is acceptable, select 

the Approve Box 


