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PURCHASE REQUISITIONS 

       PURCHASE REQUISITION APPROVAL PURCHASING 701.5.2 

 

OVERVIEW 

 

 

 

 PURCHASE REQUISITION APPROVAL:  The purchase 
order approvals are required before requisitions can be rolled 
into purchase orders.  The approval path is determined by GL 
account number.  Special approvals are required for purchases 
of technology items, any purchase from restricted accounts and 
for any purchase of radioactive materials.  All purchase 
requisitions receive final approval from a Purchasing Agent.   

 CONTACT:  The contact for “Purchase Requisition Approval” 
is the Office of Support Services (783-2018) 

LOGIN  Login to Datatel/Colleague   

See Section 402 or 403 for login instructions.   If you do not 
have a Datatel account, please contact the Office of 
Institutional Research and Computer Applications (783-2009). 

      *NOTE – Purchase requisition approval is NOT available through  
        WebAdvisor at this time.* 

GETTING AROUND  See Section 501 for assistance in Getting Around the system. 

PURCHASE REQUISITION APPROVAL PURCHASING 701.5.2 

MENU SELECTION  Choose CF under the Colleague Apps Menu 

 Click the  to expand the Purchasing Menu 

 Click the  to expand the Approvals Menu 
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SET OR CHANGE 
APPROVAL 
PASSWORD 
(REQUIRED) 

 Select APPW-Approval Password Maintenance from the 
Approvals Menu 
 
                            OR 

 Enter APPW in the Quick Access Box 

 Click GO 
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  Enter your Approval ID Number (M followed by your seven-
digit ID number) 

 Select  
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  Enter a password.  Keep this password secure. 

 Click OK. 

 

  Re-enter the password. 

 Select  

 

  This process is only required the first time you approve 
requisitions. 

 If you forget your password, or want to change it, follow the 
same instructions.  You do NOT have to enter the old 
password. 

APPROVALS NEEDED  Choose CF under the Colleague Apps Menu 

 Click the  to expand the Purchasing Menu 

 Click the  to expand the Approvals Menu 

 Select APRN-Approvals Needed from the Approvals Menu 
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                            OR 

 Enter APRN in the Quick Access Box 

 Click GO 

 
 

 

  Enter your Approval ID Number (M followed by your seven-
digit ID number) 

 Select  
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  Enter the Fiscal Year or do “…” Lookup 

 Select  

 

  Enter your approval password 

 Select  

 

  View the APRN Screen 
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  Click the Detail Button  next to the item you wish to 
approve. 

 This will open the REQM Screen. 
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VIEW REQUESTED 
ITEMS 

 Click the Detail Button  next to “Line Items” to view the 
goods or services requested. 

 This opens RQIL (item summary) screen. 
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  Click the Drill Down button  for more information such as 
GL account number(s). 

 View items on the RQIM screen. 
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  Click the Save button  to exit RQIM screen. 

 Click Update  in the Alert box. 

 Click the Save button  to exit RQIL screen. 

 Click Update  in the Alert box. 

 Click the Drill Down button  next to Approvals on the 
REQM screen 
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 View the APRV Screen 

 Next Approvals contains name of people that have not 
approved the requisition.  Purchase requisition approvals are 
not “stepped” through a hierarchy.  Individuals can approve the 
requisition at any time, (i.e., a Dean could approve before a 
Department Chair or a Vice President could approve before a 
Director).  Approvers should consult their 
department/division/unit to determine if a hierarchy should be 
followed.  Approvals contains the name of individuals that 
have approved the requisition.   
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APPROVE 
REQUISITION 

 Enter your Approval ID (M followed by your seven-digit ID 
number) on first empty line in Approvals column on left side of 
screen (Approvals). 

 Press Enter or Tab 

 

  Enter approval password in Enter Password box 

 Click  
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  Approver’s name and date are populated. 

 

  Press the Save button   to save approval 

 Click  in Alert box 

 REQM screen shows your approval 

 

  Press Save button  to exit the REQM screen 

 Click  

 APRN Screen shows your Approval 
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  Repeat for each item listed 

 Press the Save Button  to exit the APRN screen 

 Press  to return to the Main Menu. 

LOGOUT  See Section 402 or 403 for logout procedures. 
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DISAPPROVE 
REQUISITION  Press the Cancel All  Button from the REQM screen to 

return to return to Main Menu 

 Send the initiator an E-mail indicating reason you do not 
approve 
                              OR 

 Call the initiator with reason you do not approve 
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