How To Approve a Requisition

November 1, 2001

1. Make sure you have CF on the top.  If not, go to Apps and select CF.

2. The first time you log into the Live account you must set up your Approval Password by proceeding through the following steps.

3. Open the APPW screen one of the following three ways.

a. Select File-Run and type the mnemonic (APPW) in the dialog box
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b. Expand the CF Folder; Expand the PU-Purchasing Folder; expand the APR-Approvals Folder; double click APPW.
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c. From File menu, there will be a list of the last ten screens you have accessed.  If APPW is listed, you may select the screen from there.
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4. Once you have selected the screen, you will be asked for an approvals lookup.  At the Approvals Lookup type in your User ID (your first initial and the first seven digits of your last name) and press OK.
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5. At the VAR1 box, type in your password and press OK.
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6. Re-enter your password in the box and press OK.
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7. Select Update to confirm the password.
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8.  Select Finish.

You only need to set up your password once.  If you forget your password or want to change your password, complete steps 1 through 8.

On a regular basis, you need to check to see if there are requisitions ready for you to approve.

1. Open the APRN screen in one of the following three ways

a.  Select File-Run and type the mnemonic (APRN) in the dialog box
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b. Expand the CF Folder; expand the PU-Purchasing Folder; expand the APR-Approvals Folder; double click APRN.
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c. From File menu, there will a list of the last five screens you have accessed.  If APRN is listed, you may select the screen from there.
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2. At the Authorization Lookup box, type in your User ID, (your first initial and the first seven digits of your last name) and press OK.
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3. If there are requisitions for you to approve, they will be listed in the Requisition section of this screen.

4. Detail, (F2), after moving to in the blue highlighted field.  This will take you to the Requisition Maintenance screen (REQM).
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5. You may review the requisition by detailing into the line items.  This will take you to the Requisition Item List (RQIL) screen.
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6. File-Detail (or F2) again in the box for each line item to view the details of each item.  This will take you to the Requisition Item Maintenance (RQIM) screen.
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7. You may change the requisition at this point if you wish.  For example, if you wanted to approve 8 Tiny Spiders instead of 10, you would go to the quantity field and type in 8.  The extended price will automatically calculate based on the new information.

8. Once you are satisfied with the item, select File-Close (or F9).  This will take you back to the Requisition Item List (RQIL) screen.
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9. If there were multiple line items, you could detail (File-Detail or F2) in the blue highlighted box for the next line item to review the details (follow steps 6-8).  This example only shows one line item.

10. Select File-Close (or F9).  This will take you back to the Requisition Maintenance (REQM) screen.
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11. If you are not ready to approve the entire requisition, skip to step 15.

12. If you are ready to approve the requisition, go to the Approvals field.

13. Type in your User ID (your first initial and the first seven digits of your last name).
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14. The Enter Password box will appear.  Type in your password and press OK.

15. Select File-Close (or F9).
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16. If there are multiple requisitions listed, go to the next requisition and repeat steps 1 through 15.

17. When you are finished approving the requisitions, select File-Close (F9).

YOU’RE DONE !!!

3





5





6





7





12











