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How to Approve a Purchase Requisition 
This is a guide for campus users who are the fund managers for funds.
1. The requisitions are entered in WD by Procurement based on the request email that is sent to procurement@mines.edu. 

2. Fund Managers need to approve Purchase Requisitions in WD.

3. Go to Workday, there should be an area titled Awaiting Your Action 
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4. Click on the item to approve[image: A yellow text on a white background
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5. What to review for accuracy:
a. The funding, the spend category, the dollar amounts, and attachments.
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b. Scroll to the right for the funding information. 

c. Will have to click on the Attachment carrot to see all attachments. 
i. The documents will include the initial request, the quote, any additional quotes (if over $10,000), any other pertinent information. 

d. There is the process history at bottom. 

e. If everything is correct, click Approve.

f. If there is something wrong, click Send Back.
i. If you Send Back, a Comment is required, explain what is incorrect about the requisition. 
ii. The requisition will be returned to Procurement to fix the issue. 
iii. Once the issue is fixed, it will get sent back to the Fund Manager for review and approval. All approvals processes are restarted. 
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Review  Requisition: R0000304, Requester: Michael Walker, Date: 04/12/2023, Amount: $43,182.56
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For R0000304

Overall Process ~ Requisition: R0000304, Requester: Michael Walker, Date: 04/12/2023, Amount: $43,182.56

Overall Status ~ In Progress

Due Date 04/19/2023

Details to Review
5 Shipping Address

> Information

~ Services

1 tem
Line  Image Hem
Q Htem

Description
‘Service on ION-Tof

‘Spend Category
7361 - Repair & Maintenance

> Attachments

Amount

Requested

4318256

Ordered

000

Date.

Start Date

End Date

Deliver-To

Colorado

T@HoE

‘Ship-To Address. ‘Ship-To Contact

© 130119t Street Golden, CO | Michael Walker
80401 United States of America
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