
Requisition Approvers



Accessing the Worklist

 ePro Approvers must access Worklist via PSFIN Core System (Requisitions do 
not open in the Self-Service portal)

 Worklist link in top right corner
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Denying a Requisition

 Must include a comment explaining why Requisition is denied

 If something needs correcting, include instructions in the comments and 
tell the Requester to resubmit

 If needing to deny a requisition line, go ahead and deny all lines
 In comments, indicate which line is actually denied and if it can be 

corrected/resubmitted

 Inform Requester to resubmit other lines after correcting or removing the denied 
line



Inserting Ad-Hoc Approvers



Requisition Push-Back

 Only certain approvers have this option

 Allows an approver to send a Requisition back to the previous approver

 Must include comments as to why you are pushing the requisition back



Assign an Alternate Approver


