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The “Originator” is responsible for setting up the “Approvals” when the requisition is created.  The “approval process” is 
determined by each department and may differ within a department if there are sections or units within the department. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approval 1 – Is the person who can request the 
requisition 
Approval 2 – Is typically the Department Head or 
Elected Official 
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Once the approvers have been identified, then it is necessary to identify their role approval status.  This is done by selecting  
one of the radio buttons associated with the “Approval” level (i.e. Approval 1, Approval 2, etc.).  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approval 1 could be either “Must approve before 
next approval” or “Final approval”.  If the person 
at Approval 1 is not the DH/EO, then select “Must 
approve before next approval”.  If it is the DH/EO, 
then choose “Final approval”. 
 
If there is an Approval 2, follow the same process 
as outlined above.   
 
There must be a “Final approval” by the DH/EO 
just as the process flowed with the paper 
requisitions. 
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Once the Requisition is completely filled out, then the “Originator” needs to select “Save and Release”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once all of the information is entered into 
the template, then “Save and Release” 
must be selected.  If “Save Only” is selected 
then notifications to the “Approvers” and 
“HR” will NOT occur and the Requisition 
will not be processed.  


