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When someone in your department or school submits an ePro requisition, it is the Department Approver’s job
to review the requisition, ensure that the correct account is being used to pay for the items on it, and then
approve the requisition.  This Job Aid shows how to do this.

The Department Approver is usually the school principal, site administrator, program manager, director, or other
type of department head.

Please note that it is against district policy for you, as the Department Approver, to have someone else log into
the computer as you (using your password) to do these approvals.  If anyone else has your password, you are
at risk for identity theft and other unsavory things.  Only the designated Department Approver should approve
ePro requisitions.

1.  To get to the computer screen you need, you
must go online to https://dwa.sandi.net.  Once
there, you need to enter your district employee ID
number and your personal password, then click the
Sign In button.

1

2.  On the next screen, click the link Financials
Supply Chain.

2

3.  On the next screen you see open up, click the
link called Worklist in your upper-right corner.

3
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1

4.  When your Worklist opens up, you should see
one or more submissions in a list.  Each submission
should have a blue hyperlink.  Find the ePro
requisition you want to approve, and click on its
link.

4

1.  First you need to view the details of the requisi-
tion, before you should approve it.  Click the View
Line Details link.

1

2.  A separate window opens up showing the details
of the requisition.  Look it over to ensure it is
correct, and the right budget account is being used
to pay for it.  Then close this window completely by
its X button in the upper right corner.

2

I.  To Approve an Entire Requisition
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4

3.  You are returned to the approval window.  Click
the Approve button.

3

4.  You will then see a page that tells you that you
have completed the approval for this requisition.  If
the requisition requires further approval by someone
else, that information will be displayed as well.  You
don’t have to click or do anything else.  It will
automatically be routed to the next person for
processing.

At this point you can click the Return to Worklist
link, located in the lower left corner, or you can log
out of PeopleSoft.

4

II.  To Deny Part of a Requisition and Approve the Rest

If you want to deny one or more line items on a requisition, but you want to approve the rest of it, this section
shows you how to do that.
To get started, you must follow the very first four steps on pages 1-2 of this Job Aid.  Then do the following:

(continued on the back)
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1.  First you should carefully review the details of
the requisition, including which items it contains and
which budget account(s) are being used to pay for
the items.

To view the details of the items and the budget
accounts, click the View Line Details button.

1

2.  When you are finished reviewing the details,
click the X button (in the upper right corner) to
close the window.  You will then be returned to the
approval window.

2
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4.  Make sure that there is a checkmark in the
Select This Row checkbox to the left of the item
you want to deny.  Then click the Deny button.

3.  Enter comments that explain why you are
denying the item(s).  Type your comments into the
Enter Approver Comments textbox located at the
bottom of the screen.  Comments are required
anytime you deny any items on a requisition, as well
as if you deny the entire requisition.

3

4

5.  The screen will show that the item you denied is
now a different color (light blue) than the item you
want to approve (gold).  The screen also shows the
denial in red in the Requisition Approval area.

First ensure that there is a checkmark in the
checkbox to the left of the items you do want to
approve (it should default that way anyhow).

Next, click the Approve button.

5



eP
rocu

rem
en

t 8
.9

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

○

eProcurement - How to Approve a Requisition

November 2007

○ ○ ○ ○ ○ ○

Page 6

6.  Finally, the screen will show that the requisition
has been approved, with the exception of the
denied item(s).  The comments you wrote are also
displayed at the bottom.

From here you can navigate back to your Worklist
by clicking the link in the lower-left corner.  Or, you
can log out of PeopleSoft Financials.

6

III.  To Deny an Entire Requisition

1.  Follow the very first four steps on pages 1-2 of
this Job Aid.  Then, once the requisition is open on
your screen, you must type in an explanation of why
you are denying the requisition and what you want
the originator to do with it, if anything.  Type the
explanation at the bottom, into the Enter Approver
Comments textbox.  Then, simply click the Deny
button.

Sometime you might need to deny an entire requisition, so that it can be edited and re-submitted.  This might
occur if you want to change something about the order; add or delete items, or change the quantities; or if you
just need to deny the requisition and not use it at all.  This sections shows you how to deny an entire requisition.

1

1
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2.  The screen shows that the entire requisition was
denied.  The comments you entered offering an
explanation and instructions are also displayed.

From here you can navigate back to your Worklist
by clicking the Return to Worklist link in the
bottom-left corner.  Or, you can log out of
PeopleSoft Financials.

2

For more information about using eProcurement, or
to find other ePro resources, go online to:
www.sandi.net/peoplesoft.




