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Requisition Approvals 
 
This job aid will provide an overview of the updated appearance and user interface of Requisition 

Approval in Oracle's Fluid UI. 

Navigation: 
Select Core-CT Financials 

Click eProcurement Tile 

Click Approvals Tile 
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This will bring you to the Pending Approvals page. Here you will see all pending approvals, All approval 

actions are to be performed from this page. 

➢ Click the Requisition tab in the Navigation Collection on the left-hand side of the page, to only view 

Requisitions pending approval. 
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Procedure:  
 
➢ Click the requisition to be approved. 

 

 
 

➢ The requisition opens for the approver to review. 

 
 

➢ The approver can perform any of the following Actions accordingly: 

➢ Click View Printable Version to bring up printable version of the requisition. 
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➢ A Printable version of the requisition will open. 
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➢ Select Approval Chain to see the stages within the approval process. 

 

➢ This will display the Approval Chain along with the status of the requisition at each stage. 
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➢ Click Approve to approve the requisition. 

• A pop-up window to enter Approver Comments will appear. 

o Comments are optional for the Approve action. 

• Enter Comments as necessary and Click Submit. 

• The requisition drops from the approver’s list, and the next level of approvers will get an Action 

notification. 

• Once the requisition is fully approved, the Requester will receive an Alert notification and an 

email. 

 

 

 
 
➢ Click Deny to deny the requisition. 

➢ A pop-up window to enter Approver Comments will display. 

o Comments are required for the Deny action 
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➢ If comments are required on an action and not entered, an error message will display 
 

 
 

➢ Enter Comments and Click Submit. 

➢ The workflow will stop, and the requisition will be terminated. 

➢ The Requester will receive and Alert notification and an email 

 
 

 
 
 

 
 
➢ Click More to pull up more actions for the requisition. 
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➢ Click Pushback to send requisition back to the previous level of Amount Approvers if any. 

• A pop-up window to enter Approver Comments will display. 

o Comments are required for the Pushback action 

• The previous Amount Approver will receive an Action notification and an email. 

• The Requester will receive and Alert Notification and an email 

 

 
 

Or 

 

➢ Click Hold to place requisition on hold.  

• A pop-up window to enter Approver Comments will display. 

o Comments are required for the Hold action 

• The requisition will drop to the bottom of the list for the Approver who placed it on hold, 

and it will be removed from the rest of the approvers’ list that follow. 

• The Requester will receive an Action notification and an email. 
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Or 

 

➢ Click Request Information to request more information on the requisition. 

• A pop-up window to enter Approver Comments will display. 

o Comments are required for the Request Information action 

• The Requester will receive an Action notification and an email 

• Enter Comments and Click Submit. 

 

 

 

 

➢ Approve and Deny actions will bring the user back to their approval list. 

➢ Any of the actions under More will keep the requisition on the screen 
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