
Requisition Approval 
 

 Go to Quick Access box and use mnemonic APRN 

  
Type your ID number in Authorization look up 
 

 
Any requisitions needing your approval will appear in the requisition section of the 
screen. You will get a message if no requisitions need your approval. 
 



  Drill down on the requisition to see more information about the requisition, vendor 
etc 
 

 

 Drill down on line items to see what is being ordered 
 

 

Drill down on description to see account number charged 



 
 
Make any necessary changes to accounts. 

When you are done reviewing the requisition click save    
Update  
Press the (Red X) to close window 
 Cancel 
Save and update  



 

 Drill down on approval 
 

 
 

Type in your ID number under approvals  
Enter your password when prompted 
If another approver is needed put their ID in next approvals  
You can do a … look up by using their first Initial… 

 Save  
Update 
If you don’t want the requisition to be approved send and e-mail to 
businessoffice@cornerstone.edu with the requisition number and tell her to 
terminate it. 


