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Requisitions Approval from System Notification 

Audience: Requesters, Approvers 

Purpose: The system will deliver a notification to your email inbox of record when you have 
actions to take on requisitions. This includes approving a requisition. This job aid will assist you 
with approving a requisition from a notification within Oracle (and from an email notification). 

 
Step 

Action 

1 Log into Oracle. Home Page -> Procurement -> Purchase Requisitions 

 
 

2 Click the Notifications (Bell icon) at the top right of the page. 

 
3 Select Notification: Action Required Approve Requisition. 
4 Once you have reviewed the requisition, click the Approve button. 
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Requisitions Approval from Email 

Audience: Approver 

Purpose: You can approve a requisition directly from a link in an email requesting approval. 

 
Step 

Action 

1 Log into your Email. Select and open the email notification request for approval. 
2 View details in the email. 
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3 In the Action Required section, if attached, click the PDF file listed to review the 
details. 
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4 Based on your review the details of the PDF attachment, determine if you wish to 
approve the requisition. 

 
2 If the requisition details meet the criteria for approval, click the button to: Approve. 

The Oracle system will provide a notification of the approved status to the 
Requisitioner. 

 
Note: Approve will allow the requisition to source. Request Info sends back to the 
Requisitioner and restarts workflow approvals. Reject stops the workflow and the 
requisition does not proceed. All options will provide a notification of the status to the 
Requisitioner. 

 


