
1 
 

How To Approve a Requisition 
Complete the following steps to approve a requisition. 

 
If you have a requisition to approve, you can login to Stratus and click on your notification bell.  

 
Here you can quickly select Approve to approve the requisition.  
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Another way to approve the requisition is to do it through your email notification.  
You can select Approve at the top right of the email.  
If you want to view more information you can click on the requisition number. 
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You also have these other options under the Actions drop-down menu: 
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After selecting to Approve, you will have to option to add a comment or any additional attachments. 
When finished, click Submit.   
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Once approved you can search for the requisition on the My Requisitions page, and you should now see that the status has been updated. If you were the 
last approver, you will see approved. If you were not, it will still say pending approval. 

 

You can also click on the 3 dots and view the approval history/status to see where it is in the process. 
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