How To Edit a Requisition as an Approver

You must use the notification either via the bell or email to edit the requisition. You cannot just open it from within the application as
the edit function will not be available.

You will be notified via email and notification bell in Stratus that you have a requisition to review and approve. To edit the requisition, click on the Edit
Requisition link at the bottom of the notification.
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You will then be taken into Stratus RSSP requisition to view and be able to make changes as necessary. Highlighted are all the areas you can go in and
view and edit.

Requisition REQO0053 > Actions ~

Computer Requisition summary Vi
Sold By Dell Computer Corp.
Subtotal $5,045.00

o Estimated Tax $0.00
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0000
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Mot reserved

Budget Date
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In the example below line 2 description was clicked on the item description and quantity were updated. Then back to the home page of the requisition
where when done you click Submit.

Requisition REQO005306 Actions ~

Computer Requisition summary Y4
Sold By Dell Computer Corp.

Subtotal $5,090.00
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?Ua”““f o Z Approval Amount $5,090.00
Description
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Requester

Brian Starkloff
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Then click continue shopping.

Requisition REQ0005306 submitted

‘ Exit ‘ Continue shopping

Do not approve from the first email or notification. You must wait until the system sends you a new email or notification that contains your
change. Then you would approve using the new notification. Tip: You can just wait within the system for this to happen and use the bell
notification option.

To approve the requisition, the simplest is to use the Notification bell at the top of the page where you would just click the black approve button.

Note however you will get another notification email and you could also approved from there but if you approve from the bell you can delete the email.
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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.

My Requisitions
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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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