Approving a Requisition or Payment Request Online

Select Colleague Web Access from the
http://www.stlawu.edu/business/datatel.html.

Users will be prompted to enter their network ID and password. This is the same
ID and password used to log in to your university computer each day. Once
logged on, users should see web access options as shown below and select as
indicated.
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Requisitions and Payment Requests requiring approval by the user will be
displayed on the screen as shown below and the requisition may be approved by
clicking on the box in the Approve Column and then clicking Submit.

Approve Documents X

Approve HNext Approval

Doc Document

Type Humber Date

Total
Amount

Over Budget
Amount

[ REQ 0000949

0316M1 2.500.00

SUBMIT

Before approving a document, users may view the detail by simply clicking on the

highlighted document number. Information will be displayed as shown below. To
return to the approval screen, click on Close Window at the bottom of the screen or
the Requisition/Payment Request tab at the top of the screen.



Approve Documents

Requisition Number

Requisition Total

Requisition *

Vendor ID and/or Name 0005318 Officemax Contract Inc

Ship to MC 3t Lawrence University Commodity Code

Requisition Status Mot Approved AP Type PO PURCHASE ORDER

Requisition Date 03M16/11 Status Date 03M6/M11 Maintenance Date 03/16/11 Desired Date

Requestor Name Mrs. April D. Wells Initiator Name Mrs. April D. Wells

m

Purchase Orders Created

Item Vendor Unit of Price Extended GL Distribution Tax Desired Fixed
Description [tem Issue Price Codes Date Asset
EA 1-05-06-22000-52520
Test Test E'ach 2 500.0000 2,500.00 Business Office : Office

Supplies
Printed Comments

Once a Requisition or Payment Request has been approved, a confirmation as
shown below will be displayed.
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Approval Confirmation *

The following documents were updated or created

Doc Type Document Humber Messages

REQ

0000949

The following documents were not updated

Doc Type Document Humber

Reason
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