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Approvals:  
Requisitions, Purchase Orders, & Change Orders – Section 7.0 

This process is for approving procurement documents over $25.00: 
• PunchOut 
• Non-Catalog 
• Smart Forms 

Procurement Changes for: 
• Increases by $25.00 or 10% 

 

Audience: Budget Managers & P.I.s 

Additional Resources: 
• Video (where applicable – insert link) 
• Help Text (where applicable – insert link) 
• GMHEC Website (where applicable – insert link) 
• cheryl.foster@gmhec.org   

Process 
Step & 

Description 
Action 

7.1 Approve 
Requisition, 
Purchase 
Order, or 
Change 
Order 

Navigation Path: 
➢ Oracle Home Page Any Tab 
➢ Email 

 
 
 
 
 
You can approve requisitions, purchase orders, and change orders via Oracle or your email. For 
Oracle, go to your home page. Click on your notifications: 

 
 
 
 
A pop-up will appear. 
 
 
 
Options: 

1. Click on the approve button as shown in the pop-up. Here you can approve immediately from 
the notifications window. 

 
 
 
 
 

Quick Tip! 
Remember to 
enable your pop-ups 
for use in Oracle. 
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2.  Review the document by clicking on the requisition link in the pop-up.  

               
Click on the Approve or Reject button in the top right corner of the screen when ready. 
 
 
The requester will receive notice that their document has been approved. 
 
 
To approve via email, review information in the body of the email. Reject or approve by clicking either 
icon. 
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An email response will pop-up. Hit send and the document has been approved or rejected.  

 
 
 
 

7.2 Send 
back a 
Requisition 

Navigation Path: 
➢ Oracle Home Page Any Tab 

 
In your notifications, open up requisition needing approval. Go to “Actions” and choose “Request 
Information:  

 

Important Note:  
If you choose to approve requisitions via email, the 

notifications in Oracle will not be removed even though the 
requisition has already been approved. 
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A pop-up will appear where you can add comments in the field below. Add your text and hit “OK” 

 
 
The requisition has now been returned back to the requester for more information. In Oracle, requester 
can: 

• Comment back in Oracle 
• Withdraw & Edit  

 
Once the requester resubmits their requisition, you will receive another notification requesting 
approval. Open the requisition as you did before under your notifications, and you will see it returned 
with comments: 

 
 
You can approve, reject, or return again if needed. 
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7.3 
Managing 
Your 
Notifications 

Should you decide that you would like to create email rules due to Oracle notifications, please see the 
links below instructing you how  
 
Outlook Email Rules 
https://support.office.com/en-us/article/manage-email-messages-by-using-rules-c24f5dea-9465-4df4-
ad17-a50704d66c59 
 
Google Email Rules 
https://support.google.com/mail/answer/6579?hl=en 
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