How to View (Approval/Denial)Commentson a Requisition

™ Visitthe Procurementiandingpageon the VSUWebsite.Enterthe eProcurementportal
underPurchasindResources

™ Onceyou arein the eProcuremeniportal, selectManageRequisitions

™ |n the Searchbox, enter your Requisitionnumberin the RequisitionID boxandselect
Search(**Helpful Hint: Besureyour requisitionnumberbeginswith “0000"**)

™ Oncethe requisitionhasbeengeneratedat the bottom of the screen,goto the drop down
menuat the right side of the screen.

™ SelectApprovalsfrom the drop down menu r



