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Finance Manager:  
Requisition Approval 

Approve/Reject Requisitions 
Upon logging in to nVision Requisitioning, the Requisitioning Dashboard window will display a summary of information 
related to requisitions specific to the user.  As a requisition approver, the Requisitions Awaiting My Approval section will 

display those requisitions awaiting your approval.  
 

 
 
 

 
The Approve Requisitions routine is used to approve submitted requisitions based on the different approval paths defined 

for the requestor in the Approval Path Setup File.  
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To approve requisitions, open the Approval menu tree and select Approve/Reject Requisitions.  The listing of requisitions 
to be approved or rejected is displayed. 

 

 
 
 

The Approve/Reject Requisitions screen displays those requisitions that are in a ‘Pending Approval’ or ‘Approval in 
Process’ status for the logged in user.  The information in the list includes and can be sorted in any of the following ways:  

requisition number, requestor, requisition date, vendor name, building name, approval path, approval level, approval 

status, comment, account code, or requisition total. 
 

 
Use the Approve/Reject Requisition routine to update, approve, disapprove, or print those requisitions that are currently 

pending approval. 
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Previewing/Printing the Requisition 

nVision allows you to preview and then print a copy of one selected requisition at a time.   

 
1. From the Approve/Reject Requisitions listing window, highlight the appropriate requisition.   

 

 
 

Click . 
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2. Use the Print options in the toolbar at the top of the window to print the requisition. 

 
 

 

Reviewing the Requisition Detail Record 

1. Double-click on a record in the Approve/Reject Requisitions listing to view the requisition detail. 

 

 
 

 
2. Click each folder – Addresses, Requisition Items, Account Distribution, Shipping Distribution, File 

Attachments, Requisition History – and review information as needed. 
 

3. Update, Approve, or Disapprove the selected requisition by choosing the appropriate option in the 

maintenance toolbar. 
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Updating a Requisition 

1. Highlight the appropriate requisition record in the listing or double-click on a record to view the requisition detail. 

 
2. Enter Update mode.  The requisition detail record displays. 

 

 
 

3. Update the requisition information as needed. 

 

4. Click each folder – Addresses, Requisition Items, Account Distribution, Shipping Distribution, File 
Attachments – and update information as needed.  Refer to the topic titled Requisitioning Entry and Printing for 

field definitions and instructions on updating a requisition. 
NOTE:  If the Req Source is from a Bid, the Bid Number and Requestor are displayed and cannot be updated. 

 

5. Save the record. 
 

 
 

Click the Requisition History tab to view the transactions for this requisition.  The screen provides a quick analysis of the 
requisition entry, submission, and approval dates/times, along with the name of the user who performed each action and 

the current requisition status. 
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Approving Requisitions 

nVision Requisitioning allows the user to approve each individual requisition or multiple requisitions at one time. 

 
1. From the Approve/Reject Requisitions listing, highlight the appropriate requisition record(s).  Multiple requisitions 

may be selected by clicking a record in the listing, then holding the Shift key down and clicking the last record in 

the consecutive range of requisitions OR by clicking a record in the listing, then holding the Ctrl key down and 
clicking the next record in the nonconsecutive range of requisitions. 

 

 
 

Click  in the toolbar.  The Approve Requisition – Transaction Comment record displays. 
 

  OR 

 

From the Requisition detail window,  
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click .  The Approve Requisition – Transaction Comment record displays. 
 

2. Use this window to enter any necessary comments for the approval process. 
 

 
 

Type a comment (informational only) for each requisition as needed.  Click OK.   
 

3. The following confirmation is displayed.  
 

 
 

Click Yes to approve the requisition. 
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Please note:  nVision Requisitioning will check to ensure that there are still sufficient funds in the account to 

accommodate the requisition.  If there are NOT sufficient funds, an error message displays indicating so and a 
different account code with sufficient funds must be selected in order to approve, otherwise the requisition will 

need to be disapproved.  If required, the budget transfer routine in nVision Accounting can be used to transfer 

funds to cover the requisition, and this would then enable the approver to approve the requisition.  If there are 
sufficient funds, once the requisition is approved it is removed from this approver’s listing and is sent to the next 

approver for approval.  At this point, the record is also removed from the requestor’s listing in the Enter 
Requisitions routine. 

 
 

 

Once approved, the requisition moves along the approval path to the next approver.  Once the final approver in the path 
has approved the requisition, the requisition can be converted to a purchase order. 
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Disapproving Requisitions 
nVision Requisitioning allows the user to disapprove an individual requisition or selected multiple requisitions at one time.  
Upon disapproval, the requisition is returned to the original requestor. 

 

1. From the Approve/Reject Requisitions listing, highlight the appropriate requisition record(s) to disapprove.  
Multiple requisitions may be selected by clicking a record in the listing, then holding the Shift key down and 

clicking the last record in the consecutive range of requisitions OR by clicking a record in the listing, then holding 
the Ctrl key down and clicking the next record in the nonconsecutive range of requisitions. 

 

 
 

Click  in the toolbar.  The Disapprove Requisition – Transaction Comment window 
displays. 

 

  OR 

 

From the Requisition detail window,  
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click .  The Disapprove Requisition – Transaction Comment window displays. 
 

2. Use this window to enter any necessary comments for the disapproval. 
 

 
 
 

Type a comment (informational only) for each disapproved requisition as needed.  Click OK.     
 

3. The following confirmation will appear. 

 

 
 
Click Yes to disapprove the requisition. 

 
The requisition will be disapproved and returned back to the original requestor.  The requestor is able to see the 

disapproved requisition in the Disapproved area on the Requisitioning Dashboard.  The disapproved requisition is 

highlighted in red on the Enter Requisitions window.  The requestor can then make changes to the disapproved 
requisition and resubmit for approval via the Enter Requisitions window.  
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Print Requisitions 
To preview and/or generate a printout of the requisition(s) that either you entered or that were entered by other 

requestors whose requisitions you approve, you may do so through the Print Requisitions routine.  This routine prints any 

requisition regardless of the current status.  You can choose to print one or multiple requisitions based on all or a selected 
approval path, building, and/or requestor.  Only one requisition at a time can be previewed. 

 

To Print Requisitions 

1. Open the Requisitioning menu tree and click the Print Requisitions option.  The Print Requisitions window 

displays. 
 

 
 

 
The window displays summarized requisition information – requisition number, vendor name, building, requestor, 

description, PO total, and approval path.  Use this window to select the requisition(s) to be previewed or printed. 

 
2. Use the filters at the top of the window to restrict the listing to requisitions linked to a selected approval path, 

building, or requestor.  You can also choose to print only requisitions that were converted to a purchase order by 
changing the Converted filter to Yes. 

 
3. To print a requisition(s), highlight the requisition(s) to print.  Hold down the Ctrl key and click with the mouse to 

highlight nonconsecutive requisitions.  Hold down the Shift key and click with the mouse to highlight consecutive 

requisitions.  Using the drop-down, select the printer to which documents are to be printed.  You may also 

choose to save the file as a .pdf file.  Click  to print the requisition to the selected printer or to a 
.pdf file. 

 

  



Finance Manager    nVision Requisition Approval 

 
 

nVision ©Copyright 2016.  FINANCE MANAGER®  All rights reserved.                                                                             13  
www.financemgr.com 

 

4. To preview a requisition, highlight the requisition.  Click  to open the report viewer. 
 

 
 
 

If desired, click the Print Report button at the top right-hand side of the toolbar.  Select the printer to which the 
requisition is to be printed.  When you are finished close the report viewer. 

 

 
 

 
If the requisition originated from a Bid, the bid number is displayed beneath the section labeled Order To and the vendor 

item reference number is displayed in the section labeled Description. 

 
If the requisition Source is flagged as State Contract, the State Contract # and Description are displayed beneath the 

section labeled Order To. 
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Remove Requisition 
This routine provides a way to permanently remove requisitions linked to users who may no longer work for your facility.  

The routine is used to select any requisition in an Unsubmitted, Pending Approval, Approval in Process, Disapproved, or 

Approved status and delete the requisition(s) completely.   
 

On the Approval menu, click Remove Requisition.  The Remove Requisition window displays. 
 

 
 
This window displays the requisition number, requisition date, vendor name, building, current owner, current status, and 

requisition total dollar amount. 

 
 

To view the requisition, highlight the appropriate requisition and click the lookup button  that displays to the right of 

the line indicator .  The requisition detail window is displayed.  The requisition detail is broken out into 6 parts:  

Requisition Address, Requisition Line Items, Account Distribution, Shipping Distribution, File Attachments, and Requisition 

History.  The Requisition History folder shows the Actions and Status history for the requisition.  Click on the folders to 
review the information before removing requisitions.  

 
 

Remove Requisition 

This option is used to remove or delete a selected requisition(s).  
 

1. Highlight a requisition in the listing window.  Select more than one requisition by using the mouse and Shift or 
Control key.  Check the Select All box to select all requisitions in the listing window. 

 

2. Click .  Confirm that you wish to delete the selected requisition(s).   
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Click Yes to delete the requisition(s).  Otherwise, click No. 
 

 

 
 

Click OK on the message window that indicates that the requisitions were successfully removed. 
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Convert Requisition to PO 
The Convert Requisition to PO routine is used to choose an open schedule on which you wish to place selected 

requisitions that have final approval.  The requisitions can then be converted into purchase orders. 
 

When you first access the routine, the Convert Requisition to Purchase Order window displays.  
 

 
 
 

You may place converted POs on an existing schedule or choose to add a new purchase order schedule, provided that 
you have permissions to do so. 
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Step 1:  Choose an existing computer purchase order schedule or add a new schedule 
 

Choosing an Existing Schedule 

1. To select an existing schedule in which to add purchase orders, use the drop-down arrow in the Schedule field 

 that displays at the top of the Convert Requisition to PO listing. 
 

The Schedule Selection window displays. 
 

 
 
 

2. Highlight the appropriate schedule record in the listing and click OK.  nVision Requisitioning returns the Convert 
Requisition PO listing, with the selected schedule displayed at the top of the window and a listing of any 

requisitions that could be converted to purchase orders. 
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Adding a New Schedule 

1. Click  that displays at the top right-hand side of the Convert Requisition to PO listing window.  

The New Transaction Schedule window displays.  This window is used to create and maintain the open schedules 
used to record the computer POs. 

 

 
 

 
Enter all appropriate information regarding the schedule.  

 
Schedule Number - When adding a new schedule, nVision assigns the next sequential number for the fund and 

fiscal year.  You cannot modify the default number.  The schedule type and number displays on transaction 

reports in Accounting and on the Computer PO. 
 

Schedule Type - When adding a new schedule, this field defaults to Purchase Order and is not modifiable. 
 

Description - (REQUIRED)  When adding a new schedule, this field defaults to” Purchase Order”.  You can 

change the default value as needed to further identify the contents of the schedule (i.e., January Computer 
Purchase Orders).  Entering a meaningful description will help you identify the contents of the schedule when 

running reports. 
 

Start Date/End Date - (REQUIRED)  When adding a new schedule, this field defaults to the current month.  
You can change the default dates as needed by typing in the appropriate dates or using the drop-down arrows to 

choose the dates from the on-line calendar.  The Date Range could be for a specific day(s), month(s), or fiscal 

year.  The Start and End Dates MUST be in the same fiscal year. 
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Fund – (REQUIRED)  Use the drop-down to enter the code that identifies the particular fund associated with this 
schedule.  Fund Codes are defined in the Fund Setup File.  Use the drop-down to display and choose from a 

listing of valid fund codes. 
 

Mixed Funds - This field indicates whether accounts from different funds are allowed on the schedule.  When 

adding a new schedule, this field defaults to being unchecked (no mixed funds for this schedule).  Leave the box 
unchecked if only account numbers associated with the specified fund are allowed on this schedule.  Place a 

check in the box if account numbers from different funds are allowed on this schedule.  NOTE:  When entering 
detail for each accounting entry on the schedule, nVision checks this field.  If the Mix Funds flag is unchecked and 

you try to add an account number that is not associated with the specified fund, a warning message is displayed. 
 

2. Save the record. 

 
3. Close the New Transaction Schedule window.  The new schedule number displays at the top of the Convert 

Requisition to Purchase Order window. 
 

 

Step 2:  Choose the Requisitions to be Converted to Computer POs 

 

4. After selecting the schedule, you can proceed to convert requisitions into POs on the selected schedule.  nVision 
displays a list of requisitions that could be converted to POs.  The listing contains those requisitions whose dates 

coincide with the date range of the schedule.  NOTE:  The date of the requisition must fall within the date range 

of the selected purchase order schedule.  For example, you cannot add a November requisition to a schedule 
with an October date range. 
 

 
 

Highlight the requisition(s) that you want to convert.  Hold down the Ctrl key and click with the mouse to 
highlight nonconsecutive requisitions.  Hold down the Shift key and click with the mouse to highlight consecutive 

requisitions.  Check the Select All box if you want to convert all the requisitions displayed in the listing. 
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5. Click . 

 

 
 

Choose Yes to convert the requisitions to purchase orders.  Once you process the requisition conversion, the 
requisition is removed from the listing and can be seen in nVision Accounting on the selected schedule in the 

Computer Purchase Order routine. 

 

 
 
 
 

Refreshing the Window 

The Refresh button on the Convert Requisition to PO window is used to refresh the requisition listing with new 
information.  If additional requisitions had been approved after you opened the Convert Requisition to PO window, click 

 to have nVision refresh the window with those requisitions that are ready to be converted to purchase 
orders without the need to exit this routine.   
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