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PROCUREMENT SERVICES – APPROVER CHANGE REQUEST REVIEW AND 
ACCEPTANCE 

PURPOSE  

Review and accept change requests. 

Note: Change Request approvals will be mixed in with requisition approval requests. Be sure to review 
approvals thoroughly to determine if you are viewing a new requisition approval or a change request 
approval. 

STEPS 

 

1. Review and accept change request: Go to your Worklist to review pending approvals.

 

2. Click the link next to the approval you want to review and process.
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3. To see information on the change being requested, Click the arrow next to Change Request Line(s). This 
will allow you to see the change in value being requested.

 

4. If the Change Request is ready to be approved, click approve. If you want to deny the change request, add 
the reason for denial in the Approver Comments field, and deny the request. 

a. If a change request is approved, it will move on to the next approver (if one exists) or to 
Procurement for final approval and dispatching.

 

b. If a change request is denied, the Requisition will revert back to its prior status (undo the change 
request). 
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