
23 
Graduate Center CUNYfirst requisition creation step by step guide, version 9 October 8, 2013 

 

 

CUNYfirst 

Requisition Approval 
 

 
Enter username and password to enter system 

 

 
 

 

Click “Financial Supply Chain” 

 

Click “eProcurement” to access 

the online requisitioning module 
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Click magnifying glass to select “Business Unit”  

 

 

 

Click “Requisition Approval” to access 

the online requisitioning module 
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Business Unit will appear and click  

 

                                                      Business unit will populate field.  

Click “Search for requisitions awaiting approval 

 

 

 

GRDPR 
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Requisition data will be displayed click “Select All” or in box on line to review information 

 

 

 

Click on Requisition number for 

approval. If you click on 

requisition the data will appear 

for review prior to approval or 

rejection of request 
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Click “View Line Details” to view requisition information 

 

Requisition information is displayed, Click red X to close information 
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                                                    System reverts back to Requisition Review 

Click in triangle next to “Review/Edit Approvers” 

 

 

Approver information is displayed, Approval is completed by authorized Departmental 

approver by clicking on Pending box.  

Pending Approval is Blue 

Approved requisitions are Green 

Rejected requisitions are Red 

 

 

 


