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UR Procure to Pay – Requisition, Change Order and Supplier Invoice Request Review and Approvals 
Implementation Tenant - https://wd5-impl.workday.com/rochester3 

Instructions Details and Screenshots 

Home page: 

 Use the UR logo to 
return to this Home 
screen 

 Use the Search field 
with keywords 

 Use the Inbox for 
Workday messages 

 Use the Procurement 
application for 
frequently used tasks 
and reports 

 
Approval Features & Rules  By selecting <Approve>, you are agreeing to commit funds for goods or services up to your approval authority 

 Be sure to review any attachments 

 The types of business processes that you are approving may include: Requisitions (312 Requisition replacement), 
Change Orders and Supplier Invoice Requests (F4/request for payment replacement) 

 Mobile approval app available for iOS and Android for Requisitions and Change Orders 

 You can set up Delegations 

 Reminder notifications will be sent for overdue tasks 

http://www.rochester.edu/adminfinance/urprocurement/
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Instructions Details and Screenshots 

Inbox 

 The Actions tab 
contains items that 
require action 

 The Archive section 
contains items on 
which  you’ve taken 
action 

 Select the requisition 
that you want to 
review 

 Can scroll to review 
various sections of the 
requisition 

 If additional 
information is required 
on the requisitions, 
select <Send Back> and 
enter a reason why the 
requisition is being 
returned to the 
requester 

 If the requisition meets 
all requirements, select 
<Approve> 

 Use with caution. If the 
requisition should not 
be completed, select 
the <…> button and 
then <Deny> to deny 
the entire transaction 
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Instructions Details and Screenshots 

 If <Approved> is 
selected, the approver 
will be able to see who 
is up next in the 
approval sequence 

 
 If <Send Back> is 

selected, you must 
enter a reason the 
requisition is being 
returned to the 
requisitioner 
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 If <Deny> is selected, 
this will terminate the 
entire request 

 
Manage Delegations 

 Select the cloud icon 
on the UR Procurement 
home page 

 Select <View Profile> 
to open your profile to 
manage Delegates 

 Select the <Actions> 
button on your profile 

 Select <Business 
Process> and the 
process you which to 
set up delegates. 
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 Enter the begin and 
end date 

 Choose a delegate. 
Either peer 
(recommended) or 
Superior (your Superior 
may already be part of 
the work flow) 

 Use the Default 
Alternate or uncheck 
and choose an 
alternate 

 Do Inbox Tasks for all 
Business Processes or 
Select specific Business 
Processes 
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