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Follow the steps to access your Personal Worklist (if needed), then select and open an approval notification for a 
requisition. 

When the notification 
appears: 
• Click View 

Requisition 
Details. 

 
Review the item lines 
under the Details 
section of the screen: 
• Click the icon in 

the Details column 
for more 
information on a 
specific line item. 

 

On the Line Details 
screen: 
• Click Show 

Additional 
Information. 

 

The Item Information 
is displayed: 
• View the item’s 

account 
distributions here. 

 

Click the browser’s 
back arrow to return to 
the previous screen. 
• Repeat the steps 

above to view 
information for 
any additional line 
items. 

 
 

Return to the Personal 
Worklist screen with 
the requisition 
notification. 

 

https://www.uab.edu/financialaffairs/training/personal-worklist-documentation


   iProcurement: Approving/Rejecting Requisitions in Personal Worklist  
 

Last Updated: 8/9/24  2 

To Approve the 
requisition: 
• Enter an optional 

comment in the 
UAB Note textbox 
at the bottom of 
the screen. This 
note will be 
included in an 
email notification 
sent to the 
requester. 

• Click Approve in 
the top right 
corner. 

 
 
 
 

 

To Reject the 
requisition:  
• Enter a required 

comment in the 
UAB Note textbox. 
This note will be 
included in an 
email notification 
sent to the 
requester. 

• Click Return to 
Requestor. 

 

 
 

 

 


