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How to check requisition approval status

1 Enter 'Find Requisitions' in the search bar on the Workday Home screen.
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2 Enter requisition number in Requisition field. Ensure that the requisition date is
within the correct period for when the requisition was entered.

3 Click "OK"
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4 Right click "Related Actions"

5 Click "See in New Tab"
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6 Click "Process History"

7 Scroll through the list of processes to see what approval step is awaiting action.


