How to check requisition approval status

1 Enter 'Find Requisitions' in the search bar on the Workday Home screen.

Viwday/authgw: X myworkday.com/wday/authgw. X myworkday.com/wday/authgy

2% myworkday.com/uofl me.htmid?reloadToken:
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2026 Benefits Enrollment
Mandatory Open Enroliment - October 1-3

All employees who want medical coverage in 2026 mu
All employees who want a Flexible Spending Account

All employees should make sure your personal informa
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I'm looking for..

People Tasks and Reports Drive

Requisition: REQ-000002957, Requester: Erin Kiper, Date: 09/26/2025, Amount: 13,253.50

@ usb

My Tasks - 22 minute(s) ago

Requisition: REQ-000002863, Requester: Erin Kiper, Date: 09/25/2025, Amount: 27,346.50

& usp
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Important Dates

OCT Anniversary |
16 Jamie Peck - 2 years

OCT Time Off
Stephen McMillin - Until Oct 24, 2025



Enter requisition number in Requisition field. Ensure that the requisition date is
within the correct period for when the requisition was entered.
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4  Right click "Related Actions"
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El Exclude Canceled Yes
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Requisitions 1 item

Requisition Number Company Status Requisition Type Requester Requis

Rel
Q@D | REQ-000002985 ULSA University of Louisille In Progress Standard Purchase Gregory Rudd 09/29/

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

= ~ Requisiion InTormaton
olla Request Date 09/29/2025
Currency usp
Requisition Type Standard Purchase
e
Submitted by Gregory Rudd
Consolidate Requisitions on Purchase Orders No

Exclude Ship-To Address when Consolidating Requisition Lines  No
Memo to Suppliers (empty)

Internal Memo (empty)

~ Shipping Address

Deliver-To © Belknap Campus > Inventory Control/Stockroom/Central Receiving (Belknap) > Room 100 (Inventory Control/Stockroom/Central Receiving - Belknap)

Ship-To Address @ 1901 Floyd Street Inventory Control/Stockroom LOUISVILLE, KY 40208 United States of America

Goods Lines Balances Process History

@ Goods Lines 2 items

BB Q Search

Unit of

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

09/29/2025 11:38:16 AM

Check Budget (Financial) Automatic Complete

Batch/Job: Run Budget Check Step Completed 09/29/2025 11:38:19 AM

Review Budget Check Not Required

Review Budget Check Not Required

Override Budget Check Not Required

Override Budget Check Not Required

Service: Reserve Budget in Budget Check Step Completed 09/29/2025 11:38:19 AM Workday Service
Approval by Business Asset Accountant Not Required

Approval by Cost Center Manager Not Required

Approval by Project Manager Not Required

Approval by Grant Manager Not Required

Approval by Gift Manager
Approval by Project Financial Approver

Approval by Program Manager
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Not Required
Not Required
Awaiting Action
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Laura Cotter (Program Manager) ()



