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 Requestor Notifies Approver to Approve Req 

The “Notify” button is used to generate a system message from the Requestor to the Approver letting them know that 
the Requisition is ready for their approval.  

Processing Steps / Field 
Name 

Screenshot / Description 

From the Requisition Main 
Page, select the Notify 
Button. 

 

The Send Notification Page 
will display.  
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Processing Steps / Field 
Name 

Screenshot / Description 

To Use the “Lookup Recipient” option to look up by last name,first name (the 
recipient must have PeopleSoft access to view the requisition).  If recipient does 
not automatically populate, you must manually enter in the email address. 

CC Use the “Lookup Recipient” option to look up by last name,first name.  If recipient 
does not automatically populate, you must manually enter in the email address. 

BCC Use the “Lookup Recipient” option to look up by last name,first name.  If recipient 
does not automatically populate, you must manually enter in the email address. 

Note: you may choose to insert your own email address for a record of when you 
send the message. 

Priority Select the priority of the message. Defaults to “2-Med”. 

Subject Subject is auto generated and should only be changed if the number is not 
accurate. Defaults to “1” which is a request to approve the requisition (reference 
template of message for all options available). 

Template Non-editable field. 

Message This is a free form field where you can type a description. If the purpose of the 
notify button is a change request, explain the details of the change request in the 
message box. 
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Approver Notifies Requestor Req has been Approved 

The “Notify” button is used to generate a system message from the Approver to the Requestor letting them know that 
the Requisition has been approved. 

Processing Steps / Field 
Name 

Screenshot / Description 

From the Requisition Main 
Page, select the Notify 
Button. 

 

The Send Notification Page 
will display.  

 

 

 


