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EP.020.670 - Push-Back an ePro Requisition
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to push back a requisition that has been previously approved. This is accomplished via workflow.
  
During the approval process these actions take place:

• The system notifies approvers and reviewers that there is a pending transaction that needs their attention.
• Approvers and reviewers access the transaction details, provide comments, and take action (approve, deny, or push back) for the transaction.
• The system checks for additional routings in the same routing path.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify a worklist item that requires push back.
- Follow the navigation to enter an explanation in the mandatory “Comments” section. 
- Understand how the status of a push back requisition changes to pending when a push back is executed. The requisition then needs to go through the approval process again. 




	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

In this topic, you will push back a requisition that has been previously approved. Let's see how you would do this.

	Step
	Action

	1. [bookmark: ID0x000000F8] 
	Click the Worklist link.


	2. [bookmark: ID0x000000F9] 
	Click an entry in the Link column.


	3. [bookmark: ID0x000000FA] 
	Click the Approve button.


	4. [bookmark: ID0x000000FB] 
	Click the Worklist link.


	5. [bookmark: ID0x000000FC] 
	The next Approver in the Requisition Approver process must log into PeopleSoft in order to view their work list and approve the requisition.

	6. [bookmark: ID0x000000FD] 
	Click an entry in the Link column.


	7. [bookmark: ID0x000000FE] 
	Before you can process a pushback, you must enter comments for the pushback to be executed.

Enter "Pushed back to the previous approver for additional info." in the Enter Approver Comments field. 

Furthermore, the previous Approver will be re-set to Pending to start the approval process again at that point.

	8. [bookmark: ID0x000000FF] 
	Click the Pushback button.


	9. [bookmark: ID0x00000100] 
	Congratulations. You have just completed the Push Back an ePro Requisition. Below is a summary of the key concepts of this topic:

- Before you can process a pushback, you must enter comments for the pushback to be executed.
- The next Approver in the Requisition Approver process must log into PeopleSoft in order to view their work list and approve the requisition.
- The previous Approver will be re-set to Pending to start the approval process again. 
End of Procedure.
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