TopShop Approver Instructions

1. You receive an email that looks similar to this. Click on this link.

Approval Required

Western Kentucky University

Requisition RO46879 (University of Evansville) for Diana Howard

Description Supplier
Gatton to University
Harlaxton of

FLP Evansville
Summer

2022

Please login to approve or decline this requisition.

Account
Code

e
170161-
850440-
74320

Qty

w Unimarket

2. Use your WKU NetID and password to log in on the screen that looks like this.

istribution

$142.,580.00

Percentage

(100.00%)

Single Sign-On

Unit Price

$142.580.00

Subtotal
Shipping
TOTAL

Subtotal

$142.,580.00

5142 580.00
50.00

$142.550.00
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3. Your screen should look like this. There are two ways to approve: A) click on the Requisition number

to go into the requisition and review all items, or B) click the Approve/Decline link on the right side of the
screen.
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If you choose A, you will see the requisition information and any attached documentation. To approve
click the Approve/Decline link, add a note in the pop-up reason box, and click the approve icon. To
decline, you add the decline reason and click the decline icon.
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If you choose B, you will click the Approve/Decline link on the right side of the screen, add a reason for
approval in the pop-up box and click the approve icon. To decline, you add the decline reason and click
the decline icon.
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