
Document Actions

Approve, Return, Reject and 
other options

Cart, Requisition, PO, Invoices
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Cart Document Actions

For Optional Document Actions in the Cart click:

• Down Arrow 

• Choose option desired



For Optional Document Actions during Proceed to Checkout click:

• Down Arrow 

• Choose desired option

Proceed to Checkout Document Actions

Cart Number



2 – After Clicking Assign to Myself for Additional Optional 

Document Actions in the Requisition Workflow click:

• Down Arrow 

• Choose desired option

1 - For Optional Document Actions in the 

Requisition Workflow click:

• Down Arrow 

• Choose desired option

Requisition Workflow Document Actions

Requisition Number

Begin by clicking on Assign to Myself

Requisition Number



Purchase Order (PO) Document Actions

For Optional Purchase Order (PO) Document Actions click:

• Down Arrow 

• Choose desired option
PO  Number



Invoice Document Actions

For Optional Invoiced Document Actions click:

• Down Arrow 

• Choose desired option
Invoice Number

Begin by clicking on Assign for 
additional invoicing options


