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Requisition Workflow (e.g., Personal requisition, Recommendation to Hire )

 HR User/ or any system users (manager or a reviewer) can create a requisition.

 HR User/ or any system users (manager or a reviewer) is provided with a drop 
down to choose the requisition form template.

 After the HR User/ or any system users (manager or a reviewer) fills in the 
required information in the template, the approvers are added to the 
requisition.

 After all approvers are added an email chain is started. The first email is sent to 
the approver on the list requesting him/her to approve the requisition.

 Once the approver approves the requisition (by submitting sent for approval) 
an email is sent to the second approver in the list requesting him/her to 
approve the requisition.

 This process is complete when the email is sent to the last person in the list 
requesting approval.

 If any of the approvers in the chain deny the requisition the approval is marked 
as denied and an email is sent to the owner of the requisition notifying him that 
the requisition has been denied.
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Requisition
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 On clicking ‘Send for Approval’ an email chain starts with 1st approver 
requesting approval.

 There is a link provided on the email. Clicking on the link and logging in 
takes 2nd approver to the page.

 If 2nd approver chooses ‘Approve’ then an email is sent to the next person in 
the chain.

 If any of the users (2nd or 3rd approver choose ‘Deny’ then a requisition 
denial notice is sent to the originator of the requisition.

 If everyone approves the requisition then a final approval notice is sent to 
the originator of the requisition. 

Approval/Denial Process via email with links to access the system
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