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San Jose/Evergreen Community College District 
How to Approve Requisitions in Datatel 

 

As a budget manager, you will need to approve requisition requests using Datatel. By logging 

into the approval queue you will be able to view outstanding requests waiting for approval. You 

will also be able to view details about the requisition including requestor, amount, and account 

numbers.  

APRN – Approvals Needed 

1. Login to Datatel. Enter your username and password provided to you by ITSS. Then select OK to continue. 

 

 
 

2. A FERPA privacy notice will appear. Select OK to open Datatel. 
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3. Datatel will open to the homepage. To access the financial module, Select Apps On the Tool Bar and then select CF.  

 

 
 

 

4. To access APRN, either Type APRN into the Quick Access Field, or Select Purchasing on the left hand side of the 

screen, then APR-Approvals, then APRN-Approvals Needed 
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5. Enter your Datatel User Name in the Authorization Lookup popup. Then select OK.  
NOTE: Your username is most commonly your first initial and last name (one word) 

 

 
 

6. Enter the correct fiscal year. Then select OK.  
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7. Enter your Requisition Approval Password. Then select OK to continue.  
NOTE: This is NOT the same as your Datatel password. This must be created in APPW in Datatel.  

 

 
 

8. You will now be able to access all of the requisitions waiting for your approval. You should begin by drilling down to 
view the details of each requisition. You can select F2 or your keyboard or select the blue Drill Down icon.  
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9. Once you drill down, you will be able to view the requestor, the number of line items, and the approval queue. 

 

 
 

10. It is recommended that you drill down in the line items to view the details of what are being purchased and the 
accounts being used to make the purchase.  
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11. You can view the account numbers for each line item by drilling down. The account number is listed at the bottom 
of the screen. You can also view a detailed description for each line item.  

 
 

12. Once you have reviewed the details. Exit out of the screens by selecting F10 on your keyboard or the single X on the 
tool bar. You should return to the original requisition information screen.  Here, you can access the approval queue.  
You will be able to view who the last approver was. To access the approval queue, F2 on your keyboard or Drill Down 
by selecting the icon.  
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13. Once you access the approval queue, you will see the individuals who have already approved the requisition in the 
left column. The right column will show all of the approvals still needed. To approve the requisition, enter your 
username in the next field available in the Approvals Column, then press the down arrow on your keyboard. 
NOTE: You should always ensure that the requisitions are being sent to your business office. You do this by entering 
their username in the next approvals column. The Next Approvals Column should never be blank.  

 

 
 

14. You will be prompted for your requisition approval password. Enter your password and select OK.  
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15. Once you select ok, you will see your name appear in the approvals column along with the approval date. You will 
also notice that your name disappears from the Next Approvals column.   

 

 
 

16. It is very important that you save your approval. Select F10 on your keyboard or select save on the toolbar. Then 
select Update to save your approval.  
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17. You will be returned to the original requisition information screen. You will be able to see that your name is entered 
as the last approval in the approvals field.  

 

 
 

18. To save your approval, select F10 on your keyboard or select the save icon. Then select Update to save the 
approval. 
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19. You will be returned to the Requisition Approval Queue. “Approved” should now appear in the Approve column 
verifying that your approval has been saved. You can continue to approve the remaining requisitions within your 
queue. 

 

 
 

 

 

 

 


