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     Quick Reference Card 
 Approve Requisition Line Item 

 

Business Workplace – Approve Requisition Line Item 
 
Requisition line items that are non-grant and over $1000 require the approval of the person 
responsible for the cost center.  All grant line items, regardless of the dollar amount, require the 
approval of the grant PI and Barb Smith in the Office of the Comptroller. 
 

• Once logged into https://mynku.nku.edu/irj/portal, access Business Workplace within 
SAP GUI (A). 
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• Click Inbox (B). 
 
Note:  The number appearing beside “Workflow” represents the number of items 
requiring your approval/rejection. 
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• Click Workflow (C). 
• Double-click the appropriate requisition line item (D). 
 

 
 

 
Note:  The requisition will open to the Release Strategy tab for the appropriate line item. 
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• Click the Pencil with the Green Check Mark to approve (release) the requisition line 
item (E). 

• Click the “Red X” (Reject) button to block the release of the requisition line item (F). 
 

Note:  Click the Texts tab and enter Release Notes with the reason for the rejection.  See 
next screen shot. 

 

 
 
• Release Notes example for a rejected line item. 
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• Release Refused:  example of Rejected Line Item. 
• Click Save (G) to return to the list of workflow items. 

 

 
 
• Release:  example of Approved Line Item. 
• Click Save (H) to return to the list of workflow items. 
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Procurement services will create the purchase order once all approvals have been obtained.  Any 
rejected line item will need to be deleted from the requisition so that the funds are available in the 
budget.  Otherwise, the funds will continue to be encumbered for the funds center. 
 
Refer to the Quick Reference Card for Deleting a Purchase Requisition at PRISM.nku.edu for 
step-by-step instructions for deleting a line item.  FI users are encouraged to take the monthly FI 
trainings to fully understand the SAP system and FI business processes at NKU. 


