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INFINITE VISIONS: TRAINING INFORMATION FOR APPROVERS 

Infinte Visions’ approvers will receive an email notification of requisitions for approval. 

Login to Infinite Visions (below) - 

Next, click on My Workflow 
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INFINITE VISIONS: TRAINING INFORMATION FOR APPROVERS 

Click on Purchasing & Payables and then Purchase Requisitions -

Check the Show All Requisitions box and then click on Apply - 
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INFINITE VISIONS: TRAINING INFORMATION FOR APPROVERS 

The Purchase Requisition screen will appear -  

 

 

 

Then click on the requisition to approve and the line will highlight -  

 

 

 

Next, double-click on the line item and the Edit Requisition screen will appear –  
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INFINITE VISIONS: TRAINING INFORMATION FOR APPROVERS 

Please review both the account number(s) for accuracy per your department budget and the back-up 

documentation. To view the back-up documents (invoices, quotes, receipts etc.), click on the paperclip 

icon (see below Order Information screen below). 

 

 

 

The Manage Requisition Documents screen will appear -  

 

Click on the magnifying glass to view back-up documents for approval of the requisition -  
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INFINITE VISIONS: TRAINING INFORMATION FOR APPROVERS 

After viewing and verifying the the support documentation - close out (“x”). Also, close out the Edit 

Requisition screen to return to Purchase Requisitions screen. 

 

 

 

If the requisition meets with your approval, click on Actions and then Approve Requisition (see below) -  

 

 

 

This message will appear – click OK (for approval) -  

 

 


