
e-Requests System 
 

Introduction 
The objective of this system is to convert all AU requests and forms into electronic format, ultimately 

reducing paper consumption and speeding up processes. The e-Request system is designed to be 

flexible enough to accommodate almost all the requests and forms currently implemented in the 

university. This document provides a description and how-to guide for the end users of the e-Request 

system. 

Requesters such as students or employees can initiate an e-Request through SIS or ORS. 

• Requesters can view the request status once it is initiated.  

• Requesters will receive an email notification when the request is initiated, rejected, held or 

completed. 

• Requesters can initiate the request based on a list of eligibility criteria, displayed on the 

system. 

The e-Requests system is integrated into SIS and ORS: 

Requests (tab)  Requests (sub menu)  All Requests 

System Functions 
This section provides a brief description and screenshots about each system functionality. 

All Requests page 
In this page, users can initiate new requests and see all the requests related to them. The 

screenshot below shows information of this page. 

 

 



New request 
In this page, users can initiate new requests based on the defined request types. Request types are the 

forms defined in the system by AU offices. Only active types that have an active workflow will appear to the 

users. After selecting a request type, the request fields will appear to be filled by the user, and the eligibility 

criteria will be checked before submitting the request. 

 



Processing the request 
After initiating the request, the request will follow a specific workflow based on the selected request 

type.  

• Workflow users can see their pending requests as described previously in the “All Requests” 

section. 

• Users can approve, reject, and hold the requests. 

• Once the relevant user approves the request, it will move to the next approval level in the 

workflow. 

As shown in the screenshot below, users can see their pending requests and click on ‘Click here’ to 

see all their pending requests. 

You have (7) pending requests. Click here to view. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Next, after clicking the PROCESS button, the system will redirect the user to the request’s 

information/approval page, where he/she can see all information related to the request including 

the requester’s information, the request fields with entered answers, and the workflow approval 

history. The user has the option to approve, reject, or hold the request and insert comments. 

 


