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1. The following steps will show how to place a requisition on hold in order to indicate that you are waiting 
for additional information. Click on the requisition # in My PR Approvals folder. 

 

 
 

2. Select Place PR on Hold as the Available Actions. 
3. Click on the Go button. 
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4. Enter the Hold Reason in the Add Note pop-up. 
5. Click the Place PR on Hold button. 

 

 
 

6. Notice that the requisition has been placed on Hold in the My PR Approvals folder.   
7. Once the additional information has been received, click on the Approve link to complete the 

requisition.   
8. This completes the steps for this procedure.  Click on the East Carolina University icon to return to the 

home page. 
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