ARIZONA

PROCUREMENT PORTAL

Revisit Workflow Step

This document is a quick reference guide for users who will wish to revisit a workflow step in the Arizona
Procurement Portal (APP). If you have any questions, please contact the APP Help Desk at app@azdoa.gov.
Additional resources are also available on the SPO website: https.//spo.az.gov/.

This QRG assists in reverting a workflow step from its current step, to the previous step; allowing you to modify the
document information.

Revisit Workflow Step

1. Open the desired Requisition or Purchase Order (PO) to access the workflow.
2. Click the Workflow tab link.

Invoice
Workflow
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3. The workflow displays. View each phase of the workflow any process has, or will take.
4. Click the re-visit step link to send a document to a previous step.
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Note: The “re-visit step'' link is located in the last column of each step’s row in the Approval History section.
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