
Login: 0123XX 
Pswd: XXXXXXXX

Click on “View Item” next to the document needing review

Then click on the “Documents” tab

Select “Print Requisition Coversheet” to see the detailed document

To see scanned support docs, 
click on the “attachments” icon

After 
review, 
close 

screen

After review, 
close screen

When finished reviewing, click on the “Approval” tab

Click on the down 
arrow next to 

Action and select 
Approval, or Deny 
then click “Apply”

And click 
on “OK” 
for final 

approval

Click “Home” to review others, or to back out of the application

Click “Sign Out” when ready to exit the application

To access PeopleSoft, go to UHV 
homepage, select Faculty/Staff, then 

select People Advantage Self 
Service ( P.A.S.S ) link.


