Approving a Requisition

Introduction

The approval process for NC eProcurement allows the appropriate personnel to approve, edit, or deny items that have
been requested in NC eProcurement. Each Requisition must be fully approved within NC eProcurement before the
Purchase Order is generated and sent to the supplier. The approval flow for each user may differ based on the users
management level, supervisor chain, and entity. Approvers may set their NC eProcurement email preferences to receive
an email notification each time a requisition is sent to them for approval. The requests will appear in Your Approvals
even if the approver elects not to receive the notification. For more information regarding email notifications, please
refer to Section 6: Edit Email Notification Preferences in the Getting Started job aid. Notifications or approval requests
will also appear on the bellicon in the upper right of the screen in Guided Buying.

The Approval process can be completed in both Guided Buying and Expert view. This job aid will cover the Approval
process in the Guided Buying view in sections 1through 4, then cover the same process and any differences in Expert
View in sections 5 through 7.
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Learning Objectives
At the end of this job aid, you will be able to:
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-@- Approve a Requisition in Guided Buying.
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-@- Approve a Requisition in Expert View.

]
_\@’_ Deny requisitions in Guided Buying and Expert View.



Approving a Requisition

Navigating to Your Approvables in Guided Buying

When logging in to NC eProcurement, users will be brought to the Guided Buying landing page.
To see items currently waiting for approval, select Your Approvals at the top of the page.

Users without the ability to create Requisitions may go straight to Your Approvals.
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A. On the top of the Your Approvals page, there are 4 different sections, with the total
number of remaining requests in each section displayed next to the name:

* To approve will show all PRs currently waiting for active approval by the user.

* To watch contains PRs that the user has been desighated as a watcher on the
approval flow.

* Recent approvals contains items recently approved by the user.

* Custom forms is for Security Administrator use and will remain empty for most
users.

B. Approval requests will be sorted by newest first, with the requisition number, Title,
Requester, and Total Amount listed. Click the See details button to see the selected
requisition summary page with more details.

Guided Buying ‘ Find goods and services
< Your gagrovals
Qﬁ)appmve (28) Towatch(4) Recentapprovals (91)  Custom forms (0) ]
Filterby | Type v | Last3months vV

Find a request Q

1B

PR11818138 ADMIN Requester $92.05285 USD
Test FSI - NCAS 3 Requested 612120 Approve See details
PR11818137 ADMIN Requester $107.39000 USD
Test FSI - NCAS 2 Requested 6/2/20 Approve See detalls
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Approving a Requisition

Approving a Requisition — Guided Buying

e Once a Requisition is submitted for approval, the approvers have the option to either approve
the request or to deny it. A user may approve a requisition only if the approver is listed as the
active required approver in the approval flow of the request.

A. Requisitions that are waiting to be reviewed will appear on the Your Approvals page
under the To approve tab. Select See details to review the requsition.

If the Approve button is selected instead of See details, a pop-up box will appear with space to leave
a comment if needed/desired on the and the option to Approve or Cancel. If the request is approved,
then it willimmediately move to the next person in the approval flow without showing any further
details.

Guided Buying

< Your Approvals

Tospprove (12)  Towatch (0)  Recent approvals (200+)  Custom forms (0)

Filtor by Type v || Last3manthe W Find a request A

L P sz vzo [smoa |
pan— F— o (]
=
prse,
o ADMIN Warehousa Purchaser $805.00000 USD .

New Test 6a & Fequeseasavm S

B. Once on the requisition Summary page, review the details for the requisition.

*  When approving requisitions, the Approval Flow and Comments sections will
appear first. Scroll down the page to see more about the items or services being
requested.

* Lineiteminformation can be found by selecting the arrows on the left side to
expand each section as needed.

Users with the necessary permission can also edit the request during the approval process. This

includes updating line items and adding comments and attachments. For more details regarding this
process in Guided Buying, reference Section 4: Editing a Requisition as an Approver.
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Approving a Requisition

C. Click the Approve button if the details of the order are correct.

ncerrocurement Guided Buying

Test FSI - NCAS 3 Total Cost §92.05285 US| oery |||

Request details PR118181

<

Submitted

T

Approval Flow Clic

©®
©®

®

Request NC Budget Integratio. ADMIN Supervisor

Comments

Share with supplier
Budget Integration User
Attachments
or browse to upload Share with supplier
Shin.fo, Charge to, Total Cost. 592.052R5 11SD,

4" Patty Press waxed paper dividers, 5,000 per Total Cost $117.12000 USD asn

Request details / RQ200050

Items (2)
4" Patty Press Quantity Price Net Amount
Line Numb
ine Number waxed paper 1 case 55568000 USD $55.68000 USD
#1 ivi
dividers, 5,000
2B per Gross Amount ()
THOMPSON &
LITTLE. INC. $55.68000 USD
Supplier Location Supplier Part Number
THOMPSON & LITTLE, INC. PATTYPAPER4

123 Main St Anytown, NC 12345 United States

Supplier Part Auxiliary 1D

> Accounting Agency (1300 - DEPARTMENT OF ADMINISTRATION)

Shipping Ship To (A56)

p 1o Deliver To
A5G NCFS Trainer 1

NC Department of Administration Raleigh, NC 27603
United States

Need-by Date

Mot specified

> Comments

> Attachments

D. Once the user clicks Approve, the Approve request pop-up will appear. Add any
comments as needed/desired and click Approve to approve the requisition and send it
to the next user in the approval flow or Cancel to continue looking over the request.

Requisitions that have been recently approved will appear on the Recent approvals tab of the Your
Approvals page.
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Approving a Requisition

Note for NCFS users: Once all required approvers have approved the request, the requisition will
become a Purchase Order and is automatically sent to the supplier. The status of the requisition
and Purchase Order will be Ordered.

Note for Community College, School System, and Non-Integrated users: Once all required
approvers have approved the requisition, the request is then sent to the appropriate financial
system (e.g. Sunpac, LINQ, or Colleague) for further processing. The status of the requisition will be
Approved and will not change until the finished requisition is sent back to NC eProcurement from
the financial system, at which point both the requisition and new Purchase Order will move into
Ordered status.

nceprocuRement  Guided Buying

¢ | TestFSI-NCAS 3 BN - -
Request details / PR11818138
Submitted
Approval Flow Click on the line to add approvers
~ >
® @ ' — B @
Approve request X

Request NC Budget Integ jsing Agen ADMH Chief Procureme.

Comments

Wirite your comment. Share with supplier

0 Budget Integration User
612120

Denying a Requisition — Guided Buying

e Once a requisition is submitted for approval, the approvers have the option to either approve the
item or to deny it. A user may deny a requisition only if the approver is listed as the active
required approver in the approval flow of the request. After a requisition is denied, the status will
change from Submitted to Denied. The original requestor will receive an email notification
indicating the requisition has been denied. The requester must then withdraw the request to
make the necessary changes.

A. Requisitions that are waiting to be reviewed will appear on the Your Approvals page
under the To approve tab. Select See details to review the requisition.

In order to Deny an order, the user must select See details and go to the requisition Summary page.

The Deny button will only appear on the Summary page.

Guided Buying
< Your Approvals
Toapprove (28)  Towatch (4)  Recent approvals (391)  Custom forms (0)

Filterby  Type w Last 3 months v

Aus1el ADMIN Requester $92,05285 USD
Test FS1 - NCAS 3 B equenies Approve

A1818137 ADMIN Requester 510739000 USD ———
TestFS1 - NCAS 2 2 e See details
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Approving a Requisition

B. Review the requisition to determine whether it should be approved or denied.

For information on approving requisitions, please see Section 1 — Approving a Requisition.

C. If the user determines that the requisition should be denied, click the Deny button to
deny the request. The requester will then be able to withdraw the order to revise or

delete it.
4" Patty Press waxed paper dividers, 5,000 per Total Cost $117.12000 USD Approve lI
Request details / RQ200050 30‘
ltems (2)

4" Patty Press Quantity Price Net Amount
Line Numbe
e Hurbet waxed paper 1 case $55.68000 USD $55.68000 USD
#1
NS dividers, 5,000
per Gross Amount (i)
THOMPSON &
LITTLE. INC. $55.68000 USD
> Accounting Agency (1300 - DEPARTMENT OF ADMINISTRATION)
Shipping Ship To (A56)
Ship To Deliver To
A56 NCFS Trainer 1

NC Department of Administration Raleigh, NC 27603
United States

Need-by Date
Mot specified
> Comments

> Attachments

D. Once the user clicks Deny, the Deny request pop-up will appear. Add a comment for the
requester explaining the reasons for denying the order, and then click Deny.

Requests that have been recently denied will appear in the Recent approvals tab on the Your
Approvals page.

Ment Guided Buying

& Test FSI - NCAS 3 Total Cost $92.05285 USD Deny wee

Request details / PR11818138

Submitted

Approval Flow Click on the line to add approvers

O C —~ —~
Deny request

Request NC Budget Integ

Comments

s Share with supplier
=]
Budget Integration User

62120,
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Approving a Requisition

Editing a Requisition as an Approver — Guided Buying

changes. Approvers will have the ability to make these edits based on whether they were granted
the editing role in NC eProcurement. Editing a requisition may require that the requisition be re-
approved by the preceding approval flow if both the Edit Threshold or Tolerance is broken by the
editor.

° During the approval process within Ariba, approvers may choose to edit the Requisition to make

A. Requisitions that are waiting to be reviewed will appear on the Your Approvals page
under the To approve tab. Select See details to see the requisition details.

Guided Buying Find goods and services

< Your Approvals

Toapprove (28)  Towatch (4)  Recent approvals (31)  Custom forms (0)

Filterby | Type v Last 3 months v Find agequest Q
PR11816138 ADMIN Requester $92.05285 USD
Test FSI - NCAS 3 & reoesicasizin Approve See details
PR11816137 ADMIN Requester $107.39000 USD
Test FSI - NCAS 2 & reciesicasizan Approve See details

B. If, after reviewing the requisition details, the user determines that the requisition needs to
be edited, click the three dots next to the Deny button, then click the Edit option that
appears.

If Edit is not appearing, your user profile may not have the Edit role

neceprocuREMENT Guided Buying

= 4B .
¢ Paper Towels - NCEP Office - Southeastern Paper - 20200526 Totsl Cost §4,586.00000 USD
equest details R11

Submitted

Approval Flow

© © @ ® @@

Request HC Budget Integratio.

Comments

Share with suppller

C. The Editrequisition? pop-up will appear to confirm that the user would like to edit the
requisition, and doing so will update the requisition to be edited. Click the Edit button to
confirm that you would like to continue. Clicking Cancel will close the pop-up and
cancel the Edit process.

mement  Guided Buying

< Paper Towels - NCEP Office - Southeastern Paper - 20200526 Total Cost $4,586.00000 LISD
Request details / PR11817708

Submitted
o)
Approval Flow Click an the line to .
O—© - - O Rt
Request NG Budget Intey > Edit requisition? x sing Agen ocureme.
Comments

L Share with supplier
@) Budset intearaion User | il
526720
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Approving a Requisition

D. Make the edits to the requisition details.
Click Update request to save changes and send the request back into the

approval flow.

Click Save and exit to save a draft of the updated requisition and finish the

edits later.

After making edits to the requisition, the user will still need to approve it.

If edits are made that exceed the Edit Tolerance and Threshold for your entity, then the requisition
may need to be re-approved by the entire approval flow again. Users should contact their Security
Administrator for more information on the Thresholds set up for their entity.

¢ Requisition title: * 4" Patty Press waxed paper dividers, 5,000 per

Checkout / RQ200050

Ship to

NC Department of Administration

Raleigh, NC 27603
United States

Items (2)

Line Number
#

Line Number
#2

Manage locations Charge to

Agency (1300 - DEPARTMENT OF

ADMINISTRATION)

4" Patty Press
waxed paper
dividers, 5,000
per

THOMPSON &
LITTLE, INC_

5" Patty Press
waxed paper
dividers, 5,000
per

THOMPSON &
LITTLE, INC_

v Show additional details

Quantity

BERDL

Quantity

ERENOL

Manage details Total cost

Net amount

Price

$55.68000 USD

Price
$61.44000 USD

$117.12000 USD

$117.12000 USD

Net Amount
$55.68000 USD

Gross Amount ()

§55.68000 USD

Net Amount
$61.44000 USD

Gross Amount (i}

§61.44000 USD

E. Click on View Requisition on the pop-up that appears to be brought back to the Request
Details page.

The updated requisition will also be on the Your Approvals page under the To
approve tab.

F. Click the Approve button once the requisition is confirmed to be correct.

6/18/2026
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Approving a Requisition

NeeprocuReMENT Guided Buying

¢ TestFSI-NCAS 3 Total Cost $92.05285 US!

Request details PR11818138

Items (3)

Quantity Price Net Amount

1 box $16.01000 USD $16.01000 USD
Pendaflex Reinforced 1/3-cut Tab Manila ...
Forms & Supply, Inc-FSloffice Gross Amount (i

$18.13000 USD

Location Supplier Part Number

Forms & Supply, Inc-FSloffice PFXR75313

Supplier Auxiliary Part ID

PFXR75313

> Accounting Company (1308)

Iv Shipping COMMISSION OF INDIAN AFFAIRS116 West Jones Street, 3rd Floor, Raleigh

Ship To Deliver To

ADMIN Requester

Need-by Date

Not specified

> Comments

> Attachments

G. Once the user clicks Approve, the Approve request pop-up will appear. Add a comment
if needed and click Approve to approve the requisition and send it to the next user in the
approval flow or Cancel to continue looking over the request.

Requisitions that have been recently approved will appear on the Recent approvals tab of the Your
Approvals page.

Note for NCFS users: Once all required approvers have approved the request, the requisition will
become a Purchase Order and is automatically sent to the supplier. The status of the requisition
and Purchase Order will be Ordered.

Note for Community College, School System, and Non-Integrated users: Once all required
approvers have approved the requisition, the request is then sent to the appropriate financial
system (e.g. Sunpac, LINQ, or Colleague) for further processing. The status of the requisition will be
Approved and will not change until the finished requisition is sent back to NC eProcurement from
the financial system, at which point both the requisition and new Purchas order will move into
Ordered status.

nceprocuRement  Guided Buying

¢ TestFSI-NCAS 3 Deny
Request details / PR11818138
Submitted
Approval Flow Click on the line to add approvers
LI fa\ b
® o : " B @
Approve request X

Request NC Budget Integ ising Agen ADMN Chief Procureme.

Comments [ ]

Write your comment

Share with supplier

4G ——

‘ Approve Cancel
Budget Integration User

6/2/20
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Approving a Requisition

Finding Approvables in Expert View

e When using NC eProcurement, users may wish to approve Requisitions while in Expert View

For more information on navigating between Guided Buying and Expert View, please see the Getting

Started job aid.

A. In Expert View, the user can find requisitions waiting for action in the To Do portlet on the
Procurement tab.

B. The Required Action for each item is on the right side of the portlet.
* Approve indicates the user must actively review and approve the requisition.

* Watch means the user is a Watcher in the approval flow and may view the
requisition details, but approval is not required.

The To Do portlet may also appear on the Home tab.

PROCUREMENT

Common Actions v TaDo

Mare

My Documents.

Mere v [ Reazze TEST UNRECEIVING anza0
B Frutsizon Comeci

B PRUS14184 Paper Towels

Composing

Composing

C. Ifthe To Do portlet was deleted from the Home or Procurement tabs, use these steps to
add the portlet back to the dashboard:

e Clickthe wrench on the upper right of the tab, and click Add Content from the
menu.

* Underthe General section, locate the To Do item, and click and hold down the
left mouse button over the portlet item once the arrows appear.

* Dragthe To Do portlet to the desired location outlined in blue dots on the page.

* Once added back, the system may take a couple minutes to populate the
portlet.

If the To Do portlet is missing from both tabs and does not appear in the Add Content menu, please

contact the Help Desk for further assistance.

NORTH CAROLINA ePROCUREMENT
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Approving a Requisition

PROCUREMENT

Wy Documents

e a = e @ @
PROCUREMENT  CATALOG Add Content @ m
Click and Drag content o below ot the

5Cﬂ (=3

Common Actions v

o

My Documents

Hews

Approving a Requisition — Expert View

The Requisitions that appear in the To Do portlet on the Procurement tab are approvables
that require the action of the user that is currently logged in.

A. Click on the requisition ID, Title, or the Approve link on the To Do portlet.

e Selecting ID or Title will bring the user to the requisition Summary page.

* Clicking Approve will bring the user to an abbreviated Summary page, with only
the basic line item details such as Line Item Description, Quantity, Price, and
Total Amount visible. The Approval Flow will also be displayed. To view
additional requisition details before approving, the user should select the ID or
Title on the To Do portlet instead.

* Users may also search the system for the requisition number to approve
awaiting requests.

The View All link in the bottom right of the To Do portlet will display the number of requisitions
awaiting action, organized by category

NORTH CAROLINA ePROCUREMENT
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Approving a Requisition

S, = o 2 @
HOME  PROCUREMENT  CATALOG v v
Purchsse order v | T a3 ¢

Comman Actions.

Tost FS1 - NGA

Tost FS1 - NGAS 1

Recently Viewed

fore v |T Acazs TEST UNRECENING

B. Review the requisition details and click the Approve button if the requisition is correct.

Users with the necessary permissions can also edit the requisition during the approval process.
This includes updating line items and adding comments and attachments. For more details
regarding this process in Expert View, reference Section 8: Editing a Requisition as an Approver.

The approval flow for a requisition is now found on the Summary page, above the Line Items
section.

Status: Submitted

Cart Summary
$103.39000 USD
$4,00000 USD
RP Reforen PRI1B161Y Total (3 ems) £107.30000 USD
ot applicable
3G
s bes i by vendor and inch Tl passes up 1
Label... v
ADMAN R
* Comments (1)
Comments =
1 e
Budget Integrat 1:Transaction passed, 2 Transaction passed. 3 Transaction passed [
Reph
Add Comment
+ F
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Approving a Requisition

Comments

* Approval Flow

Submitted v - v v v v ) v v v Approved
AGMIN Supervise ADMN Budget Approves AGMN Purenasing Ager: MM Criet Procuremens Oicer

¥ Line Items.

3 Items Total

Mo 1 Type Description Gty Unt  Price Discount

C. Once the user clicks Approve, the Approve - Comments page will appear. Add any
necessary comments and click OK.

Requisitions are automatically moved to the Archive label after being approved unless another
label is selected. To change the label to which the item is assigned, use the dropdown box beside
Archive items to label and choose the appropriate label. For more information about Labels,
reference the Personal Labels job aid.

Note for NCFS users: Once all required approvers have approved the request, the requisition will
become a Purchase Order and is automatically sent to the supplier. The status of the requisition
and Purchase Order will be Ordered.

Note for Community College, School System, and Non-Integrated users: Once all required
approvers have approved the requisition, the request is then sent to the appropriate financial
system (e.g. Sunpac, LINQ, or Colleague) for further processing. The status of the requisition will
be Approved and will not change until the finished requisition is sent back to NC eProcurement
from the financial system, at which point both the requisition and new Purchas order will move
into Ordered status.

E] o
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Approving a Requisition

Denying a Requisition — Expert View

° Once a Requisition is submitted for approval, the approvers have the option to either approve
the requisition or to deny it. A user may deny a requisition only if the approver is listed as the
active required approver in the approval flow of the request. After a requisition is denied, the
status will change from Submitted to Denied. The original requestor will receive an email
notification indicating the requisition has been denied and must withdraw the request to make
the necessary changes. The items that appear in the To Do portlet on the Procurement tab are
approvables that require the action of the user that is currently logged in. The required action is
displayed on the right side of the portlet.

A. Click on the requisition ID, Title, or the Approve link on the To Do portlet.

e Selecting ID or Title will bring the user to the requisition Summary page.

e Clicking Approve will bring the user to an abbreviated Summary page, with only the
basic line item details such as Line Item Description, Quantity, Price, and Total
Amount visible. The Approval Flow will also be displayed. To view additional
requisition details before approving, the user should select the ID or Title on the To
Do portletinstead.

* Users may also search the system for the requisition number to approve awaiting

requests.

The View List link in the bottom right of the To Do portlet will display the number of requisitions
awaiting action, organized by category.

PROCUREMENT

Common Actions. v To Do

19 99w

C. If the approver determines that the requisition should be denied, click the Deny button to
deny the request and return it to the original requestor

A user who is designated as a Watcher in the approval flow will not have the option to deny the

requisition.

NORTH CAROLINA ePROCUREMENT
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Approving a Requisition

Status: Submitted

Cart Summary

& Supply. $103 33000 USD

£4.00000 USD
RF R PRI1818137 Total (3 tems) $107.39000 USD
ot ot spplicable
*®
NCAS) 001 - Destination feight paic by wendor and included in price. Tili passes Lpan receipt. Vendor fies sny claims
My Labels:  Apply Label.. v
ver Tor ADMIN R
Dt 0
* Comments (1)
Comments L]
] i
Budget Inegrat 1:Transaction passed, Z:Transaction passed. 3:Transactn passed L
Reply
Add Comme
: &
Comments -]
bl 10 Suppl.
integrat 1:Transaction passed, 2 Transaction passed, 3 Transaction passe
Ref
Add Comment
A Attachme:
* Approval Flow
pmtted v - “v v . v v v poeoved
¥ Buge inegrotion User (NG Busget inegration) o e
¥ Line Items
3 tems Total =
Wo. | Type Descripion Gty U Price Discount et Amount Charge s My ok K
® 1 Ergonomic De: 1 ach  $1141000USD 1041000 usD 5200000 USB 0 UsD 00 U

D. the user clicks Deny, the Deny - Comments page will appear. Add a comment about why
the order was denied and click OK.

Requisitions are automatically moved to the Archive label after being denied unless another label is
selected. To change the label to which the item is assigned, use the dropdown box beside Archive
items to label and choose the appropriate label. For more information about Labels, reference the
Personal Labels job aid.

Cancel

NORTH CAROLINA ePROCUREMENT
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Approving a Requisition

Editing a Requisition as an Approver — Expert View

e During the approval process within Ariba, approvers may choose to edit the Requisition to make
changes. Approvers will have the ability to make these edits based on whether they were granted
the editing role in NC eProcurement. Editing a may require that the requisition be re-approved by
the preceding approval flow if both the Edit Threshold or Tolerance is broken by the editor.

A. Click on the requisition ID, Title, or the Approve link on the To Do portlet.

Clicking Approve will bring the user to an abbreviated Summary page, with only the basic line item
details such as Line Item Description, Quantity, Price, and Total Amount visible. The Approval Flow
will also be displayed. For more requisition details, the user should select the ID or Title on the To Do
portlet instead.

PROCUREMENT

B. Click the Edit button that appears next to Approve and Deny on either the requisition
Summary or Approving pages

If Edit is not appearing, your user profile may not have the Edit role

¢ RO e Q € @ % o
RR11817708 - Paper Towels - NCEP Office - Southeastern Paper - 20200526 - SJD Status: Submitted
@ - | ' '

e Paper - 20200526 - SJ0 Cart Summary
4586000 USD

Total (2 ems) 44585000 USD

C. Make edits to the requisition. Line items may be updated by checking the box next to the
appropriate line number and clicking Edit Details from the Actions drop-down menu.
D. Click Save to save the updates made to the requisition.

NORTH CAROLINA ePROCUREMENT
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Approving a Requisition

~ Approval Flow

v

Submitied v v v v Approved

* Line ltems

2 Items Total Show Dsta

B. Users will be taken back to the Summary page for the requisition, where theyll be able to
approve the newly updated requisition.

If edits are made that exceed the Edit Threshold and Tolerance for your entity the below warning
screen will appear, and the requisition may need to be sent through the approval flow for re-approval.
Users should contact their Security Administrator for more information on the Thresholds set up for
their entity.

N ——— £ o o [ ]

The changes you made to this document may require the approval of difierent people. Arba wil regenerate the spproval flow sutomaticaly

C. Once the user clicks Approve, the Approve - Comments page will appear. Add any
necessary comments and click OK.

Requisitions are automatically moved to the Archive label after being approved unless another
label is selected. To change the label to which the item is assigned, use the dropdown box beside
Archive items to label and choose the appropriate label. For more information about Labels,
reference the Personal Labels job aid.

Note for NCFS users: Once all required approvers have approved the request, the requisition will
become a Purchase Order and is automatically sent to the supplier. The status of the requisition
and Purchase Order will be Ordered.

Note for Community College, School System, and Non-Integrated users: Once all required
approvers have approved the requisition, the request is then sent to the appropriate financial
system (e.g. Sunpac, LINQ, or Colleague) for further processing. The status of the requisition will
be Approved and will not change until the finished requisition is sent back to NC eProcurement
from the financial system, at which point both the requisition and new Purchas order will move
into Ordered status.

NORTH CAROLINA ePROCUREMENT
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