NORTH CAROLINA ePROCUREMENT

NC eProcurement
Approving a Purchase Requisition

The approval process for NC eProcurement allows the appropriate personnel to approve, edit, or deny items that
have been requested in NC eProcurement. Each Purchase Requisition (PR) 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 user’'s management level, supervisor chain, and entity.

Approvers may set their NC eProcurement email preferences to receive an email notification each time a PR 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 VI: Edit Email
Notification Preferences in the ‘Getting Started’ job aid.

Notifications for approval requests will also appear on the bell icon in the upper right of the screen in Guided
Buying.

Note: 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 | through |V, then cover the same process and any
differences in Expert View in sections V through VII.

. 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.

Note: Users without the ability to create Purchase Requisitions (PR) may go straight to ‘Your Approvals.’
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1. 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:

a. ‘To approve’ will show all PRs currently waiting for active approval by the user.
b. ‘To watch’ contains PRs that the user has been designated as a watcher on the approval flow.
c. ‘Recent approvals’ contains items recently approved by the user.

d. ‘Custom forms’ is for Security Administrator use and will remain empty for most users.
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2. Approval requests will be sorted by newest first, with the PR number, Title, Requester, and Total Amount
listed. Click the ‘See details’ button to see the selected PR summary page with more details.

Guided Buying Find goods and services

< Your Approvals Select the ‘See details’ button to see more

FEE TS ”‘*Y— ----- Sy TS information for a PR request.
S To approve (28) ,(\Toifatchi:i)/ Eec-ent_apprufls—(é)i) \Cistom forms (0)

Filter by

PR11618138

ADMIN Requester $92.05285 USD
Test FSI - NCAS 3 Requested 6/2/20

Each section shows the total
ey | NUMber of items waiting for review $107.39000 USD
TN (if needed) next to the title.

Il. Approving a Purchase Requisition — Guided Buying

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

1. PRs that are waiting to be reviewed will appear on the ‘Your Approvals’ page under the ‘To approve’
tab. Select ‘See details’ to review the PR.

Note: 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 PR and the option to ‘Approve’ or ‘Cancel’. If the request is approved, then it
will immediately move to the next person in the approval flow without showing any further details.

neeprocurement Guided Buying ‘ Find goods and services

< Your Approvals

To approve (12)  Towatch (0)  Recent approvals (200+)  Custom forms (0)

Filter by | Type v Last 3 months V' Find a request Q
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=

PR11817945 ADMIN Warehouse Purchaser $905.00000 USD
New Test 8a & Fequesicasizsio Approve See details

2. Once on the PR Summary page, review the details for the purchase request.

a. When approving PRs, the Approval Flow and Comments sections will appear first. Scroll down
the page to see more about the items or services being requested.
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b. Line item information can be found by selecting the arrows on the left side to expand each section

as needed.

Note: 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 IV: Editing a Purchase Requisition as an Approver.

3. Click the ‘Approve’ button if the details of the order are correct.

e eprocurement  Guided Buying

< Test FSI - NCAS 3 otal Cost $92.05285 USD Approve | Den - \

Submitted
—-———
-
( Approval Flow

~
\5—_—‘

The ‘Approve’ and ‘Deny’ button
will appear for every approver.
Users may see the option to
‘Edit’ the PR if they have the
correct permissions.

- ——-—

-
 Comments

The Summary page as an

approver will always have the
browse Approval Flow and Comments | e
sections at the top. Scroll

down to see line items.
hin 1o 592 05285 1D

Attachments

NCePROCUREMENT Guided Buying

e
¢ TestFSI-NCAS3 el Coxt $92.05285 UsDY,
Request details / PR11818138 S ="
Items (3)
Quantity Price Net Amoynt
=N 1box $16.01000 USD $16.010p0 USD
4 ) Pendaflex Reinforced 1/3-cut Tab Manila
v
\\ V2 Forms & Supgly, Inc-FSleffice Gross fmount &
$18.13000 USD
Location Supplier Part Number H H
& If everything is
Forms & Supply, Inc-FSloffice PFXR75313 .
correct, click the
Supplier Auxiliary Part ID Contract ‘Approve’ bUtton.
PFXR75313 C464
Click the arrows =
> Acdbuntin Company (1308
to the left of each IO s R
|ine |tem to open I:/ s:i:ping COMMISSION OF INDIAN AFFAIRS116 West Jones Street, 3rd Fleor, Raleigh
further details S peliverTe
ADS ADMIN Requester
COMMISSION OF INDIAN AFFAIRS116 West Jones
Street, 3rd Floor Raleigh, NC 27603 United States
Need-by Date
Not specified
=5
( > Cobhments
S~
> Attachments
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4. Once the user clicks ‘Approve,’ the ‘Approve request’ pop-up will appear. Add any comments as
needed/desired and click ‘Approve’ to approve the PR and send it to the next user in the approval flow or
‘Cancel’ to continue looking over the request.

Note: PRs 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 PR will become a Purchase
Order and is automatically sent to the supplier. The status of the PR and Purchase Order will be ‘Ordered.’

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

NCePROCUREMENT Guided Buying

¢ TestFSI-NCAS3
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) > = ®
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s >
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( e [P
Budget Integration User ~ \
6/2/20 = =

lll. Denying a Purchase Requisition — Guided Buying

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

1. PRs that are waiting to be reviewed will appear on the ‘Your Approvals’ page under the ‘To approve’
tab. Select ‘See details’ to review the purchase request.
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Note: In order to ‘Deny’ an order, the user must select ‘See details’ and go to the PR Summary page. The ‘Deny’
button will only appear on the Summary page.

Guided Buying ‘ Find goods and services

< | Your Approvals
Click the ‘See details’ button

Toapprove (28)  Towatch (4)  Recentapprovals (91)  Cusf  tO see further PR information.

Filter by Type v Last 3 months W Denying an order reqUireS
going to the PR Summary
':Fe;;tlilSa\lr:LCAS 3 & page'

PRI11618137 ADMIN Reguester $107.38000 USD
Test FSI - NCAS 2 & rcquesied 2120 Approve See details

2. Review the PR to determine whether it should be approved or denied.
Note: For information on approving PRs, please see Section | — Approving a Purchase Requisition.

3. If the user determines that the PR 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.

NCePROCUREMENT Guided Buying

N
Test FSI - NCAS 3 Total Cost $92.05285 USD ol
<
-
Request details / PR11818138
Items (3)
Quantity Price Net Amount
=N 1 box $16.01000 USD $16.01000 YSD
( w1 Pendaflex Reinforced 1/3-cut Tab Manila ...
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Gross Ampunt @

$18.13¢00 USD

Location Supplier Part Number If the order needs to
Forms & Supply, Inc-FSloffice PFXR75313 be sent back to the
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Supplier Auxiliary Part ID Contract . )
PFXR75313 caga Deny button.
Click the arrows (' = N
> Acdbuntin Company (1308
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line item to open ( F SHipping COMMISSION OF INDIAN AFFAIRS116 West Jones Street, 3rd Floor, Raleigh
H ~ ’\II o eliver To
further details. S petier™
A05 ADMIN Requester

COMMISSION OF INDIAN AFFAIRS116 West Jones
Street, 3rd Floor Raleigh, NC 27603 United States
Need-by Date
Not specified
=N
( > Cobments
~_7
> Attachments

4. 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.’
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Note: Requests that have been recently denied will appear in the ‘Recent approvals’ tab on the ‘Your
Approvals’ page.

NcePROCUREMENT Guided Buying

¢ TestFSI-NCAS 3 Total Cost $92.05285 USD

Request details / PR11818138

Submitted
>
Approval Flow Click an the line to add approvers
— @ e @
: Deny request_ _ — = = = = = = —  _ X
Users should write a NCBudgetlnies - =— == ing Agen...  ADMN Chief Procureme..
-

comment in the provided
space for the requester
before Denying the order.

Clicking the ‘Deny’
- _ button on this screen
-------------- will send the PR back to
fteyourcomment. ~"'| the requesterin
< ‘Denied’ status.

0 Budget Integration User ~ -
£12120

IV. Editing a Purchase Requisition as an Approver — Guided Buying

During the approval process within Ariba, approvers may choose to edit the Purchase Requisition (PR) 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 PR may require that the PR be re-approved by the preceding approval flow if both
the Edit Threshold or Tolerance is broken by the editor.

1. PRs that are waiting to be reviewed will appear on the ‘Your Approvals’ page under the ‘To approve’
tab. Select ‘See details’ to see the PR details.

Guided Buying Find goods and services

< | Your Approvals . .
Click the ‘See details’ button

To approve (28)  Towatch (4) Recentapprovals @1)  cud  tO See further PR information.
Editing an approval request
requires going to the PR o

PR 38 N
R s g| Summary page. = }
-

~——-

PRI11618137 ADMIN Reguester $107.38000 USD
Test FSI - NCAS 2 & rcquesied 2120 Approve See details

Filterby = Type v Last 3 months W Find a request Q

2. If, after reviewing the PR details, the user determines that the PR needs to be edited, click the three dots
next to the ‘Deny’ button, then click the ‘Edit’ option that appears.
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Note: If ‘Edit’ is not appearing, your user profile may not have the Edit role.

NcePROCUREMENT Guided Buying

< Paper Towels - NCEP Office - Southeastern Paper - 20200526 Total Cost $4,586,00000 USD \‘
equest details / PR11817708 e,
R t R1181770 ; \\‘zm|,,
cubmitted Click the three dots next to / =
ubmitte . y
the ‘Deny’ button to access 2
Approval Flow the :Edlts Option Click on the line to add approvers
® © © © O — O
Request NC Budget Integratio. ADMIN Supervisor ADMN Budget Approver ADMN Purchasing Agen. ADMN Chief Procureme.
Comments
Write your comment. Share with supplier
3. The ‘Edit PR?’ pop-up will appear to confirm that the user would like to edit the PR, and doing so will
update the PR 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.
NCePROCUREMENT Guided Buying e\ =) ‘
¢ Paper Towels - NCEP Office - Southeastern Paper - 20200526 Total Cost $4,586.00000 USD
Request details / PR11817708 —N
‘ Edit ‘
Submitted
2
Approval Flow Click on the line to add approvers
® @ -~ & Do @’
Request NC Budget Integ > Edit requisition? x sing Agen... ADMN Chief Procureme.
This actiof the requisition so you can edit it on the checkout page.
Writ ‘optional)
Write an optional comment, eave comments fere
then click ‘Edit’ to continue Sherewit sumnten
with making changes.
Budget User
526120

4. Make the edits to the PR details.
a. Click ‘Update request’ to save changes and send the request back into the approval flow.
b. Click ‘Save and exit’ to save a draft of the updated PR and finish the edits later.
Note: After making edits to the PR, the user will still need to approve it.
Note: If edits are made that exceed the Edit Tolerance and Threshold for your entity, then the PR 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.
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NCePROCUREMENT Guided Buying ):f .

¢ Sweatpants - Steve - Water Heater Dist - 20200519 - SJD
Checkout / PR11817130

-
S —— == T

Ship 0 Use ‘Update request’ to
COMMISSION OF INDI. update the PRy or ‘save and
Raleigh, NC 27603

United States exit’ to save a draft and finish
updates later.

ge details $100.00000 USD

Net Amount $100.00000 USD

Items (2)
Quantity Price Net Amount
LN -1+ 50 uso o~ $50.00000 USD
1 Extra Comfy Sweatpants .
v -
\ 7/ Vater Heater Distributors LLP Unit of Measure Gross Amount Q)

Use the arrow on the left side
of a line item to reveal further
details and make updates.

- -

-
- Name =

N,
( Extra Comfy Sweatpants v
-

e

Description ocation

Extra Comfy Sweatpants Water Heater Distributors LLC v
3219 Liberty Ave Pittsburgh, PA 15201 United States

e mm ===
( Supplier Part Number ~ Supplier Auxiliary Part 1D

123¢ 4
< el

5. Click on ‘View PR’ on the pop-up that appears to be brought back to the Request Details page.
a. The updated PR will also be on the ‘Your Approvals’ page under the ‘To approve’ tab.

6. Click the ‘Approve’ button once the PR is confirmed to be correct.

NceprocUREMENT  Guided Buying

-
¢ TestFSI-NCAS 3 TotalCost $92.05285 USD Y, \ ey
Request details / PR11818138 S
Items (3)
Quantity Price Net Amofint
= 1 box $16.01000 USD $16.01¢P0 USD
1 ) Pendaflex Reinforced 1/3-cut Tab Manila
\ AV
.7 Forms & Supply, Inc-FSloffice Gross frmount &
$18.1$000 USD
Click the arrows to Location Supplier Part Number If everything is
the left of each line Forms & Supply, Inc-FSloffice PFXR75313 correct, click the
‘ i
item to confirm the Supplier Auxiliary Part ID Contract Approve button.
updates were made EGTEEE) CE
successfully. R
\ > Acdbunting Company (1308)
»=<
Stlipping COMMISSION OF INDIAN AFFAIRS116 West Jones Street, 3rd Floor, Raleigh
~ Z
hip To Deliver To
A0S ADMIN Requester
COMMISSION OF INDIAN AFFAIRS116 West Jones
Street, 3rd Floor Raleigh, NC 27603 United States
Need-by Date
Not specified
=N
( > Cobments
SN_”
> Attachments
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7. Once the user clicks ‘Approve,’ the ‘Approve request’ pop-up will appear. Add a comment if needed and
click ‘Approve’ to approve the PR and send it to the next user in the approval flow or ‘Cancel’ to continue
looking over the request.

Note: PRs 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 PR will become a Purchase
Order and is automatically sent to the supplier. The status of the PR and Purchase Order will be ‘Ordered.’

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

NcePROCUREMENT Guided Buying

¢ TestFSI-NCAS3
Request details / PR11818138
Submitted
Approval Flow Click on the line to add approvers
&) ~ N Y -~ >
) @— = ®
Users ma Write an est NC Budget Integ ppr:)v_e Ouest = = = — = - m x sing Agen... ADMN Chief Procureme
y - ~
optional comment before — 1 .. N
. ) 7 s LG ‘ )
Approving the order. S e ress L Clicking the ‘Approve
TOmTent St =T button on this screen
| will send the PR to the
Write your comment. o
—— next person in the
s >
approval flow.
( e [P
Budget Integration User ~ \
6/2/20 = =

V. Finding Approvables in Expert View
When using NC eProcurement, users may wish to approve Purchase Requisitions (PRs) while in Expert View.

Note: For more information on navigating between Guided Buying and Expert View, please see the ‘Getting
Started’ job aid.

1. In Expert View, the user can find PRs waiting for action in the ‘To Do’ portlet on the ‘Procurement’ tab.
2. The Required Action for each item is on the right side of the portlet.
a. ‘Approve’ indicates the user must actively review and approve the PR.

b. ‘Watch’ means the user is a Watcher in the approval flow and may view the PR details, but
approval is not required.
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Note: The ‘To Do’ portlet may also appear on the ‘Home’ tab.

- T==a
HOME PROCUREMENT ;A’LLCS

=~ -

~ -
Purchase Order ;‘ Title

‘V“

Common Actions’

-
Create
Requisition

PR1181:
Manage
Receive PR11816

Personal Workspace PR11816237
My To Do -
PR11816235
More V'
ER1121507;

The ‘To Do’ portlet can
appear on both the ‘Home’
and ‘Procurement’ tabs.

PR11818236 Test SHI - NCAS 8

More v

B PR11814184

Date §

50412020

24/30/2020

24/13/2020

24/10/2020

From Statu
ADMIN Requester % Submitted
ADMIN Supervisor % Submitted
ADMIN Supervisor % Submitted
ADMIN Supervisor % Submitted
ADMIN Requester 2 Submitted
ADMIN Supervisor B Ordered

Title
TEST UNRECEIVING
Correction Enterprises Punchout Catalog

Paper Towels

Title

The Required Action
column in the ‘To Do’
portlet tells the user what
action to take on the

Date t
41312020
41312020

4172020

a = 0 9 @
Recent Vv Manage Vv Create V'
2,
N ¢
o
Required Action
PRy
L womoe
- -
- -~
~ Watch \
~——=- -
=] | v
%
Status
Composing
Composing

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

a. Click the wrench on the upper right of the tab, and click ‘Add Content’ from the menu.

b. Under the ‘General’ section, locate the ‘To Do’ item, and click and hold down the left mouse
button over the portlet item once the arrows appear.

c. Dragthe ‘To Do’ portlet to the desired location outlined in blue dots on the page.

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

Note: 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.

‘V“

My To Do % PR11814190

More ™/

Recently Viewed v
4738 8...ersal Paper T ¥ PR11814748

Test FSI - NCAS 2 P PR11814854

(L EP4200504
Test SHI - NCAS &

236 Test SHI - NCAS 8 B rezets

TEST UNRECEIVING

Gorrection Enterprises Punchout Catalog

HOME PROCUREMENT CATALOG
Purchase Order | Title Order
Common Actions v My Documents
Create D Title
Requisition I[ -
Manage
P PR11813907
Receive
Personal Workspace ¥ PRI1814184 Paper Towels

Catalog with Bid
Gorrection Enterprises Punchout Gatalog
Pants

FOR UAT Ariba Network #1

FOR AT Ariba Network #1

FOR UAT Ariba Network #1

Click the wrench icon,
then select ‘Add
Content’ from the drop-
down menu.

Re:

\(

e 1

IS

IS

I

IS

&

I

IS

IS

32020

712020

712020

9/2020

9/2020

912020

912020

9/2020

a =0 9 @
cent v Manage W Create v
.
~
N ﬁ
-_

STl
r ~
Add Content )
-
= e prepetRc

Delete Tab

Tab Set Options
Add New Tab
Compare Vour Tabs to Default Settings

Revert Tab Set to Default Settings

Composing
Ordered
Ordered
Composing B

View More ... v
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The ‘To Do’ portlet can be
placed in any area outlined
by blue dots, indicating the
location/size of the object.

Hi - NCAS 8
236 Test SHI - NCAS 8

TEST UNRECEIVING
Correction Enterprises Punchout Catalog

Paper Towels

¥ Common

E calendar

¥ Buyer

a2z 09 @

HOME ~ PROCUREMENT  CATALOG Add Content  ® m

Click and Drag content items below onto the
Purchase Order | Title Order ID ‘V“ dashboard C
Common Actions v T
Create

D Title

Requisition

NCAS Guided Buying;: Click here to navigate.
EP Lite Guided Buying: Click here to navigate

Catalog with Bid A ¥ Rep
Click and drag the T
Correction Enterprises Punchout Catalog ¢ ) I Chart/Table
To Do’ portlet onto S
Pants : ©
P the dashboard.
(% EP4900504 FOR UAT Ariba Network #1 4/9/2020 Ordered
E RC3615 4/9/2020 Composing -
____________ View More ... '
= - ]
~
7 S
o - =
7 News == > -
New NC eProcurement Website
As of this month, the NC eProcurement website has a fresh new look! The modern new site is now more user-friendly, mobile-
friendly, and easil
Check out the site it eprocurement.nc.gov!

VI. Approving a Purchase Requisition — Expert View

The Purchase Requisitions (PRs) 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.

1. Click on the PR ‘ID,” ‘Title,” or the ‘Approve’ link on the ‘To Do’ portlet.

a. Selecting ‘ID’ or ‘Title’ will bring the user to the PR Summary page.

b. 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 PR details before approving, the user
should select the ‘ID’ or ‘Title’ on the ‘To Do’ portlet instead.

c. Users may also search the system for the PR number to approve awaiting requests.
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Note: The ‘View All' link in the bottom right of the ‘To Do’ portlet will display the number of PRs awaiting action,

organized by category.

b a = 0o 9 @
HOME  PROCUREMENT  CATALOG Recent v Manage v Create v
Purchase Order ™ | Title Order 1D ‘vn EN'
Common Actions ~ To Do ~
Create D Date | From Statu e _ —Reguied Acton
reuision -—== .- ~\
(  rrusisiay 612/2020 ADMIN Requester B submitted st FSI - NGAS 2 Lt
Manage N - < N - ——
PRUS18L 61212020 ADMIN Requester Test FSI-NCAS 1 Approve
Receive
Personal Workspace PR11817993 ADMIN Requester % submitted Test Approve
My To Do PRL1B17804 % submit Approve
More v
PRLLE17711 & submitted - Water Heater Dist - 20200526 - SJD Approve
Recently Viewed g B Submitted - — Approve -
A ‘ ) e 9 R . . i - ~
" Click on the ‘ID,” ‘Title, The ‘View All’ menu 27N
" ‘ ) . / e (7
, or ‘Approve’ links for the shows every PR with |
N . . Watch (4)
: PR to move to the required action. , oo
PRI1818236 Test SHI - NGAS & roval screen Statu: | Perove y
woro app : e P po— S~ T

2. Review the PR details and click the ‘Approve’ button if the PR is correct.

Note: Users with the necessary permissions can also edit the PR 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 VIII: Editing a Purchase Requisition as an Approver.

Note: The approval flow for a PR is now found on the Summary page, above the Line ltems section.

PR11818137 - Test FSI - NCAS 2

——— -

- ~
i PR
~ -~

~ -

Summary Orders Receipts

Title:  Test FSI - NCAY

Review the request details for
the PR by scrolling down, and
then click the ‘Approve’ button
when complete.

Entity: 13 - Department of ACTIG

On Behalf Of:  ADMIN Requester

Suppress Order

) PR11818137

Not applicable

001 - Destination freight paid by vendor and included in price. Title passes upon receipt. Vendor files any claims

abel.. v ©
MIN Requester

v Comments (1)

Comments
Visible to Suppl)

Budget Integrats LiTransaction passed, 2:Transaction passed, 3:Transaction passed No

Reply

Attachments: & Add Attachment

- S
“  Cart Summary ~
‘s N
/ Forms & Supply.... (3) $103.30000USD |
[ Charges $4.00000 USD
\ /7
A Y Total (3 iterns) $107.39000 USD #
~
~ -
S~a --"

The ‘Cart Summary’
shows the number of lines
and total for the PR.

11/14/2025 Approving a Requisition
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Comments =

visible to Supplie
Budget Integrat 1:Transaction passed, 2:Transaction passed, 3Transaction passed Add comments or No
attachments as needed.

—————

- ~

’ !
~ Add Comment .

S~ -

<

v Approval Flow

per

v v v v v Approved
ADMN Purchasing Agent ADMN Chiet Procurement Offcer

Submitted v

Budget Integration User (NC Budget Integration) ADMN Bud,

v Line ltems

3 tems Total Show Detals =

No. t Type Description Qty  Unit  Price Discount Net Amount Gharges Taxes Amount Multi Year Indicator ~ Stock Keeping Unit  FOB Gode

(NC;

001 -

Click the ‘Detail’ button to regh pad

A Q q by vendor -—— -

view more information for ci g ~

1 #®  Bostitch Ergonomic Desktop Stapler - 20 1 each  $11.41000 USD $11.41000 USD . . ‘;Fme ml\1

the line item. b N -
Soon

vencr

files any

claims.

N7/

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

Note: PRs 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 PR will become a Purchase
Order and is automatically sent to the supplier. The status of the PR and Purchase Order will be ‘Ordered.’

Note for Community College, School System, and Non-Integrated users: Once all required approvers have
approved the request, the PR is then sent to the appropriate financial system (e.g., Sunpac, LINQ, or Colleague)
for further processing. The status of the PR will be ‘Approved’ and will not change until the finalized PR is
received back from the financial system, at which point it will move to ‘Ordered’ status.

P - a s 09 @

Approve - Comments

Check this box to
make any comments
You chose to approve PR11818137.

visible to suppliers. Click ‘OK’ to send the PR
’ to the next user in the
approval flow.

Other approvers and users will see your comments.

P -~ 4
( Visible to Supplier )
~ Il ) -
Archive items to label: | Archive ttems

-~ =~

- =
~

~S_——-
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Vil.Denying a Purchase Requisition — Expert View

Once a Purchase Requisition (PR) is submitted for approval, the approvers have the option to either approve the
PR or to deny it. A user may deny a PR only if the approver is listed as the active required approver in the
approval flow of the request. After a PR is denied, the status will change from ‘Submitted’ to ‘Denied’. The

original requestor will receive an email notification indicating the PR 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.

1. Click on the PR ‘ID,” ‘Title,” or the ‘Approve’ link on the ‘To Do’ portlet.
a. Selecting ‘ID’ or ‘Title’ will bring the user to the PR Summary page.
b. 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 PR details before approving, the user
should select the ‘ID’ or ‘Title’ on the ‘To Do’ portlet instead.

c. Users may also search the system for the PR number to approve awaiting requests.

Note: The ‘View List’ link in the bottom right of the ‘To Do’ portlet will display the number of PRs awaiting action,
organized by category.

SR e a = o0 % @
v

Recent v Manage Vv  Create

Purchase Order | Tite order 1D v“ X ¢
omn ns

HOME PROCUREMENT CATALOG

PR11817804

PRL1817711

:eve - Water Heater Dist - 20200526 - 5.0

Click on the ‘ID,” ‘Title,
or ‘Approve’ links for the
PR to move to the
approval screen.

The ‘View All’ menu
shows every PR with
required action.

PR11818236 Test SHI - NGAS 8

NRECEIVING 4/312020

2. Review the PR to determine if it should be approved or denied.

Note: For information on approving PRs, see Section VI: Approving a Purchase Requisition.

11/14/2025 Approving a Requisition 14
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3.
return it to the original requestor.

If the approver determines that the PR should be denied, click the ‘Deny’ button to deny the request and

Note: A user who is designated as a ‘Watcher’ in the approval flow will not have the option to deny the PR.

PR11818137 - Test FSI - NCAS 2

’—— 5\
~ -

~—_

Summary Orders Receipts

Title:  Test FSI - NCAS 2
Entity: 13 - Department of Administra

on Behalf Of.  ADMIN Requester

Suppress

If the PR details must be corrected
by the original requester, click the
== ‘Deny’ button.

Vendor files any claims.

ADMIN Requester

Need-t

v Comments (1)

Comments

Budget Integrats 1:Transaction passed, 2:Transaction passed, 3:Transaction passed

Reply

Attachments: & Add Attachment

a2 0 ¢ @
Status: Submitted
_____ —
- =~ -~
= ~
P “  Cart Summary ~
N
/ Forms & Supply.... (3) $10330000UsD |
‘ Charges $4.00000 USD
\
A Y Total (3 items) $107.38000 USD /'
So 7
= ~ - - -

visible to Suppl

The ‘Cart Summary’
shows the number of lines
and total for the PR.

No

Comments

Budget Integrat 1:Transaction passed, 2:Transaction passed, 3:Transaction passed

——_——-—

- ~

{ )
~ Add Comment .

~ -
—_— e T = -
- N
( tachments: & add Atachment )
~ -

Bl

v Approval Flow

Submitted v
V' Budget Integration User (NG Budget Iniegration)
v Line Items
3 Items Total
No. t Type Description Qty  unit  Price
. Bostitch Ergonomic Desktop Stapler - 20 1 each  $11.41000 USD

Visible to Supplier

Add comments or o
attachments as needed.

Discount

ADMN Purchasing Agent ADMN Chief Procurement Officer

Net Amount Charges Taxes Amount

Approved

Show Details

Mult Year Indieator ~ Stock Keeping Unit  FO

Click the ‘Detail’ button to
view more information for
the line item.

$11.41000 USD

pai
by vendor

and ~ \
— P, o

price. Tith cte Vi

passes -

~N_—

- — -

upon
receipt.

Vendor
files any
claims.

11/14/2025
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4. Once the user clicks ‘Deny,’ the ‘Deny - Comments’ page will appear. Add a
comment about why the order was denied and click ‘OK.’

Note: PRs 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.

QSRR e A = 0 o
Deny - Comments
Explain why you denied this request. Other users will see your comments. . . s
Click ‘OK’ to send
You chose to deny PR1181813.L
i the PR back to the
“ requester in ‘Denied’
~
~< status.
Use the comments box to
N explain why the PR was
[ vsibte to supplier .
Denied.
E\ Archive items to label ‘ Archive ltems ~
P
e

VIIl. Editing a Purchase Requisition as an Approver — Expert View

During the approval process within Ariba, approvers may choose to edit the Purchase 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 PR may require that the PR be re-approved by the preceding approval flow if both
the Edit Threshold or Tolerance is broken by the editor.

1. Click on the PR ‘ID,’ ‘Title, or the ‘Approve’ link on the ‘To Do’ portlet.
Note: Clicking ‘Approve’ will bring the user to an abbreviated Summary page, with only the basic line item details

such as Line Iltem Description, Quantity, Price, and Total Amount visible. The Approval Flow will also be
displayed. For more PR details, the user should select the ‘ID’ or ‘Title’ on the “To Do’ portlet instead.

SEnemuy ol a5 0 ¢ @
HOME PROCUREMENT  CATALOG Recent v Manage v Create '
Purchase Order | Title order 1D ‘v“ a3 ¢

Common Actions v To Do v

Create D Date | From Statu

Requisition ' =
(  Prusiersy >

Manage N -

-
ADMIN Requester
P

Test FSI - NCAS 1

ADMIN Requester
Receive

Personal Workspace PR11817993 ADMIN Requester % submitted Test

My To Do PR11817804 % submits
More v

PRL1817711 ¥ submitted Sweatpants - Steve - Water Heater Dist - 20200526 - SJD Approve

Recently Viewed " % submitied Faper Towels - NCEP Of 2 26 S0 sprove
Click on the ‘ID,’ ‘Title,’ m— The ‘View AIl’ menu e 1_:\\
or ‘Approve’ links for the shows every PR with \b( e A
PR to move to the required action. . \ \pwz /
approval screen. Moo
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2. Click the ‘Edit’ button that appears next to ‘Approve’ and ‘Deny’ on either the PR Summary or Approving

pages.

Note: If ‘Edit’ is not appearing, your user profile may not have the Edit role.

PR11817708 - Paper Towels - NCEP Office - Southeastern Paper - 20200526 - SJD
- - ~

History

To update PR details, click
the ‘Edit’ button.

On Behalf Of:  ADMIN Reqy

Ariba Guidet

: PR11817708

Not applicable ()

01 - Destination freight paid by vendor and included in price. Titie passes upon receipt. Vendor files any claims.
abel.. v ©

ADMIN Requester

Status: Submitted

- -

~
-~ S
< ~
’ Cart Summary N
/
| Southeastern Pa... (2 $45.85000 USD
\ N Total (2 items) $45.86000 USD
~ -

The ‘Cart Summary’
shows the number of lines
and total for the PR.

3. Make edits to the PR. 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.

4. Click ‘Save’ to save the updates made to the PR.

v Approval Flow

To update line items, check
the box next to a line and use
the ‘Actions’ drop-down menu
and select ‘Edit Details.’

\7\ 2 [E  UNIVERSALKRAFT 8" ROLL TOW

Submitted v v Approved
fget User (NC Budget Integrat DMIN ' ADMIN Financial Approver (ADMN Budget Approver) DMN Chief Procurement fhcer
v Line Items
2 Items Total Show Details =
A F Qo 1 Type Description Discount Net Amount Charges Taxes Amount

[ ctons v 1 [ e

capaelaged Lines
- pyeielagied Line:

( Edit Details )
~ - -
“EdirDisEBnT
Edit Charges
Edit Taxes
Delete Selected Lines
Delete Discounts.

sap) Delete Charges
2o

Delete Taxes

$17.14000 USD $0.00000 USD $17.14000 USD

Click ‘Save’ to finish making
updates to the PR.

--—

Continue Shopping ( Save

S _——-

J  Exit

e
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5. Users will be taken back to the Summary page for the PR, where they’ll be able to approve the newly
updated PR.

Note: If edits are made that exceed the Edit Threshold and Tolerance for your entity the below warning screen
will appear, and the PR 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.

PR11817708: Paper Towels - NCEP Office - Southeastern Paper - = Print ‘ Save ‘ Exit ‘

The changes you made to this document may require the approval of different people. Ariba will regenerate the approval flow automatically.

=

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

Note: PRs 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 PR will become a Purchase
Order and is automatically sent to the supplier. The status of the PR and Purchase Order will be ‘Ordered.’

Note for Community College, School System, and Non-Integrated users: Once all required approvers have
approved the request, the PR is then sent to the appropriate financial system (e.g., Sunpac, LINQ, or Colleague)
for further processing. The status of the PR will be ‘Approved’ and will not change until the finalized PR is
received back from the financial system, at which point it will move to ‘Ordered’ status.

Approve - Comments

Check this box to
make any comments

um:semem:W"VE‘F’RUiﬂ” visible to suppliers. Click ‘OK’ to send the PR
' to the next user in the
approval flow.

- ~

(]
)

~S_—_—-

Other approvers and users will see your comments.
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