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Editing eRequisitions as an Approver

During the approval process within Ariba, approvers may choose to edit the eRequisition to make
necessary changes. Approvers will have the ability to make these edits based on their individual
permissions. Editing an eRequisition may require that the eRequisition to be re-submitted for approval.

1. From the Ariba Dashboard, go to the ‘To Do’ Portlet. Look in the ‘Required Action’ column to
see which eRequisitions are awaiting approval. Click on the ID number to open the eRequisition.
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Welcome to NC E-Procurement @ Your Service!

Archive NC E-Procurement is available in ‘view-only’ status to
allow access to requisitions and purchase orders created prior to
July 2012,

Training resources for the new NC E-Procurement system are
available at: http://eprocurement.nc.gov/Training.html
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1. Click the ‘Edit’ button.
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RQ16999402 - Test eRequitisition to Edit

Status: Submitted
These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may alse print the details of the request. Review
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Title: Test eRequitisition to Edit

Pre-Encumbrance Status:  Pre Encumbered
Buying Entity: 13EG

Transmit To Supplier?

My Labels: ! Apply Label...

Line Items (1)

Show Details  [T11]
MNo. Type Description Supplier Part Number Qty Unit

Tax Other Price Amount
1 [E  Award, 20 vear, Carolina ships wheel clock ...

$0.00000 $0.00000
g — $31.66 USD $31.66000 USD

Total Cost:  $31.66000 USD

Note: Some users may view the ‘Confirm Edit’ page. This page confirms the user will be editing
the selected eRequisition. To avoid viewing this page in the future, place a checkmark in the
checkbox beside ‘Don’t show this page again (to reset, click Preferences).” Click ‘OK.’
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Confirm Edit

Confirm that you want to edit the request. You can hide this screen in the future by clicking the check box; to show the screen again, reset the default preference.

‘fou will be editing your eRequisition. You may edit any part of the eRequisition by going to the appropriate step in the Navigation Panel.
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2. Make the necessary edits to the eRequisition by checking the box next to the appropriate line
number and clicking ‘Edit.’
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RQ16999402: Test eRequitisition to Edit

Review your requisition and make changes as necessary. When you are finished, save the request.

Title:

Test eRequitisition to Edit
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Show Details  [111]

MNo. Type Description
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Supplier Part Number Qty Unit Tax Other Price Amount
0.00000 $0.00000
- E Award, 20 Year, Carolina ships wheel clock ... SNC8041 1 each $ = ZSD $31.66 USD $31.66000 USD
\

Total Cost:  $31.66000 USD

Update Total

3. Click ‘Save’ to save the changes.
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Review your requisition and make changes as necessary. When you are finished, save the request.
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Buying Entity: *13EG

Transmit To Supplier?

My Labels: £ Apply Label...

Line Items (1)

Show Details D

[ No.
[
@

Type Description

Award, 20 Year, Carolina ships wheel clock ...
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Tax Other
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Price Amount

$31.66 USD $31.66000 USD

Total Cost:  $31.66000 USD

Update Total

8/1/2013

Editing eRequisitions as an Approver Process Guide



— ,\
%(/\/ <, E-Procuremenﬁ}

£ @ your service

NC E-Procurement @ Your Service
Approving Course
Editing eRequisitions as an Approver Process Guide

4. Click ‘View’ the status of the request. The ‘New Requisition — Saved’ page is displayed.

Note: After making edits to the eRequisition, the user will still need to approve it.
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New Requisition - Saved

Your changes have been saved. Use the Status section of the Navigation Panel to monitor the request's progress through the approval process.

RQ16999402 - Test eRequitisition to Edit has been saved.

~ + Prnt’S owpy of this request
( + view the shatus of your request
~ smpdd b8l to tag this document
& Return to the NC E-Procurement Service Home Page

5. Click ‘Approve’ to approve the request.
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RQ16999402 - Test eRequitisition to Edit

Status: Submitted

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request. Review ¥
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6. Enter any necessary comments and click ‘OK.’

Note: Check the ‘Visible to Supplier’ box if you wish for your comments to be viewed by the

C ARIB A* Home | Help ™| Logout
E-Procurement
@your service Home welcome Barbara P Roper
[ Create Search [LELELEY Recent Preferences
Approve - Comments
Enter a comment; other approvers and users will see your comments. To move approved items out of your To Do list, archive the document to the default Archive Items folder or select another folder. 3

*fou chose to approve RQ16994838.

The guantity was changed because the department required more of the test item. =+
Check the ‘Visible to
Comments: Supplier’ box if you want
the supplier to view your
comments.

d
[ visible to Supplier <

Archive items to label:  Archive Ttems
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