REQUISITION APPROVAL OVERVIEW

In BuyU, purchase requisitions (PR’s) are moved to workflow queues or folders, and
approvers are assigned to those folders. Multiple approvers maybe assigned to the
same folder.

EMAILS

If you are an approver, by default you will receive an email notification to your
LSUHSC email accountnotifying you when a new requisition is pending your
approval. You can approve or reject the requisition directlyfrom your email, or you
can clicka link inthe email to view the requisition in BuyU.

APPROVAL FOLDERS
A summaryofall requisitions awaiting your approval can be found by clicking

AT i at the top of the page. You will see a screen similarto the one below:

Requisitions To Approve n

Unassigned Requisitions Needing Approval n

To review the requisitions awaiting approval, click the

Unassigned Requisitions Needing Approval

L linkshown above. You willsee a
page similarto the one shown below:

Managing Approvals Quick Reference Guide ¢

Group Results By: Folders ~

Total Resuls Found: 1 Al Dates assign @

Sortby: submit date newest first - =

4 L Supply Center az Contract Managed Catalog [1 result]

Reguisition Ne Sopplies: Ausigned Approver PR OatarTime Requistionss Amount  Action
sesss e . Mot assigned Sr25015 919 M Test Requistoners ss00sD

Not Assigned e

#0538 Felders 24 Bays i folder [Supply Center as Contract Managed Catalag]

Filter My Approvals

Date Range

On the left, you can utilize filters to narrow the results by documenttype, date,
approval folder, department, etc. On the right, you will see several folders containing
one or more requisitions. You will have a folderfor each of your approval permissions

and one foldercalled —~ MY PR Approvals

assigned a requisition to yourselffor review.

,which will only displaywhen you have
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APPROVING REQUISITIONS

Because multiple users maybe assigned to the same approval folder and to avoid
duplication of effort, follow these steps for reviewing and approving requisitions:

1. clickthe ¥! next to the PR(s) to review, make sure| 455190

drop-down atthe top right of the screen, and cIickm.

is selectedinthe

The requisition(s) will now appearinyour — My PR Approvals 5qer,

To approve withoutreviewing the requisition, click the Bkl button.
Otherwise, click the requisition number to openthe purchase requisition (PR).

After reviewing the PR, select Approve/Complete & Show Next ¥ | fom the

drop-down atthe top right of the screen, and cIickm.
6. The PR has beenapproved, and the next requisition to review will display.

REJECTING REQUISITIONS

You may rejectan entire PR or individual line items ofa multi-line PR:
1. Assigntherequisition(s)to yourselffor review as described above.
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2. In " MyPRApprovals g5 qer click the requisition number to openthe PR.

3. Torejectthe entire requisition,selecr| Reject Requisition ¥ | from the drop-down

at the top right of the page, and click m
4. Enter a reason for rejecting the requisition, which will be saved on the PR for the

L . Reject Requisition
requisitioner to see, and then click ) 4

To reject specificline(s) ona PR, click the W] next to the line(s) toreject.
Select| Reject Selected ltems ¥ | 5616 the first line item, and cIickm.

Enter a reason for rejecting the line item(s), and click .
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Select| APProve/Complete & Show Next ¥ | ot the top right of the page, and

clickm to complete the rejection and approve the remaining line items.
RETURNING REQUISITIONS

If a requisition requires changes before approval, you can return it so changes can be
made. To return a requisition:

1. Assigntherequisition(s)to yourselffor review as described above.

2. The requisition(s) will now appearinyour — My PR Approvals ¢ ey

3. In— MyPRApprovals t,ger, click the requisition number to openthe PR.
4. Selectthe Return to Requisitioner option from the drop-down menu atthe

top right of the page, and clickm.

5. Enter a reason forreturning the requisition, which will be saved on the PR for the
requisitioner to see. Clickh aiabcanle



