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Quick Reference Guide
Approving Requisitions in Ariba



Approving Requisitions in Ariba Quick Reference Guide
Last Updated: 08/2023
This QRG provides the basic steps to review, edit, approve or deny a requisition.  Full approval of a requisition is required to generate a Purchase Order (PO).
Fiscal Approvers will be added to the Requisition based on the Customer Department (cost center) and Requisition Amount.  Approval flow noted below. Requsitions for $1K and less will not add a fiscal approver. 
NOTE: Delegates are not to be assigned. Please work with the Master Data team if updates are needed to the workflow table to accommodate turnover and extended absences.
	Fiscal Level
	Requsition Amount
	Fiscal Approvers

	NA
	$1,000 <
	NA

	Level 1
	$1,000.01 - $5,000 
	1

	Level 2
	$5,000.01 - $25,000
	2

	Level 3
	$25,000.01 - $100,000
	3

	Level 4
	$100,000.01 - $500,000
	3,4

	Level 5
	$500,000.01 - $1,000,000
	3,4,5

	Level 6
	$1,000,000.01 - $2,000,000
	3,4,5,6

	
	$2,000,000.01 > 
	Board of Trustees approval obtained outside of Ariba. Level 6 will approve on BOT behalf.




	Log-in to Ariba

	Go to the OneCampus Portal. 
Choose Procurement - Ariba to log in.

	http://one.purdue.edu/
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	Log in using your Purdue Career Account Username and Password.
Click Log in.
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	View All Requisitions in Ariba 

	
On the Home Tab, to make sure you are seeing all the requisitions needing approval complete the following steps.      

	Click View All 
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	Click Approve
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	Select Approvable Type Requisition
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	Click the arrow to expand the Search Filters
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	Chagne Date Created to No Choice
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	Click Search
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	Click on the ID number to open the requisition to review
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	Editing a Requisition in Ariba before Approving

	Once the requisition is open the approver has the options to approve, deny or edit. 

	Click Edit if any part of the line item information needs to be corrected.
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	To edit account assignment, quantity, price, add or delete lines items, go to the Line Items section check the box next to the line or the top box for all lines needing an edit.
Click Edit.
NOTE: To Delete a line, click the check box for the line. 
Then click Delete.
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	Change quantity, account assignment or ship-to information.
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	Once changes are complete click OK
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	To add a line item, click Continue Shopping to add an addition line.   
Once all changes are finished Click Save, to save any changes made to requisition.
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	A Warning will appear, Ariba will re-draw the approval flow.  
Click Save, to finish the edit.
By clicking Prev, user will be taken back to edit screen
By clicking Exit, user will be given options on how to proceed (such as Save this request, Undo any changes, Continue working on request and print a copy of request 
	[image: ]

	Once an edit is saved, the Approver will need to return to the To Do list and click Approve again to go through the approval process for the appropriate requisition.




	Approving in Ariba

	Once the requisition is open the approver has the options to approve, deny or edit.  

	Review the Requisition: 
Line item information the account assignment, approval flow and attachments etc. 

Click Show Details to see additional information.

If non-catalog requisition, make sure pricing details (quote # or where rpicing come from) are in comments and visible to supplier to avoid invoicing issues later. 
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	If requisition is correct, click Approve.
	[image: ]

	Add Comments if appropriate.

Check the box, beside go to next request to bring up the next item to be approved, if needed.
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	Click OK.
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	If the requisition needs to be returned to the requester, click Deny.
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	Enter Comments as to why the requisition was denied.
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	Click OK. 
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	Click Logout
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	Approving from Email

	NOTE: Email approvals should not be forwarded to others and are intended for the approver recipient of the email. 

	From the Email Notification, review the requisition summary. The same information available in Ariba can be viewed in the Email Notification, except attachments. 

Click Approve or Deny to send an approval or denial to Ariba.

Click Open to view the requisition directly in Ariba and then follow the steps in the Approving in Ariba section above.
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	After clicking Approve or Deny, an email window will open. 

Enter any desired comments between the two bracketed sections* (indicated with the red box), then click Send. 
This will send the approval or denial to Ariba for electronic processing.

Note: DO NOT enter text outside of the bracketed sections, as this may cause issues with the electronic processing.
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	Approving from Smartphone

	NOTE: Email approvals should not be forwarded to others and are intended for the approver recipient of the email. 

	Open the Email Notification from your Email application on your Smartphone device. From this message, you can review the requisition summary. The same information available in Ariba can be viewed in the Email Notification, except attachments
.
Tap or choose Approve or Deny to send an approval or denial to Ariba. 
Tap or choose Open to view the requisition directly in Ariba. 

Note: Viewing the requisition in Ariba from your mobile device may only work if Ariba allows access without being on the network.
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	After tapping Approve or Deny, an email window will open. 

Enter any desired comments between the two bracketed sections, and then tap Send. 

This will send the approval or denial to Ariba for electronic processing.

Note: DO NOT enter text outside of the bracketed sections, as this may cause issues with the electronic processing.
	[image: ]




[bookmark: _Hlk140221190]© 2023 Purdue University
Last Updated 07/2023 AB
Page 8 of 8
image1.png
Procurement
s





image2.png
Purdue Login

Career Account Username

amblissi

Password

Note: Unauthorized access or misuse of computer resources or disclosure.
of sensitive information may result in disciplinary or legal action. Read
Purdue’s Acceptable Use Policy.





image3.png
ToDo
D
QO116RC167
QO116RC186.
Q0116PR100
Q0116PR169
QO116PR155

Q0116PR152

Date &

2112016

12502016

12212016

12212016

12212016

12212016

From
Pamela A Wiliams.
Pamela A Wiliams.
Cynihia A Stinebaugh
WL Requeter 8

Cynihia A Stinebaugh

WL Requeter 3

S 99w @a

Status
Composing
Composing
Submited
Submited
Submited

‘Submitted

e
Fishers 2 Way Match V2
Gopy of Load Test#1

QRC screenshals

MR, 122116, WLREQS, 18

CAS, 1122116, STINEBAU, 18

AK 1221624

v
Required Action
Receive Al
Receive

Approve

Approve

Approve

Approve





image4.png
Receive (50)

Approve (50)

Reconcie Invoice (50)

Wateh (50)





image5.png
Approvable Type: | No Choice.

No Choice
igscarchil Cancel Invoice Request
Charge Reconcilaton
A Foncmor comact
Contracor Expense Sheet
ToDo Gontacor Suvey
GontactRequest

Type.

=]
=]
=]
=]

Invoice.
Invoice Reconcilation
Kt Data Update
Milestone Tracker
Payment

Payment Transaction

PCard Charge.

Purchase Order

Receipt





image6.png
Search Filters





image7.png
Date
Created:

No Choice

Today
Yesterday

This Week





image8.png




image9.png
To Do

S1115PRAS2

S1115PRIET

ST115PRIS4

Q1214PR1327

Date Submiied

17 Dec 2015

11 Nov 2015

11 Nov 2015

5Nov2015

Found 500 items

Requester
WL Requeter 10
WLTTTS
WLTTT4

Patricia A Deegan-Bartolone

Status

‘Submitted

‘Submitted

‘Submitted

‘Submitted

Tite
test2

Office ma (15 items)
Stuffrom 8815

Basketoall Nov &

Tota
st650UsD

s33gUSD
s0100UsD

525000 USD

Actions

Actions

Actions

Actions





image10.png
Approve

Deny

Eait

Prnt





image11.png
v Line ltems

1 ltem Total

v
v

No.

J

Description

LAVENDER NITRL GLV2M XS 250PK

Contact
Supplier Part#:

Commodty Code:

Materia Group:
Purch Org
Vendor:

Line fem Test:

Location:

0000002320
19150200 ©

Safey apparel

46181500 (Safety apparel)

1000 (Purdue Purch Org)

0000002320 (Fisher Scientiic Co LLC)

Edit

Copy Delete Update Total





image12.png
Accounting - by Line Item

Account Assignment:* | K (Cost center) v
8ill To: ™ | ZBILLTO (Purdue University, Freehafer Hz \/
GL Account: | 0000522205 (Personal Protective Eat)
Cost Center: | 4013003000 (Consumer Science) v
Order: | (no value) v
Fund: | 21010000 (General Operating) v

Spit Accounting

c]





image13.png
Accounting - by Line Item

Account Assignment:* | K (Cost center) v
8ill To: ™ | ZBILLTO (Purdue University, Freehafer Hz \/
GL Account: | 0000522205 (Personal Protective Eqt) v/
Cost Center: | 4013003002 (Devaney Extn Pro) v
Order: | (no value) v
Fund: | 34010000 (Smith-Lever) v

Spit Accounting

c]





image14.png




image15.png




image16.png




image17.png
€ Request = S1115PR442

v of500)

Approval Summary - test2

Prnt

Line ltems (1)

No.t  Type  Descripion

1| ® LAVENDER NITRL GLV2M XS 250PK

Approval Flow

S1115PR442 - On Behalf Of - WL Requeter 10 Total - $16.50 USD

Account Assignment.

ay  unit
Cost Center

1 Package 4013003002
Devaney Extn Proj

‘Amanda J Emmons

A0n C Templeman
Lori D Bugher
Mona L Holderaft

Price

$16.50USD

Amount

51650 USD

Review the request and then approve, deny, or edi t. To view request detaiks, cick the request ID. To review other pending requests, select a specific request from the pull-down s, or click an arTow to display the ~ More

»

‘Show Details

Location





image18.png
Approve

Deny

Eait

Prnt





image19.png
Approve - Comments
Other approvers and users will see your comments

‘You chose to approve S1115PR442

Comments:

Visible to Supplier

7] Avenve tems torabet. | Acnwetems

Go'to next request summary





image20.png




image21.png
Deny

Edit

Prnt





image22.png
Deny - Comments
Explain why you denied tis request. Other users willsee your comments.

‘You chose to deny S1115PR442.

Comments: | Not allowed on grant

Visible to Supplier

7] Aveve tems torabet. | Acrweems

Go'to next request summary





image23.png
Home | Help ~ [Logout





image24.png
Subject:  ACTION REQUIRED: S513PRS526 - JG2013062071419 (Approval Request)

i 5 0 T 0 7 0 5 0 5 0 5 0 0 0 7 0 0 0 5 0

S513PRS526 - JG20130620T1419 requires your action because “The Finance Group has been added to the approval flow as the Level 1 Cost Center
Approver because there is no assigned fiscal approver in the HR Org STRUECture for this cost assignment"s level.”

Requester:  Cindy Oneal Created:  2:19 PM Thursday, June 20, 2013 EDT

‘actone: NN N IO

Line Items
# Supplier Description Accountassignment Qv umit Price  Amount
1 3sInc 101 Ergonomic Keyboard F(Order) 100 Each  $69.75USD $69.75 USD

GL Account Order Type Proportion Fund

0000536030(Minor Equipment - 005200002233(10671 CARROLL  Percentage 100.00  Gen Oper

Computer) SAL) ARP.

Total Cost: $69.75 USD

Recent Comments.
2:21 PM Thursday, June 20, 2013 EDT: Cindy Oneal - RIO (Regular 5) Test

Approval flow
A5 of 2:21 PM Thursday, June 20, 2013 :

Status Required Reason Approver Date Time
Ready No IT Commodity Approver notified of 2 Requisition with IT commodities PIT
Approver

Ready Yes  The Finance Group has been added to the approval flow as the Level 1 Cost Center Approver because  P_Finance
there s no assigned fiscal approver in the HR Org sTRUEcture for this cost assignment s level

Nl




image25.png
[ To... | [boyeapmrovalsrod rdue-Teansmip arba.com

e |

Send

subject | spprove ssizeRsas

0 T 0 7 0 5 0 5 0 5 0 0 0 7 0 0

[:Begin Comments section. Enter your comments starting on the next line:]

[End Comments section]
IMPORTANT: Send this message to approve this request.

Do not edit or delete the text below this line.
[x] WorkflowActionID, ACsqAOVHsxZaVb, ljcdglkjoivx5,ACsqADKHqI1JGL, 1, ACsqADKHqIIJGL purdue-T;





image26.png
Inbox (21) 21 of 112 AV

ACTION REQUIRED: S513PR499-V2 -
456 (Approval Request)
June 20, 2013, 8:33

'S513PRA9-V2 - 456 requires your action because "The Finance Group has been added to the approval flow as the Level
Cost Center Approver because there is no assigned fiscal approver in the HR Org STRUEcture for this cost assignment's

P — e 524 A s, e 28, 2013 €07
v ] |
s
R T e T I —
-
B comcumer oris type | proporion pitarennt Fomd
e somomnae | fewtagn 3000 | Enon  Ratremert
S e s
=
Soovinos oicossse. s S0 250000 o
S e

Animals)  Salutions)

Recent Comments.

8:24 A Thursday, June 20, 2013 EDT: aribasystem - Th following errors occurrad wile sending Purchase Order SSI3EP216 to on
Tt 20 85 7 BT 901

Error Number 1
ol etateERpPushaiTimeCreatacERPPush il patedERPPush i aseld Number n Set = 1
Error Mescage = Plasse enter Incoterm CPT with detais of ocaton

Correct these rrors by logaing into Ara and making the appropriate changes tothe new version o requisiton S513PR495.

Approval flow

45 0 5:32 AM Thursday, June 20, 2013
Status Required Reason Approver Date Time
Ready Yes  The Fnance Group has been added to the P_Finance
approvalflow 25 the Level 1 Cost Canter.
‘Approver because there is no assgnad
il approver in the HR Org STRUEcture
for tis cost assignment. s level.
Pending Yes  Level 1 fiscal approval needed for cost  [Omar Sahmoud, Kathryn Branch, Kimberly Ison,
center beginning with 1001 Jessica Dean, Donina Adelsperger, Donna
Geschesdler, Diana Arroyo, Rae Wright, Martin
Denkhoff, Sancra Bogus, Randal Freebourn, Hary
Shanks, Sancra Jacobs, Term Crance, Dawn Pallock]

Pending Yes  West Lafayette Purchasing Agent needs ta P_Purchazing Agent
raview non-catalog raquisitons over
51,000,
Pending Vs Level 2 fiscal approval nesded for cost [Omar Sahmoud, Kimberly 1san, Dona
center beginning with 1001 ‘Adelsperger, Diana Arroyo, Martin Dankhoff, Randal
Fracbourn, Mary Shanks, Ter Chance, Dawn
Pallock]
Pending Yes  Lab Aminal Approver ta review il P_Lab Animal Approvr
Requisitons for Lab Animals
Pending Yes  Asset Approver needs to review all P_Asset Management Approver

Fequisitons that are over $5000

ctons: [piove] I5eAyl Geal Copyright © 2005 - 2013 Arba, Inc Al ights re





image27.png
54% @3

To: buyerapproval-prod+purdue-T@ansmt...

Cc/Bec, From: lleariba.com
Subject: Approve S513PR499-V2

:Begin Comments section. Enter your
comments starting on the next line:]

[:End Comments section:]

IMPORTANT: Send this message to
approve this request.

ajwie|r|T|v|uli]o]p
Als|ojFfafufyfKf

® E00D00D S




image28.emf

