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Approving Purchase Orders through email notifications

Navigation

From the email you received informing you there is a Purchase Order awaiting your

may need to log into Peoplesoft to access the Purchas

View Comments and Attachments (header)

Peoplesoft will open the purchase order, where you
can review the justification, buyer, line items, and
additional information included on the PO.

You may click the View Comments and Attachments
section if you want to see any comments or
attachments linked to the header of the purchase
order.

When you are finished reviewing the information
included on the page, click on the arrow (>) at the
end of the first row under Lines.

e Order.

approval, click on the included link. You

FASTENAL COMPANY

23540 USD
& Approved on 011712020

Summary

Supplier FASTENAL COMPANY

Online Src From Req
FOID 0020002629

PO Date 0117120
Buyer David E Britain - 00061

‘mmmwm sl

Line Number Item Description

1 FASTENAL: Red Chemy Scent HEALTH GARDSIREG] Vinyl Urinal Screen

PO Total 23640 USD
Status Dispalched
Business Unit 00061
Routed Date 01/17/20
Budget Status Valid

Justification Housekeeping supplies for use al Logistics Warehouse. Requested by
Ruby Goode, per Paul Dinkens.

Edit Purchase Crder

Merchandise Amount

23640 USD 3
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LI n e Deta I IS | & Backto Header Approval Line Detail

If there are comments or attachments associated o
with that line, you can click Line Comments and T
Attachments to view them. Line 1 Receiving Requird. Optional

Item

Quantity 10 EA

Click the arrow (>) at the end of the Shipping e 1350 s
Information row to view chartfields entered for that Amount 13500 USD

| | ne Shipping Information
‘ Schedule Ship To ‘Quantity Price Amount Attention Due Date F

1 061PROC 10EA 13.50 USD 135.00 USD Wemer, Jeania-061 2019-05-15 =
More Information

Line Gomments and Attachments >

Chartfields on Lines

A new window will open containing the Item PO Distribution information
Description and the chartfields entered for that Fluid Approval Distribution
Line 1
line. Sohedule 1
Item Deseription FASTENAL Red Cherry Scent HEALTH GARDS[REG] Vinyl Urinal Screen
. . . Merchandise Amt 236.400 USD
Use the scroll bar to view all chartfields, if Guaniy 1200000 £
needed. pa— o
When you have fInIShEd rEVIGWIng the 1 120.0000 236.400 USD 00061 David E Brittain - 00061 10560 545006 10400 039083

information, click the X in the top right corner of
that window.
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Click the Back to Header button in
the top left corner.

If there are multiple lines on the
Purchase Order, click the arrow (>) at
the end of each line to review
chartfields.

€ Back to Header

Approval Line Detail

onitoring System Sensor (TPMS)
4565 USD
Line Details
Line 1
Item
Quantity 1 EA

Price 4565 USD
Amount 4565 USD

Shipping Information

Schedule Ship To Quantity Price Amount

1 0B1MOTP 1EA 45 65 USD 45 65 USD

Receiving Required Optional

Attention

Helms, Daniel-00061

N

2019-01-28 ¥

Approver Comments and Approval Chain

You may wish to add Approver
Comments in the provided area.

If you want to view the Approval
Chain for this Purchase Order, click
Approval Chain.

When you have finished reviewing the
PO information, click Approve or
Deny.

If you are denying the PO, you will be
required to enter a comment.

If you are approving the PO, you may
choose to enter a comment, but it is
not required to proceed.

< Worklist Purchase Order

GENUINE PARTS COMPANY
96.33 USD

[ Headeris pending your approval
£% In Process - Multipie Approvers

View Comments and Afiachments >

View Printable Version >

w Lines

Line Number Item Description

1 NAPA Tire Pressure Monitoring System Sensor (TPMS)

MNAPA: Tire Pressure Monitoring System Sensor Transmitter Universal Band - QOHO

3 NAPA: Headhight Dimmer Switch - QOHO

Approval Chain >

Merchandise Amount

4585 USD

18.44 USD

3224 USD

Trows
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Once you click Approve or Deny, a new window will
open.

This box gives you another opportunity to add

C0mmentS ﬁ] Approve

You are about to approve this request.

Approver Comments

Click Submit. [

Approving Purchase Orders through WorkCenter Pending Approvals

Navigation
You can access Purchase Orders that < My Homapage Purchasing WorkCenter
. Purchasing WorkCenter © % | Purchasing WorkCenter

require your approval through the ) o | s [ | | VeV oo s o

Purchasing WorkCenter Main tab. — S Welcoms oo eopeSo WorkCar
'+ Pend Your WorkCenler navigasion links are localed on the 16l side of the page. The righl side of the page displays ransaction
r “ information, such as tis Dashboard Pagele!
,& ‘Addilienal dashboard pagelels for this WorkGenier OF hey exist) will De shown below Ihis pagelel.

Click on Purchase Orders under ——
i & RequisiBions lo be Sourced {T9)
& PO Sourcng Errors ™
Pending Approvals. B P e et P

&1 PO wilh Mo Recent Activity ™
o Consider Changing to Amaunt Oniy.

& FOs wi Negative Encumbrances ™
1 Recelpts Partialy Vouchere **

= Purchasing Alerts
1 Purchase Orders On Hold

*“Required fiter field value nat defined
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All Purchase Orders requiring your approval will be
listed.

Business Unit and Approval Status should default. If
not, you will need to enter your Business Unit and
Pending as the Approval Status, and click Search.

Click on the blue PO ID link of the Purchase Order
you are reviewing for approval.

View Comments and Attachments (header)
Peoplesoft will open the purchase order, where you
can review the justification, buyer, line items, and
additional information included on the PO.

You may click the View Comments and Attachments
section if you want to see any comments or
attachments linked to the purchase order.

When you are finished reviewing the information
included on the page, click on the arrow (>) at the
end of the first row under Lines.

< Approval Header Detail

Purchasing WorkCenter
wain | Po | som | e

3 My Work © v

En Fiters
= Panding Approvals:

© Requisiions (1434

© Purchass Orders {14}

| Panding Actvities

. Requisiions to be Sewrced (79)

B PO Sourcing Errors

£ Requisiions wih No Adtie PO
£ FOs with No Recant Actvity **

o Consider Changing 1o Amaunt Oty

P POs Wi Negalive Encumbrances
1 Receipts Partaly Vouchered ™
= Purchasing Alerts

' Puchase Orgars On Huig

& Contract Thusshoids

© Goriract Spend Thresnow
- supplier Contracts

B Contracts Expaing < 381 Dsrs
£ Coriracts Wasting Agpioval(7)

**Raquircd Star ki value not definad

“
Approve Purchase Orders

%} Search
Enter search criteria and it the Search button
“Business Unit 00061

From PO ID
PO Date From
Supplier ID

Buyer
—
o

Purchase Orders

To approve or deny one or mofe POs, select the appropriate action from the dropdown and click Submit. To

view the PO details, click the PO ID link.
 Expand All 2=
Action/Status.

P © | Pending
b © | Pending

<

FASTENAL COMPANY

236.40 USD

& Approved on 011712020

Summary
Supplier FASTENAL COMPANY
Online Src From Req
POID 0020002620
PODate 0111720
Buyer David E Brittain - 00061
~ More Information
View Comments and Attachments N
~Lines
Line Numbsr Item Description

‘ 0017537260 [ 252017

Purchasing WorkCenter

o E o o

NewWindow | Help | Personalize Page | 44
A
*Approval Stats | Pending [
To POID Q
PO Date To (=]
Supplier Name Q
PO Reference
PO Reference PO Total Supp ID Supplier Name
Cnline Src From Req 0000017577 1331470 USD 0000084972  TOMOBRIENC.001
Cnline Sre From Req 0000017583 504640 USD 0000004168  HUBLERGHEV-001
>

FASTENAL: Ret Chemy Scent HEALTH GARDSIREG] Vinyl Urinal Screen

PO Total 236.40 USD
Status Dispatched
Business Unit 00061
Routed Date 01/17/20
Budget Status Valid

Justification Housekeeping supplies for use at Logisties Warehouse. Requested by
Ruby Goode, per Paul Dinkens

Edit Purchase Crder

Merchandise Amount

23640 USD
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Line Details

If there are comments or attachments associated py—— P
with that line, you can click Line Comments and pink tea roses
. 135.00 USD
Attachments to view them.
Line Details

Line 1 Receiving Required Optional

Click the arrow (>) at the end of the Shipping -
Information row to view chartfields entered for that Quantity 10 €A

li Price 1350 USD
ne. Amount 13500 USD

Shipping Information

Schedule Ship To Quantity Price Amount Attention Due Date —
1 061PROC 10 EA 13.50 USD 135.00 USD Werner, Jeania-061 2019-05-15 En

More Information

e Comats rcmers >

Chartfields on Lines
A new window will open containing the Item

Description and the chartfields entered for that PR
line. Fluid Approval Distribution
Line 1
. . . Schedule 1
Use the scroll bar to view all chartfields, if needed. e Deseripion FASTENAL R Chry St HEAL TH GARDSIREG) Vi Lrnt Sceen

Merchandise Amt 235.400 USD
Quantity 1200000 EA

When you have finished reviewing the information,

FC

click the X in the top right corner of that window. R -y S . ey — )

urrency
Line & Quantity Amount & Code & ) < Code = © o

11200000 236400 USD 00061 David E Brittain - 00061 10660 545006 10400 030083 2020
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Click the Back to Header button in the top left
corner.

If there are multiple lines on the Purchase Order,
click the arrow (>) at the end of each line to review
chartfields.

Approver Comments and Approval Chain

You may wish to add Approver Comments in the
provided area.

If you want to view the Approval Chain for this
Purchase Order, click Approval Chain.

When you have finished reviewing the PO
information, click Approve or Deny.

If you are denying the PO, you will be required to
enter a comment.

If you are approving the PO, you may choose to
enter a comment, but it is not required to proceed.

< Back 1o Header

itoring System Sensor (TPMS)
4585 USD

Line Details
Line 1
ftem
Quantity 1 EA
Price 4565 USD
Amount 4565 USD
Shipping Information

Schedule Ship To

1 061MOTR 1EA 45 85 USD

Approval Line Detail & Q ™

Recaiving Required Optional

Amount Attention Due Date.

4565 USD Helms, Daniel-B0061 20190128

GENUINE PARTS COMPANY

9633 USD

[ Header is pending your approval
£3 In Process - Mutipie Approvers

View Comments and Attachments >
View Printable Version >

v Lines

Line Number Htem Description
1 NAPA: Tire Pressure Monitoring System Sensor (TPMS)

2 NAPA: Tire Pressure Monitoring System Sensor Transmitier Universal Band - QOHO

3 NAPA: Headlight Dimmer Switch - QOHD

Purchase Order

Merchandise Amount

4585 USD >
1844 USD >
3224 USD >
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Once you click Approve or Deny, a new window will
open.

This box gives you another opportunity to add
comments.

Click Submit.

Click Home in the top left corner to return to the
Purchasing WorkCenter where you can click on
Purchase Orders under Pending Approvals on the
Main tab.

NAPA: Tire Pressure Monitoring System Sensor (T

NAPA. Tie Pressire Moniloring System Sensor T

Cancel | Approve

You are about o approve this request

Approver Comments

NAPA- QOHO

‘Mmmlcm

Approving Purchase Orders through NavBar Approvals

Navigation
You may access Purchase Orders requiring your
approval through NavBar>Approvals tile.
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You may wish to click on Purchase Order on the
left side of your screen so that all you see are
® Purchase Orders awaiting your approval.

Find the Purchase Order you are ready to review
and click the arrow (>) at the right end of the row
for that Purchase Order.

< My Homepage

View By

Type

Journal Entry
ﬁ Purchase Order

Requisition

Al
Purchase Order

90464 USD

Purchase Order
1,331.47 USD

Purchase Order
1,054.80 USD

Requisition
1,07467 USD

Requisition
49116 USD

Purchase Order
232.83 USD

Purchase Order
576.06 USD

Purchase Order
9,800.00 USD

Purchase Order
135.00 USD
Purchase Order
70.00 USD

Purchase Order
83,43000 USD

Pending Approvals

Online Src From Req 0000017583 - 00061 / 0017537960 /
Jamie Sisco - 00061

/A Medium Priority

Online Src From Req 0000017577 - 00061 / 0017537951/
Jamie Sisco - 00

/A Medium Priority

Online Src From Req 0000020366 - 00061 / 0020000985 /
Mishell Gordon-00061

A\ Medium Priority

FS-GOODYEAR 1/31/2019 - 00061 / 0000020398 Helms,
Daniel-00061

A\ Medium Priority

Rg-Evt- TC -PO comments test - 00061 / 0000020414
Helms, Daniel-00061

A\ Medium Priority

Online Src From Req 0000020359 - 00061 / 0020000973 /
Mishell Gordon-00061

A\ Medium Priority

00061 / 0020001001 / Werner, Jeania-061

/A Medium Priority

weed control - 00061 / 0020001003 / Werner, Jeania-061

/A Medium Priority

Online Src From Req 0000020437 - 00061 / 0020001005 /

‘Werner, Jeania-061

/A Medium Priority

00061 / 0020000999 / Werner, Jeania-061

A\ Medium Priority

Online Src From Req 0000020444 - 00061 / 0020001014 /
1

Jamie Sisco - 00f
A\ Madinm Drinrite

>
fe
*
[©)

01/25/2017 7

Routed
01/31/2019

~

Routed
02/01/2019

~

Routed
04/18/2019  *

Routed
04/30/2019 >

Routed
05/01/2019

Routed
05/01/2019

Routed
0510272019 *
Routed
05/08/2019

Routed
0509/2019  *
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View Comments and Attachments (header)
Peoplesoft will open the purchase order, where you
can review the justification, buyer, line items, and
additional information included on the PO.

FASTENAL COMPANY

236.40 USD

& Approved on 011712020

. . Summary A

You may click the View Comments and Attachments Supplar FASTENAL CONPANY R —

. . Online S From Req Status Dispaiched
section if you want to see any comments or [Spp— (-
attachments linked to the purchase order, if R —— et St Vb
a V a i I a b I e Justification mm@;:%mc‘gﬁk:imlog\sumWaldmusc Requested by

* Edit Purchase Order

When you are finished reviewing the information B ——— >| I

included on the page, click on the arrow (>) at the

~Lines

end of the first row under Lines.

P prep— ———
. EASTENAL R ooy Sce HEALTH GARDSREG Vi S 200 vz
Line Details [¢backtoMeaer |  ApprovalLineDetal @4 Q * i @
If there are comments or attachments associated with :’35“0‘:““:;
that line, you can click Line Comments and R
Attachments to view them. Line 1 Recelving Required ptionl
Hem

Click the arrow (>) at the end of the Shipping °P‘: :ZSDE"USD
Information row to view chartfields entered for that Amount 13500 USD
line. Shipping Information

Schacule ship To Quantiy Price pm— Atention Dus Date

More Information | |

LT — ﬂ
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Chartfields on Lines

A new window will open containing the Item
Description and the chartfields entered for that
line.

Use the scroll bar to view all chartfields, if needed.

When you have finished reviewing the information,
click the X in the top right corner of that window.

Click the Back to Header button in the top left
corner.

If there are multiple lines on the Purchase Order,
click the arrow (>) at the end of each line to review
chartfields.

PO Distribution Information

Fluid Approval Distribution

Line 1
Schedule 1
Item Description FASTENAL Red Chery Scent HEALTH BARDS{REG) Vinyl Urinal Screen
Merchandise Amt 236.400 USD
Quantity 1200000 EA

Purchase oL
Distribution Order Merchandise Currency : - .
Line © Quantity Amount & Code ¢ Dusiness AmentionTo ©

1 1200000 236400 USD 00061

Approval Line Detail

e fonitoring System Sensor (TPMS)

Line Details

Shipping Information
‘Schedule

Line 1
Item
Quantity 1

Recalving Required Optional

EA

Price 4565 USD

Amount 4565 USD

Quantity Price Amount Attention

Due Date

4

1EA 4565 USD 45,65 USD Helms, Daniel-00061

20190128
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Approver Comments and Approval Chain

You may wish to add Approver Comments in the
provided area.

If you want to view the Approval Chain for this
Purchase Order, click Approval Chain.

When you have finished reviewing the PO
information, click Approve or Deny.

If you are denying the PO, you will be required to
enter a comment.

If you are approving the PO, you may choose to
enter a comment, but it is not required to proceed.

Once you click Approve or Deny, a new window will
open.

This box gives you another opportunity to add
comments.

Click Submit.

You will be taken back to the Pending Approvals
page.

Purchase Order
GENUINE PARTS COMPANY
96.33 USD

[ Header is pending your approval
% In Process - Multiple Approvers

View Comments and Attachments >

Wiew Printable Version >

Line Number Item Description

1 NAPA: Tire Pressure Monitoring System Sensor (TPMS) 4565 USD >

2 NAPA: Tire Pressure Monitoring System Sensor Transmitier Universal Band - QOHO 1844 USD

3 NAPA: Headlight Dimmer Switch - QOHD 2224 USD >

B Approe

You are about to approve this request.

Approver Comments
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Approving Purchase Orders through WorkCenter Worklist

< My Homepage

. . Purchasing WorkCenter
NaV|gat|0n man | PO || scm | Reis
Purchasing

From the Purchasing WorkCenter PO
tab, click Worklist.

L1 Supplier
=] Supplier
= Supplier Summary Lookup

= Process Monitor
[C1 Requisitions
E Create Requisitions.
=] Manage Requisitions
=l 801 Regquisition Staging
=] Load Requisitions
E Expedite Requisitions
= Sourcing Workbench
= Quick Source Requisitions
=l Requester's Workbench
= Document Status
= Budget Check
=l Manage Requisition Approvals

o «

My WC

C (o~

Purchasing WorkCenter Personalize Conent | Layout,

Welcome to Your WorkCenter

Welcome to your People Soft WorkCenter

“Your WorkCenter navigation links are located on the left side of the page. The right side of
the page displays transaction information, such as this Dashboard Pageletl.

Additional dashboard pagelets for this WorkCenter (if they exist) will be shown below this
pagelet

Find the Purchase Order you want to review prior to
approval and click on the blue link for that Purchase
Order.

< My Homey

New Window | Help | Personalize Page | EA
Worklist
Worklist for J038204: Jamie Sisco - 00061
Detail View Worklist Filters ) Feed
Worklist ltems
5 Q
From Date From Work Item Worked By Activity Priority
Helms, Daniel-00061 10/31/2018 Approval Routing Approval Workflow 2-Medium B e ey
Mishell Gordon- PurchaseOrder, 1759371, Standard, 2017-
o 0113112019 Approval Routing Approval Workflow 2-Medium 70-19 N, 0, BUSINESS UNIT-00061
PO 0070000985,
PurchaseOrder, 1759381, Standard, 2017-
%‘g’éﬁ“ Gordon- 0113112019 Approval Routing Approval Workflow 2-Medium 10-19. N 0, BUSINESS UNIT:00061
PO I1.0020000986.
Helms, Daniel-00061 02/01/2019 Approval Routing Approval Workflow 2-Medium Bedusfion. 2008021 20061 S L2 T L
Reauiston. 9085017, 00061, 2019.01.01
Wermner,Jeania-061  09/26/2019 Approval Reuting Approval Workflow 2-Medium K
REQ 1D:0000020471
PurchaseOrder. 1761454, Standard, 2017-
Wermer, Jeania061  09/30/2019 Approval Routing Approval Workflow 2-Medium
PO 120020001023,
—

page Purchasing WorkCenter
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View Comments and Attachments (header)

Peoplesoft will open the purchase order, where you
can review the justification, buyer, line items, and
additional information included on the PO.

You may click the View Comments and Attachments
section if you want to see any comments or
attachments linked to the purchase order.

When you are finished reviewing the information
included on the page, click on the arrow (>) at the
end of the first row under Lines.

Line Details

If there are comments or attachments associated
with that line, you can click Line Comments and
Attachments to view them.

Click the arrow (>) at the end of the Shipping
Information row to view chartfields entered for that
line.

FASTENAL COMPANY

20640 USD
& Approved on 011712020

Summary
Supplier FASTENAL COMPANY

Online Src From Req
POID 0020002629

PODate 0117/20
Buyer David E Brittain - 00061

~ More Information

View Comments and Aftachments

~ Lines

PO Total 23640 USD
Status Dispatched
Business Unit 00061
Routed Date 01/17/20
Budget Status Valid

Justification Housekeeping supplies for use at Logisties Warehouse. Requested by
Ruby Goode, per Paul Dinkens

Edit Purchase Crder

1 row
Line Number frem Description Merchandise Amount
1 FASTENAL Red Cherry Soent HEALTH GARDSIREG] Vinyl Urinal Screen 23640 USD > ]
YT
< Backto Header | Approval Line Detail a Q™ ®
pink tea roses
135.00 USD
Line Details
Line 1 Receiving Required Optional
Item
Quantity 10 EA
Price 1350 USD
Amount 13500 USD
Shipping Information
Schedule Ship To Quantity Price Amount Attention Due Date
1 061PROC 10 EA 13.50 USD 135.00 USD Werner, Jeania-061

More Information

I Line Comments and Attachments. I >

2019-05-15
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Chartfields on Lines

A new window will open containing the Item e
ui pproval istril on
Description and the chartfields entered for that tine 1

Sehedule 1

PO Distribution Information

line. tem Description FASTENAL: Red Cherry Scent HEALTH GARDSIREG] Vinyl Urinal Screen
Merchandise Amt 236.400 USD

Quantity 1200000 EA

Use the scroll bar to view the chartfields, if needed.

nlmmﬂp"“g‘xmnﬁ-cm?. on To © Z:Tmhqmn.p-mms"" ;‘:“i
Line ¢ Quantity ~Amount © Code o [niil®®® LIRS T e Code & © R.C--E'Unll

When you have finished reviewing the information,
click the X in the top right corner of that window.

11200000 236400 USD 00061 David E Brittain - 00061 10560 545006 10400 030083 2020

Approval Line Detail

Click the Back to Header button in the top left
corner.

4585 USD

Line Details

Line 1 Recaiving Required Optional

If there are multiple lines on the Purchase Order, fom

Quantity 1 EA

click the arrow (>) at the end of each line to review Pice 455 Usp
Amount 4565 USD
chartfields. Shipping Information

Schedule Ship To Quantity. Price Amount. Attention Due Date.

1 0B1HOTP 1EA 4585 USD 1585 USD Helms, Daniel 00081 20190128 >
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Approver Comments and Approval Chain

You may wish to add Approver Comments in the
provided area.

If you want to view the Approval Chain for this
Purchase Order, click Approval Chain.

When you have finished reviewing the PO
information, click Approve or Deny.

If you are denying the PO, you will be required to
enter a comment.

If you are approving the PO, you may choose to
enter a comment, but it is not required to proceed.

Once you click Approve or Deny, a new window will
open.

This box gives you another opportunity to add
comments.

Click Submit.

Purchase Order
GENUINE PARTS COMPANY
9633 USD

[ Header is pending your approval
% In Process - Multiple Approvers

View Gomments and Attachments >

Wiew Printable Version >

Line Number Item Description

1 NAPA: Tire Pressure Monitoring System Sensor (TPMS) 4565 USD >

2 NAPA Tire Pressure Monitoring System Sensor Transmitter Universal Band - QOHQ 1844 USD

k) NAPA. Headlight Dimmer Switch - QOHD 3224 USD >

B approe

You are about to approve this request.

Approver Comments

Page 18 of 18



	Approving Purchase Orders through email notifications
	Navigation
	View Comments and Attachments (header)
	Line Details
	Chartfields on Lines
	Approver Comments and Approval Chain

	Approving Purchase Orders through WorkCenter Pending Approvals
	Navigation
	View Comments and Attachments (header)
	Line Details
	Chartfields on Lines
	Approver Comments and Approval Chain

	Approving Purchase Orders through NavBar Approvals
	Navigation
	View Comments and Attachments (header)
	Line Details
	Chartfields on Lines
	Approver Comments and Approval Chain

	Approving Purchase Orders through WorkCenter Worklist
	Navigation
	View Comments and Attachments (header)
	Line Details
	Chartfields on Lines
	Approver Comments and Approval Chain


