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Approvals/Rejections 
 
E-mail notifications of a needed approval will be sent to an approver’s GroupWise e-mail.  An 
approver’s profile e-mail preferences should have “PR Pending Workflow Approval” activated to 
receive this notification.  Receiving this notification means that a requisition requires the action 
of approval, rejection or modification.  You may approve or reject individual line items or the 
entire order. 
 
Example of E-mail Notification to Approver of a Pending Order 
 
 
 
 

 

 

 

 
There are two additional ways to check if you have pending approvals. 

 Check “Action Items” on SupplierConnect’s main page 
 Open up SupplierConnect and click on “Approvals” tab on the main toolbar 

 

 

Re: YOUR APPROVAL IS PENDING REQUISITION # 343607 

Folder: Organization: C31006 (Purchasing): (1.00- *) USD 

 
Dear John Cooker 

 

The requisition listed above has been submitted for your approval and is located in the folder listed.  If the 

folder is a shared folder, the requisition must first be assigned to your personal folder before approving.  The 

requisition can be accessed for review in “My Approvals” or by selecting the URL below. 

https://usertest.sciquest.com/apps/Router/ReqApprovalFolders?AuthUser=583943&tmstmp=1257168372157 

If there were approvals 

pending, a heading 

„Approvals‟ will indicate 

the number of carts 

assigned to you needing 

approval. 

https://usertest.sciquest.com/apps/Router/ReqApprovalFolders?AuthUser=583943&tmstmp=1257168372157
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Approvals/Rejection cont’d. 

 

 
 
The “Approval” screen will open (illustrated below) and the tab “My PR Approvals” screen 
appears.  A list of requisitions pending your review for approval, modification or rejection actions 
appear. 

Depending on the number of requisitions you may have to approve, SupplierConnect provides a 
“Filter” to choose to look at: 

 All pending requisitions 
 Urgent approvals 
 Unassigned approvals 
 Future approvals 

 

 

 

Click on Approvals and 

the approvals screen will 

open. 

 

Filters 
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Approvals/Rejection cont’d. 

 

Assigning Requisitions:  Moving Documents to My Approvals Folder- 

 

If an approval step can be shared by more than one person, the document must be “assigned” 

to the approver before it is reviewed, updated, etc. By placing the pending document (PR) 

into the “My PR Approvals” folder, it signifies that the approver is responsible for the 

current step of workflow for the item(s). If multiple approvers are assigned access to a folder, 

then by moving an item into the “My PR Approvals” folder, the approver is indicating their 

intent to review (approve or reject) the order. 

 

In the illustration below, the screen has several sections.  A red line has been drawn to 

illustrate that there is an area called “My PR Approvals” and the lower sections which are 

made up of a requisition or items needing approval.  Specific items needing approved are 

because the approval required is from the “buyer” and not the financial approver. 

 

 
 

The upper section, “My PR Approval” will be empty when you first open the “Approvals” 

tab.  The lower section is populated but the requisition or item may be “not assigned” or 

“assigned”.  “Not assigned” requires the assignment of the requisition or item to yourself.  

Prior to “assigning” the requisition to yourself, you may view the requisition by selecting 

“view” next to the requisition number.  This will open the requisition.  (The action of “view” 

may be performed once the requisition or item has been moved to the “My PR Approvals” 

section as well.) 
 

Not Assigned 

 Step 1: Assign 

My PR Approvals 

Requisitions or items needing approval. 
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Approval Assignment cont’d. 

 

If a requisition is assigned and a name appears in the column “approver”, then that approver 

is the only person required to approve.  However if the requisition is “not assigned”, this 

means two or more persons are capable of approving.  Provided all approver’s profile e-mail 

preferences have activated “PR Pending Workflow Approval”, they will all receive an e-mail 

notification informing them there is a requisition pending approval.  They all will see the 

“pending approval” action on the main page “Action” area. 

 
    

 

All possible approvers also see they need to “assign” a requisition to themselves to be able to 

approve, reject or modify.  The approver may view the PR first by selecting “view” or they 

may “assign” it to themselves immediately.  “View” will open the entire requisition for the 

approver to look at before assigning to themselves.   It could be that another approver may 

know more about the order.   

 

Once “assigned”, the order moves to “My PR Approvals” section where you can choose 

necessary actions.  To assign the requisition to yourself, you can merely click on the word 

“Assign” under the “Action” column or use the drop down menu called “Apply Action To 

Selected PR(s)” and click GO.   

  

 

Assigned 

Unassigned 

Requisition or item is now in “My PR 

Approvals pending approval or rejection. 

View 
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My PR Approvals Folder; Reviewing the Requisition cont‟d. 

 

Before approving, click the word “View” next to the requisition number and the entire order will 

open.  (See the illustration above). 

 

 
 

   

Review the following: 
 

 General, Shipping, Billing  
 Accounting Information (Have the appropriate Fund, Org, Account, Program been 

used?) 
 Any internal or external notes or attachments 

 
 
 
 
 
 
 
 
 
 
 

General 

Shipping Billing 

Accounting Codes 

Internal: Notes/Attachments External: Notes/Attachments 

Supplier - Items Requested, 

Quantity, Price, TOTAL 
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Apply Action To Selected PR(s) 
 
After reviewing the requisition, there are several actions that are available to the user.  They 
are listed under the drop down menu called “Apply Action to Selected (PR)”. 
 

 Approve/Complete 
 Return to Shared Folder 
 Forward 
 Place PR on Hold 
 Add Notes to History 

   

 
 

 

 

If APPROVING – 

 

 
1. Select “Approve/Complete” from the drop down list 

2. Click GO 

The requisition is now approved and continues in the workflow to obtain a Banner 

Purchase Order # and then sent to the supplier automatically.   
 

Note:  If the requisition contains any single item greater than $750.00 the requisition, 

once approved by the org approver, goes to a “buyer” for their review and approval. 
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If MODIFYING-  
 
The approver may modify any data including the accounting, shipping information, quantity.   
To make changes, click on the “view” option next to the purchase requisition.  This will open 
the entire requisition.  Making changes are through the use of “edit”.  Clicking “edit” in any 
field will allow you to make changes.   After any action, click SAVE. 

 

 
 

If REJECTING: 

 

1. The Approver may reject the entire order or individual lines.  To reject specific lines, 

in the review PR APPROVALS, check the box next to the line item(s) to be rejected. 

2. Click GO. 

3. A box will open called REJECT LINE REASON. 

-Type in a reason for rejecting the item(s) 

 4. Click GO.   

 5. Select APPROVE/COMPLETE in the AVAILABLE ACTIONS drop-down box 

 6. Click GO 
 

 

 

 
 

 

 

 

 

 

 

 

EDIT 


