Approving Requisitions

After the “Requester” submits a shopping cart as a requisition, Paw
Procurement will route the requisition to the department’s financial Approver.
The system sends an email notification to the approver when a requisition is
pending approval.

To approve requisitions by email, open the email and select the Take

Action button (See Setting Up Email Approval Code to enable this button).
This will open a detailed summary of the requisition and allow you to
immediately approve/reject, assign to yourself (in order to make
edits/comments), or send it back to the requestor after entering your approval
code.

It should be noted that all edits and comments for the requisition are only able
to be made after logging in to PPS, and are not able to be made directly from
the email. If the requisition no longer has an Approve option available, it has
already been approved by someone else with financial approval authorization
for the department. The additional approvers appear under the Other
Approvers section.

To approve requisitions from the Paw Procurement System, locate the
requisition by using the search box.
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https://procurement.umbc.edu/files/2021/11/Setting-Up-Email-Approval-Code-Final-111521.pdf
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Department Agproval
prmitted 10/22/2021 9:33 AM
CartName 20211022 8T37893 01

shipping 4
Ship To

Contact:Rafzel Espinoza
Central Receiving

Univ of MD Battimore Crty
1000 Hilltop Circle
Baltimore, MD 21250

Bill To

Univ of MD Baftimore Cnty
Accounts Payable Dept
1000 Hilliop Circle
Baltimore, MD 21250
United States

Alv Search (Alt+Q) Q

0 Lo

— | cpprove

0oousD W

of 1 Results ¥

Witharaw Entire Requisition

Total (922.33 USD) v

922.33

92233

Once approved, the requisition will eventually become a Purchase Order (PO)

as shown above.
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Requisition * 3369547 ~

Summary o Hists
General

 Completed
Submitted 10/22/20219:33 AM
Cart Name 2021-10-22 8137693 01

no value

Normal

Rafael Espinoza

Multi Invoice PO X

Accounting Codes
Business Unit Fund

umBct

Internal Notes and Attachments

internal Note o vaive

intemal Attachments

ource? X
Excluded X
Additional Notes o value
Do Not Send To Supplier X

Shipping

Ship To

Contact: Rafael Espinoza
Central Recelving

Univ of MD Baltimare Cnty
1000 Hilftop Circle
Baltimore, MD 21250
United States

Delivery Options

Expedite X
Ship Via Best Carrier-Best Way
0 value
Account Prog Fin

7119910 061

External Notes and Attachments

Noteto

uppliers

Attachments for all suppliers

Billing
Bill To

Univ of MD Baltimore Cnty
Accounts Payable Dept
1000 Hilltop Circle

Baitimore, MD 21250
United States

Project

no value

novalue

Activity ID

novatue

Al Search (Ah+Q) Q ooousp W@ QI
= ® & @ Logou 10f 1 Results <
]
What's next? v
Ce
D  Show skipped steps
Submitted
v ) o o3
Wait for Inital PR Validation
Final PR Validation .
v

You can also use the menu on the left and go to Orders -> Approvals ->
Requisitions to Approve.
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The requisitions will be organized into folders that you can filter and also
organize as a list. Assign a requisition to yourself in order to edit,
approve/reject, or return it (requisitions you cannot assign or approve have
already been taken by someone else).
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Requisitions Purchase Order Change Requests Invoices Contracts Procurement Requests Contract Requests AP Requests
Your Selections | v DEPARTMENTAPPROVAL 10346 (8)
REQUISITION NO supPLERS ASSIGNED APPROVER PR DATETIVE REQUSITIONER AMOUNT
Date Range
All Dates v 3365622 BGE Not Assigned 11/10/2021 320 P Sue Maitby 4391.46USD V)
View Approvals For DELL MARKETING L P
My Approvals -

RUDOLPH SURPLY 1

Requisition Name 20211020 PQ54332 01 Folders QDays in folder [Department Approval 10346]
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No. of ine items 1
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Requisition * 3365622 v

summey PO Commemts  Anachments @
General
status Pending
Department Agproval (Rsfesl spinczs)
Suomitted 1171072021 320PM
Cart Name 2021-10-20 Q5433201
Description novalue
Priority Normal
Prepared by Sue Maltoy
Mutti Invoice PO X
Accounting Codes
Business Unit Fund Dept
umec un 10346
MECt State Supao
Internal Notes and Attachments
Intemal Note novalue

Intermal Attachments

% Requisition * 3365622 v

Summary Comments Amachments @

General £
Status Pending

Submitted 11/10/2021 3:20PM

Cart Name 2021-10-20 PQ54332 01

Description o value

Priority Normal

Prepared by Sue Maltoy

Multi Invoice PO X

Accounting Codes

Business Unit Fund Dept
UMBC1 m

unEct State Suppors (CUR)

Internal Notes and Attachments

Internal Note no value

Internal Attachments

Shipping
ShipTo

Contact: Sue Maltby
Central Recaiving

Univ of MD Baltimore Cnt
1000 Hilltop Circle.

y

BillTo

Univ of MD Baitimore Crity
Accounts Payable Dept
1000 Hilltop Circle
Baltimore, MD 21250

Baltimore, MD 21250 United States
United States
Delivery Options
Expedite X
Ship Via Best Carrier-Best Way
Requested Delivery Date  no value
Account Project
7090200 novaue
8 cpsles upt- Gen A
£ External Notes and Attachments
Note to all Suppliers no value
Date Add  Attachments for all suppliers Add
Shipping Billing
Ship To Bill To

Contact: Sue Maltby
Central Receiving

Univ of MD Baltimore Crty
1000 Hiltop Circle.

Univ of MD Baltimore Cnty
Accounts Payable Dept
1000 Hilltop Gircle
Baltimore, MD 21250

Baltimore, MD 21250 United States
United States
Delivery Options.
Expedite X
Ship Via Best Carrier-Best Way
Requested Delivery Date o valve

Account Project

7090200 no value

o Supplen Institutionsl Supt- Gen Adrmin

# - External Notes and Attachments
Note'to all Suppliers no value
Date Add  Attachments for all suppliers Add
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