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Reviewing Approval Status of Purchase Requisitions,
Contracts, and Purchase Orders

Reviewing Approval Status of Purchase Requisitions, Contracts,
and Purchase Orders Overview
End users can review the approval status of purchase requisitions, contracts and purchase orders.

Reviewing Approval Status of Purchase Requisitions, Contracts,
and Purchase Orders Lesson

Procedure

Step Action

1. Click the Purchasing - Agencies link.
IPurchasing - Agencies|

2. Click the Document Approvals - Generic link.
[Document Approvals - Generig
3. Click the Requisition Approval (Generic) link.

[Requisition Approval (Generic)

4. Decision: | want to see Order Apprvoal Status:

e Review By Approver
Go to step 5 on page 2

e Review By Originator
Go to step 17 on page 3
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Approver

Order Type
Limit Selection
Orders older than days

Waiting more than days

PEREZ, JULIE J

Requisition Approval (Generic) - Work With Orders Awaiting Approval
Select Find  Cose Row Tools

Business Unit
Order Selection

Approver

@ Queued for Approval

Originator

[ Waiting Approval
© Approved
' Rejected

© Sign Out
@

No records found. Customize Grid
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Order or
Number Ty

Order
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Address

Order
Fd Number

Person Responsible

Done
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Step

Action

Approver

System defaults to the user's id from the login profile, but any user’s id may be
placed in the Approver field or the field can be left blank.

Click in the Approver field.
[100373 |

Enter the apprpriate Address Book number into the Approver field.

Press [Tab].

Enter the desired information into the Order Type field.

Ol N o

To populate the grid with all documents waiting appproval by the specific Approver,
click the Find button.

10.

Click in the box associated with the procurement document to be reviewed.

11.

Click the Row button.

12.

Click the Status Summary menu.

Status Summary
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Step Action
13. Approval History/Rejection appears on this screen.
Click the Close button.
14. Decision: | want to:
e Complete Order Approval Status Review
Go to step 15 on page 3
¢ Continue Reviewing Order Approval Status
Go to step 4 on page 1
15. Click the Close button.
16.
End of Procedure. Remaining steps apply to other paths.
17. Approver
System defaults to the user's id from the login profile, but any user’s id may be
placed in the Approver field or the field can be left blank.
18. In the Header, Approver will change to Originator once an Originator radio button

is selected.

Grid automatically refreshes as radio buttons are selected.
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Requisition Approval (Generic) - Work With Orders Awaiting Approval @
Select Find Close Row Tooks
4 L3
Approver 100378 Q Business Unit *
PEREZ, JULIE J Order Selection
Order Type - Approver Originator
Limit Selection @ Queued for Approval el Waiting Approval
Orders older than days © Approved
Waiting more than days ' Rejected
No records found. Customize Grid =]
r Hd Order or Order Order Address
cD Number Ty Fd Date Note Person Responsible Number
2 |
Done [T T [ Trustedsites [%a - [Hmz -

19.

Click the Waiting Approval option.

.
JD EDWARDS ENTERPRISEONE

Requisition Appreval (Generic) - Work With Orders Awaiting Approval
Select Fnd Clpse Row Tooks

v @ X B &

Originator 100378 Business Unit *
PEREZ, JULIE J Order Selection
Order Type - Approver Originator
Limit Selection
© Queued for Approval & Waiting Approval
Orders older than days 0 € Approved
Waiting more than days 0 ' Rejected
Records 1-1 Customize Grid =]
r Hd Order or Order Order Address
co Number Ty Fd Date Note Person Responsible Number (
r 48363 OR 00001 031512010 100087 ARCHULETA, AMY L 100378 P
4 | B

PEREZ, JULIE

Done
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Step Action
20. Click the Approved option.
21. Use the Query by Example (QBE) line to filter your search.
22. Click the Find button.
23. Click in the box associated with the procurement document to be reviewed.
24, Click the Row button.
25. Click the Status Summary menu.
Status Summary

ORACLE’ 1o EDWARDS ENTERPRISEONE Y

© Sign Out
Requisition Approval (Generic) - Work With Approval Status Summary @
Find Clpse Took
Order Number 4835 OR 00001
Records 1-1 Customize Grid =]
Approval Person Released Released
Route Code Responsible Status  Date Time

@ 100378 ARCHULETA, AMY L Approved 03/05/2010 160717

Done [ [T | [ Tustedsites LR

Step Action

26. Click the Close button.

%]
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27.

Click the Rejected option.

28.

Click the Close button.

Go to step 14 on page 3
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