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Supplemental Job Aid

Date: 07/07/2014 

Target Audience:  Requisition Approver 1, Requisition Approver 2, PO Approver 1, PO Approver 3, PO Approver 4

Purpose: This Supplemental Job Aid provides Requisition and Purchase Order Approvers information on how to view an attachment prior to approval.

Title: Approval Role Access to Attachments 1.0


Part 1: Accessing Requisition Attachments
In this example, the Requisition Approver 1 and 2 will need to view Requisition attachments prior to approving. 

Step 1: Department Requester attaches all required documentation to the requisition.  The Department Requester then ensures the Approval Justification box is selected in the Comments field of the requisition. This allows the attachments to be viewable to the Approvers.

Step 2: Both Requisition Approver 1, and Requisition Approver 2 will navigate to the More Comments field.
Navigation: Main Menu > eProcurement > Manage Requisitions > More Comments link.

Step 3: Click the Expand arrow next to the Attachments. Then click the View button to view the attachment(s).  
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Part 2: Accessing Purchase Order Attachments
In this example, the Purchase Order Approver 1, 3, and 4, will need to view Purchase Order attachments prior to approving. 
Step 1: The Department Buyer attaches all justification/documentation to the Purchase Order (PO) and ensures the Approval Justification box is selected and open to all levels of approval.

Step 2: PO Approvers will navigate to the main Purchase Order page. 
Navigation:  Main Menu > Purchase Orders > Review PO Information > Purchase Orders > Find an Existing Value.  Enter the PO number and conduct search.

Step 3: In the PO Header Comments page, comments entered in the PO display.  Click the View button to access the attachment(s).
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