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Job Aid

How can | add or change an approver on a single purchase

requisition?

Step Action

1. Once you have returned to the Integrated System, you have the option to change the first

approver or add an approver.

From the Edit and Submit Requisition page, click on the Manage Approvals button.

Edit and Submit Requisition

* Indicates required field

Requisition 1191390

Select Lines: Update  Copy | Delete |5 &

Select All | Select None

Select Details Description Quantity Unit

IKAT10
Dispersing
Tool S1I0N -
O » 8GST
Sawtooth
dispersing
element

<

Based on your approval authority, this requisition does not require approval by others.

Approvals

@ TIP Please click on 'Refresh Approvers' to view the updated approver(s).

[El= No Approvals Required

Notes And Attachments

Notes

* Description  IKA T10 Dispersing Tool §10 N - 8 G ST Sawtooth dispersing element

1 Each 158042USD 156042

. __—° BDBROD Q rd @

Check Funds  Save Printable Page = Submit

Deliver-To Location Reference UE.dﬂ"e Dele
Number ne

Refresh Appm€r5 Manage Approvals :

Step Action

2. To add another approver, click the Insert Approver button.
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Edit and Submit Requi Check Funds || Save  Printable Page | Submit N
* Indicates required figld
Requisition 1191390
Total 1,560.42 USD
* Description  IKA T10 Dispersing Tool $10 N - 8 G ST Sawtooth dispersing element
Justification
SelectLines: Update  Copy | Delete |5 2
Select All | Select None
r . . . . Amount . . Reference  Update
Select Details -] c
Description  Quantity Unit Price (USD) Need By Date Deliver-To Location Number Line Dele
KA T10
Dispersing
Tool S10N - Approvers x
J » 8GST 1 Each 1 2 i}
Sawiooth * Actions Insert Approver
dispersing ~
element —
< | >
(O Reset Approval List
Based on your approval authority, this requisition does not |
Approvals = R a .
@ TIP Please click on 'Refresh Approvers' fo view the up =00 ES el
Refresh Approvers || Manage Approvals
[E— No Approvals Required
Notes And Attachments
Notes
Note To Buyer A
< >

Step Action

Select the new approver.

the [Tab] key.

You can click on the search icon, or type in the person's name (last name first) and press

Edit and Submit Requisition Check Funds || Save  Printable Page | Submit N
* Indicates required field
Requisition 1191390
Total 1,560.42 USD
* Description KA T10 Dispersing Tool S10 N - 8 G ST Sawtooth dispersing element
Justification
SelectLines: Update  Copy | Delete |IZ] 2
Select All | Select None
c L . . . Amount . N Reference  Update
Select Details Description Quantity Unit Price (USD) Need By Date Deliver-To Location Number Line Dele
IKAT10
Dispersing
Tool S10 N - Approvers x
] » 3GST 1 Each 1 . 1 Fd |l
Sawtooth Actions @ Inser Approver
dispersing ) ~
element
< | >
) Reset Approval List
Based on your approval authority, this requisition does not |
@ TIP Please click on 'Refresh Approvers’ to view the upl * Batd to 1 acati
TRefresh Approvers || Manage Approvals
[E—= No Agprovals Required
Notes And Attachments
Notes
Note To Buyer v
< >
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Step Action

4, The Add to Location defaults to First Approver. You may change this have the

arrow.

additional approver listed after your current approver by selecting from the drop down

Edit and Submit Requisition Check Funds | Save  Printable Page = Submit A
* Indicates required field
Requisition 1191390
Total 1,560.42 USD
* Description  IKA T10 Dispersing Tool $10 N - 8 G ST Sawtooth dispersing element
Justification
SelectLines: Update |Copy Delete |37 =
Select All| Select None
; Amount Reference Update
Select Details ipti i i i iver-] i -
Description  Quantity Unit Price (usD) Need By Date Deliver-To Location Number Line Dele
IKAT10
Dispersing
Tool SON - Approvers x
[m] » 8GST 1 Each 1f rd |l
Sawtooth
dispersing ~
element () Change Managerial Approver
< | () Reset Approval List >
Based on your approval authority, this requisition does not |
Approvals ©
@TIP Please click on 'Refresh Approvers' o view the up < 2
Refresh Approvers | Manage Approvals
[E— No Approvals Required
Notes And Attachments
Notes
Note To Buyer v
< >

5. Click on the Submit button.
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Edit and Submit Requisition Check Funds ~ Save | Printable Page ~ Submit Py

" Indicates required field

Requisition 1181390
Total 1,560.42 USD
* Description |IKA T10 Dispersing Tool §10 N -8 G ST Sawtooth dispersing element
Justification

SelectLines: Update | Copy Delete |3 =
Select All| Select None

Reference
Select Details Description  Quantity Unit Price A'{{]’;B; Need By Date Defiver-ToLocation  umber  + FLC Dele
IKAT10
G Approvrs x
O > 8GST 1 Each 1 ] 7 i}
Sautooth
dispersing O Ghange Managerial Approver "
cloment

O Reset Approval List
< | >
* Approver Marbury, Patricia A (Paty

Based on your approval authority, this requisition does not |
“ Add to Location  First Approver[ ]

A L
pprovals v

Caffcel  Submit
@ TIP Please click on 'Refresh Approvers' to view the ug

Refresh Approvers | Manage Approvals

E—> nNo Approvals Required

Notes And Attachments

Notes

Note To Buyer

Step Action

6. If you wish to change the first approver (current approver will NOT receive requisitions
for approval), click on the Change Managerial Approver radio button.

‘m

UVa Integrated System iprocurement Logged In As JSJ6B

RequisitionsiOrders  Shop ~ Post Award Requests  Receiving  Assessments  Feedback

tion Check Funds | Save | Printable Page = Submit

Edit and Submit Requi

™ Indicates required field

tion 1191390

Total 416.00 USD
* Description Hemo Kien Taq
Justification
Select Lines: Update | Copy || Delete | |5 =
Select Al | Select None

. Update

Select Details Description  Quantity Unit & Approvers P Delete
Hemo ~ Actions @ Insert Approver

[m} » KlenTaq - 1 Each 4 - e ~ 7 ||
1,000 pns -

7 Reset Approval List

Based on your approval authority, this requisition does not|
Approvals ® QT a o

* mctct et mmntinn | Eirst rnrouar

@TIP Please click on ‘Refresh Approvers' to view the ug

Refresh Approvers || Manage Approvals

[El— No Approvals Required

Notes And Attachments

Notes
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Step Action

7. Select the new managerial approver.

You can click on the search icon, or type in the person's name (last name first) and press
the [Tab] key.

Click in the New Managerial Approver field.

UVa Integrated System iprocurement

Requisitions/Orders  Shop  Post Award Requests  Receiving ~ Assessments  Feedback

Edit and Submit Requisition Check Funds ~ Save | Printable Page | Submit

* Indicates required field

Requisition 1191390

Total 416.00 USD
* Description Hemo Klen Tag

Justification

Select Lines: Update || Copy || Delete | |} =

Select All | Select None

Select Details Description  Quantity Unit | Approvers x “L"i‘:l‘e Delete
Hemo

O > KlenTag - 1 Each ¢ @® Change Managerial Approver ~ 7 i
1,000 rxns

(O Reset Approval List

§ o Current Managerial Approve
Based on your approval authority, this requisition does not|
* New Managerial Appi
Approvals o
Cancel  Submit

@ TIP Please click on ‘Refresh Approvers’ to view the ug

Refresh Approvers = Manage Approvals

[E]—= No Approvals Required

Notes And Attachments

Notes v

Step Action

8. Click on the Submit button. Your requisition will now route to this person for approval.
Changing the first approver can be used when your default approver is out of the office
to ensure that your requisition and order proceed without delay.
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UVa Integrated System iprocurement 1 | Logged In As JSJ6B

Requisitions/Orders  Shop ~ Post Award Requests  Receiving  Assessments  Feedback

Edit and Submit Requisition Check Funds || Save | Printable Page || Submit

* Indicates required field

Requisition 1191390

Total 416.00 USD
“ Description |Hemo Klen Tag
Justification

SelectLines: Update | Copy | Delete ||} 2

Select All | Select None

Select Details Description  Quantity Unit = Approvers x Update pelote
Hemo - - :
[m} » KlenTaq - 1 Each {4 ewel ~ rd @
1,000 rxns .
() Reset Approval List
Current Managerial Approver
- nagerial Approver  Clements, Sue B Q
Based on your approval authority, this requisition does not|
Approvals & i~
., . < >
@ TIP Please click on 'Refresh Approvers' to view the up

TRefresh Approvers || Manage Approvals

[El— No Approvals Required

Notes And Attachments

Notes e

Step Action

9. Click on the Submit button in the upper right-hand corner of the Edit and Submit
Requisition form once you are satisfied with your approver list to route the requisition
for approval.

UVa Integrated System iprocurement i Logged In As JSJEB

Requisitions/Orders  Shop  Post Award Requests  Receiving Assessments  Feedback

Edit and Submit Requi

on Check Funds | Save | Printabif Page | = Submit
* Indicates required fiekd

Requisition 1191390

Total 416.00 USD
“ Description | Hemo Klen Taq
Justification
Select Lines: | Update | Copy Delete |J7 2
Select All | Select None

Amount Reference  Update

Select Details Description  Quantity Unit  Price "(iigp) Need By Date Deliver-To Location (€17 Pine. Delete
Hemo :
O 4 KlenTag - 1 Each 416USD  41epp OFAPR201B000000 G| ppgpgn a 7 o
1,000 mns (example: 17-Mar-2018 18:45:00)
416.00

Total

Your requisition will be sent to the following list of approwers.
Approvals

@TIP Please click on 'Refresh Approvers' fo view the updated approver(s).
Refresh Approvers | Manage Approvals :

[

Clements, Sue

B

Notes And Attachments

Notes
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