	Log into PeopleSoft eProcurement


To approve the requisition, begin by logging into PeopleSoft eProcurement. Enter your email (LDAP) login name in the User ID box and email password in the Password box. Click on the Sign in button to go to the approval page for the requisition in the email. 
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	Approving or Denying a Requisition


· Click the Approve button at the bottom of the page to approve the requisition.

· Click the Deny button at the bottom of the page to deny a requisition. Type a reason for your denial in the Enter Approver Comments box. 
· Click the Sign out link when you are finished. 
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	Requisition Details


· Click the Item Description link to view the complete description of an item along with its comments and suggested vendor.

· If present, click the 


 Requestor’s Comments icon to view an item’s attachments and comments.
· Click Select All/Deselect All link then click the View Line Details button to see Project Ids and Locations.

· Click the [image: image5.png]




 Review/Edit Approvers  bar to see approvers and reviewers. 
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	To Add a New Approver or Reviewer


· Click 


 Insert Approver
· Click the Approver or Reviewer button on the new page that pops up.

· Click the 

 Lookup icon to search for an employee.

· Enter the approver or reviewer’s last name in the Name field, click the Search button, click on the individual’s name you want, and click the Insert icon.

· To remove an inserted Approver or Reviewer, click 

 in the upper right part of their box.
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	View All Your Approvals


To see all of your pending approvals, you can log into PeopleSoft, click on eProcurement on the left, and click Manage Approvals on the right.
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Click on a Requisition Id to go to a requisition. Click the Return to Approval Manager link at the bottom of the approval page to return to the Manage Approvals page.
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ePro Approvals 8.8
Quick Reference

for

eProcurement Approvals
Procurement

Web: http://procurement.lbl.gov
E-mail: ProcurementHelp@lbl.gov

Telephone: 510 486-6400

This quick reference is designed to assist LBNL Authorized Signers in approving PeopleSoft 8.8 eProcurement requisitions.

	Email Notification


An email notification is automatically sent to the Authorized Signer’s email Inbox when the Requisition Preparer creates and submits an ePro requisition for your Approval or Review. (Requisitions sent to you for Review do not require you to approve the requisition—they are sent for your information only and will be approved by another individual.) Click on the link in the email to start the approval process.
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= Subject: TEST - Approval is Requested for Requisition ID "0000000360"
From: JPSperos@hbl.gov
Date: 4:14PM
To: JPSperos@hbl.oov

A requisition has been entered which requires your attention. You can navigate directly to the approval Al
page by clicking the link below.
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Additional Informatio

Requester: Bell,Andre R
Preparer: Spezos, John P
Requisition ID: 0000000360
Requisition Name: Chip_Tseng-IBM_2-7-05

# pate: 2005-03-09

Requisition Amount: $3,385.00

You can approve an LBNL purchase requisition using only your email and a Web browser as follows:

- Click on the link above.
- Log into PecpleSoft using your regular email User ID and password.
- Click either the "Approve” or "Deny" button at the bottom of the screen.

For detailed information about the requisition, click on the Item Description, the "Requester Comments”
icon to see attachments, and/or the "View Line Details" button. You can "Review/Edit Approvers” by
clicking ">" to expand this section. Approver Comments are optional. -

Your approval constitutes approval of the reguisition and its attachments, including sole source and
otner attached forms.
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