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HUSKYBUY UOONN e
Requisition Approval

Overview When creating a requisition through HuskyBuy, you must be well versed on the practices and policies within
procurement. (You can view those policies in the Buyer/Payer Guide.) Requisition approval is a required activity
for all requisitions over the $5,000 threshold. Requisition approvers can only view, approve, return, and/or reject
requisitions. They cannot edit fields.

Contents Included within this user-guide you will find:

e Accessing Requisitions Pending Review and Approval
e Filter Requisition Approvals

® Assigning Requisitions to Myself

e Adding Comments and Attachments

® Approving a Requisition

® Returning a Requisition

Process Steps:

Screenshot

Accessing Requisitions Pending Review and Approval
|f someone is assigning requisitions to HUSKYBUY UCONN e Search (AR+Q) Q  eoooousp W [ ™
you, or you Only want to see the ones you simple  Advan
have assigned to yourself, click on the R o|
o
Action Items (™) flag and select e
Requisitions to Approve under the My NorCatalog Requisition Forna
Assigned Approvals section. There are 2 i Payment Requets g
. . @ HuskyBuy Resources
in this example.
Y . v MY PR APPROVALS e
Note: To see all of the shared requisitions
waiting to be assigned to an Approver, soProveR RosrerTIE p—
click on Requisitions under the
. . 2110185 Dell Marketing LP Jeremiah Macht 12/29/2017 1217 Terri Richard 10.00 USD @ U v
1 Unassigned Approvals section. = P
The My PR Approva|s folder Wi” appear 209517 [:':E" Marketing LP Jeremiah Macht Li:\S’ZG‘T\‘Z:SD g::\;:\sm- 8,068.59 USD L;,' e
with all of the requisitions that have been
> ACCOUNT: 1007 (OFFICE SUPPLIES): (ALL VALUES) a
assigned to you.
~ ASSET APPROVAL o
REQUISITION ASSIGNED
NO. SUPPLIERS APPROVER PR DATE/TIME REQUESTER AMOUNT
301959 Mansfield Supply Incc I Not Assigned 7/22/2020 3:59 Nancy Patrylak 100.00 USD ? [0 3
PM
3017052 Presto Print Il Inc Not Assigned 7/20/2020 3:04 Nancy Patrylak 500.00 USD r_;,' ‘5
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Action Screenshot
Another way to get to your requisitions is L HUskveuY uoow AT | e e | st ®
by using the icons on the left. Navigate to e B e e
Orders > Approvals > Requisitions to )
Approve. 2 s
Requisitions Recently Approved By Me Non-Catalog Requisition Forms
Payment Requests
Internal Request Forms
Research Suppliers.
. . & Reference: Airgas [ 510720 b gseee
2 This method will show ALL of the
documents that need to be approved. pr—
Click on the Document Type horizontal list
at the top of the Approvals screen and Your Selctons o T o -
select Requisitions. » (XD G
V‘T:"“’"’““‘”“' . 3019591 Mansfield Supply Incc 15 Jere 20203:59 PM Nancy Patrylak 100.00USD o0V
Note: You can also use this method to see
purchase order, invoices, or forms that
need approval.
Click on the arrow next to each folder to
open it up. pr—
e MY PR APPROVALS e Requisitions Purchase Order Invoices Sourcing Events Evaluation Sourcing Events Procurement Requests AP Requests Sourcing Event Requests
3 are . Your Selections e Total Results 12 Display 20 per folder
Additionally, you can display how many .
documents you would like to see in each pte Rene 2
folder at once AllDates v > ACCOUNT:1001(Q 30 Es) @
’ View Approvals For > ASSET APPROVAL 22
Filter Requisition Approvals
Additional filter options are also available Approvals
in the left Filter bar and can filter by:
Requisitions Purchase Order Invoices
e Type
e Date Range Your Selections =
e Supplier
e Supplier Class Date Range
e Department All Dates v
e Current Workflow Step
e Status Flags View Approvals For
. My Approvals v
1 e Assigned Approver :
And many more. ]
Filters
~ SUPPLIER
~ SUPPLIER CLASS
~ DEPARTMENT
~ BUSINESS UNIT
~ CURRENT WORKFLOW STEP
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Action Screenshot

Assigning Requisitions to Myself

The folders on the right side contain all of « MyPRAPPROVALS @) "

the requisitions that need to be approved. reUsITION I

They are shared with all of the approvers N, SUPPLIERS APPROVER PR DATE/TIME REQUESTER AMOUNT

and delegates, 2110185 Dell Marketing LP Jeremiah Macht 12/29/201712:17 Terri Richard 10.00 USD ? [0 v
= Y

The top fOIderr My PR Approvals; contains 2005171 Dell Marketing LP Jeremiah Macht 12/13/201712:50 Rachel £,068.50 USD v
= PM Requestor

the requisitions that belong to you.
C||Ck|ng on the Assign 3. button assigns > AGCOUNT: 1001 (OFFICE SUPPLIES): (ALL VALUES) (@)
the requisition to your folder for approval. « asseTaprROVAL @

REQUISITION ASSIGNED
NO. SUPPLIERS APPROVER PR DATE/TIME REQUESTER AMOUNT
NOte: After aSSigning the Shared 301959 Mansfield Supply Incc [ Not Assigned 7/22/2020 359 Nancy Patrylak 100.00 USD 2 03
s M
requisition to yourself no one else can
ta ke |t UnleSS you return |t to the Shared 3017052 Presto Print Il Inc Not Assigned 7/20/2020 304 Nancy Patrylak 500.00 USD a3
1 fOlder. v MYPRAPPROVALS ()
REQUISITION ASSIGNED
NO. SUPPLIERS APPROVER PR DATE/TIME REQUESTER AMOUNT
You have jUSt added the Shared 3019591 <y Mansfield Supply Ince Jeremiah Macht 7/22/2020 3:59 PM Nancy Patrylak 100.00 USD 2 7 v
requisition to your My PR Approvals =
folder. 2110185 Dell Marketing LP B Jeremiah Macht 12/29/2017 1217 Terri Richard 10.00 USD @ U v
PM
209517 Dell Marketing LP B Jeremiah Macht 12/13/2017 12:50 Rachel 8,068.59 USD U v
PM Requestor

> ACCOUNT: 1001 (OFFICE [UPPLIES): (ALL VALUES) (@)

v ASSETAPRROVAL B

REQUISITION ASSIGNED
NO. SUPPLIERS APPROVER PRDATE/TIME REQUESTER AMOUNT
3019591 <mmall Mansfield Supply Incc [ Jeremiah Macht 7/22/2020 359 Naney Patryiak 100.00 USD 20 3
PM
Presto Print Il Inc Not Assigned 7/20/2020 304 Nancy Patryiak 500.00 USD R N
From the My PR Approvals folder, you v mvPRAPPROVALS @)
also have the fO”OWing Options on REQUISITION ASSIGNED
selected req isitions. You can No. SUPPLIERS APPROVER PRDATE/TIME REQUESTER AMOUNT
uisiIti . u
301959 Mansfield Supply Ince 2220 g Nancy Patrylak 100.00 USD @ 0O v
e Forward... = selst an action
e Return to Shared Folder 2110185 Dell Marketing LP £ Assign Terri Richard 10.00 USD 2 [ v
Approve/Complete
e Place on Hold o
e Add Notes to History 200517 Dell Marketing LP [ et Shars Faer :::::\SW 8068 50 USD v

Flace PR On Hold

B @ mevssciecTep < — Add Notes to History

Once you select the check box you will see
2 the ITEMS SELECTED menu appear at the
bottom of the screen

When you are ready to look at a
requisition, select the requisition number.
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Action Screenshot

Adding Comments and Attachments

In the requisition, navigate to the Requisition = : 3019591 -

Comments tab. -
ummary PO Preview attachments History
Select the plus icon +
Records found: 0 Show comments for Requis... ¥

No comments have been added

Enter comment. Select individuals to
receive the comment via email.

Requisition ~ : 3019591
. L. . . Summary PO Preview Comments Attachments History
If the individual, you wish to select is not

IISted seleCt Add reci plent' Records found: 0 Show comments for Requis..¥ =~ =+

Within the User Search window, search

for the recipient. \A

ADD COMMENT v X

Once you’ve added a comment and

selected emal recipient(s) click the — o aa——————
check mark in the top right of the document

Add Comment window.

Email notification(s) | Add recipient

[ Jeremiah Macht (Appraver, Approved) <jeremiah.macht@uconn.edu>

81 characters remaining expand | clear
1 Comments can 0/50 be added, by using the ‘ ! : ’ /. Nancy Patrylak (Prepared by, Approved) shuskybuy@uconn.edu>
Document Available Actions drop-down Attach file (optional)
menu. AttachmentType @ File (O Link/URL
File Name
v File . Sy
Choase File Upload your file
Last Name @ ‘ | ‘
FirstName @
User Name @
Email @
Business Unit @ UConn (UConn) xXQ
Department @ v
Role @ v
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Action Screenshot
From the Add Comment window, you can Requisition ~ : 3019591
also Add an attaChment' summary PO Preview Comments Attachments History
Select Choose File within the Attach File
. . R ds found: 0 Show comments fol Requis...¥
section. Browse and select the file. ecords foun o commenfer | B
Then, select the check mark in the top
. . ADD COMMENT v X
right of the Add Comment window.
adding test commeml This will add a comment to the document. If you select a user they will
receive an email indicating that a comment has been added to the
.. . document
In addltlon’ yOU can attaCh a flle by Email notification(s) | Add recipient
naVlgatlng Wlthln the ReqU|5|t|0n 4 D Jeremiah Macht {Approver, Approved) <jeremiah.macht@uconn.edu>
Summary tab and Scrolling dOWn to flnd 1 charscters remaning ama e ./ Nancy Patrylak (Prepared by, Approved) <huskybuy@uconn.edu>
the Add Attachment buttons. A
2 . Attachment Type /|
You can add attachments in two places: L @R O
Internal: For comments and attachments File e S
Choose File Upload your file
that you do NOT want to go to the
supplier.
External: For comments and attachments bbbl A T A e
that are also available to suppliers. Requisition ~ : 3019591 ®
summary PO Preview comments @  Atachments @  Histo
Note: Attachments cannot be added to Il v e il
documents once they have Completed the Internal Attachments Add Note to all Supplier no value
approva/ WOrkfIOW L Test paf %\tj- I‘m'-—mw all Add
. suppliers
Approving a Requisition
Review the requisition to ensure HUSKYBUY UCONN M- seachaivo) 000U W
transaction is ok to approve. Requisition + 2178791 = o 4 D‘ Tt
. Summary  POPreview  Comments 1 achment History Approve
Here you have two options to approve Return o Shared Folder
. . . General S ... Shippin s ... Billin Place on Hold
1. Navigate to Available Actions ‘ - ‘ : et o Requtioner sous)
dl"Op down - (3 dots), Cart Name  2018-03-06 shopper 01 ShipTo 5;202::;::;: B
Requester  Rachel Requestor ::;“Sawlgwshopper (\;\rn;a” o-utra CoPY toNew Cart
2. Navigate to the upper nght Shopper  Sally Shopper Acad Cir For Ent Students-ACES 343MansfieldRd  Add Comment
Unit 4218 Storrs, GT 06269-10:
1 corner and Select from the Optional PR 368 Fairfield Way United States Add Notes to History
Approve/Complete Step Menu. s I v 1@
Requisition + 2178791 zoneo - N )— - <
-
Sunmery  POPreview  Comments 1 Atachments  History Approve
) Return to Shared Folder
Q General # ... Shipping # - Biling PR [ | Place on Hold
CartName  2018-03-06 shopper 01 shipTo Email Invoices To: apinvoices@uconn.edu K| Return to Requisitioner
iy Type Vendor Name / Invoice # in Subject
Requester  Rachel Requestor Attn: Sally Shopper Line St Forward to 8)
Room: 101 or Mail: AP - Unit 1080 £
a sally Shopper Acad Ctr For Ent Students-ACES 343 Mansfield Rd Reject Requisition 8
Unit 4218 Storrs, CT 06269-1080
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Action Screenshot
In addition, you can approve a requisition, v mvPRaPPROVALS @)
by clicking the Approve button ~ within AEQUISTION ASSIONED
the Iist of Approvals from your My NO. SUPPLIERS APPROVER PR DATE/TIME REQUESTER AMOUNT
Approvals f0|der_ 301959 Mansfield Supply Incc Jeremiah Macht 7/22/2020 3:59 PM Nancy Patrylak 100.00 USD e U v
-]
2
2110185 Dell Marketing LP B Jeremiah Macht 12/29/2017 1217 Terri Richard 10.00 USD ﬁ U v
PM
209517 Jeremiah Macht 12/13/2017 12:50 Rachel £,068.59 USD U v
PM Requestor
Returning a Requisition
In the requisition, navigate to the HUSKYBUY UCONN R um O
Document Available Actions drop-down Reauisition + 2178791 RRL (O] - |- RS
menu. sy o s @ stocteems iy Approve [
Return to Shared Folder
From Available Actions, select Return to General & ... shioping 4 Bilng Place on Hold i
Requester. CartName  2018-03-06 shopper 01 shipTo email voices Ty RETUTM to Requisitioner 20 US|
Type Vendor Nanfe Forward to
Requester  Rachel Requestor :gzms:\l)y‘shopper I:rn;a\\ ol copytoNewcart
shopper  Sally Shopper Acad Ctr For Ent Students-ACES 343 Mansfield Rd Add Comment
Unit 4218 Storrs, CT 06269-
Optional PR 368 Fairfield Way United States Add Notes to History

You will be prompted to enter a Reason
for return.

1 Click Save Changes.

novale

Return To Requester X

£

000 characters remaining expand | clear

Characters beyond the limit are not saved, i.e,, the note is truncated. Once the
note is attached, it is accessible from the History tab of the document.

Save Changes Cancel
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