FALCON’S PURCH

10/22/2021

Requisition Approval

Log in to myBGSU. Click on the Employees tab >
Purchasing. Clickon the BGSU Falcons Purch logo

Welcome Home Libraries Employees

Purchasing

Falcon's Purch
ot

Related Information:

« Information and Instructions

To view the requisitions that are in your queue for
approval. Select the Action Items flag in the upper right
corner. Select “Requisitions” for all requisitions waiting
on your approval or “Requisitions to Approve” for
requisitions you have assignedto yourself while waiting
on more information.
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Available Actions

There are several actions you cantake directly from
the My Approvals screen:

Approve -You canclick the checkmark to approve the
document. If the document is in another folder, but is
eligible to be assignedto you, the button will default to
Assign. You can click the silhouette button to assignthe
document to yourself for approval.

The Action Menu - The action menu allows you to
perform an action on one or more documents. Available
options include Assign, Approve, Forward and more.

Select a Requisition by clicking in the text box. The
open the drop down menu at the button of the screen
for more options.
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Requisition Overview

Review the information and make updates if
needed.

Requisition ~ : 143171122

Summary 70 Provew ments  Attachments _ Histor
‘\| Click tabs to add or view information |
General # -+ shipping o Billing &£
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Approve & Show Next

Select Approve & Next and move to the next document
in your approvals folder. Note: If you have multiple
documents to approve, the Approve & Show Next
button is displayed by default. If you want to approve
the open document only, click the drop down icon next
to the button and select Approve.
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Approve

Return to Shared Folder
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Total (225.00 USD)
Return to Requisitioner

Subtotal
ubtota Forward to ...

Reject Requisition

To view more options you can click on the dropdown to
the right of Requisition.

Requisition + 151034696 ~

Summary FOPreview  Cot  Approve & Next
Approve

General Return to Shared Folder
Place on Hold

Status P

#mzz  Return to Requisitioner
Kalb)

Forward to ...
Submitted 171 Copy to New Cart
Cart Name 2021 Add Comment
Description nove Add Notes to History
S— o) Reject Requisition

Email Approval

To enable the ability to approve requisitions via email,
click on your name in the upper right corner, select
View My Profile.

Teresa Coss ¥ Action Items [s¢| Notifications [s51] ™ 0.00 USI

—

a

View My Profile

Set My Home Page

Logout
lacces

On the left navigation select Update Security Settings >
click on Change Email Approval Code.

Teresa Coss

User Name TLCOSS

User Profile and Preferences
Update

Change Email Approval Code
Default User Settings
User Roles and Access
Ordering and Approval Settings
Permission Settings

Notification Preferences

User History

Administrative Tasks

Enter an email approval code. The code may be a
combination of characters, numbers andletters and
with a minimum length of 6 characters.

Change Email Approval Code

Email Approval Code | | |

Save Changes Close

When you have a requisition to approve you will receive
an email as shown below. Click on the Take Action
button at the bottom of the email.
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New Pending Approval for Requisition# 27591309 You will then proceed to enter your Approval Code and
falconspurch@bgsu.edu either Approve or Assignto myself to returnthe

Sent: Wed 2/8/2012 1100 AM requisition back to the requestor.
To Maureen Ireland

Approval Request for Requisition# e e
27591309

Comment

Dear Maureen Ireland,

The requisition listed below has been submitted for your approval. Assign to myself
Summaw Approve

Folder: Purchasing Review

Prepared by: Linda Szvch

Cart Name: 2012-02-08 LSZYCH 02

Requisition Mo.: 27591309

Priority: MNormal

MNo. of line itermns: 1

TOTAL: 409.95 USD

School Outfitters LLC

[tem 1 {Non Catalog Item)

Description: Graphics Magnatic Whiteboard-Music Staff Linas-
Aluminum Frame 4'Hx 8'W

Catalog Number: MAR-PR-408-MS

Quantity: 1

Unit Prica: 40995 USD
Ext. Price: 409.95 USD
Size/Packaging: 1EA

Commoaodity Code: 10000000

TOTAL: 40995 USD

Accounting Codes

Susiness Unit GL: BGSUN-BGSUN

Speedchart: 117000CRSE - Musical Arts Dean-CRSE
Fund: 13000 - Course Fees - BG Campus
Dept: 117000 - Musical Arts Dean
Project/Grant:

i ctivity:

Function: 4000 - Academic Support

P Business Unit:

Account: 53100 - Office Supplies*

Frogram: 9010 - Departmental Program #2010

Budget Reference:

Ready to approve, reject or assign this document
to yoursej$-
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