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Approval via Guided BUying

Approvers will receive notifications from Guided BUying each time a PR 
requires approval. Alternatively, to see all PRs pending approval, log in to 
Guided BUying and select the Your Approvals tab.
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Click the Your 
Approvals tab on 
the Guided 
BUying 
homepage.

Select a tab:
• To approve: 

PRs pending 
your approval.

• To watch: 
PRs for which 
you have 
been added 
as a watcher. 
No action is 
required.

• Recent 
approvals: 
PRs approved 
or denied.
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PRs for your approval will display based on filter settings. Filter approvals by 
type, time frame, or search for a specific PR.
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Click the To 
approve tab.

Filter by type and 
date range.

After applying a 
filter, type in a 
PR# or scroll 
through PRs.

Click See details 
to review and 
either approve or 
deny the PR.
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View the 
Approval 
Flow. Add 
additional 
approvers by 
clicking on the 
approval line.

Type in any 
necessary 
Comments
and click Add. 
If necessary, 
click Share 
with supplier.

Scroll down to 
view the header 
information 
including 
Shipping and 
Accounting
information.
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Review the PR details including Approval Flow, comments, and header 
information.
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Scroll down to 
view each line 
item detail.

Click 
Accounting to 
expand details. 

Click arrow to 
expand 
Shipping 
section. Review 
delivery address.

Note if a non-BU 
address has 
been added. 
Requisitioners
are required to 
enter a comment 
noting a non-BU 
address has 
been added for 
your approval.
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Approval Process via Guided BUying: Scroll down to expand line item detail 
including supplier information, accounting, and shipping.
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Note: Items associated with a contract will be noted in the line item detail. In this example, the item is associated with a 
contract BPO20.
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Scroll down and 
click the Others 
tab to review 
other information 
such as 
Commodity 
Code, Payment 
Terms, Item 
Category, etc.

Scroll down to 
view History
section. You can 
view complete 
history of the PR 
including 
approvals and 
changes.
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Review details in the Others tab which includes payment terms. The History 
section includes approvals and changes to the PR. 
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Note: Commodity Code is replacing Product Category.
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Once you have reviewed and made any required changes, approve or deny the 
PR. Follow steps 14A to approve the PR or 14B to deny.

Click Approve in 
the top right 
corner.

Enter a comment 
and click 
Approve.

Next Steps:
• The PR will 

move to the 
next approver in 
the Approval 
Flow or a PO 
will be 
generated and 
sent to the 
supplier. 

• Navigate to 
Your 
Approvals > 
Recent 
Approvals to 
see approved or 
denied PRs.

14A

14A
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To deny the request and send it back to the requisitioner for changes, click 
Deny.

Deny in the top 
right corner.

Enter a comment 
and click Deny.

Next Steps:
• The PR will be 

sent back to the 
requisitioner to 
make requested 
changes.

• Navigate to 
Your 
Approvals > 
Recent 
Approvals to 
see approved or 
denied PRs.

14B
14B
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After a PR has been approved or denied it will display under the Recent approvals 
section under the Your Approvals tab.

Click the Your 
Approvals tab on 
the Guided 
BUying 
homepage.

Navigate to 
Recent 
approvals.

Click See Details 
next to the PR.

This PR required 
no further 
approvals and has 
changed to a 
status of 
Ordering. A PO 
has been 
generated and 
sent to the 
supplier. You will 
see the PO 
number above the 
Net Amount; it 
begins with a 55.

15

16

15

17
17

18

16

18


	Approval via Guided BUying
	Approval via Guided BUying
	Approval via Guided BUying
	Approval via Guided BUying
	Approval via Guided BUying
	Approval via Guided BUying
	Approval via Guided BUying
	Approval via Guided BUying
	Approval via Guided BUying

