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Once a PR is approved, its status will automatically update in the system. 
Navigate to the Guided BUying homepage and select the "Your Requests" tab to view all PRs 
and their statuses. The next slide has an explanation of each status.
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Status Description

Composing The PR is created and being completed by the requisitioner.

Submitted The PR has been submitted and is going through the approval process.

Approved The submitted PR has been approved by the last approver in the approval flow.

Denied The submitted PR has been denied by one of the approvers in the approval flow.

Ordering The PO has been created but has yet to be transmitted to the supplier.

Ordered The PR is fully approved; the PO has been generated and sent to the supplier. Change/cancel order is 
allowed at this stage but should be agreed upon with the supplier outside of Guided BUying first.

Cancelled The PO has been cancelled by the requisitioner. The PO can be cancelled while it is in the ordering or 
ordered stage.
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If generated, a 
PO # will display.
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Click the Your 
Requests tab on 
the Guided 
BUying 
homepage to 
view your PRs.

You will 
automatically be 
brought to All.

Filter requests 
display and 
search. Search 
options include: 
Request ID: PR# 
Order ID: PO# 
Request Title: 
PR Title 
Supplier ID: 
Supplier # 
Supplier Name

View submitted 
requests.

Once a PR has been submitted, follow the approval and view any changes by 
clicking the PR# from the Your Requests tab.
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Click the 
appropriate PR # 
to view details.

The PR will open. 
Scroll through to 
view PR details 
including where 
the PR is in 
approval and any
added comments.

From the Your Requests tab, the status of the PR will be available. Select the 
appropriate PR to view details.
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8 Scroll down to 
view line-item 
details and the 
history of the PR. 
Any changes 
made to the PR 
will be recorded 
in real-time.

Scroll down to the History section of the PR to view any comments or 
changes made to the PR.
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Under the Your 
Requests tab, 
click the PO#.

Summary
 Highlights 
information including:

- Status
- Order information
- Line-item detail, 
including link to PR
- Payment terms
- Terms and 
Conditions
- Ability to add a 
comment or 
attachment.
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Once you click the PO#, you will be able view detailed information 
under summary, approval flow, invoices, payments, and history.
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Approval Flow:
View approval
workflow for the 
PR.

Invoices: 
View invoices 
posted to the 
PO and their 
statues.

Click invoice 
number to 
review. 
Steps on 
reviewing 
invoices can be 
found here.
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View approval flow and associated invoices.
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Note: This PR
did not require
an approval due
to the dollar 
amount.

https://www.bu.edu/ap/files/2020/07/QRG_Ariba-BI101-Shopper-Training_Approval1.pptx
https://www.bu.edu/ap/files/2020/07/QRG_Ariba-BI101-Shopper-Training_Approval1.pptx
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Payments: 
View payment 
information,
including status 
of payment. 
Click the ID to 
view more 
detailed 
transaction 
information.

History: 
View detailed 
order history.

View the payments against the PO and transaction history.
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