Approving an Order Request Using LSA’s Online Purchasing System

Overview
LSA’s Online Purchasing System is a web based system that allows departments to submit
order requests, route through appropriate people for approval, and receive goods in one
centralized system. Any staff person has the ability to request an order, however orders do not
get processed by LSA Procurement until appropriate approvals have been received.

Process Overview
1. When an order has been placed that requires approval, you will receive an email
indicating an Order Request requires your approval.
2. Within the email, the approver can view the order (and any attachments) and approve it
right in the email, or click on a link to view the order within the Purchasing System.
3. The approver can also change the shortcode assigned to the order, or make any other
necessary changes before approving.
4. If changes are made to an order, there is an option to reset the workflow approval. This
would be for the 2nd approver to reroute the changes to the initial approver (if
necessary).
5. Once the approval link is clicked in the email, or the Approve order button has been
clicked, the order has been approved.

When an order requires approval, the Approver will receive an email from “LSA Procurement Group”
with the heading “Purchase Request: Approval Required”.

1. The approver can click on this link to view the order in the Purchasing System.
2. The approver can click this link to approve the order. Once this link is clicked, no further action
is needed.
3. If the approver has multiple orders that need to be reviewed and approved, they can click this
link to view all.

1. The next section of the email shows all information related to the order request.

The approver can review all relevant information about the Order, including any attachments that may
have been included. Towards the bottom of the email, there is another link for the approver to Approve
the order.

2. If the approver would like to review the order request in the system, they can click on the first link.

The approver can review the entire order, and click the “Approve Order” button

They can also add and email comments to the Requestor:

The Approver can also change the shortcode being used in the order request:

