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The purpose of this job aid is to show how 
to approve a Purchase Requisition 

through email notification. 

If you are an approver, you will receive an 
email from Ariba. Click on the email.
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The subject line contains the name of the 
requestor, PR#, and the total amount of 
the Purchase Requisition.

Scroll down to see more information. You 
will see the option to “Approve”, “Deny”, 
or “View”.
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If your requisition has fewer than 10 line 
items, all 10 items will show in the email. If 
there are more than 10 line items, the 
system will show the first 10 line items and 
will provide a link to show the additional 
line items. To view the attachments, you 
must access the Purchase Requisition in 
the browser. 
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Click “View”. The link will take you directly to 
the Purchase Requisition.

You have the ability to see all the line 
items, comments, and attachments. You 
also can “Approve” or “Deny” the 
Purchase Requisition on this page. 
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Scroll down in the email to see the Approval 
Flow history. 
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Click “Approve” or “Deny” displayed in your 
email.
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Clicking “Approve” or “Deny” will open a 
reply email. If you are denying the Purchase 
Requisition, you must give a brief 
explanation of why the Purchase Requisition 
is being denied.  Type in the comments 
between the two brackets (begin and end). 
DO NOT DELETE OR EDIT ANY OTHER FIELDS IN 
THE EMAIL. 
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Click “Send”.
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