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Ariba Approvals for Central Approvers 

The easiest way to review Purchase Requisitions (PRs) for approval will be to monitor your emails.  When a PR 
requires your approval, you will receive an email notification.  Appendix A provides an example of an email 
notification. 

As a central approver, you may receive many emails, and may have updated your setting to receive 
consolidated emails.  If you have this setting, then you will not receive an individual email notification when a 
PR is submitted, and all approvals will be completed directly in Ariba. 

Upon logging into Ariba you will navigate to the “Buying & Invoicing” section of Ariba, commonly referred to as 
B&I.  All other users automatically navigate to the “Guided Buying” (GB) section of Ariba. 

You must navigate to the GB section to create a purchase order or check request.  To facilitate this 
process, the link to GB is provided in the news section: 

Once you click on that link, you will be in GB and can now create PRs or CRs.  You may still complete 
approvals in GB, however, the GB view is not conducive to a quick review. It is recommended to review 
documents pending approval in B&I, or to set your email notification preferences to be individual 
notifications and complete your review through the email process. 

Once you navigate to the Guided Buying (GB) section, there is not a link to bring you back to B&I. You 
must log out, and log back in to navigate back to the B&I section. 

In the Home section of Ariba, you will see a “to do” list, which will include all items pending your review. Once 
you click on an item that is pending approval, you will navigate to the summary page of the document.  

Following the header, you will see any comments, the approval flow, and the items specific to the 
requisition.   The following page provides an example of what you will see. 



Page 2 of 8 

Summary Tab View 

Select “detail” to review 
the accounting associated 
with each line.  

Select “print” to easily 
review the accounting 
associated with all of 
the lines on the PR. 

If you are in the approval flow with multiple other users, this 
means that the document has escalated. All individuals will 
see the document in their “to do” list.  Any of them can 
approve it. Once it is approved, it will be removed from the to 
do list of the other users. 

 In this example, the initial approver was Gross, Cynthia. It 
then escalated to Silva, Alyson, and escalated again to 
Hanbury II, George.   

cgross
Stamp



Page 3 of 8 

Budget Review 
If you are a central approver who also is responsible for budget oversight, then you will also have access to the 
Budgets tab.  Select the Budgets tab to review details of the budget.   

The “Check Status” section will provide information on whether or not the budget check was successful.   
For a PR with multiple lines, those that have insufficient funds will always be displayed ahead of those that had 
a successful budget check. 

The “Available” section is based on information in Banner, and displays how much funding is available after 
considering the “Consumed” amount related to the PR. In the example above, the first section includes an NSF 
item.  The consumed amount is blank, because there is no budget available.  The second item has a consumed 
amount of $98.32, which leaves a budget available amount of $768.22. 

You will not be required to review the budget for every PR.  The system will let you know if a budget review is 
necessary.  If you attempt to approve a PR that is in an NSF status, you will receive an alert. 

If you approve via email, you will receive a reply email with a subject line of “Could not process 
message. Approve PRxxxx”.  You will be required to log into Ariba to review the Budget information.  
Appendix C, provides a sample email response. 

If you click approve via B&I, and the PR 
includes items that are NSF, you will receive a 
pop up notice preventing you from approval.  

You must “cancel” and review the budget 
information. 
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Approving when NSF 
Begin the process by selecting “edit” from the list of options: 

Click on the “Budget details” link from the summary page: 

You will navigate to the “budget details”.  This section provides detail on what is in an NSF status.  You will 
need to follow standard operating procedures, and process a budget transfer in Banner to ensure that the 
index/acct will have funds available for the purchase.  After the budget transfer is completed, click on “actions” 
and select “skip budget check” from the list of options.  

Click OK to confirm you would like to skip the budget check. Then click on Done. 
You will navigate back to the summary page, where you must click “Save” to save your updates. 
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After you have saved your update, you can now complete the approval process.  The system will send you back 
to the “catalog” page.  You must navigate back to the home page and select the PR from the “to do” list.  You 
can then select approve. 

To facilitate processing by the budget office, it is recommended that you add a comment and include the JE# of 
the budget transfer that was processed in Banner.  
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Appendix A – Sample Email Notification 

The body of the email will include a summary of the PR, along with the 
options to Approve, Deny or View the PR.   

 

The line item detail of 
the PO will also be 
listed. This provides the 
description, quantity, 
amount, and account 
code the item(s) will be 
charged to.  

The prior and 
subsequent approvers 
will be listed.  This 
section will include the 
date/time stamp for 
those approvals that are 
completed. 

Select “View” if you need 
to see supporting 
documentation or add 
another approver. 
(Appendix A has 
information on adding an 
approver.) 

The email will include 
most of the information 
needed for PR review. 
You have the option of 
“Approving” or “Denying” 
the email without 
navigating into Ariba. 

Comments will be 
displayed. 

Normally, only one approval will be “ready for approval” at a time.  Each time an approval is 
processed, the next step becomes “ready”.  In instances where an approver has been manually 
added to an approval flow, you may see more than one row in “ready for approval” status.  
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Appendix B – Adding Approvers 

When you are logged into Ariba B&I, and you open up a PR that is pending your approval, the 
approval flow section will follow the summary.  You simply need to click on the arrow in the 
approval flow line where you would like to add the approver.  Once you click on the arrow, you 
will be able to “add serial approver”. 

A pop up window will display.  Use the drop down arrow, to “Search for more” and find the 
name of the person/group you would like to add to the approval flow. 

Be sure to enter a reason, so that it is clear why they were added to the approval flow. 

If you decide you need to remove the approver you have added, simply click on the “x”. 

You will receive a pop up asking you to confirm that you want to delete the approver.  Click OK, 
and they will be removed from the approval flow.  You can only remove approvers you have 
added. 
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Appendix C 
Below you will find an example of an email notification that is sent when a user with Budget Approval attempts 
to approve a PR by clicking the “approve” button in the email notification, however the PR cannot be approved 
via email due to insufficient budget. 

Email will be from Ariba, and Subject line will include “Could not process message”, followed by the action that 
was attempted.  

In the example below, the action was to Approve PR2365. 

The text of the message will provide details on why the action could not be processed. 

In the example below, there was an NSF in Line 1 of the PR because the $539 purchase amount would 
have resulted in an NSF for that accounting that was greater than 1,000.  

The email will also include the original approval email that was sent.  
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