Approve Requestion — Classic View

Purpose
This document details how to approve a requisition in SAP Ariba Classic view.
Procedure

Click on the B&l Classic Ul icon.
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Click on the drop down next to "Manage" in the right hand upper corner.
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Click on "My To Do"
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There will be a list of requests that will need to be approved.

ToDo

» Seirch Flers

y Y vy v v

UNIVERSITY J OF Copyright © University of Nebraska Board of Regents
NeblaSlﬂ P ey ’ ®>> Nebraska State

College System
System 2



Approve Requisition — Classic View

Updated March 31, 2026

To Approve Requisitions, Click on the Drop Down for Approvable Type.

(= 5 Foefly Busihess Fory X SAP Adbe 3uyng x

Ariba Speed Manegement X
« ) 0 A aribacom
%) bnport bockmarks., @ Getting Started  (2) Trius Faderst Cradt L. &3 0E0661E470-8 pdf Walart | Save Money. 63 b INUSDINO07-Urws. (Bl Nebraska dninetras,. IR UM o844

Arba Spend Maraps P Clyisc Rock B

N

U &% inciuded in the approval thow for thess raquests, and you #e mouksd iy

TCONGIS, APPIoVe of danry tham. To seebaw & SUMmaty of 3 faguest Defore 1aking aoson, Chck the reguest's 10 of tHle

Approvabin Type woce y hokce
No Choice
» Search:
Actvance Paymest
ancel ity Réques
To Do Found 2 kems
Dertisry - FORM DISCONTINUED
¥
41624 S[ i He
=
4 L BUSI i
Approve  QSHOP PO Change Recuest
Form
volce
Choose "Requisition".
Approvabie Ty woce SVe No Choke
voice

» Search:

nvokce Reconcl iabon

Kit Data Lpdate

To Do Mirstons Trocker
Ore Time Refund Form [Warrant Request]
Payman

v
Paymen Tramsacson
PCard | Group Card Recuest For

PCard | Group Card Reguest For

Suppler Data Updato

Suplus Property Pickup Form

Tirvo Sheot

UNK Ganaral Supply

SAP Ariba

3l Supply - FORM DISCONTINUED

UNMC Cell Phors Order For

UNIVERSITY J OF Copyright © University of Nebraska Board of Regents
Nebraska PUTGL© Universiy 9

College System
System 8



Approve Requisition — Classic View

Updated March 31, 2026

This will give you the list of Requisitions to approve. Click on a PR Number to open the

Requisition.
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If you have any questions, please contact P2P@nebraska.edu.
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