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Approving Requisitions in BennyBuy
 Approving a requisition will convert a requisition into a purchase order, which is sent to the supplier via their 

preferred method of communication
 Approval queues can be accessed within BennyBuy via the following navigation paths:

o Orders & Documents > Approvals > My Approvals
o Action Items > My Assigned/Unassigned Approvals
o Notifications > Shopping, Carts & Requisitions

Let’s Get Started
1. Login to BennyBuy using your ONID ID and password.
2. From the BennyBuy home page, click on Documents located on the left side panel.  Navigate to Approvals 

and select My Approvals.

Alternatively, you can click the flag icon at the top right hand corner of your screen and select Requisitions to 
Approve under My Assigned Approvals.

3. A list of requisitions requiring your approval will appear.  To refine your results, you can filter by group heading 
located on the left.  Filters include, but not limited to requisitions type, date range, supplier, department, 
preparer, status flag, and priority.  Use the drop down menus or the filter        icon to refine results accordingly.
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4. To open a requisition, click on the Requisition Number. Alternatively, you can preview a requisition by clicking 
on the magnifying glass icon located next to the requisition number.  See the Appendix for further 
instruction on approving requisitions within the preview window.

5. Once the requisition is opened, you should see the requisition summary screen. Review all components of the 
requisition before approving.

 Requisition: Allows access to a summary view, as well as additional details specific to Shipping, Billing, 
Accounting Codes, Notes and Attachments, Supplier Information, and Taxes/Shipping & Handling

 PR Approvals: Approval workflow, including current position within workflow
 Comments: View and add comments. All comments are time date stamped and historically recorded on 

this tab within the requisition
 Attachments: Attachments associated with the requisition
 PO Preview: Preview of Purchase Order
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6. After you have conducted a sufficient review of the requisition, scroll up to the top of the requisition and click 
Approve/Complete Step and Show Next under the Document Actions menu.  Note: You must have 
ownership of the document to approve a requisition.  Assign the Requisition to yourself and open the 
document.  The document should now show additional action features under Document Actions.

7. The requisition has now been approved and will be systematically routed to the next approver, if any.
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Approving Requisitions in the Preview Window
1. Once you are in the My Approvals screen, you should see all the requisitions requiring your approval.  To 

preview a requisition, click the magnifying glass icon located next to the requisition number.

2. Within the preview screen, you can either Approve the requisition or Assign to Yourself for further review. 
You should review all components of the requisition before approving. To approve a requisition in the preview 
window, click Approve. Using the Previous or Next links allow quick navigation through the approval queue 
from one requisition to the next without exiting the preview screen.
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Approving Requisitions in the Preview Window
If you are approving a requisition on behalf of another user, a pop-up window will appear to add an 
Approve/Complete Reason.  Enter a reason in the free form text box and click Approve/Complete Step.

To assign a requisition to yourself, click Assign in the requisition preview screen.  A pop-up window will appear 
and you will need to enter an Assign Reason in the free form text box.  Click Assign once completed.
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