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NOT APPROVE ANY TRANSACTIONS SUBMITTED BY
AAOU SSC STAFF IN THE PAW SYSTEM, CURRENT
AAOU SSC STAFF ARE AS FOLLOWS:
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DAWN JACKSON

DOMONIQUE PITTS

OHN C. ROEMER

ICHAEL RENDA
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Approving Requisitions

After the Requestor submits a shopping cart as a requisition, Paw Procurement will route the requisition to the
department’s financial Approver. The system an email notification to the approver when a requisition is pending
approval.

To approve requisitions by email, open the email and select the Take Action button (See Setting Up Email Approval
Code to enable this button). This will open a detailed summary of the requisition and allow you to immediately
approve/reject, assign to yourself (in order to make edits/comments), or send it back to the requestor after entering
your approval code. It should be noted that all edits and comments for the requisition are only able to be made after
logging in to PPS, and are not able to be made directly from the email. If the requisition no longer has an Approve
option available, it has already been approved by someone else with financial approval authorization for the
department. The additional approvers appear under the Other Approvers section.

To approve requisitions from the Paw Procurement System, click the Action Items flag at the top right of your
screen (or go to the corresponding section of your dashboard). You can also use the menu on the left and go to
Orders -> Approvals -> Requisitions to Approve. The requisitions will be organized into folders that you can filter
and also organize as a list. Assign a requisition to yourself in order to edit, approve/reject, or return it (requisitions
you can’t assign or approve have already been taken by someone else).

Questions and feedback:

Log an RT Ticket

Procurement & Strategic Administration Building, 1000 Hilltop Circle, Baltimore, Contact (410) 455-
Sourcing Room 732 MD 21250 Us 2273

UMBC About UMBC | Contact Us | Equal Opportunity | Consumer Information | § o

© University of Maryland, Baltimore County » 1000 Hilltop Circle * Baltimore, MD 21250

https://procurement.umbc.edu/paw-procurement-training/approving-requisitions/ 1/2
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Returning Requisitions to Shared
Approval Folders

A requisition that is pending approval will appear in a shared folder for anyone with the authorization as an approver
for the department. Assign a pending requisition to yourself to signal to others that you are working on it. Your
assigned requisitions will appear in your My Approvals folder (you can quickly access this folder by using the menu
on the right to go to Orders -> Approvals -> Requisitions to Approve). If you decide that you are not the correct
person to approve the requisition, click the check box on the right side of the screen and choose the Return to
Shared Folder option from the dropdown menu next to the Go button on the top of the list.

Questions and feedback:

Log an RT Ticket

Procurement & Strategic Administration Building, 1000 Hilltop Circle, Baltimore, Contact (410) 455-
Sourcing Room 732 MD 21250 Us 2273

@UMBC About UMBC | Contact Us | Equal Opportunity | Consumer Information | § (>

© University of Maryland, Baltimore County « 1000 Hilltop Circle « Baitimore, MD 21250

https://procurement.umbc.edu/paw-procurement-training/returning-requisitions-to-shared-approval-folders/ 7
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Setting Up Email Approval Code

In order to Take Action on approvals via email, you will first need to set up your email approval code. This is the
code you will use every time you use email to approve.

First, go click your name at the top right of your screen to go to View My Profile -> Update Security Settings ->
Change Email Approval Code. Create and enter your own code in the space provided and click Save Changes.
Your code must be at least four characters long and may contain letters, numbers, and special characters.

Now you will have the ability to Take Action via email when there is a requisition or an invoice pending your
approval. You can still approve through the Paw Procurement System as well (see Approving Requisitions).

Form requests, including payment requests, are unable to be approved through email and must be approved in
PPS.

Questions and feedback:

Log an RT Ticket

Procurement & Strategic Administration Building, 1000 Hilltop Circle, Baltimore, Contact (410) 455-
Sourcing Room 732 MD 21250 Us 2273

UMBC About UMBC | Contact Us | Equal Opportunity | Consumer Information | § o

© University of Maryland, Baltimore County = 1000 Hilltop Circle « Baltimore, MD 21250

https://procurement.umbc.edu/paw-procurement-training/setting-up-email-approval-code/ M
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Assigning Substitute Approvers

If you will be out of the office and wish to have someone else approve transactions, you can designate another
approver as your substitute. To designate another approver as your substitute, use the menu on the left and go to
Orders -> Approvals -> Assign Substitute Approvers. This designation may be provided to different individuals if
you approve multiple departments.

If you are an approver for multiple types of documents (ie. Requisitions, Payment Requests, Invoices, Contracts),
use the dropdown on the left to filter which folders you want to assign a substitute. Click the Assign button next to
the folder and in the pop up window, type in/search for the user you wish to be your substitute. You can also select
the checkbox at the top to enter a date range that will apply to this specific substitution. Click the Assign button to
confirm your selection.

Questions and feedback:

Log an RT Ticket

Procurement & Strategic Administration Building, 1000 Hilltop Circle, Baltimore, Contact (410) 455-
Sourcing Room 732 MD 21250 Us 2273

UMBC About UMBC | Contact Us | Equal Opportunity | Consumer Information | § ¥ o

© University of Maryland, Baltimore County « 1000 Hilltop Circle « Baltimore, MD 21250
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