
 
 

 

OCDE 
Business Applications 

 
 
 
 

BusinessPLUS  
Purchasing Approvals 
for Sites / Departments 

(PO115) 
 
 

 
 
 
 
 
 
 
 
 

May 2017 
 
 

 



PURCHASING APPROVALS FOR SITES / DEPTS 
 

Page ii  Orange County Department of Education  

 
 

Table of Contents 
 
How to Login 
 
 OCDE Applications .............................................................................................................1 
 Login/Logoff ........................................................................................................................1 
 Navigating to Workflow ......................................................................................................2 
 
Workflow 
 
 Approve a Completed Purchase Request .............................................................................3 
 Back up Approver ................................................................................................................5 
 
  
Purchase Order Status Inquiry (PO3001) 
 
 Overview ..............................................................................................................................9 
 
 



PURCHASING APPROVALS FOR SITES / DEPTS 
 

Orange County Department of Education  Page 1 

How to Login/Logoff  
 
Once the user has successfully logged into Stoneware and the Business Applications dashboard 
is launched click on the BusinessPLUS 7.9 link. 
 
 

 
 
 
 
The Login will be automatic since the passwords are stored in the Stoneware “Applications 
Password” tab. 
 
 

 
 
 
 
Logging off of BusinessPLUS 
 
Click on the Logoff option. 
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Navigation 
 
Once signed on, the Home page will display a message with a link to outstanding tasks pending 
approval.  Click the link to access the Approval module. 
 

 
 
Or, the outstanding tasks may be accessed from the tree on the All tab by clicking on Workflow 
and then Task List. 
 

  
 
Workflow Approval 
 
Site and department administrators with approval capabilities can approve PR’s using the links 
identified above.  Once the Workflow option is chosen the following dialogue window will be 
displayed. 
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Approve a Completed Purchase Request 
 
After PR’s have been reviewed, they can be approved one at a time or all at once as follows:  

1. A. To approve a single PR, click the box next to the PR number to be approved 
B. To approve all pending PR’s click All Pending Tasks  

2. Click the green check mark and all PR’s selected will be approved 
 
If the PR requires a change or a discrepancy is found, the PR should be rejected and sent 
back to the originator by clicking the red X. 

 

 
 
 
 
Definitions of the options in the Workflow tab: 
 

 = Approval/Purchase Request complete 
 

 = Not approved.  The Purchase request will be referred back to creator or previous approver. 
 

 = Not used by OCDE 
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After choosing to approve or refer the PR back , the approver may provide a comment in 
the Comments box displayed below.  Comments are optional and for internal use only, they will 
not display on the PR.    
 

 
 
The third and final step to approve or refer the PR back is to click Submit. 
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Back up Approval of Purchase Request  
 
When approving PR’s as the designated back up, PR’s must be accessed from the POUPPR – 
Purchasing Requests screen.  

1. Click on the All tab then type POUPPR to open the Purchase Requests screen. 
 

 
 
 

2. Click on the Workflow link from the sidebar navigation to view items awaiting approval.  
 

 



PURCHASING APPROVALS FOR SITES / DEPTS 
 

Page 6  Orange County Department of Education   

 
3. Items awaiting direct approval are listed under Direct Task Items Awaiting ID 

Approval (these are the same items visible from the workflow task list previously 
displayed on this document).  Items awaiting an approver for whom you are a back up to 
are listed under the Indirect Task Items Awaiting Role Approval.  
 

 
 

4. Click on the PR to be approved under Indirect Task Items Awaiting Role Approval to 
access, review and approve the purchase requisition. Note that once the PR is selected 
from the left navigation (as identified above) the PR information will be displayed (as 
identified below) 
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5. To approve the PR displayed on the right, click the green checkmark. If the PR requires a 
change or a discrepancy is found, the PR should be rejected and sent back to the 
originator by clicking the red X.   

 
 

6. Once an action has been taken, a comment may be added and the Submit button must be 
clicked to complete the approval. 
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Note the name of the backup approver will be captured and displayed along with any 
comments and the time stamp of their approval.  
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Purchase Order Status Inquiry (PO3001) 
 
PO3001 will display purchasing, receiving, encumbrance, and accounts payable information 
relating to a selected Purchase Request or Purchase Order. 
 
To access the Purchase Order Status Inquiry PO3001 report, click on PO, IQ and then PO3001 
within the IQ menu. 
 
Enter the Purchase Order Number to display all information about a Purchase Order/Purchase 
Request.  
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The following is an example of PO3001  
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NOTES: 
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