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Blackbaud Approvers Process

As Approvers in the Blackbaud Web Purchasing system, your role is to review the
P.O.’s that require your approval and choose to Approve or Reject all or part of the PO.

There are 2 ways to get to the list of PO’s requiring your approval.

Method 1

You will receive an email when a PO has been submitted that requires your approval.
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zteanrtrija:r O ¢ support, me (2) Blackboard Client Support has updated case 652264* - 10:00 am EST would be good. Should | be at the Blackboard se 3:24 pm
Drafts [~ Jere. me, Dave, John{(13) Help with We Are the World? - Middle of the stage is good. From: Dave Rains [mailto-drains@tc3net com] Sent: We 4 3:12 pm
et queEnaeal oms [ 7 support, Mail, me (4) Blackboard Client Support has updated case 652264* - when | try to send the update-tool-log file | get a permanent fata 4 1:56 pm
Abple Orders - [ 7~ Neevia Document Cofwerte. Conversion results - Your document (Letter to constituents copy.pdf) has been successfully converted!!! Visit http 1:51 pm
Art Images BB Site [ 7 Nicole Megale (2) Web Purchasing - Dawn, Thank you for attending the Web Purchasing training yesterday. You can save the following 1:00 pm
BlackBaud [ ' Andrea, me (4) Fwd: FW: Important announcement from the Albion College Board of Trustees - Hi Andrea Attached is an unsecured co V 4 12:07 pm
CIS, Fall 09 (2) [0 7 me, Steve (2) days - Nope this is the first I've seen of it. On Wed, Feb 24, 2010 at 11:32 AM, Christine Adams Vi 11:54 am

CIS, Fall 09/Access Te | ::[] % Bryan, me (6) Blackboard Question and Computer question - Hi Chris, | have two questions. Is it possible to port documents and folde 11:00am | _
CIS. Fall 09/PowerPoint [ '+ Charles, me (2) Software installation in Valade 233 - Hi Chuck | installed VLC on this computer. You may want to take a look and see il 10:16 am
CIS, spaof1) O = Ann Konz Assessment sheets - Hi Chris, | know you have been very busy but | was wondering if you have had a chance to look al 9:45 am
[E):T;egalllle(r;;s/ [J  Donald Cellini Fwd: (no subject) - Chris, Marti Morales suggests using Blackboard for faculty "discussions" instead of a 8:50 am
Inbox/ (1) [ 7 Beth, me (5) No sound! - Thanks! On Tue, Feb 23, 2010 at 5:53 PM, Christine Adams <cadams@adrian.edu> wrote: Beth | Feb 23
Inbox/BB Fall 2009 Re |::[J ' Victor Liberi Blackboard printing prevention - This works as well, perhaps more consistently. http://www_longwood.edu/helpdesk/blac Feb 23
Inbox/BB Workshops/ [ ' Philip, me (3) Re: paper - Nope, just keeping you in the loop. Phil On Tue, Feb 23, 2010 at 2:12 PM, Christine Adams Feb 23
Inbox/BlackBoard Suj | ::[J = Sarah, me, Philip (#} Adobe Flash Player - Sarah and Chris: Thanks! Phil On Fri, Feb 19, 2010 at 3:35 PM, Sarah Hanson <slhanson@adria Feb 23
Inbox/Evaluations [ % webpurchasing WebPurchasing - Your Approval is Required - VWebPurchasing Requestor Initiator has submitted Requisition 71 for Feb 23
Woox/FacGhigiestion: [ = John MacNaughton (no subject) - Hi everyone, | just heard from Laura Robinson's mom, Sherry, that there was some confusion . Feb 23
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Inbox/pbwiki info/ [0 ' Demi, me (2) Standards: TED200-1--201-1--202-1--203-1--300-1-SP10 - should this have been sent to you? Forwarded message Fror 4 Feb 23
Inbox/Personal/ [ '~ me, Brad (2) VCR's - Nope. We have never stocked spare VCRs in the 9 years I've worked here. | think Central Feb 22
Inbox/Student Athletes/ O '~ me, Derek (2) folder and planner - Thank you very much professor, | was looking all over for it. Best Wishes, Derek On Mon, Feb 22 Feb 22
Junk E-mail/ [ 7 Janet, me (7) checking on possibility - Not a problem - they should have all been configured the same anyway, so that is where the is Feb 22
Migrated [ 7 Stephanie, me (2) Cart for Weds. - That is all you need to do. You can pick up a key from me if | am here (Wed. morning or Thursday Feb 22
Mine (1‘) O% support Blackboard Client Support has updated case 652264 - The following case has been updated: Case ID: 652264 Case S Feb 22
g:LTTéms./ [ 7 Carissa, me (2) thank you - You are welcome. There are more memory modules on order, so as soon as those are in, | can Feb 21
Student Tech Questions [ 7 Victor, me (3) Chris, | have one for you... - Wow! Il give it a try! Thanks! VIC On Thu, Feb 18, 2010 at 4:07 PM, Christine Adams Feb 19
Thank yous (1) O % support Blackboard Client Support has updated case 652264* - The following case has been updated: Case ID: 652264 Case S Feb 19
Updated in BB [ 7 webpurchasing WebPurchasing - Purchase Orders Created - Purchase Orders have been created for your Requisition Line ltems. Requ Feb 19
4 morev O 7 Leticia, me (3) The Blackbaud training... - Thank you - we got a little mixed up in our staff meeting. That's why it is always nice to Feb 19
Contacts O 7 me, Mike (5) April Blackbaud Training - Yes - | already looked at the manual - | just wanted to try and be as close to "ours Feb 19
Tasks [ " Brad Maggard (no subject) - Hey steve. Didn't we order some ram with that cgs order? We needed some ddr2 for Massey in Feb 19
[ " support, me (2) Blackboard Client Support has updated case 652264* - Certainly. | did an SQL query on the Blackboard server using th Feb 19

+18%ChnstingAdams [ 7" support, me (2) Blackboard Client Support has updated case 652264 - | agree, the assignment shows up as “in progress”, but | contini Feb 19 3
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Upon opening that email, you will see the PO number and a link to the Blackbaud Web
Portal. Click on the Requisition number
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At the Web Portal Login, Type in your User Name and Password (supplied by Nicole)

©) Log into WebPortal - Mozilla Firefox
Elle Edit View History Bookmarks Tools Help
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Upon Login you will see the details of the PO. You can Approve or Reject each item in
the PO

OR

You can Approve All or Reject All of the items in the PO

isition 71 - Mozilla Firefox
View History Bookmarks Tools Help

@ - Ed @ {80 ntws:/iike.adfan.cduvebpurchasing WebPurchasing Reauisitons CreateReauisition.aspx?8approve =truesid=71 v - B
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/2 Do you want Firefox to remember this password? [Remember | [ever for Thissite | [ notnow | &

Review Requisition 71 My Account Help \ Log Out Welcome Approver 1

Activities Home Purchasing Requisitions

Activities | Approve All | [ Reject All | [ Sage ] Total: $85.00

& Review Requisitions

Created By: Initiato Approval Rule: Training
Status: Submitted

Description: [delete this  \

Line Item Descripti ni Unit Cost Extended Price Status

1 AB1234 - 1234 Test Product $5.000 $5.00 Pending Edit

Vendor: [OFFICEVILLE (=)

oI

Amount coun! 01-6111-6210
Amount Class
$5.00

2 CHCough1234, Cherry Cough Drops $80.00 Pending
Vendor: | OFFICEVILLE
e

Amount ccount: 01-6111-6210
Amount Class

~|Attributes
Add Attribute Type Description

4 History of Changes

Item Changed Previous Setting i Changed On
Status Editing ubmi 2/23/2010

Done AN ke.adrian.edu [

You may also edit the GL account that the item(s) is being charged to usig the Edit
button

If you are not able to Approve or Reject all of the items at that time, you can SAVE what
you have done and come back to the PO at a later date

Once you have approved or rejected each item — or all the items — you click the Finalize
button

This will return you to the list of PO’s waiting for your approval
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Method 2
Log on to the Blackboard Web Portal at this address:

https://ike.adrian.edu/WebPurchasing

Upon entering a valid username and password (from Nicole) you will see this screen:

) WebPurchasing - Mozilla Firefox B@I@

File Edit View History Bookmarks Tools Help

6 he C' X @ =y @https:/ﬁke.adrian.edu/WebPurchasing/\"iebPurchasingMome.aspx i} -‘ g

A Adrian College - My Adrian |2/ | ™M1 Adrian College Mail - Blackboar-... 1| | [5] Adrian College - Calendar ] Blackboard Academic Suite | || Download Semester Courses | | ¢/ WebPurchasing 8 E

WebPurchasing My Account ‘ Help ‘ Log Out Welcome Approver 1

m Purchasing Requisitions

Activities Purchasing

& Go Shopping

2 View My Requisitions

> Go Shopping

> Request One-time Product

> My Favorites

> My Cart (0 Line Items
Purchasing Setup

oo Review Requisitions

> Products > New Preduct
Requisitions

> My Requisitions > Requisitions For Review

Created Requisitions: Requisitions Waiting for Review:

ike.adrian.edu (%

/ /
From here you can/
* see a list of all POJs awaiting your approval

* click on a specific PO awaiting your approval
* Create a new PO
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Click on Requisitions for Review to see the screen below — shows all PO’s awaiting your
approval

©) Requisitions for Review - Mozilla Firefox

Ele Edit Vew History Bookmarks Tools Help
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m Home Purchasing Requisitions

Activities

No Requisitions found.

] View My Requisitions

Search Requisitions for Review

ion Number
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Requestor
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[ <an= « B

Dats Created

[ ANl Dates v|

Sort by

[ pate created v|

Show items per page H 4 Page of 0 (0 records) P M

Done ike.adrian.edu ()

Click on the PO you would like to work with, follow instructions as on page 4
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