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Approver Desk Aid

Updated: 03/09/12
	URL: http://pots.nci.nih.gov
When prompted, enter your NIH user name and password)



Approvers are those individuals who are either responsible for a CAN(s) and/or authorized to spend funds from it.  They are usually a Branch or Lab Chief, Section Chief, etc.  The individual responsible for the CAN may assign a designee or designees to approve POTS orders.  If you serve as an Approver, you need to ensure all items can be ordered and the appropriate CAN is being used. 

Please note that non-FTE’s and contractors cannot act as approvers.

1. In the POTS main menu, select Approver menu and then click “My Orders”.  

[image: ]

           The system will display a list of all orders in which you were chosen as the approver. You may click in the “check box” next to the POTS #(s) which have an “Approver Pending (New) status and click on [image: ] to approve all.  You may also click on the POTS# of the order in the list that has “Approver Pending (New)” status that you want to approve. As the Approver you now have two options:
	
a) You may Approve or Disapprove the POTS order by clicking on “Approve/Disapprove” radio button.  The Approver may select the “Approve” or “Disapprove” radio buttons and add comments if necessary.  (Required for all Disapprovals)  Disapproval will send the request back to the requester.  An approval will forward the request to the Purchasing Agent or Purchase card holder if identified for processing.
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b) You may also choose to edit the order if you review the POTS order and determine that corrections are needed.  If you need to Delete “X” or Edit [image: ]an item, click on the appropriate radio button.  You can click on the “View” radio button to view your individual line item detail.  You can also click on the radio button “Open Complete Item List” to expand all line items to view detail.



[image: ]
	
When adding or updating items in your orders, you MUST click “Add to Cart” after each item.  
A. If you only have one item, you will need to click[image: ], then either [image: ] or [image: ]
B. If you have multiple items, you MUST click “Add to Cart” after each item, then click [image: ] if you have no further items to put in your POTS order.
C.  If you have entered multiple items and forget to click[image: ] you will have to click [image: ]before you can [image: ] or [image: ].
The [image: ] button indicates you have entered all of your items and you are ready to save and approve the POTS order.


[image: ] **A new Order Summary Panel is introduced to summarize the order information if you are “editing” a requesters POTS order prior to approval.




NOTE:    Email notification will be sent to approver if requester “Cancels” a POTS order that has been submitted to the approver but is still in “Approver Pending Status”.   

SAMPLE:
Dear Pamela ROBBINS:
Please disregard purchase order # 12-026264 for CAN 8011266 from ROBBINS SCIENTIFIC CORP, with a total of $200000.00 requested by ROBBINS, Pamela
Thank you.
POTS Administration
This is an automatic email. Please do not reply to this address.
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2. You can reassign other “Approvers” to approve your orders based on CAN. Reassigned approvers have the same approval rights to all your orders of designated CANs you selected.  This feature can be used if you are going on leave, etc.  
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[bookmark: _GoBack]


	URL: http://pots.nci.nih.gov

Questions? Contact POTS Division Lead or
ncipotssupport@mail.nh.gov 
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