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Funding Approver Desk Aid

Updated: 03/09/12

	URL: http://pots.nci.nih.gov
When prompted, enter your NIH user name and password





Funding Approvers are those individuals who are in the role of AO.  These individuals are responsible for approving funds against CAN(s) assigned to NCI. They must be provisioned as External Requisitioners within NBS prior to be provisioned as an FA within POTS.



1.	In the POTS main menu, select Funding Approver menu and then “My Orders”.  
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2.	The system will now allow you to search using different criteria.  You can display a list of all orders, FA Pending orders or search for a specific POTS#.  You can also approve for other FA’s in which you have access to the same CAN#.
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3.	Click on the POTS# of the order in the list that has “New” status that you want to approve.
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4.   The FA now has two options:
	
You may [image: ]or [image: ] the POTS order by clicking on appropriate radio button.  You may add comments if necessary.  Disapproval will send the request back to the purchasing agent.  The purchasing agent will need to make the appropriate changes indicated by the FA or return to the requester.
[bookmark: _GoBack] 


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

Questions? Contact POTS Division Lead 
Or
ncipotssupport@mail.nih.gov 
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