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Editing Document –Disrupting Approval Workflow 

 

Purchaser needs to make a change to a purchasing document while the status = “Awaiting Approval.” 

 

 

1. As soon as the EDIT button has been selected, the following messages will display 

 

a. Select the OK button 
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b. Select the CONTINUE button 

 

c. A count down will display 

 

 

2. “Edit” mode of the document is enabled   

a. Note any messages and navigate to “Approval” tab 
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3. Proceed with making changes.  Once changes have been completed select the ORDER button. 

 

 

4. Note the following information on the “Approval” tab 

 

 

Note:  If required changes are not “Ordered” and document is put in “SAVED” status, when searching for  

the document in the POWL, the status will be displayed as shown below = “In your inbox” 

 

5. Select the PO to be displayed 

Note that there is no EDIT button and the following message is displayed. 
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6. In order to make changes, you must select the SHOW MY TASKS button 

The following is displayed: 

 

 

7. Select the PROCESS NOW button 

a. The purchasing document goes into edit mode. 

b. A change must take place prior to selecting the ORDER button 

 

Another way to make “Edits” to a purchasing document that is “In your inbox”: 

8. Go to your Universal Worklist (UWL) and select the workitem: 

 

  



Rev. 1-15-14 

 

5 
 

9. The document appears in “Edit” mode: 

 

10. Make sure all edits are made and select the ORDER button 


