
Approving an Order Request 
When an order is submitted for approval, there are several ways to access the approval queue to 

review and approve or reject the order.  
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1. Select Approve or reject this order from the approval email. You can also access your approval 

queue within your account by selecting Pending Approvals on your homepage or by hovering 

over “Hello, NAME” in the upper right hand corner of your homepage and selecting Approve 

Orders from the drop down menu. 



2. The Purchase requests page will allow you to review all orders that have been submitted for 

approval. You can select the check box on the left hand side of the order and Approve selected 

or Reject selected order(s) from this page. If you wish to review the order in further detail, you 

can select Needs Review. 

3. Review order details and Approve or Reject the order. You are also able to include comments 

on the reasoning for order approval or rejection for the user to review. 
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4. Once an order is approved or rejected, you will receive a confirmation and the order requestor 

will also be notified via email. 

Did you find this guide to be helpful? Please complete this short survey to provide feedback. 

https://amazon10.qualtrics.com/jfe/form/SV_9SUdKSVnj0A2iyy

