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College of Education Payment and Purchase Request Form Instructions 
For Approver 
Quick Reference Guide 

 

TEAMS APPROVAL INSTRUCTIONS 
1. Activity Icon alerts to approval request 
2. Once within the approval activity, click on the Purchase Form Approval Needed to display 

approval box 

 

3. Click on Purchase Form within approval box to review Purchase and Payment Request form 
details 

4. Add comments for approval chain, i.e. only approvers next in line will be able to see 
approval/rejection comments. 

5. Click Approve or Reject 
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EMAIL APPROVAL INSTRUCTIONS 

1. Receive email of approval request 
 

 

 
2. Click on Purchase Form within email to review Purchase and Payment Request form details 
3. Click Approve or Reject 

 

 

4. Add comments for approval chain, i.e. only approvers next in line will be able to see 
approval/rejection comments 

5. Click Submit after adding comments 
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How to Review the Purchase and Payment Request Form 
 

 

1. Review details within header for accuracy 
2. A business purpose is required for all purchases. The business purpose should include how it 

benefits the university and/or project. It does not list out what is being purchased. 
3. Attachments: Open and review attachments to ensure they include all appropriate 

documentation and for accuracy to specific request 
4. Items request bar: This list can include one or many lines, depending on the purchase request. 

Note: Requests must be either Approved or Rejected within 30 days of creation or they will time out and 
have to be re-entered. 
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