Technology Purchase Request — Approver Guide

If you are designated as an erequest Level 1 or 2 approver, you may receive an email request for you to approve an SLTS
Technology Purchase Request. It will look similar to this:

The 7/6/2017 346 PM
Test Test <ltilton1@columbus.rr.com>

Technolegy Purchase Request #(Ref:IN:00028614) has been submitted and requires your approval.
To M Tikon, Leslie
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Dear Approver,

v

To approve or reject this Technology Purchase Request, reply to this email with the APPROVE, APPROVED, YES, REJECT, REJECTED, or NO in the first line of the email message.

Alternatively, click on the following link to Approve or Reject the Purchase Request. https:/osu.my.salesforce.com/apex/ BMCServiceDesk _SSRedirect?component=approval

Service Request #00028614 with the following details has been created and assigned to Client Services. Below are the details of the Service Request
Request Name: : Request Technology Purchase

Client Name:  : Leslie Tilton

Description:  : bus need 960 Kinnear Desktop, One Monitor

Total Amount: : 150.0

Chartfield:

Org: 277777
Fund: : 160500
Account: 167113
Program:

Thank you,

Student Life Technology Services

Reply to email and you are done.

You may approve or reject the request by simply replying to the emailed request as instructed: “reply to this email with
the APPROVE, APPROVED, YES, REJECT, REJECTED, or NO in the first line of the email message”. Do not change the
subject line. If you wish to make a comment, add it on the second line of your reply and it will be added to the request
detail. Your acceptance will send the approval process on to the next step; your rejection will stop approval processing
and close the request. This is all you need to do.

Please review the details in the email. If the chartfield entered is not correct, please reject the request by replying to the
email with REJECT, REJECTED or NO in the first line of the reply and on second line indicate the reason (such as “Wrong
Org entered” or “Please resubmit and charge to fund ######”). If you wish to deny the request for any other reasons,
reply as above and just enter your reason on the second line. If you are rejecting the request, you are now finished.
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Subject RE: Technology Purchase Request #(Ref:|N:00028614) has been submitted and requires your approval,

Approved
This is an optional :ommenﬂ Example

reply email
From: Leslie Tilton [mailto:tilton.34@osu.edu]
Sent: Thursday, July 6, 2017 12:04 PM
To: Tilton, Leslie <tilton.34@osu.edu>
Subject: Technology Purchase Request #{Ref:IN:00028614) has been submitted and requires your approval.
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Dear Approver,

To approve or reject this Technology Purchase Request, reply to this email with the APPROVE,
APPROVED, YES, REJECT. REJECTED. or NO in the first line of the email message.




