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Approving an IT Hardware Purchase Request in iBuyit eProcurement 

How was I identified as a potential approver for IT hardware purchase requests?
You were identified as a potential approver based on your job level (manager, director, or senior director) and the cost centers historically charged to for IT hardware purchase requests.

Is iBuyit adding or changing approval authority?
No.  iBuyit is not modifying your business unit’s approval authority.  Rather, iBuyit facilitates the routing of approvals electronically to potential approvers.  All managers may not have approval authority -- Cost Center owners may have authority.  Cost Center owners, Project Managers, etc. are still responsible for their own budgets and should continue controlling and reviewing their cost center reports.

What is iBuyit eProcurement approval routing process?
An interim approval routing process is in place from April 2 through June 30.  It is based on dollar-level limits by job level:  
	If the total value of the shopping basket (requested IT hardware items) is…
	…the shopping basket is automatically routed to:

	between $0 and $4,999
	the manager (-s) within the associated cost center for a single approval.

	between $5,000 and $24,999
	the director (-s) within the associated cost center for a single approval.

	between $25,000 and $74,999
	the senior director (-s) within the associated cost center for a single approval.

	$75,000 and above
	an iBuyit agent in Global Strategic Sourcing who will facilitate the approval process between the requester and appropriate parties.



Business units are currently defining the approval routing process for the next release of iBuyit eProcurement in July.  An enhanced routing process will be put in place and employees will be able to request multiple types of goods and services using iBuyit eProcurement.

How will I know if I need to approve an IT hardware purchase request in iBuyit eProcurement?
If an IT hardware request is submitted to your cost center and is within the appropriate dollar-level limit, you will receive e-mail notification that a request awaits your approval.  You will be prompted to launch iBuyit eProcurement to approve or reject the IT hardware items.  

What if I currently do not have approval authority?
If you do not have approval authority, you are not required to take action on the e-mail notification.  Requests for approval will be routed to all potential approvers within the assigned cost center.  

How will I log on to iBuyit eProcurement?
When you launch iBuyit eProcurement, you will be prompted to enter your User ID and Password.  Your User ID is your SAP User ID that you use to access SAP-related applications such as eHRonline.  If you do not know your SAP User ID, please call SAP Security at 713-345-4727.

Whom can I call for help with logging on or using iBuyit eProcurement?
Contsact the Integrated Solutions Center (ISC) Call Center at 713-345-4727.  User support is available Monday through Friday, from 7:00 AM to 7:00 PM, to answer your how-to questions.
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