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View Purchase Order Approval History 
 

Approval history is tracked and accessible for review from the Purchase Order 

Approval page in Core-CT. This can be viewed by the Approver or the Buyer.  

 

Navigation For Approvers:   
 

Select Core-CT Financials 

Click the Purchasing tile 

 
 

Click the Approvals tile 
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Selecting the View By drop down organizes the POs pending approval by Priority, Type, Date 

etc. 

 

Click the Filters icon displays a pop up winder with different Search Criteria fields to narrow 

down the search. 

 

 
 

Pressing Ctrl+F on your keyboard brings up a search field that highlights what you type, for 

example a PO # entered will be highlighted. 
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From the Pending Approvals Page, additional links can be accessed via the Actions List. 

 Use these links to View Approvals History, Review Approvals, and access Pending 

Approvals.  

 

 
 

Select a Purchase Order 
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Click Approval Chain 

 

 
 

The Approval Chain will display. 
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Navigation For Buyers:  

Core-CT Financials > Purchasing > Add/Update PO  

 

Buyer’s Navigation: 

 

Select Core-CT Financials 

Click the Purchasing tile 

 

 
 

Click the Add/Update PO tile 
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Click the Find an Existing Value button 

 

 
 

Fill in the Search Criteria fields and click Search 
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Select a PO from the Search Results 

 
 

Click the View Approvals button 
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Approval History displays. Click on the gray arrows to see the Approval history.  

 
 

If the Po is partially approved, you will see the approval workflow. 

 
 

End of Procedure 


