Checking Your Order Status

Once your order is submitted by CLAS IT in Novabuy (ESM), it goes through an approval
workflow.
- The approvers in the workflow are determined by the account chosen to pay for the
order and the cost.
- The approvers receive an email notification stating that there is order in their queue
awaiting approval.
See the example below:

From: <

Sent: Wednesday, May 19, 2021 12:22 PM

To: Bob < >

Subject: [EXTERNAL] Review and Approve: 1234567 - 05/19/2021 12:21- John .B&H Photo Video

Dear Bob

John has requested your review and approval of Transaction 1234567 - 05/19/2021 12:21- John -B&H Photo Video. Please below "Review & Approve" button to log into the ESM Purchase application to take
appropriate action.

Status : Pending Approval

[Total Line Items : 1
[Subtotal : 32.68

6% Sales Tax : 0.00

[Total Value (USD) : 32.68

If you wish to contact the requestor, please do so at john@villanova.edu
Thank you,
ESM Solutions Customer Support

NOTE: This is a system generated email. Please do not reply to this email.

Approvers can then log into Novabuy, click on “Approve” tab to review the order:

Hi Jonathan ~/ m

Men

Shop  Approve (0)

Approval Transactions (Total 20)

Filter By: | All v| Showing: Last365 days ~| SortBy: Requester Name v arch T >n# of PO; 2 Clear All

Total Line frems: 1 Total Value dem——— Create Date: 04/07/2021 Order Type: Standard
Submitted to Supplier
St lier: Excel Ce i 10 P:
Transaction *eammmmms PO # e—— applers o commurstors Requester em— Approve Arrival Date: 04/07/2021
Worldwide, Inc.
Total Line Items: 2 Total Value aR————— Create Date: 07/20/2020 Order Type: Standard
Transaction #—— PO + en— Supplier: GovConnection Requester eumm— Approve Arrival Date: 0/17/2020
Total Line Items: 13 Total Value enmmmm—m Create Date: 08/10/2020 Order Type: PPE Supplies
s Sl
Transaction # daiien PO # i Supplier: Villanova Procurement Office  Requestermmummte——, Approve Arival Date: 08/10/2020
Total Line Items: 2 Total Value SEmm———— Create Date: 03/23/2021 Order Type: Standard
Submited to Suppler
Transaction # SR PO # EEEa— Supplier: Grainger Requester: dEG———— Approve Arrival Date: 03/23/2021
Total Line frems: 1 Total Valuc et Create Date: 07/08/2020 Order Type: Standard
Submitted to Supplier
Transaction #amsasm PO + uamem— Supplier: Groupe Sharegate Inc Requester umm—— Approve Arrival Date: 07/08/2020




From this window, an approver can do the following:
- Add Notes.
- Approve.
- Reject.
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Shop  Approve (0)

Approve > | & @ [Transaction Summary
Transaction #:emm—
Payment Form: PO Need By Date: Suppller: Excel Communications Worldwide, In
Release Method: Electronic 4 Sateg T Requesters
Order Type: Standard Cart Originator. enm——

Selection: Submitted

Purchase Order #: ~owsmem <]
) ~ Status: Suk

Fiscal Date: 04/08/2021 System Note: History

Total Line Items:

1
Subtotal: e—
6% Sales Tax: 000
) Delivery Details Altn S ——— st | Total Value (USD): —
Billing Details Attn - Procurement Office view
GL Details Notes and Attachments
Gt Caities e Internal Note External Note
View Workflow Details View

View Receipts

Approvers can also see the following:
- Other approvers in the workflow.
o Whether they have approved or not.
- If the order has been submitted to the supplier. This means your order has reached the
vendor. This only happens once everyone in the workflow approves.

If your submission does not say that it was submitted to the supplier, first check that all
approvers have submitted their approval. Reach out to that individual if they have not.
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General Details
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Approved - 04/07/2021 1212 £T

Approved - 04/08/2021 09:26 ET

Approved - 04/08/2021 09:35 ET

Transaction Summary
Transaction. ¢ essssee «’\\P_]

Create Date: 0+
Supplier; Excel Commun

c
Requester cmm——
Cart Originator. dE————
Selection: Submitted
Status; Submitted to Supplier
System Note: History
Total Line tems:
Subtotal

6% Sales Tax:

Total Value (USD):

Notes and Attachments

Internal Note External Note

Once status changes to “Submitted to Supplier”, a purchase order number (PO) is generated.
Approvers can use this to correspond with the supplier directly to check on the status of an

order.

- A PO always starts with a P, for example “P1234567”. It is located under the “General
Details” section. See the third picture in this document for location.

See below for the appropriate email address.
- Connection (formerly GovConnect): Jeff Sparr, jeff.sparr@connection.com
- Apple: Suzanne Whitlow, whitlow@apple.com

- Dell: Whitney Wolensky, whitney.wolensky@dell.com

- AVADirect: messages@avadirect.com

- B&H Photo Video: Jamie Levy, jamiel@bhphotovideo.com




