
 
 
 
 
 
 

Contact the E-Procurement Service Helpdesk for assistance, 1-888-211-7440, option 1. 
 

Adding an Approver 
 

 
The NC E-Procurement Service will manually generate an approval flow for each requisition based on the requestor’s 
management level and supervisor.  Requestors/Approvers can also manually add an approver to each requisition, as 
necessary.   
 
Note:  Requestors can only add approvers in parallel.  However, approvers can choose to add another approver ‘in 
parallel ’ or ‘in series ’. 
 

 
 
 
 

1.  Click the ‘Add 
Approver’ button. 

2. Click the Additional Choices 
icon to select the approver to 
be added. 

3.  Provide a reason, if 
necessary.   

4.  Uncheck the box 
to add the approver 
as a ‘watcher’.     

5.  Click OK. 


