National Aeronautics and Space Administration

Order-to-Pay Center Validation Tool:
Org Approver / Center Final Validator — Validating Orders

I3P Business Office

WWW.Nnasa.aov
RELEASED - Printed documents may be obsolete; validate prior to use.



nssC

NASA Shared Services Center

Validating Orders

- Click on “My Approvals” under the “Self Service” section on the left side
of the screen
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NASA Shared Services Center

Validating Orders (continued)

- Locate the requested item number provided in the email notification

- Selected the “Requested” column for the appropriate request item
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NASA Shared Services Center

Validating Orders (continued)

- Once selected the item description is displayed, select the item “Description” to
drill into the details
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NASA Shared Services Center

Validating Orders — Concurring
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NASA Shared Services Center

Validating Orders — Not Concurring

- Do not concur with
validation by
selecting Reject
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NASA Shared Services Center

Validating Orders — Not Concurring

- Once you reject
the item, you will
be required to
select a “Reject
Reason”

- Select the
appropriate code
for rejection from
the “Reject
Reason” drop-
down box
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