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OFFICE BASICS
Approving Orders Instructions
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Approvers Email – When an order needs your approval

This link will take you to your login page on Office Basics website
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All username passwords are set 
up as “LINCU1” you may 
change your password under 
“My Account” dropdown at the 
top and “My User Information”



When you log in as an approver, if you have access to  
multiple depts. and there is an order pending your 
approval, this button should appear on the first screen.

When you click either of these “Approve Orders” buttons, it  
will take you to the Approve Orders screen.

4

If you do not have multiple depts, once you login,
you can click My Account > Approve Orders.



To view the order to see what it contains 
before approving or if you want to

disapprove an order, click “View Order”.
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Once you have reviewed the order, you can  
approve or disapprove the order here.

Yes, With Changes will allow you to  
make changes to the order.
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If you choose Yes, with changes,  
you will get this pop up. This is  
simply warning you that if you  
already have something in your  

shopping cart, it will be removed  
so that you can see this order.

Click OK when ready to proceed.

It will then show you the  
shopping cart. You can  
change quantities or delete  
items from it. You can also  
click Continue Shopping to  
add items to the cart.
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From here, it is the same Check Out process  
as if you placed the order.
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