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Setting Up and Approving Requisitions in the iBuy Mobile Application 
Departmental Approvers and Invoice Acknowledgers can approve requisitions through a 
smartphone application. The functionality is similar to the Email Approval feature.  

The approver reactions for Requisitions and Invoices include: 

• Approval 
• Return to Requestor 
• Reject 
• Forward 
• View Comments and Accounting information 
• Download Attachments 

 
NOTE: There are two steps to implementing the iBuy Mobile Application. The first step requires 
logging into iBuy on your computer, and the second step is completed on your smartphone. 
 
Setting up an Activation Code in iBuy 

Step Task 

1.  Log in to iBuy on a computer. 

2.  Click User (silhouette) at the top right of the page to access profile settings. 

3.  Select View My Profile. 

4.  Select App Activation Codes under User Profile and Preferences. 

5.  Click Add Device. 

6.  Create and confirm an Application Password. 
NOTE: You should use the same password you use to log in to iBuy. 

7.  Enter a Device Name. 

8.  Select Yes to Email Activation Code to User. 
NOTE: An activation code will appear on the screen and will also be emailed to you. 

9.  Click Add Device. 

10.  Click Close. 
 

Installing the iBuy Mobile Application 

NOTE: The application is not available for use on tablets. 

Step Task 

1.  Locate the Jaggaer Mobile App from your smartphone’s App Store. 

2.  Download the Jaggaer Mobile App to your smartphone. 

3.  Tap the Jaggaer Mobile App. 
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Step Task 

4.  Enter the Activation Code and Password. 

5.  Tap Register Device. 
 

Approving Requisitions on the Mobile Application 

Step Task 

1.  Tap the category to review. 
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Step Task 

2.  Tap the approval queue to review. 
NOTE: Only the approval queue(s) that have documents requiring action are 
displayed. 
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Step Task 

3.  Tap the requisition to be reviewed. 
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Step Task 

4.  Tap the plus sign to expand for more detail. 
NOTE: All approvers in the queue will be visible by selecting Other Approvers. You 
may contact any of the Approvers by clicking on the corresponding icon next to their 
name. 

 
5.  Swipe up to view Actions. Actions that are available include Return to 

Requisitioner, Assign to myself, Approve, and Reject/Cancel. 
NOTE: Confirmation will appear once an action is selected. 

6.  Tap Logout to end your session. 

 


