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1. Navigate to PR Approval Request URL 
 

Launch a web browser and type the address of supplier addition request site. 
 
 

 
➔ Username - <Computer Login Name> 
➔ Password   - <login password> 

 

 
 
 

➔ Click on “PR Approval” button to open the Home page. 
 

 
 
 

       https://home.nestgroup.net/purchase/                                                  
          or 
             Login Page (nestgroup.net) 
 

 
 
 
 
 
 

https://home.nestgroup.net/purchase/
https://home.nestgroup.net/purchase/


2. New Request 
 
Click on “+New Request” to open the New Purchase Request page. 
 

 
 
 

➔ Select or insert values in the Purchase Request (PR) form. 
 

 
 
 

➔ Enter the 'Department Head's Email Address,' select the appropriate approver's name, and 
click the 'Submit' button to submit the form and start the workflow. 

 
 

 



 
➔ Click on the “action button” to view the PR record. 

 

 
 

3. Approval Process 

 
➔ Approvers will receive mail from helpdesk.cochin@nestgroup.net, click on the “Approval 

link” to open approval page. 

 

 
 

mailto:helpdesk.cochin@nestgroup.net


➔ click on the “Approve/Reject” button to navigate approve page 
 

 
 
 

➔ Choose action buttons (“Approve”,” Reject”) to complete the tasks. 
 

 
 

 
➔ Approvers can also open the approval task page by clicking on 'Approval Tasks' to navigate 

to the approval task page. 
 

 
 
 



➔ Users can submit 'NRE' requests by selecting 'YES' in the 'If Engineering NRE' field”. 

 

 
 
 

➔ Two-level approval workflow is enabled for 'Engineering NRE' requests by entering the 
department head's email address and selecting the appropriate purchase team approvers 
from the list 

 
 

 


