Approve Requisitions 8.9

Overview

This Job Aid provides instructions on managing approvals. It also has useful tips available to help you with:
¢ Viewing Requisition line details
e Approve Requisitions
e Deny Requisitions
e Push Back Regquisitions
e Ad Hoc Approvers/Reviewers

Background Information

After a Requisition is created and submitted to workflow, it will be routed to the appropriate Approvers depending on the
Project, Department, Fund, and/or Category indicated within the Requisition. Keep in mind that often times there are multiple
approval routings and each stage of the routing must be approved before the Requisition becomes fully approved and eligible
to become a Purchase Order.

Purpose

The Approver can take action against a Requisition from either the Worklist or the new e-Procurement Approve Requisitions
component. The Approve Requisitions page is extremely useful for Approvers who have large numbers of Requisition pending
approval. Unlike the Worklist, it allows Approvers o search for specific Requisitions in a clean and organized format. It also

enables Approvers to continuously approve Requisitions without refreshing the page between each process. This Job Aid is
entirely based in the Approve Requisitions page because of its new and highly useful capabilities.

Approval Procedure

The following are detailed instructions for approving a Requisition.
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Confirmation

Just a Look... Requested For: VEARGAN, JONATHAN Humber of Lines: 1
Requisition Name: Approve Regs Test Total Amount: 100,00 USD
When a Requester submits a Requisition to workflow, this | requisition : 0000212087
is the Confirmation/Workflow Routing Screen they see. Business Unit: FSUDY
Priority: Medium
Requesters are able to click the "Multiple Approvers” link | Budget status: Mot Checked

to see exactly who their Requisition has been routed to Requisition Approval Workflow

and that Approver's contact information.

*See screen below. = Line 1:Pending

Approve Reos Test

Req Approval Workflow Path

Pending

G Multiple Approvers

Dept Level 1 Approvers

Wiew printable version Manage Reguisitions Create Mew Reguisition

Hame:
EmpliD: QoooeEo0yz
Department: 30000
Supervisor ID:
Telephone:
Reports To Position Humber: 00053433
Note: The Department number seen on this page is the Email ID: ps_invalid_email@admin fsu.edu
Department assigned to this Approver, not necessarily the
e Hame: Iml
Department your Requisition is routed to. EmplD: 000000300
Department: 108000
Supervisor ID:
Telephone: Ba0/644-0062
Reports To Position Humber: 000545761
@ Job /4// Approve Requisifions 2 Email 1D: ps_invalid_emaili@admin fsu.edu
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Now, let's begin...

Navigation

e-Procurement> Approve Requisitions

Once the Approve Requisitions page loads, it
will automatically shows all Requisitions
pending your approval.
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Menu

Search:

®

[+ hiy Favorites

[ Employee Self-Service
[» Manager Self-Service
[> Bupplier Contracts

[ Customers

[ Customer Contracts
[> Purchasing

[ F81) MEE Repaors

L Approve Reguisitions)

3=} eProcurement

Set up eProcurement; manage or approve eProcurement requisitions or POs.

= {Approve ﬁeguisitinns |
2 Take actions on reguisitions that require your approval.

Profile
Modify personal information and preferences,

®
I by Favorites
I» Employee Sel-Service
[ Manager Self-Service
[ Supplier Contracts
[ Customers
[ Customer Contracts
I» Purchasing
[~ eFrocurement
[» Buyer Center
[ Procurement Card Center
[» FSIJ MBE Repors
— Create Requisition
— Manane Requisitions

Eeceive ltems

— hity Profile
[ Services Procurement
[+ Grants
[ Project Costing
[ Travel and Expenses
I> Billing
[» Accounts Receivable
[ Accounts Payable
[ Azset Management
[- Banking
[ Financial Gateway
I» Comrnitment Contral
[» FSU Operating Budgets
[ General Ledger
[ Set Up FinancialsfSupply

Chain
[ Wiorklist
I» Tree Manager
I» Reporting Tools
[- PeopleTools
— Wy Personalizations
— Wby Systern Profile
— Wty Dictionary

— My Profile
Note: Please wait patiently while the Approve Requisitions
page readies itself for use
Menu =l
Search: Approve Requisitions

~ Search Requisitions
To lacate requisitions that require your approval {or requisitions that previously reguired your appraval), edit the criteria below and click the

]
Q

Show Advanced Search

Date
081572006

08/1 572006

08/1 62006

081 B/2008

081872006

081872006

0971 872006

092002006

0972072006

0972072006

092172008

0972872006

100032006

10/0372006

Search buttan.

Requisition ID: Q Reduisition Name:

Business Unit: Q *Status:

Date From: [ Date To:

Retquester: &} Entered by:

Search | Clear |
To wiew the commplete details and approve a Requisition, click the reguisition 1D link
< Bwpand Al | P collapse A
Action/Status Req ID Requisition Hame Bus. Unit

[ @ Pending 0000207152  Deng-XeroxSetup FSUD

[ © Pending 0000207053 Deng-Cadmus Fsu01
JournaliSetup

[ @ Pending 0000207254 Deng-Indiana Univ/Setup FEUO1

[ ® Pending 0000207218 Blanket Atlantic 207218 Fsuo
Koenig

I @ Pending 0000207507 J. Fadool--Gropep Lid. FsuUmM

I ® Pending 0000207459 D, Fadool-Henry FSU01
ScheiniR01

[ © Pending 0000207514 QMNA_TEST FSU01

[ ® Pending 0000207552 0000207552 FsL01

I ® Pending 0000207525 0000207525 FSU01

[ © Pending 0000207524 0000207524 FSU01

[ ® Pending 0000207575 0000207575 FsL0

I @ Pending 0000207596 0000207596 Fsu01

[ © Pending 0000207558 00002075498 FSU01

[ ® Pending 0000207A11  SCEMERIO 6 D51 FsL01

Requester

WESTOM,
BOBBIE

WESTON,
BOBBIE

WESTON,
BOBBIE

Hardee Keli
Micole

WESTOM,
BOBBIE

WESTOM,
BOBEIE

BEST, DAYID
BEST, DAYID
FELDMARN,

MARCIA
HARLOW,

CYRTHIA

BEST, DAYID
BEST, DAYID
BEST, DAYID

BARROWY,

Entered By

WESTOM, 397.98
BOBBIE

WESTOM, 2,060.00
BOBBIE

WESTOM, 226.00
BOBBIE

Hardee Keli 2,000.00
Micole

WESTOM, 240.00
BOBBIE

WESTON, 317.35
BOBBIE

BEST, DAVID 1,010.00
BEST, DAVID 1.00
FELDMAR, 100.00
MARCIA

HARLOWY, A00.00
CYMTHIA

BEST, DAVID 1.00
BEST, DAYID 10.00
BEST, DAVID 1.00
BARROWY, 80.00

uso

uso

uso

uso

uso

usoD

uso

uso

uso

uso

uso

usoD
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Approve Requisitions

Enter Requisition ID in the parameters to

sear'ch a specific Requisiﬁon fOI" Clppr-ovaL To Iocate requisitions that require your approval {or requisitions that previously required your approval), edit the criteria helow and click the
Search button.
|Requisition ID: ~ |0000212087 S5 Requisition Name: |
Click: Search Business Unit: | Q *Status: | Fending v
Date From: | El Date To: | El
Requester: | Q Entered bz | Q

| Search I Clear | Show Advanced Search

Towiew the camplete details and approve & Reguisition, click the requisition 1D link.

= Expandall | P Collapse Al

Action/Status Req ID Reguisition Hame Bug. Unit Date Requester Entered By

I B Pending 0000212087 § Approve Reqs Test FSLIO1 107252006 YEARGAN, YEARGAN, 100.00 LUSD
JOMATHARMN JOMATHARN

Create Mew Reguisition Manage Reguisitions

Approve Requisitions
* Search Requisitions

To locate reguisitions that require your approval (or requisitions that previously reguired your approvaly, editthe criteria below and click the
Search button.

Requisition ID: I— Q Requisition Name: |
Business Unit: Q *Status:

Date From: l— | Date To: l— E
Requester: [ & Entered by [ &

Search | Clear | Show Advanced Search

Requisitions

To views the complete details and approve a Requisition, click the requisition (D link.

Click: Expand Icon fo view more details for this

Req
< Expand Al | P Collapse Al
Action/Status Req ID Requisition Hame Bus. Unit Date Requester Entered By
Clle- Req ID ||nk 1.0 90 TO The RCQUISlflon @ @ Pending Q0002120597 | Approve Regs Test FSLI01 107252006 YEARGAN, YEARGAN, 100.00 USD

JONATHAN JONATHAN

Approvals Page

Summany. 1 of 1 Lines Pending Total Pending: 100.00 USD  Priority:  Medium

Justification:
No justification entered by requester.

Lines Find o) BB Rt [ 4 o1 [ Lt
l_ Action/Status Line (item Description (Vendor Hame Price UOmM

; SORFOYE REOs
@ Pending 1 ?estm"e BEOS ) gat 100.00 USD 1.0000 Each
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New Requisition Approval Page!

Note: The basic header and line information
appear at the top of the page: including the
Requester's contact information and
Requester's Justification Comments.

Click: Expand Icon in the Review/Edit
Approvers box to view other Approvers on
this Requisition's path

Click: View Line Details button to review
Requisition details before approving
(pictured below)

The Line Details pop-up box appears with

complete line information; including line, shipping,

and accounting details.

Click: Close in pop-up box window to continue with

the Approve Requisitions screen
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Requisition Approval

Req Hame: Approval Testing

Total: F200.00U5D

Reqguester: YEARGAN, JOMATHAN Business Unit: F5U01
Entered on: 1003002006 Requisition ID: 0000212162
Status: Fending Priority: Medium
Requester's Justification:

Comments entered by the Requester can e seen from the Approve Reguisitions Paoe.

* Line Information

Yendor Hame
®
®
Select Alli Deselect Al
L@ View Line Details

1 Itermn #1 Docs-001 oot 10100000 1.0000 EA

2 lterm #2 DoCs-001 0o

10100000 10,0000 EA

| E,"Apprwe| @ Deny |

Price (Curr

100.00 USD
10.00 LISD

b Ieview Edit Approvers
Enter Approver Comments

Comments can be added here. Mote: These comments can only be wviewed by other Approvers. These
caomments will not autormatically be available for the Buyer.

2

Return to Approve Reguisitions

Requisition: 0000212162

Requester: YEARGARMN,
JOMATHARN

Business
Unit: FSUO1

Requisition
1D: 0000212162

Comments: Comments entered by the Requester can be seen from the Approve Requisitions Page.

Description Oty Price Curr  UOM Total
[tern #1 1 UsD  EA 100.00
Sched Line | Ship To Attention Due Date Oty
1 DEFARTMEMNT OF PHYSICS YEARGAM, 1
JOMATHAN
Line Location Req oty Amount | Pct | GL Unit Dept Fund
1 SHENS03 1 100 100 | FSUD 074000 110
Description Oty Price Curr UOM Total
[term #2 10 10.000 USD EA 100.00
Sched Line | Ship To Attention Due Date Oty
1 DEPARTMENT OF PHYSICS YEARGAN, 10
JOMATHAN
5
Line Location Req Oty Amount | Pct | GL Unit Dept Fund
1 SHEM303 10 100 100 | FsUO1 074000 | 110

Date: 10/30/2006

Total
100.00

Account
741282

Total
100.00

Account
741282




Notice the expanded Requisition Approval Workflow
Path.

If necessary, enter comments in the Enter Approver
Comments box.

*Comments entered here can only be viewed by

other Approvers on this Requisition's workflow
path. Buyers DO NOT automatically receive these
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Comments on the Requisition.
Requisition Approval

Req Name: Appraval Testing

Total: 200,00 LISD

Reguester: YEARGAN, JOMATHAMN Business Unit: FSLI01
Entered on: 1063002006 Requisition ID: 0000212162
Status: Pending Priority: Medium
Requester's Justification:

Comments entered by the Requester can be seen fram the Approve Requisitions Page.

* Line Information

_ Vendor Hame Categorny Code Price |Curr

= |De=scription = — |

] 1 ltem #1 DOCE-001 oot 10100000 1.0000 EA 100.00 USD
] 2 lterm #2 DOCE-001 oot 10100000 10.0000 EA 10.00 USD

Select Alli Deselect All
L B2 wiew Line Details

| IE,/ApprweI @ Deny |

|Requisition Approval Workflow

= Line 1:Pending
fterm #1

Req Approval Workflow Path

[#]start Mew Path

@ Iultiple Approvers
Dept Level 1 Approvers

-+

= Line 2:Pending

Start Mew Path
Item &2 IE‘

Req Approval Workflow Path

@ Multiple Approvers
Dept Level 1 &pprovers

¥

nter Approver Comments

Comments can be added here. Mote: These comments can anly be viewwed by other Approvers. These
comiments will not automatically e availahle for the Buyear,
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Click: Approve button

*If you wish to deny a Requisition skip down
to the Denial Procedure which begins from
this step.

*If you wish fo push back a Requisition o
the previous Approver, skip down fo the
Push Back Procedure which begins from this
step.
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Regquisition Approval

Req Name: Approval Testing

Total: F200.00USD

Requester: TEARGAMN, JORATHAR Business Unit: FSLIO1
Entered on: 1003052006 Requisition ID: 0000212162
Status: Fending Priority: hedium
Requester's Justification:

Comments entered by the Reguester can be seen from the Approve Requisitions Page.

* Line Information

item o Yendor Hame — —— |Cateqory Code

Description = i
O] 1 ltem #1 DoOCs-001 o1 10100000 1.0000 EA 100.00 LSD
O] 2 lterm #2 DoCs-001 a1 10100000 10.0000 EA 10,00 LshD

SelectAll f Deselect All
L%Viewune Details | m‘ @ Deny |

Comments can be added here. Mote: These comments can only be viewed by other Approvers. These @
comments will not automatically be available far the Buyer.

Return to Approve Reduisitions
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Requisition Approval Confirmation screen

Click: Next in List (or Previous in List) to continue
to Approve/Deny/Push Back
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Requisition Approval

Confirmation

v’ Approval Testing has been approved.

Review Edit Approvers

Requisition Approval Workflow

= Line 1:Approved _
ftem #1 G iewy Cormments

Req Approval Workflow Path

«SIMS LIMNDA

Dept Level 1 Approvers
OHE02006 - 10:02 AM

= Approval Comment History

SIMS, LINDA at 10/30/2006 - 10:02 AM
Comments can be added here, Mote: These comments can anly he viewed by ather Approvers.
These comments will not automatically be available for the Buyer.

= Line 2:Approved (E)view Comments

ftem #2

Req Approval Workflow Path

vSIMS LIMDA

Dept Level 1 Approvers
1053002006 - 10:02 A

= Approval Comment History

SIMS, LINDA at 10/30/2006 - 10:02 AM
Comments can be added here. Mote: These comments can only be viewed by other Approvers.

These comments will not automatically be available far the Buyer.

Return to Approve Requisitions ~ Previous in List
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Denial Procedure

The Deny function returns the
Requisitions to the Requester from any
step in the Approval Workflow path.

The following are the detailed instructions

for denying a Requisition.

On the Regquisition Approval page, Enter
Approver Comments explaining why this
Requisition is denied.

Click: Deny

@ Jsb Ai- Approve Requisitions

Requisition Approval

Req Hame: Approve Regs Test 3

Total: F100.00USD

Requester: YEARGAR, JOMATHAR Business Unit: FSUO1
Entered on: 1052512006 Requisition ID: 00002120599
Status: Pending Priority: hediurm
Requester's Justification:

Mo justification entered by requester

¥ Line Information

Vendor Hame — —— [Cateqory Code

@ 432226049 2.0000 EA

SelectAllf Deselect All
L 22 wiew Line Details

BAKBOSOFTW-001 001 50.00 LUSD

‘ ' Approve ||@ Deny I

* Review Edit Approvers
Requisition Approval Workflow

= Line 1:Pending
Test 3

Req Approval Workflow Path

[#]5tart Mew Path

Hot Routed

Hot Routed

= LASOR, JOSEPH
=
_E_b Category Level 2 Approvers

(:9 Multiple Approvers

p | & Multinle Approvers
Project &pprovers _E

Category Level 1 Approvers

Enter Approver Comments

his Requisition will be denied. | ¥

Eeturn to Approve

Prewvious in List Mext in List

Requisitions

7 WMoaiTiea om 11737 c0UU0



Requisition Approval

@ Approve Reqs Test 3 has been denied.

Denial Confirmation page

Click: Next in List (or Previous in List) to

continue to Approve/Deny/Push Back Regquisition Approval Workflow

= Line 1:Denied .
W [ t
ety I igw Camments

Req Approval Workflow Path

Mot Routed Hot Routed

SiME, LIMDA > Multinle Approvers > LAFOR JOSEPH
@ Project Approvers @ Category Level 1 Approvers @ Category Level 2 Approvers
1002552006 - 1:12 Ph

= Approval Comment History

SIMS, LINDA at 10/252006 - 1:12 PM
This Requisition will he denied.

Eeturn to Approve Previous in List  [Mextin List
Feguisitions
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Push Back Procedure

The Push Back function returns the Requisition to
the previous Approver in the Approval Workflow
path.

The following are the detailed instructions for
pushing back a Requisition.

On the Requisition Approval page, Enter Approver
Comments explaining why this Requisition is pushed
back.

Click: Pushback
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Requisition Approval

Req Name: 54051

Total: §1,010.00 USD

Requester: FELDMARN, MARCIA Business Unit: F5U01
Entered on: 1062562006 Requisition ID: 0000212100
Status: Pending Priority: Wedium
Requester's Justification:

Mo justification enterad by requester,

¥ Line Information

tem

Vendor Hame —— —— (Cateqory Code Price |Curr

Description

One line, One
(O] .
1 T WOODWAYLISA-001 001
Select Allf Deselect All
L [, view Line Details | [ Approve | @ Deny |||f'3-.:| Pushback I

* Review Edit Approvers
Requisition Approval Workflow

10100000 1.0000 EA 1,010.00 LUSD

= Line 1:Pending
One line, One Project, &Amt = 51k

Req Approval Workflow Path

[*]Start Mew Path

Hot Routed
g Multiple Approvers
—E—P Multl e Approvers ‘E|

SIS, LIMDA > Multiple Approvers
Project Approvers @ Fund Level 1 Approvers
1072572006 - 1:20 P

Enter Approver Comments

Comment here as to why this Requisition is pushed back to the previous Approver.

Fund Lewvel 1 HRD Gross Amt

Eeturn to Approve Reguisitions




Reguisition Approval

Push Back Confirmation Screen .
E'\..:j 24 D21 has been pushed back to the previous approver.

Click: Next in List (or Previous in List) o
continue to Approve/Deny/Push Back. Requisition Approval Workflow
~ Line 1:Pending (E)iew Comments

one lime, One Project, Amt = 1k
Req Approval Workflow Path

Pushed Back Hot Routed
Multiple Approvers > GRAHAM, GLORIA » | = Multiple Approvers
CL) Project Approvers * Fund Lewvel 1 Approvers Fund Lewvel 1 HED Gross Amt

10/25/2005 - 1:27 P

~ Approval Comment History
GRAHAM, GLORIA at 10/25/2006 - 1:27 PM
Comment here as towhy this Reguisition is pushed back to the previous Approver.

Return to Approve Reguisitions
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Reguisition Approval

Req Hame: ooooz212148

Ad Hoc Approver/Reviewer

Total: F420.00 USD
Pracedure Reqguester: SULLIAM, PHYLLIS Business Unit: FSU01
Entered on: T0I27r2006 Requisition ID: 0000212148
. Status: Pending Priority: Medium
The Ad Hoc function allows Approvers to Requester's Justification:

Gdd Gddl'l‘lonal Appr‘over‘s or ReViewerS 1-0 ND_."USf.I'ﬁCEﬂOH chtarad b_v' .requeste.r_

the Requisition Approval Workflow path.

H | =D VYendor Hame — — — [Category Code
There are two ways of adding Description | oncor HAMe Details
Approvers/Reviewers. ® ¢ HEERINTER  noppecompu-ont oot 43212100 1.0000 EA 250.00 USD
1. Add an Approver/Reviewer to the —
HP TOMER
current path. ®  2BLKFORHP COOPECOMPU-O01 001 43212100 2.0000 EA 50,00 USD
2. Start a new path for an 9600
. HP TOMER
(D) (R L A L
Approver/Reviewer 3 T o o COOPECOMPU-0D1 001 43212100 2.0000 EA 36.00 USD

Select Al fDeselect All
L%viewLine Details | E,/Apprwe| @ Deny |

F Review Edit Approvers
Enter Approver Comments

The following are the detailed instructions
for an Ad Hoc Approver/Reviewer.

Click: Expand icon in the Review/Edit
Approvers box

Return to Approve Previous in List
REQUiSmDnS
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Method #1: Add to the current path

Click: Add icon where the additional Approver is to
be inserted.

This will require Approvals to be done in sequence
as shown in the diagram.
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¥ Line Information

tem
Description

VYendor Hame

Price |Curr

@© g TWoLines. TWo oeh) nogoiEgp1 001 10100000 1.0000 EA 1,020.00 USD
Projects fone...
N 2 LINE 2 GEOLOSOCIE-001 001 10100000 1.0000 EA 1,001.00 USD

[] Select Al ¥ Deselect Al
L B view Line Details

| E,/Apprmre| @ Deny |

Requisition Approval Workflow

= Line 1:Pending
Two Lines, Two Projects (oneding), Each Line Amt = $1k

Req Approval Workflow Path

[#]5tart Hew Path

Not Routed Mot Routed

@ Multiple Approvers
Project Approvers

g, Multinle Approvers
—E—’ h.l'lultl le Approvers 'E

_@_’ Multiple Approvers
o "= Fund Level 1 HRD Gross Amt

Fund Level 1 Approvers

= Line 2:Pending
LIME 2

Req Approval Workflow Path

[#]start Mew Path

Not Routed

Not Routed

y | & Multiple Approvers
—3 B i Level 1 HRD Gross Ant -

C") Multiple Approvers
Project Appravers

qF= Multiple Approvers
_E Fund Level 1 Approvers

Enter Approver Comments

Return to Approve
Reguisitions

Frevious in List Mewtin List
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Insert additional approver or reviewer

Input:

|User 1D | IQ
User ID Insert as: & approver
Insert as: Approver O Reviewer

Click: Insert Insert I Cancel |

* Line Information

VYendor Hame . Catenory Code Price |Curr
® g IWOLINGS. TWO o) nenciEgod 001 10100000 1,0000 EA 1,020.00 USD
Projects {one...
F 2 LIME 2 GEQLOSOCIE-001 001 10100000 1.0000 EA 1,001.00 UsSD
[] Belect All ¥ Deselect Al
L%Viewune Details | [ Apprave | @ Deny |

* Review/Edit Approvers

Regquisition Approval Workflow

. = Line 1:Pending R——
Ad HOC Appr‘over‘ appear‘s in Twvo Lines, Tvwo Projects (onefine), Each Line Amt = $1k Elw
Requisition Approval Workflow. Req Approval Workflow Path

Hot Routed ||

Not Routed Not Routed

Multiple Approvers =, LAZOR, JOSEFPH =, fultiple Approvers Multipile Appravers
G)Prnject Approvers _E_’ Inserted Approver _E_’ Fund Lewvel 1 Approvers _E_’ IEFunu:ﬂ Level 1 HRD Gross Amt _E
= Line 2:Pending
.. Start Mew Path
Enter Approver Comments explaining LINE 2 ]
why additional Approver was added to Req Approval Workflow Path
this Requisifion Hot Routed Not Routed

hultiple Anprovers = Multiple Approvers = Multinle Approvers
G) Project Approvers _E_’ Fund Lewvel 1 Approvers _E_’ Fund Lewvel 1 HRD Gross Amt _E

| Apply Approval Changes |

Enter Approver Comments

Explanation of why an additional Approver was added ar notes to the added Approver. @

“ Jsb Ai- Approve Requisitions
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Click: Apply Approval Changes button to save Ad Hoc
Approver
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Method #1: Example of Ad Hoc Reviewer

Any user can be added as an Ad Hoc Reviewer.

Insert additional approver or reviewer

UserID: |KSHEARER

Insert as: ) ppprover
® Reviewer

|Q Shearer, Kellay

Inaertl Cancel |

Ad Hoc Reviewer appears in Requisition
Approval Workflow.

Click: Apply Approval Changes button to
save Ad Hoc Reviewer

tem

_ VYendor Hame
escription

Category Code

Price |Curr

[CI ﬁ“ﬁ?ﬁ'ﬁ% GEOLOSOCIE-ODY 001 10100000 1.0000 EA 1,020.00 USD
(one..
0 2 LIME 2 GEOLOSOCIE-001 001 10100000 1.0000 EA 1,001.00 USD

[ SelectAlli Deselect Al
L Bl view Line Details

| E,/Apprmre| @ Deny |

~ Review Edit Approvers

Requisition Approval Workflow

= Line 1:Pending
Twwo Lines, Tywo Projects (onefine), Each Line &mt = 1k

[#]start Mew Path

Req Approval Workflow Path

Hot Routed

Reviewer = Hot Routed

LIME 2

Multiple Approvers Shearer Kelley & Multiple Approvers Multiple Approvers
@ Project Approvers _E_’ 63 Reviewer _E_’ Fund Lewvel 1 Approvers _E_' @ Fund Level 1 HRD Gross Amt _E
= Line 2:Pending [#]start New Fath

Req Approval Workflow Path

Hot Routed

Hot Routed

Multiple Approvers g Multiple Approvers Multiple Approvers
@ Project Approvers _E_’ Fund Level 1 Approvers _E_' @ Fund Level 1 HRD Gross Amt _E
E{] Apply Approval Changes |
Enter Approver Comments
Explanation ofwhy an additional Approver was added or notes to the added Approver. @

Beturn to Approve Redquisitions

Pravious in List Mext in List

“ Jsb Ai- Approve Requisitions
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Method #2: Start a New Path for Approvers/Reviewers

tem

Click: Start New Path link

This method will create an entirely new and separate
workflow path that is not dependent on the sequence
of approvals in the original approval path. Both
paths must be approved for the Requisition to be in
Approved Status.

“ Jsb Ai- Approve Requisitions 18

Description VYendor Hame Price |Curr

@ 1 ;‘;“D'?E'-cigeinzwc' GEOLOSOCIE-OY 001 10100000 1.0000 EA 1,020.00 USD
(one...

[ 2 LINE 2 GEOLOSOCIE-DOY 001 10100000 1.0000 EA 1,001.00 USD

[J Belect Al Deselect All
L 2 view Line Details

| E{Approve| & Denw |

Requisition Approval Workflow

= Line 1:Pending

Twwo Lines, Tvwio Projects (onefine), Each Line Amt = §1k
Req Approval Workflow Path

[FEErtew Fatn|

Mot Routed Hot Routed

hiultiple Approvers = Multiple Approvers =, Multiple Approvers
@ Project Approvers _E_’ Fund Lewvel 1 Approvers _E_’ Fund Lewvel 1 HRD Gross Amt -E
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Method #2: Example of Ad Hoc Reviewer

Any user can be added as an Ad Hoc Reviewer.

Ad Hoc Reviewer appears in Requisition Approval
Workflow.
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button to save Ad Hoc Reviewer

How to Code a Help Ticket More Information

For additional questions regarding this Job Aid or related More information can be found on the Purchasing Website
issues, please log a Help Ticket at us.fsu.edu/help at: www.ais.fsu.edu/logins.html.

Issue Area: Purchasing Questions should be directed to Brenda Mundy at 644-
Issue Type: Access Workflow Approvers 6853
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