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Overview

Objectives

APPROVING A REQUISITION

In this chapter we will be looking at how to approve a Requisition. Most
Authorized Requesters should also be Authorized Approvers. If you are not an
Authorized Approver, workflow will notify the authorized approver that there is a
requisition that requires approval.

Since you Budget Checked the requisition before submitting, all that remains
before the requisition can be sourced to a purchase order (PO) is the approval.
All requisitions must be approved by the Authorized Approver for the Requester.
All requisitions for Grants must also be approved by the Grants Office.

When you click the Save and Submit button, the newly created requisition is
routed through Workflow to the Authorized Approver.

Once a purchase requisition has been entered into the system the Authorized
Approver can approve it at any time. The system will save the purchase
requisition in an Open status until it has been approved.

By the end of this chapter, you will be able to:

e Successfully Approve a Requisition




Reviewing the Worklist

As an Authorized Approver, the requisitions that require your approval will be in
your Worklist.

The qu
Workli

ickest way to view the items that require your approval is to click the
st hyperlink on the navigation header. The navigation header is present on

all pages so you may click it at any time.

A summary view of the items requiring approval will be displayed.

Navigation

e Signin
e Click Worklist

Basic i

BOWIE STATE UNIVERSITY

_ pome | Workdai | Add i Favories | - Sgnow
St window (DHeip & cuslomizs Page [ nig

Favgetos  HanMenu b Wordst o Workist

Workiist for BW_APPROVER. Bowie Apgrovel

Wk List Fillers: o

nformation on the requisition is displayed. This includes:

From The ID of the Requester.

Date From The date the requisition was submitted.
Work Item The status of the item.

Worked by Activity The last person to work on the item.
Priority The priority to process the item.

Link A URL to review the Requisition if required.

Click on the link to review and approved.

Mark Worked If available, you can change the status to
show that it has been worked.

Reassign If available, click to reassign to another
approver.
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Navigation

e eProcurement

e Click Link for a

worklist item

Requisition Approval

When you click on the Link for the item, the Requisition Approval page is

displayed.

[Favortas | Mam Menu > Workss » Workdst

Requisition roval

—eee)

Busingss Unit

Requisition I0:

Requisition Name:

Requestor:

Entoroed on:

St

Pricaity;

Budget Status:

Requasier's Jusshcation:
Ne justcaton ansered o requesner

[ Ssssctan: Desetprt Ay
L v Lina Datils

Werstor fleme.

ST aIUED

Frice

(] BESTBUNGOV-001 20000 EA 132 99000 LSO
(m] BESTRUNGOV-001 20000 &4 11042000 UST
(3] 3 MeFagsoca Eine - $40.08 BESTEUYGOV-001 0000 EA 116 5300( LD

Open the Review/Edit Approvers section to display information on the

ORACLE
Favgrtes | ManManu o Wedds : Wordst

Stats: Panding Tatal Aamount: 9TEIVED
Priority: HMadium
Dusdget Satus: Higk Chacksd

Lin  Bem Description Venddor Rame Gttty UM Price

O M Piss BESTEUTGOV-001 20000/ E8 189,99001 UE0

O M BESTRUYGOY-D01 20000 E 11049001 USD

] m BESTRUYGOY-001 30000/ EA 14808001 USD

I Saleci il Dassiect )

L Wigw Ling Dalais
~ Hervew Tl hpoeoves L
Approver

- ExtHD for CTRLR laptops:Fending
Fnter Apgatrcr Commordn L
[
[ Approse @ Driy

Review the information on the requisition and click the buttons to Approve or
Deny. If you choose to deny, you should give your reason for denial in the Enter
Approver Comments field.

When you click Approve, the verification page appears.
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Favgries - Man Menu > Wordet > Workist

Retum to Worklist

Click the Return to Worklist hyperlink to return to the worklist for additional
approvals.

Managing Approvals

You can also work through your approvals using the Manage Approvals

component.
Navigation  [EXT I
Favosites  Man Meru > ePiocusment » Menage Regusition dooroves
5 Hew i fHve (o Custorvse Page [ rip
° eProcurement ManaEe Regu!smon .ﬂﬁgrovals -
To 1608 requisdions that reéquing vour 3ogriwal (O requisBans that praviously [eered pour approval, ¢S e (ntend boldw and (ACk Ihe Sechn buon
Hequisition I0; ", Fiaguiriition Natie: a,
b M anage Business Unr; a S Ponging -
ey Dt Fron: W Date To; W
Requisition — . a
Baarch Clear e Adanced St
Approvals
.
Mo search results wene found
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O
>
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The page will open with the requisitions that you have been assigned to approve.

The Search Criteria section is located at the upper portion of the page. You can
use it to search for specific requisitions and review additional requisitions to those
you have already approved. This criteria includes the following fields.

Requisition ID The ID assigned by the system to the
requisition.
Requisition Name The name (description) given to the

requisition by the requester.
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Navigation

e eProcurement
e Manage
Requisitions
o Enter criteria
o Click Search

BOWIE STATE UNIVERSITY

Business Unit This should be BSU.

Status The default is Pending. Other options
include: Approved, Denied, On Hold,
Pushed Back.

Date From The first requisition date to include in the
search.

Date To The last requisition date to include in the
search.

Requestor The ID of the approved requestor who
submitted the requisition.

Entered By The ID of the person who entered the

requisition, if not the approved requestor.

Click Search to display the requisitions that match the specified criteria.

ORACLE

Faviimes  Man Moy b #PROCUMMMAT o Manage Redustion Abprovas

Manage Requisition Approvals
— “Smarch Racqueitions e

To Jocale requismons Ml regure your aporoval (01 1egusAons at Drenously regused your apeiovall, wdil T criluria below snd click Me Sisrch bution
Reguistion ik Requistion lame: @

Dusiness Unit: *Status: Pending

Date From: st Toe

& LR
& B

Resquuster:

Entered by
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Click the Expand Section icon to view summary information on the requisition.

Navigation

e eProcurement

e Manage
Requisitions

¢ Click Expand
Section icon for

requisition

oRACLE

Faviftes  Han Benu » eProcutement ) Minage Regustion Aoproves

Manage Requisition Approvals
YR MY R e ———— e ———— T r——— e e ce—

To I5E3bS FqUILAANE M3E 18528 UL AAPFOCAI (OF ISQUISHNE (N3 AIeACUS T3ULRE DU AEOITVal) S0 14 STBN3. Balnw 34 elick M3 Saireh hunon

Requisiion i0: o Requison tame: o
Busingss Unit: - “Status: Pending -
Dats Froms L Date To: ]
Regquester: a, Entered by a

Search Cinar dvansad

Panding Pt 08252010 Bowio Reguesior Sowe 11900 USD
L

PMew computar for Janet 50
Vst equsber

Summary: Requisition Pending Tetal Pending:
dustibeation:
NG JUSBTEAnon anfned By NIUBSe

1169.00 USD Pronty: Mediun

Siahes  Line  Mem Deserigtion Vendor lseme Price aty uok
Panang 1 §tdio XPS Lapion el Markgtng LP. 1192.00 USD 1.0000 Each

e tiaw RequisEcn \ansge Requision

This displays summary information on the requisition. To review the actual
requisition, click the hyperlink identifier of the requisition.

Navigation

e eProcurement

e Manage
Requisitions

o Click Expand
Section icon for
requisition

¢ Click
hyperlinked 1D

ORACLE

wegeas | Man Menu o aProcursment o Managa Requston Aporovas

Home Woridnt | AsgwFaveries | Senp

Requisition Approval

Fusiness Unit By

Recuisition I0: SO00015TES

Requisin Nama: How for Janat West

Aequesinen =

{Entered on: ]

Semtus: Panang Total Amount: 142200 USD
Priceiey; Mbdium

Dudget Seatiss ot Crsckaa

Hequastors Jusamcason:

(=] 1 S XS LACKE DELLMARKET-001 1.0000 EA 1,199.00000 LSD

Os Desglea

L itrw Ling Ditais
T ——
| Entor pprover comenenes | ]

[ £

ot AeRrEE @ Demy

Rabin by dotines Ranuislions  AporoudlMisles Pravious in List Mextin List

Review the information and click the Review the information on the requisition
and click the buttons to Approve or Deny. If you choose to deny, you should
give your reason for denial in the Enter Approver Comments field.
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When you click Approve, the verification page appears.

Navigation ORACLE

Faviftes  Han Benu » eProcutement ) Minage Requstion Aoproves

Requisition Approval
e eProcurement T

" New computer for Janet West has besn approved.

e Manage

R Tt Amorvws 1

Requisitions e
. — New computer for Janet West:Approved (et Comments
e Click Expand

Section icon for

requisition
e Click
hyperlinked 1D
o Click Approve

Delegating Approvals

eProcurement also offers a way to delegate approval authority to another
authorized approver when you will be away from the office for several days. The
delegation works in much the same way you would use an “Out of Office”
assistant in your e-mail.

Navigation [
llome | Waddit | Add to Fawites Sign ou
F.M;rio‘. M.l'n'H lllll 3
\- andormwee Vage 53 hillp

eProogcment 3 My Profic:
e eProcurement My Profile

e My Profile

Regust Presunament Cand

! 1mp Dol gopssswonind b

L —— @
Edi Emal Aodrezses dana nicholiccdarcrestons.com )
You are currently logged in using: Englich m
Language for reparts and email I ngh=n 4 @]
Curreney: @, —
¥y will b Lenpnanly wnaibabl, yuu van soboet oo allemite us Lo eosie pos wulings 5
Alternate User I0: 4 h
Effective Date From: B g 127012000
Effactive Date To: £ (exampie: 1213172000)

i) S| (] Ny

The Alternate User section is where you will record this information.

Alternate User ID The ID for the authorized approver to whom
the approvals should be routed.
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Effective Date From: The first date the approvals should be
routed to the designated approver.

Effective Date To: The last date the approvals should be
routed to the designated approver.

Click Save to record the information. The system will forward the approvals to
the designated authorized approver during the dates specified.

@)
>
Q
©
—
D
-
D

BOWIE STATE UNIVERSITY PEOPLESOFT CHAPTER 4 - REQUISITION APPROVAL
10



