PeopleSoft Version 8.9: Approving Requisitions The University of Akron

Approving a Requisition
If you are both the Requester and the Approver you will not need to follow this process.
The requisition that you save and approve will bypass the Worklist and move on to

Budget Checking. You only need to follow this process to review requisitions submitted
to you by people that have you as their approver.

As an Approver, you have three options available:

o Approve: If you approve a requisition you are agreeing to all of the contents
of the document. You are also moving the requisition to the next step in the
requisition life cycle, Budget Checking.

o Deny: If you deny a requisition you are stopping the requisition from moving
to the next step in the requisition life cycle. If you deny a requisition it is no
longer usable.

o Recycle: If you recycle a requisition you are sending it back to the Requester
for changes and then back to you for Approval. This is the option you want to
select if the requisition needs modifications.

What you do What happens

1. You will receive an email message
indicating that you have a requisition **NOTE: If you are NOT receiving requisition
waiting in your Worklist. notification messages in your email the problem

is most likely caused by running Outlook in
cached mode. Please follow the instructions in
Appendix A to resolve this problem.

2. From the menu, choose:
Worklist, Worklist ki to Favortes

OR
Click on the Worklist link located in the
Navigation bar.

3. The Worklist page displays.

Worklist for ACE243F: McKibben,Sue IT Training

Detail Wiew Work List FiltersN\ 24 Approval Worklist v

Customize | Find | iew All | (o First ] 1-2 of 2 [¥] Last

From Date From Work ltem Worked By Activity Priority Link
InstructorSuzie  11/08/2006 \?V‘Z‘ik‘l‘i';?m“a' Reguisition Amount Approval | 55016, AKRON, 0000037426 | Resssin |
Instructor,Suzie  11/08/2006 \?U'Z?k’:‘ips?m"a' Requigition Amount Approval v | 55922 AKRON, 0000027430 | Reassign |

Verify that the Work List Filters field, shows Req Approval Worklist.
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What you do | What happens

4.

In the Link Column, click on the link for
the requisition that you want to review.

The Approval page returns. You can review the complete requisition by clicking on the
View Printable Req button at the top of the page.

Requisition Amount Approval

Unit:  AKROM Req: 0000037425  Requester: '”Strucmr'su\‘ -

Wiew Printable Req |

*Approval Action: Approve ¥ Approval Status: In Process
Flease update gquantity to 150, @
Requisition Date: 1100872006
Total Amount: 37.400 Dollar
Total Base Amount: 37.500 Dollar

¥ Line Details

Bl save | EViewwork|ist| | +E] Mendt inWorklist ‘ [=] Motify ‘
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What you do | What happens

6. A separate window will open - do NOT close this window. Closing the window will cancel
the report process.

a SQR Report - PORQO10 - Microsoft Internet Explorer - | Dlil
File Edt V“iew Favorites Tools Help | ’,'
e Back - -J - IJ Iﬂ ﬂ | P ) Search ‘\ ( Fawvorites {3 | ?
Address I@ http,, oo j . Go | Links | -
Processing
Process Name: PORGOM10 Requisition Print SGR
Process Instance: 344 Process Type: SQR Report
|€| Cpening page http: /{boromir, cc.uakron. e l_ l_ l_ l_ l_ g Local intranet 4

NOTE: It may take up to 30 seconds for this screen to appear — please be
patient and do not click the View Printable Version link a second time.

7. If the screen shown in Step 6 above does not appear after 30 seconds look under the address
line of your browser and see if the message “Pop-up blocked” is displayed. If this occurs,
follow the steps outlined in Appendix B - Allowing Pgp-ups.

#id I e ———
@ Pop-up blocked, To see this pop-up or additional options click here...

eopl ;
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What you do

| What happens

8. Once the process is complete the
Explorer/Adobe Viewer window.

At this point you may review the

Requisition will automatically open in a new Internet

requisition details in order to determine if you should

accept, deny, or recycle the requisition.

When you are finished viewing the requisition click the “X’ in the upper right corner to close
the window and return to the approval page.

File Edit GoTo Favorites Help

3 http:/ /boromir.uakron.edu/psreports /fs890bp3,/Z93,/PORDL - 1[ )

| &

eBack - -J - \ﬂ \ELI _;\J ‘ /'_-I] Search \L,':"\'(‘Favorites {:‘3‘ <]~ “_f D _J ﬁ ﬁ

Address |s§] htkpsffl

RaN= K= |Links|@ -

i Blseveacoy (D) 35 @ 9 EWIbSelect B L sy ©foee - @ O EE] - B2 P Fwr

O
2 B
= . =
g Departmental Purchase Requisition
Business Unit: AKRON APPROVED
) Reg ID: Date Fage
Ship Te:  Central Stores 0000037414 10/35/2008 1
185 East Mill Street Requester Currency
Akron OH 44325-0703 Instructor,fuzie UED
Reguester Signature
Line-Schd fem Deseription Mfg ID Quantity UOM Price Extended Amt Due Date
i 1-1 AYZ 2.0000 EA 5E50.00 1,100.00 10/31/2006
Buysr: Radin Al
Vendor: 0000000002 Kone IncMontgomery Kone
% Distribution:
i} 10000VA4TSE002 (200704) Software Training Sves 550.00
H 10000VA4701001 (200100) Board of Trustees 550.00
2 Line Total: 1,100.00
&
7’ Total Requisifion Amount: 1,100.00
jo]
Tt
o
£
£
Q
[
Lsaa
Ad
E W - nToe I
Done l_ ’_ ’_ ’_ ’_ |ﬁ‘-£ Unknown Zone A
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What you do | What happens

9. Inthe Approval Action field you have the following choices:
a. @ Approve: The requisition is approved upon saving and will move to the next step

in the Requisition Life Cycle.

b. @ Deny: The request is denied and will not move forward in the Requisition Life
Cycle (NO further action can be taken on the requisition).

c. @ Recycle: This option sends the requisition into a “Recycle” status for editing by
the requester.

In all cases, an email will be sent to the requester regarding the action you selected and with
any comments you may have added.

Requisition Amount Approval

3

Unit:  AKRON Req: 0000037426 Reauester:  Instructar,Suzie 13%
*Approval Action: Apper Approval Status: In Process view Printable Reg |
FPleasze update quantity ta 150, @
Requisition Date: 1100872006
Total Amount: 37.500 Dallar
Total Base Amount: 37.800 Dallar

* Line Details

@ @ViewWorklist| | = Mext inwiorklist ‘ [=] Matify |

10. Once you have selected the Approval The Approval Status will change accordingly.
Action desired click on the Save button.
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Reassigning a Requisition
At times, Approvers may need to reassign a requisition to a different approver when

alternate SpeedCharts (old six digit accounts) are used. For example, a requester creates
requisitions for multiple Approvers (supervisors).

What you do | What happens

1. From the Worklist page, click on the Reassign button.

Worklist for ACE243F: McKibben,Sue IT Training

Detail Wiew Work List Filters: | 20 Approval Worklist v

Customize | Find | iew All | (o First ] 1-2 of 2 [¥] Last

From Date From Work ltem Worked By Activity Priority Link
InstructorSuzie  11/08/2006 \?V‘Z‘ik‘l‘i';?m“a' Reguisition Amount Approval | 55016, AKRON, 0000037426 Reassign
Instructor,Suzie  11/08/2006 \?U'Z?k’:‘ips?m"a' Requigition Amount Approval v | 55922 AKRON, 0000027430 Reassign

2. The Reassign page returns.
3. If known, enter the User ID of the individual to whom you wish to reassign the requisition.

The User ID is the ID that the person logs into PeopleSoft with. If you are unsure of the
User ID click the magnifying glass icon to search for the individual.

User ID: @ ¢

Comment:

]34 Cancel Refresh

4. The Look Up page is returned. Click the Advanced Lookup link to search for the person
by their name.

Look Up User ID Use the Advanced Lookup to
search by last name

Search by: |UserID v begins with

Look Up | Cancel |Advanced Lookug
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What you do | What happens

5. Type the person’s last name in the Description box and click the LookUp button.

Look Up User ID

User ID: hegins with »
Description: | hegins with
Clear | Cancel |Elasic Laokup

6. All users with the last name beginning with the criteria entered will be listed under the
Search Results heading. Click on the User ID or the name of the person to whom you wish
to reassign the requisition.

Look Up User ID

User IDx: hegins with w

Description: | begins with s ||Phillips

Look Up Clear Cancel | Basic Lookup

Search Results

1 of1

user ID Description
AD3IFAME Phillips Michaelle

7. The User ID is now filled in with the appropriate ID. Enter any comments in the Comment
field, if necessary.

User ID: AD3EIMP Q
Comment:
2k Cancel Refresh

8. Click on the OK button. The requisition can be found in the Worklist of the person to
whom the requisition was reassigned.
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Appendix A Junk Email Filters

The approver will receive an email message similar to the one below for each requisition
which needs approved.

Requisition in worklist waiting to be approved — goes to the approver

Subject: Requisition Awaiting Approval

Requisition number 0000918426 entered on 2004-12-16 by Doe,Joan, ABC02JD is in your worklist
awaiting approval.

If you are an approver and notice that you are NOT receiving email messages to notify
you of requisitions in your worklist please follow these instructions to resolve the
problem. In some instances, these messages are incorrectly being marked as Junk e-mail
due to an incorrect setting on the client’s machine. This setting is in Outlook and has the
client set up in cached mode.

1. Open Microsoft Outlook.

2. Double-click the Tools menu and select E-Mail Accounts.

Tools | Actions  Help  Adobe PDF
%SgﬂdIReceive *

Find »
Address Book,..  Ckrl+3Shift+6
w  Drganize
_f; Fules and Alerts. .. I
1 2wk of OFfice Assistant, .,
Mailboyx Cleanup. ..

@ Empty "Deleted Ikems" Folder

Forms 3

Macro 3 I

Speech

—
< E-mail Accounts., .. B
-\

Cusktomize. ..

Opkions. .. L

E-mail Scan Properties. .. r

Scan for Yiruses. ..
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3. The E-mail Accounts dialog box is returned. Click View or change existing e-
mail accounts, and then click Next.

lE-mail Accounts x|

This wizard will allow you to change the e-mail
accounts and directories that Dutlook uses.

E-mail Verify “View or change an

existing e-mail account” is
ﬂe-mm EE
& iew or change existing e-mail accounts

J

selected
Directory

™ Add a new directory or address book
' view or change existing directories or address books

I

= Back: @ Close |
N
e

4. Under the heading “Outlook processes e-mail for these accounts in the
following order”, click the Microsoft Exchange Server e-mail account, and
then click Change.

E-mail Accounts x|

E-mail Accounts
Wo4can select an account and change its settings or remove ik,

Qutlook processes e-mail for these accounts in the Following order:

Xl

i — | Tvpe \I Change...
< Microsoft Exchange SEI'M Exchange {Default)

Add. ..

I

Remove
Sl as Default

[Move Up

HAdd

[Mowe Davn

Deliver new e-mail ko the Following location:
Mailbax - Mckibben, Susan M j Meww Outlaak Data File, .. |

« Back, Firish Cancel
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9. Under Microsoft Exchange Server, clear the Use Cached Exchange Mode check
box. Your screen should look similar to the one below (with no check in the “Use
Cached Exchanged Mode” box).

E-mail Accounts x|

Exchange Server Settings
You can enker [‘jée required information to connect to vour Exchange server,

Clear the check in the “Use

Type the name of your Microsoft Exchange Server computer. For informatiol  Cached Exchange Mode™
swskem adminiskrator, box to turn OFF cached

Microsoft Exchange Server: ICHLITE.uanet.edu o mode.

IUse Cached Exchange Mode

Type the name of the mailbo:x sek up for wou by your administrator, The mailbox name
is usually wour user name,

User Name: |Mckibben,Susan M Check Mame |

More Settings ... |

< Back Mext = | Zancel |
5. Click the Next button.
6. Click the Finish button.
7. Exit and then restart Outlook.
Ver. 2006.11.10 10
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Appendix B Allowing Pop-Ups

The following instructions are provided to enable pop-ups from The University of Akron
web sites.

What you do What happens

1. From within Internet Explorer, select The Internet Options page is displayed.

Tools - Internet Options.
| EE]
Gereral | Security | Privacy | Content | Connections | Programs | Advanced
Home page
% “You can change which page to use for your home page.
Address: hikp:/fvwvave, uakron,edu/

[ Use Current ] [ Use Default ] [ Use Blank

Temparary Internet files

+ Pages you view on the Intemet are stored in a special folder
N for quick viewing later

[Delete Cookies...| [ Delste Files... | [ Settings

Histam

The History folder contains links bo pages you've visited, for
quick access to recently viewed pages.

Days to keep pages in historny: 20 B Clear Histary

[ coos. | [ Fonts. | [ Longuages . | [Accessiilty.. |

2. Click the Privacy tab. 'The Privacy settings are displayetlj:
HE

General | Security | Privacy | Content | Connections | Programs || Advanced

Seftings

® Mowe the slider to select a privacy setting for the Internet

& zone,

Medium

- Blocks third-party cookies that do nat have a compact

privacy policy

- Blacks third-party cookies that use personally identifiable %
L infarmation without pour implicit consent

- Reshicts first-party cookies that use personally identifiable

information without implicit consent

[ Sites. ][ Import.... ][Advancsd ]

Pop-up Blocker

@ Prevent mast pop-up windows fram appegMa.
Block pop-ups Setlings... 4+

Ver. 2006.11.10 11
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What you do | What happens

3. Click the Settings button located at the bottom of the screen. The Pop-Up Blocker
Settings page is displayed.

Pop-up Blocker Settings

Exceptions
Fop-upz are currently blocked. vou can allow pop-ups fram specific
Wb sites by adding the site ta the list belaw.
Address of Web site to allow:
| [ s
Allowed sites:
* uanet. edu Femove
Remowe Al
Matifications and Filker Level
Flay a sound when a pop-up iz blocked.
Show [nformation Bar when a pop-up is blocked.
Filter Lewvel:
| Medium: Block most automatic pop-ups L |
Pop-up Blocker FAQ

Ver. 2006.11.10 12
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What you do | What happens

4. Type the following under “Address of Web site to allow:” uakron.edu
5. Click the Add button.

Pop-up Blocker Settings

Exceptions
FPop-upz are currently blocked. You can allow pop-ups from specific
Wweb zites by adding the zite to the list below.
Addrezz of 'Web g to allow:
Allowed sites:
* uanet edu Femove
Femove Al
Matifizations and Filter Level
Play a zound when a pop-up iz blocked.
Show [nformation Bar when a pop-up iz blocked.
Filter Lewvel:
| M ediurn; Block most automatic pop-ups w |
Pop-up Blocker FAL

Ver. 2006.11.10 13
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What you do | What happens

6. Under “Allowed sites” you should see *.uakron.edu. Make sure there is a check in
the box for “Show Information Bar when a pop-up is blocked”.

7. Click the Close button.
8. Click OK.

Pop-up Blocker Settings.

E wzeptions

Wieh sitez by adding the zite to the lizt below.

Address of Web site to allow:

Allowed zites:
*uakron.edu

* uanet edu

Matifications and Filter Lewel

1 IO WHER 8 POp-UD & Do

Filter Level:

Show Information Bar when a pop-up iz blocked

Pop-ups are currently blocked. *ou can allow pop-ups from specific

Add

Remove

Remove All

| Medium: Block mozt automatic pop-ups

Pop-up Blocker FAQ
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