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Procedure

In this topic, you will be approving a requisition.

Once a Requisition Status has been set to Pending Approval and saved, it will be
assigned a requisition # and an e-mail will be sent to the department/project approver.
This e-mail notifies the approver that the requisition is Pending Approval.

As the approver, you will go to the Approve Amounts component and approve the
requisition.

FIU

Personalize Content | Lavout

Menu
search:

®
- My Favorites
(- Student Administration
- Employee Self-Service
- Manager Self-Service
- Supplier Contracts
[- Customers
[ Products
[ Promotions:
[- Customer Contracts
[- Order Management
[- Customer Returns:
[ ltems
- Cost Accounting
[ Vendors
> Purchasing
[+ Imsentory
[ eProcurement
[- Services Procurement
- Sourcing
[ Engineering
|- Manufacturing Definitions
[ Production Control
[- Configuration Modeler
I Product Configurations:
[- Quality
[- Grants
- Project Costing
- Resource Management
[+ Staffing
[ Travel and Expenses
> Billing
[- Accounts Receivable
[ Accounts Payahle
[ eSettlements
- Asset Management
[ Banking
- Cash Management
- Deal Management
- Risk Management
[ VAT and Intrastat
- Commitment Control

- General Ledger

=1 - B

Step

Action

Click the Purchasing link.
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I* Requisitions = N
I* Request for Quotes @@ Purchasing Eclit "Purchasing” Folder
'; E'"E:'E'"‘f)"‘dc‘]""ams e requisitions, purchase orders, receipts, contracts, and relaled dala.
b R::;i;‘s: rers Req ns Request for Quotes Procurement Contracts
I Return To Vendor (Creste, maintain, reconcile or revisw Creste regussts for quotes (RFQs), enter Defing, maintain, release, review and report on
I Procurement Cards recisitions informatian. wendor respanses, or award RFGs wendor and GPO contracts
: B Adddpciate Requistions B Addt piate RFOs FImanage Master Contracts
b Supplier Schedules = Apprave Amours I Manage Vendor Quote Groun [ Addipdate Cortracts
I Analyze Procurerment B fpprove ChertFields Bl Dispaich Quotes B Dispalch Contracts
> Imventory 10 Mare 6 More 5 More:
g ern‘:i[::l;r:gri':uremam Purchase Orders Receipts Return To Vendor
> Sourcing Add, maintain, and dispatch purchase orders. Enter and load receiving data, generate Creste refurns ta vendor (RTvs); dizpatch,
% Enaineering 9 addnsiate Express POS accrusls, review and repart on receipts reconcile ar review RTVS
4 - [ AddUpdate FOs ELAuudtuRguale Receipts gsuugg:a;:w
- oad Receipts ispac s
- Production Control T BlProcess Receipts PReconcie RTvs
[ Configuration Modeler e 13 Mare.. Z More..,
(> Product Configurations . s
(> Quality “ Procurement Cards Supplier Schedules Analyze Procurement
[ Grants Set up card data; Ioad, reconcile, or report on Create, build, and dispatch supplier schedules Accumulate summarized data and analyzs
> Project Costing procurement card transactions. [ Scheduler's Workbench purchasing and vendor data
> Resource Management B Review Bank Statemert =1 Build Schedules Hlupdate Procurement info
. Staffing Reconcile [ Dispalch Schedulss B Build endor Anslysis Cube
Process Statements I Delete Schedules I Review Supplier Periormance
(- Travel and Expenses 2 More, Lol arheples > More
> Billing e ST
[+ Accounts Receivable
(- Accounts Payable
[ eSettlements
[ Asset Management
(- Banking
(- Cash Management
- Deal Management
(- Risk Management
(> VAT and Intrastat
[ Commitment Control
- General Ledger
[ Allocations
(- Statutory Reports
(- SCM Integrations
(- Set Up Financials/Supphy
[Chain —
[ Enterprise Components
- Background Processes
[ Worklist
> Tree Manager LI

Action

2. Click the Requisitions link.

3. Click the Approve Amounts link.

4. Enter the desired information into the Requisition ID: field. Enter

"0000073885".

5. Click the Search button.

6. Click the Details link to view specifics about the requisitions.

7. Click the Details link.

8. Click the Approval link.
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FIU

<~ Requisitions
> Reconcile Requisitions
> Review isitit

Mew Window | Help | C:

Page | B

Information
I Reports

= Stage For Loading
= Load Requisitions
= Undate Direct Shipments
= Budget Check
= Entry Event Request
= Purge Load Reguests
~ Appraval Workflow
[ Reguest for Quotes
[ Procurement Contracts
[+ Purchase Orders
> Receipts
[> Return To Vendor
[> Procurement Cards
[> Supplier Schedules
[ Analyze Procurement
(- Inventory
[ eProcurement
[- Services Procurernent
> Sourcing
(> Engineering
> Manufacturing Definitions
[ Production Control

[ Approval ' Defails |
Requisition Amount Approval

Unit  FIUDT Req: 000007385 RequUester:  Patly Panther =
Entered By: 1280081
*Approval Action: EAWDVE = Approval Status: Initial Wigw Printable Req

%
|Recvrie | &

Requisition Date: 04i17i2009

Total Amount: 500,000 Dallar

Total Base Amount: 500.000 Dollar

} Line Details

Bsave | O\Return to Search | [Eniatity |

=]

> Configuration Modeler
> Product Configurations
> Quality

[ Grants

(- Project Costing

(- Resource Management
(- Staffing

[ Travel and Expenses

[ Billing

(- Accounts Recervahle

- Accounts Payable

(- eSettlements

- Asset Management

(> Banking

(- Cash Management

(- Deal Management

Approval | Details

Step | Action

Click the Approval Action drop down menu and select 'Approve’ from the
drop down box if you want to approve this requisition.

You can also 'Deny' the requisition outright, or choose 'Recycle’ which sends it
back to the Requester for review and possible resubmission.

Page 4 Last changed on: 8/12/2009 8:38 AM




Business Process Document

!-W PS FIN Purchasing: Approving A Requisition

= Requisitions |

[ Reguest for Quotes

[ Procurement Contracts

[+ Purchase Orders

> Receipts

[> Return To Vendor

[> Procurement Cards

[> Supplier Schedules -

e e e Total Amount: 500.000 Dallar
> Inventory Total Base Amount: 500,000 Dallar
[ eProcurement
oo
(> Engineering
> Manufacturing Definitions
(- Production Control Bsave | O\Return to Search | [Eniatity |
> Configuration Modeler
> Product Configurations Approval | Details
> Quality
[ Grants
(- Project Costing
(- Resource Management
(- Staffing
[ Travel and Expenses
[ Billing
(- Accounts Recervahle
- Accounts Payable
(- eSettlements
- Asset Management
(> Banking
(- Cash Management
(- Deal Management LI

FIU

Mew wyindow | Help | & Page | B

> Reconcile Requisitions =)

[ Review isitit

Information [ Approval ' Defails |

I Reports

~ AddiUpdate Requisitions
aunts _ . -

= Amptove CharFisids Uit FunT Req:  0000073aEs  Reduester:  Paty Paniner =

approve Lharields

= Stage For Loading Entered By: 1290091
= Load Requisitions . I r"’”"""""’"’”""ﬂ " iti
 Uniao Dredt Shioments Approval Action: Approve Approval Status: Initial Wiew Printable Req

= Budget Check
= Entry Event Request @
= Purge Load Reguests
~ Appraval Workflow

Requisition Amount Approval

Requisition Date: 04i17i2009

Step

Action

10.

Enter the desired information into the Comment field. Enter "Requisition
Approved".

11.

Click the Save button.

12.

Notice that the Approval Status has been changed to Complete now.

Now that the requisition has been approved, it will automatically be routed to a
Buyer in the Purchasing Department for processing.

13.

Click the 'Worklist' hyperlink to view your entire worklist.

14.

Once you have approved or denied the requisition, go back to your worklist
and click the 'Mark Worked' button. This will take it off your worklist.

15.

Click the Home link.

16.

Congratulations. You have successfully Approved a Requisition.
End of Procedure.
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