Instructional Guide for Requisition
Workflow* Approvers

Instructions for Cost Center Approvers

Office of Contracts & Procurement
Fiscal Year 2017

*Workflow is an electronic approval routing process that allows for multiple budgetary level approvers to communicate, verify and store documents.
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APPROVE REQUISITIONS USING EMAIL NOTIFICATION

. - Cost Center Approver receives an
Approval is Requested for Requisition 1D 0000001083 [EETNGE-LIIIENCT R ETRT RV B3 (1))

personal Outlook inbox from the
[fbradley@u‘tsystem,edu ] P departmental Requester.

T Sary

= Retention Policy: UT-13Month_Inbox (1 Year, 1 Month) Expires: 1/8/2018

A reguisition has been entered which reguires wyour attention.

Reguester: €001030443

Business Unit: UT System Administration
Reguisition ID: coQooo1083

Reguisition Name: Workflow Test 5.1
Date: 2016-12-08

¥You can navigate directly to the approwval page by clicking the
link below.

https://zap—-ga.shared.utsystem.edu/psp/ZAPOA/ EMPLOYEE/ERP/C
APV _MATIN MENU.PV REQ APPROVAL.GBLZActicon=UsBUSINESS UNIT=SADOls
REQ ID=00000010&3

Email recipient {approver)

clicks on link to access the
requisition to approve

Approver will be directed to the Log-in screen in PeopleSoft. Follow the instructions on the next page.
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LOGGING INTO PEOPLESOFT

UT Share is a shared multi-institutional application. In order to authenticate you,

we need to know which of the UT Share institutions you would like to login with.

Please
select
your
home
institution.

Use a suggested selection:

The University
Texas System Ad._..

Or select your mstitution from the list below

Please select your institution
hitps.//idp.utpa.edufidp/shibboleth
https:/fidp-test.uta edufidp/shibboleth
https:/fidptest uttyler edufidp/shibboleth
https://shib3.utep.edufidp/shibboleth

The University of Texas
The University of Texas
The University of Texas
The University of Texas
The University of Texas
The University of Texas
The University of Texas
The University of Texas

The University of Texas System Admi
The University of Texas-Pan American

at Arlington
at Brownsville

at Dallas

at El Paso

al San Antonio

at Tyler

of the Permian Basin
Rio Grande Valley
istration

Select “UT System Administration” from dropdown box, then click “Continue”
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SHAC Username

THe UNIVERSITY of TEXAS SYSTEM
You are accessing The University of Texas Systam
I A0l nlstration network

Password

e 6 v o

Enter your UT System Administration SNAC and password, then click “Login”

You will be routed to the 2FA (two-factor authentication)

EDU




LOGGING INTO PEOPLESOFT (CONT.)

The 2FA* will notify you according to the authentication method you have chosen.
Step 3

UT System Administration

( *UT System Administration utilizes the Duo-factor login procedure for added security.
. To set this up, please follow the instructions found at the link below:
)

fwo-factor avthentication https://community.utsystem.edu/sites/infosec/2fa/SitePages/GettingStarted.aspx

] Duo Push

Q' call Me

What is this? C7 .

Add a new device Passcode
My Settings & Devices

Need help?

Powered by Duo Security

Pushed a login request to your device. Cancel

Once you acknowledge the notification, You will be routed to the Requisition requiring your approval.
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https://community.utsystem.edu/sites/infosec/2fa/SitePages/GettingStarted.aspx

REQUISITION APPROVAL SCREEN

Requisition Review

Busmess Unat

Requisition Approval
Cnttition

Requesition 1D:

Requssinon Name

Requester .
Erbbond o v/ Approve by Email has been approved.
Status: Total Amount: -
prcty (ReviewEdit Approvers
Budget Status Valic
R " ====P> | Cost Center Approval
Requester's Justification:
NO justScadon endered Dy reQuesier <
= Approve by Email:Approved
Header Comment View printable versioq
Cost Center Approval
Approved
James B Gary
= i . e Cost Center Approval
Lo tem Deacnption Vendor Name Quantity oM Price 12108116 - 1:49 PM

DELL MARKE-001

Click on the
Return to Worklist

button

Once all lines are
selected, dick on the
button

Botun to Varkdet

Once the Requisition is Approved, one of the following will happen:

* Approved Requisitions under $15,000.00 will auto-create and auto-approve a Purchase Order. This signed and approved PO will route to the Requester as a pdf attached in an email.
The Requester then forwards the PO pdf to the Vendor.

* Approved Requisitions over $15,000.00 will auto-create a Purchase Order which is routed to a UT System Buyer who will approve the PO and dispatch to the Vendor.

* Approved Requisitions (regardless of Dollar amount) that contain Commodity Codes for Controlled items (i.e., Computers, Software, Furniture, etc.)
will route to a pre-designated Commodity Code Approver for approval. Upon that approval, the PO will auto-create and route according to set $$ thresholds.
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DENYING A REQUISITION

APPROVERS CAN DENY AUTHORIZATION OF A REQUISITION

Requisition Review

Busmess Unat:
Requisition 1D:
Requssiton Name
Requester
Entered on:

Status:

Priority

Buaget Status valid

RQQMHH s Justification:
No justificaton entered by requester.

g g T e

Vendor Hame

DELL MARKE.001

Deanying this requistion for 1eat purpeses]

Total Amount:

Add Comments
regarding the

| requisition is denied

Once all lines are
selected, dick on

the button

WWW.UTSYSTEM.EDU

After the requisition is approved, a

Requisition Approval
Confirmati confirmation page will appear

0 0000001083 has been denied. Creator will receive an email that

the document has been denied.
| Review/Edit
Cost Center Approval

Requisition 0000001083 :Denied (O Viewkide Comments
Cost Center Approval

Denied
@ lamesBGay James B Gary
Cost Center Approval
12108/16 - 1:49 PM

» Comments

Return to Worklist




APPROVE REQUISITIONS WITH MANAGE REQUISITION APPROVALS

Step 1

Favorites o Menu
;;1“’; a“"“ igate to age Requisition Approvals
Top Menu - = o -
Ol Employee Self-Service L3
o Manager serr-service >
The menu | o,,hnfer Contracts » N Main Menu to get
stewted ] UTZ Customizations >
Highlight: [ )] Customers »
3] Customer Contracts >
Recently Ca) Order management >
the Favor
) vendors >
[Ca) Procurement Contracts >
- EL Purchasing »
| () eProcurement |
1 Services Procurement 3 Buyer Center »
Breadcru Cu Grangs | _Manage Requisitions
PAVIGEO] B e — e )
the conte S
(3 Real Estate Management >
3 Trovel and Expenses
3 Accounts Payabile »
[ Asset Management >
Menu Se [, commitment Control >
Menu, nc (L0 Set Up Financials/Supply Chain L
malkos i (L3 Enterprise Components >
Ca worklst -
3 Reporung Tools >
[ PeopleTools L
3 UT Share FMS Conversion >
| =] Tax Center
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APPROVE REQUISITIONS WITH MANAGE REQUISITION APPROVALS (CONT.)

Step 2

Step 3

Favortes  Main Menu 3 eProcurement > Manage Requisition Approvais

Manage Requisition Approvals
~ Search Requisitions

To lncale requisitions that require your approval (or requisilions thal previously required your approval), edit the criteria below and click the Search bution
Requisition 1D: aQ

Requisition Name: Q
— |
“Status: Pendin

i 1 24

Date Frim: 1200072014 5 Date To: [12m0:201f

Requegfer: | aQ Entered by: | Q

r
Search Clegar

Shov| Advanced Search

To approve or deny one or more pending requisitions, select the appropriate action from the dropdovm and lick
complete details of a requisition, click the Requisition ID link
= Expand Al [ callapse Al

domit. To view the

P @ penaing Approval - Grant UTEA1  12/00/2015 Vvetle Machina

1000000444

vetta  Medina 40750 USD

Mark All: V" rpprove

@ Hod

Set the status to and click en

Supmit

[ All requisitions pending approval will appear.

Manage RequIsinng
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Manage Requisition Approvals
= Search Requisitions
To locate requisitions that require your approval (o requisitions that pre

Q Requisition Name: | s}
Q “Status: Pending -
12/09/2014 (] Date To: 1240002015 Tl

Requester: | Q | Q

¥ required your approval), edit the crileria beiow and ¢ick he Search button,

Requisition 1D0:
Business Unit:

Date From:

Entered by:

Search ow Advanced Search

To approve the requisition, Approver will need to
use the drop down menu and select

To apprave or deny one or more|
complate details of a requisitio:

A Click on

submit. To view the

button to process the request.

Approval - Grant uTsal 12/09/2015 Yvetie Medina Yvelte Medina 407 E0 USD
1000000444
° Deny 0 Hold

Janage Requistions




APPROVE REQUISITIONS WITH MANAGE REQUISITION APPROVALS (CONT.)

Step 4 Step 5

Approve Requisitions . B . Favortes  Main Menu > eProcurement > Manage Requisition Approvals . .
PP i A confirmation page will appear, approvers can add comments - - - N £f Once the submit button is selected, the
. . or notes to the creator (requisition creator). status of the requisition will change from
Submit Confir .
Manage Requisition Approvals
[ SRR EER Al To completed the process, click on the /¢ button to final
of approve approve the requisition.
summary: 1 requisitions Total: 40750 USD Requistion ID: Q Q
A —— Business Unit: | Q “Status: Approved .
4 —m
Requisitions Personalize | Find | View Al 10f1 L Date From: 1210012014 W Date To: 1210012015 [
Requisition ID  Requisition Name  BU Date Requester Entered By Total Curr
Requester: | Q Entered by: Q
; Approval - Grant . . i 5
0000016565 || oon oo aua uTSA 12002015 |Yeelle Megina  Yvelle Medina 407.50 USD S
= Comments (Opticnal)
|Aua comment If desired [EL 2
Approval - Grant 407.50 USD
1000000444
A\ OK Cancel
Create New Requistion Manage Requisiions
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REQUISITION TO PURCHASE ORDER WORKFLOW?*

PS Requisition Workflow

\[e1{-H
controlled item
computer or furniture
Requisition Created
Requester

Commodity approver

ANY CONTROLLED ITEMS SHOULD
ONLY BE ORDERED BY

(Computers), OR BY

(Furniture).
(Assets: CPU, Softw, Furn.)
Requisition Approved | —» |Comm. Code Approved | 4—'
Cost Center Approver Commodity Code Approver
Less than $15,000.00 $15,000.00 or greater
PO created, approved and PO created and routed to
dispatched to Vendor by
Requester*

Buyer to approve and
dispatch to Vendor
*Requester receives an email with the approved and signed Purchase Order attached as a .pdf file. The Requester forwards this .pdf to the Vendor for processing.
oSN,
i )

%
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*Workflow is an electronic approval routing process that allows for multiple budgetary level approvers to communicate, verify and store documents.
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ADDITIONAL RESOURCES

Purchasing Contacts:
Christopher Palacios (512) 579-5143
Kyle Hayes (512) 322-3745

Visit the Contracts and Procurement website for further information:

» Staff directory

» Procedures

+ Forms

* Guides

» Important Links

» Supplier Resources

https://www.utsystem.edu/offices/contracts-and-procurement
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http://www.utsystem.edu/offices/contracts-and-procurement/contact-contracts-and-procurement
http://www.utsystem.edu/offices/contracts-and-procurement/general-purchasing-procedures
http://www.utsystem.edu/offices/contracts-and-procurement/forms-and-guides
http://www.utsystem.edu/offices/contracts-and-procurement/forms-and-guides
http://www.utsystem.edu/offices/contracts-and-procurement/related-links
http://www.utsystem.edu/offices/contracts-and-procurement/supplier-resources
https://www.utsystem.edu/offices/contracts-and-procurement

