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eProcurement
Approving Requisitions

First Approver

Procedure

Training Guide

Home Send / Receive Folder View Add-Ins
jj %’ x & Ag 3 [k Meeting |2 inside.SMUTraining &3 To Manager j \/ (NJ 3 unread/Read [Finda Contact
Clean Up T - (53 Team E-mail « Done - o B4 Categorize - [ Address Book
E'i::“ ngiv:v & Junk ~ CrED | R Ri‘a‘y fonvatd ), more - || Gh Reply & Delete ¥ Create New B Mf"a R“v‘“ Casiiole ¥ Followup - | Y Fiter E-mail -
New Delete Respond Quick Steps i Move Tags Find
o Search Admini Systems Training - eProcurement traini gitems (P | <
1% O @ From Subject Received Size Categories oA
=B
4 Date: Yesterday 8
4 Epperson, Windy  Approval is Requested for Requisition ID "0000000241" Tue 11/30/2010 7:24 P... 2 KB - E
=
Approval is Requested for Requisition ID "0000000241" 3
Epperson, Windy
Tue 11/30/2010 7:24 PM A\¢
Administrative Systems Training g
2
@ | Arequisition has been entered which requires your attention. B
4 &
T | Requesteremployer ID: 21444739 &
Requisition [D: 0000000241
Requisition Name: 0000000241 8
Date: 2010-11-30 o
s
Click the link below to logon to SMU Financials. After logon you will be taken directly to the page to approve or deny the requisition. g
8 gon v ly pag pp Y a g
https://fsqal.smu.edu/psp/fssup/EMPLOYEE/ERP/c/PV_ MAIN MENU.PV REQ APPROVAL.GBL? H
Action=U&BUSINESS UNIT=SMETH&REQ_D=0000000241 v
=
& Connect to social networks to show profile photos and activity updates of your colleagues in Outlook. Click here to add networks x
- A
N p p
ltemsi1z  Unread:7 | @ onine | 0[ea] 100% (= V) ()

eProcurement — Approver’s Training Guide

Step Action

1. After the Requester completes and submits the requisition, an email will be sent to

the First Approver notifying them they have a requisition to review.

Click the Message link from the Approval Request notification email.

2. Enter your Login ID and Password.

Click the Sign In button.
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SMU
Financials
Favarites . Main Menu

Requisition Approval

Requester's Justification:
No justification entered by requester.

~ Line Information

Line  item Description Vendor Name.
=] 1 Infocus DLP Projecior DREAMTECH-001

[E] Select All/ Deselect All
L viewLineDetsils |
~ ReviewEdit Approvers
Requisition Approval

Business Unit: SMETH
Requisition ID: 0000000230

Requisition Name: Projector for deparimental use

Requester: Gany Wilson

Entered on 1112012010

status: Pending Total Amount
Priority: Medium

ustomize [ Eng [ B <ot Kl 4 or g O Lece

-+ Projector for use:Pending

Supervisor Approval

Pending Not Routed
©) Approver 1 — | @ Approver 2
Skt A — KT —

Enter Approver Comments

@& appiove || @  Deny

Retumto Workiist

@ smu

| home | AddtoFsvertes | Signout

I

Step Action

3. To view requisition information, click the Select All/Deselect All option.

4. Click the View Line Details button.

| view Line Details
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Requisition Approval

Training Guide
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| Home | Addts Favartes

| Signou

Business Unit
Reguisition ID:
Requisition Name:
Requester:

SMETH

0000000230
Projector for departmental use
GoodsonLisa

F Requisition - Windows Intemet Explorer

@] hitpsy//fsqal smu.edu/fssup/psft/tmp/V_371d205b-a0¢ v

4 | X || = 8ing

File Edit View

Favorites Tools Help

\ x @snagn B &

X Google|

[7] M search- |- - | @ Share~ B~ [ Sidewiki - 2| > &~ OSignin-
<5 11 cale.. [ Supp.. €8] Supp... ~ @ |Show.. @|Shar. O isup.. < Site. %] Get.. < SMU

9. Favorites

‘fé Requisition

[ v (2 dah v Pagev Safetyv Toolsv @v

Business Unit: SVETH

Requester: X0U0000C

‘Status: Pending Approval
Gurrency: USD

i

Requisition: 0000000230 Requested By: Gary Wilson
Requisition Total: 2,614.25
UOM:EA  Price: 251425 LineTotal: 261425

Requisition Name: Projeci Entered Date: 11120110
Line: 1 tem Description: Inocus DLP Projecor ‘Quantity: 10000 :
Line Status: Pending
Line Gomments:
<<On Sae frough Feb, 2011. >>
‘Ship Line: 1 ‘Ship To: MSAJOURN-S Address:
Attention: Gary Wilson Due Date: UMPHREY LEE CTR 3300 DYER ST

‘Shipping Quantity: 10000
‘Shipping Total: 2614.25
LAS TX 75205 Unied Stes

000 10000 2614%  SMETH 812
Dept Fund g
23250 []
Open QTY, Open Amt
1000 0000
GLBase Amount  Curency  Sequence
261 usD 0
il < i

Step Action

5. The requisition information displays. Click the Close button when the review is
complete.

6. If a requester has left comments a comment bubble will display. Click
the Comments button.
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Favarites | Main Menu

Requisition Comments

Line Information

cusionize | g | B rii Kl 1o 4
Line  tem Description Vendor tiame Quantity oM Price
1 Infocus DLP Projector DREAMTECH-001 1.0000 EA

2,614.26000 USD

o
Find | view Al First 55 10f1 Last
“Onsaletroughheendotbe mons. @&

Attached File

0 ]
tomize [ ng [ B s £ 4 or 1

View Send o Vendor
1 VieWsms | O
Retur to Previous Page

Step Action

Comment information displays. Click the Return to Previous Page link.
[Return to Previous Page

Favorites | Main Menu

Requisition Approval

Business Unit:
Requisition ID:
Requisition Name:

SMETH
0000000230
Projector for departmental use

Requester: Gany Wilson

Entered on: 11/20/2010

statu: Pending Total Amount: 261426 USD
Priority: Medium

Requester's Justification:

Nojustification entered by requester.

View printable version
~ Line Information

Line

ltem Deseription Vendor Name Quantity uom Comments.
DREAMTECH-001

10000 EA 2,614.26000 USD @

1 Infocus DLP Projector

View Line Details
~ ReviewEdit Approvers

Requisition Approval
- Projector for

Supervisor Approval

use:Pending

Not Routed

8 Approver 2
U Reauk tisn Approver

Enter Approver Comments

g

& Ao || @  Deny |

Main Content

Retum to Workiist
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Action

Enter the desired information into the Enter Approver Comments field. Note:
Comments are required when denying a request.

Favgites  Main Menu

Requisition Approval

Business Unit: SMETH
Requisition ID: 0000000230

Requisition Name: Projector for departmental use

Requester: Gany Wilson

Entered on: 111202010

status: Pending Total Amount: 2,614.26 USD
Priority: Hedium

Requester's Justification:
No justification entered by requester.

View printable version

~ Line Information

Line  item Description Vendor Name Quantity uom  Price
1/Infocus DL P Projector DREAMTECH-001 10000 EA 2,614.26000 USD @

Select All/ Deseledt All
L View Line Details

n

~ Review/Edit Approvers
Requisition Approval

Enter Approver Comments

2

Approved. Please letme know when this product arrives |

. Appiove @ Deny

Refum to Worklist

Step

Action

Click the Approve or Deny button.
e Approve

10.

Once the first approver has reviewed the requisition, the approval path will indicate
Approved or Denied.

If a Second Approver is in the approval path, then an email will be sent to the next
Approver on the path.

11.

End of Procedure.
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Second Approver: Approving and Denying Requisitions
Procedure

ve Systems Training = Microsoft Qutlool
5 Send/Receive  Folder  View  Addns
S [ (5L Meeting |23 inside.sMUTraining & To Manager S %, f§Y 2 Unread/Read Find a Contact
jj 2 . X aas S & 42 Address sook
ean U FIM - (53 Team E-mail « Done B3 categorize + ress Bool
New New Delete Reply Reply Forward ~ Move Rules OneNote .
Email Tems - & Junk~ oy , nore - || £ Reply & Delete ¥ Create New <|| Move Rul ¥ rolowup - | Y Fiter il
New Delete Respond Quick Steps 7] Move Tags Find
v Search Administrative Systems Training - eProcurement training ftems (@ || <
1% O3 @ From Subject Received Size Categories Tl B
B
4 Date: Yesterday 8
4 Epperson, Windy  Approval is Requested for Requisition ID "0000000241" Tue 11/30/2010 7:24 P... 2 KB v 3
=
Approval is Requested for Requisition ID "0000000241" 3
Epperson, Windy
t Tue 11/30/2010 7:24 PM A¢
Administrative Systems Training g
2
2 Arequisition has been entered which requires your attention. 5
@ o
s} #
S | Requester employer ID: 21444739 &
Requisition ID: 0000000241
Requisition Name: 0000000241 8
Date: 2010-11-30 o
s
Click the link below to logon to SMU Financials. After logon you will be taken directly to the page to approve or deny the requisition. g
https://fsgal.smu.edu/psp/fssup/EMPLOYEE/ERP/c/PY MAIN MENU.PV REQ APPROVAL.GBL? g
Action=U&BUSINESS UNIT=SMETH&REQ_ID=0000000241 "
=
& Connect to social networks to show profile photos and activity updates of your colleagues in Outlook. Click here to add networks x
- A
N p p
ltemsi1z  Unread: 7 | @ onine | 0[ea] 100% (= V) (+)

Step Action

1. After the First Approver approves a requisition, an e-mail will be sent to the Second
Approver notifying them they have a requisition to review.

Click the Message link from the Approval Request notification e-mail.

2. Enter your Login ID and Password.

Click the Sign In button.
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i | Home | AsatoFsverites | Signout
Favarites . Main Menu
View printable version '
tem Dezoription Vendor tame Quantity
O 1 Infocus DLP Projector DREAMTECH-001 20000 EA 2,614.26000 USD
[F] Select A/ Deselect All
L| View Line Details |
~ ReviewlEdit Approvers
Requisition Approval
= isiti :Pending
Purchasing Director
™ 4pprove | (@  Deny, | G Pushback
Retum to Workiist
< [ »

Step Action

3. To view requisition information, click the Select All / Deselect All option.

O]

4, Click the View Line Details button.
| view Line Details
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A

B

4 | X [l ©) 8ing R~

[ x ©snagt B &
[7]*8search - @ - G- | @ share~ B+ U sidewiki- 52| ? &~
¢ Favorites 543 [1] Cale.. [} Supp.. @] Supp... v @] Show.. @|Shar.. & iSup.. | Site.. &3] Get..~ ~|SMU

e.. ~|PA. Goog..
Page v Safety v Tools v (@~

|e‘ File Edit View Favorites Tools Help

X Gocgle

Signln -

E] I & »
@ Requisition ] & - B - = dh - Pager Safety~ Tools~ @~
=
. Business Unit: SMETH Requester: XCC0C00 ‘Status: Pending Approval m
e Requisition: 0000000231 Requested By: gary wilson Curtency: USD i
Requisition Name: 000000023 Entered Date: 11/20/10 Requisition Total: 5,228 52
Re Line: 1 Item Description: Infocus DLP Projecor Quantity: 2.0000 UOM:EA  Price: 2,614.26 Line Total: 5,228 52
Line Status: Pending
Ship Line: 1 ‘Ship To: MSAIOURN-3 ‘Shipping Quantity: 2.0000
Attention: Gary Wilson [

UMPHREY LEE CTR 3300 DYER ST

‘Shipping Total: 5,228 52
DALLAS TX 75205 Unied Siaes

51852

SMETH 8120

i

I

Step Action

Review requisition information. Click the Close X button to return to the approval
page
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1|Infocus DLP Prajector DREANTECH-001 2.0000 EA 2,614.26000 USD

Select All/ Deselect All
L View Line Details

|~ Review/Edit Approvers
Requisition Approval

Retum o Workist

Step Action
6. Enter the desired information into the Comments field.
7. Click the Approve or Deny button.
8. Your approver box will display Approved or Denied. If approved, the Purchasing
Director status box will display the pending action.
An e-mail will be sent to the requestor indicating the status of the requisition.
9.

End of Procedure.

Second Approver: Pushback Requisitions

Procedure
Step Action
1. Click the Message link from the requisition email.
2. Enter your Login ID and Password.

Click the Sign In button.
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Favarites . Main Menu

Requisition Approval

Business Unit: SMETH
Requisition ID: 0000000241

Requisition Name: 0000000241

Requester: GaryWilson

Entered on 113012010

Status: Pending Total Amount
Priority: Medium

Requester's Justification:
No justification entered by requester.

~ Line Information

2,080.00 USD

View printable version

Customize |Ene | B oo Kl qors ot

Retum to Worklist

Main Content

Line  em Description Vendor Hame Quantity uom  Price
] 1| Replace water coolers for di 4.0000|EA 520.00000 USD
[7] Select Al Deselect Al
L View Line Details |
~ ReviewlEdit Approvers
Requisition Approval
isiti :Pending
Supervisor Approval
Approved Pending
foprover 1 — | (@ fpprover2
¥ SRRk Apsrove S astton Agprover
120110 - 10:26 Al
Enter Approver Comments
(20
™ 4pprove | (@  Deny, [ B Pushback

1

m

Step

Action

To view requisition information,

click the Select All / Deselect All option.

| View Line Details

Click the View Line Details bqtton.
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Favgiites . Main Menu

Requisition Approval

B Unit: WETH |
@ Requisition - Windows Internet Explorer =

Requisition Name:

Requester: - T el [ 7 d| Bi -

auestor ee @) hitps://fsqalsmuedu/fssup/psit/tmp/V_2127e2cb-bfe ~ & | 4 | X || =] 8ing r

status: File Edit View Favorites Tools Help ©snagit & &

Priorit

Requester's Justi
No justificatior

[] ¥ search - | © - - | @ Share~ B~ [ Sidewiki~ %2| > &+ OSignln-
¢ Favorites 54 (1] Cale.. [] Supp.. ©|Supp... v @] Show.. @|Shar.. & iSup.. <|Site.. 43| Get.. v ~|SMU -
I‘Q Requisition ‘7‘ - < [ v Pagev Safetyv Toosv @~

~ Line Information
Line Information

e Business Unit: SMETH Requester: 0000000 Status; Pending Approval
Requisiion: (000000241 Requested By: Gary Wilson Currency: USD
Requisition Name: 0000000241 Entered Date: 113010 Requisition Total: 208000
Line: 1 Item Description: Replace water coolers for division Quantity: 40000 UOM: EA  Price: 520.00 Line Total: 2,080.00
elect All/ Des] o
Line Status: Pending
L[ viewl
> Review/Edit Appr Ship Line: 1 ‘Ship To: MSAJOURN-S Address: ‘Shipping Quantity: 40030
" Attention: Gary Wilson Due Date: FONDREN LIRARY 1414 HILLTOPLANE  Shipping Total: 2,080.00
Requisition Al i DALLAS TX 75205 Unied Sizes
- Requi
p— ‘ 1 Osen VAN 200 N0 10000 SVETH 05
Approve
Khim,
v sy
12041
Enter Approver Co.

Refum to Workist

1

Sign ot

Training Guide
eProcurement — Approver’s Training Guide

Action

After the review is complete, click the Close button.

Favgrtes  Main Menu

Requisition Approval

Business Unit: SMETH
R 0000000241
0000000241
Requester: Gary Wilson
Entered on: 1173012010
Status: Pending Total Amount: 2,080.00 USD
priority: Medium

Requester's Justification:
No justification entered by requester.

View printable version
~ Line Information

Line Information cystomize |Eng | B et K qor1 O Coct
Line [Hem Description Vendor Hame Quantity wow  price

1| Replace water coolers for di 4.0000|EA 520.00000 USD

elect All Deselect All
L| View Line Details |

Requisition Approval

= isiti :Pending

Supervisor Approval

Approver 1 Approver 2
v &l nd CF

tequs ion Approver
1201110 - 10:20 AM

WU Reaué fon Approver

Enter Approver Comments

&

| & Approve | @  Dem |

Pushback

Refumto Workist

n
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Step Action
6. Enter the desired information into the field.
7. Click the Pushback button.
B FPushback
8. The requisition has been pushed back. The First Approver will receive an email
indicating the push back.
9.

End of Procedure.

Manage Requisitions

Procedure

This topic will provide an overview of the available items in the Manage Requisitions page.

Step

Action

1.

Click the Main Menu button.

Click the eProcurement menu.
| [ eProcurement * |

Click the Manage Requisitions link.

Manage Reguisitions]

Requesters and Approvers can view requisitions they have created or ones for which
they have approval responsibility.

You can utilize the Search Requisitions box to enter specific search criteria.

Under the Status listing, you may find requisitions labeled with one of the following
descriptions:

*Open - Requisition created but not submitted.

*Pending - Submitted but is waiting for some level of approval.
*Approved - Approved and forwarded to Purchasing.

*Denied - Denied at some level of the approval process.

*Canceled - Canceled by the requester from the Manage Requisition page.
*PO Created - A Purchase Order has been written.

*PO Dispatched - The Purchase Order is available for payment.
*Completed - A payment has been sent to the vendor.
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SMU

Financjals | Home | Add to Faverites

Favgjites  Main Menu > eProcurement > Manage Reauistions
&0 NewWindow (DHelp [& Customize Page = hittp

Manage Requisitions
[+ Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit: SMETH @, Requisition Hame: [ @,

Requisition ID: @ Request Status: All but Complete -

Date From: 11242010 [ Date To: 120122010 &

Requester: 21444730 @, Entered By: @ POID: e
Search Clear

To view the lifespan and line items for a requisition, dlick the Expand triangle icon "
To edit or perform another aclion on a requisition, make a s leciion from the Acion dropdawn list and click Go.

Rean Requisition tiam o B pate Status Total

" 0000000241 0000000241 SHETH 113072010 Pending 208000 USD <SelectAcion= v [ Go
P 0000000240 Computers for4new emp..  SMETH 41302010 Denied 282808 USD <SelectActon> ¥/ Go
" 0000000239 0000000230 SUETH 112672010 Open 1000 USD <SelectAcion= v | Go
" 0000000235 0000000238 SUETH 1172872010 Open 1000 USD <SelectAcion | Go
" 0000000237 0000000237 SHETH 1112672010 Pending 1000 USD  <Select Acion> ~ G
P 0000000236 0000000236 SMETH 112012010 Pending 264426 UsD <SeledAcion> v/ Go
" 0000000235 0000000235 SHETH 112012010 Pending 1000 USD <SeletAcion= v | Go
P 000000023¢ 0000000234 SUETH 1172672010 Open 5000 USD <SelectAcion> v Go
" 0000000233 0000000233 SUETH 112972010 Pending 1000 USD <SelectAcion> v | Go
" 0000000232 0000000232 SMETH 112872010 Open 1000 USD  <Select Action> ~ e
" 0000000230 Frojectorfor departmen..  SMETH 112072010 Pending 261425 USD  <Select Acion> < o
" 0000000225 TEST SUETH 112972010 Pending 1.00 USD Go

Edit Requisition

\View Printable Version
Create New Requisition Review Change Request Review Chiange Tracking Uanage Receipts Requisition Report

Step

Action

Editing a Requisition:

You can edit a requisition by selecting Edit Requisition on the desired row.
Edit Requisition

[TH A

Click the_ Go button.

A message box will display. Click the OK button to proceed with editing. You will
need to resubmit the requisition. In addition, the approval process will need to begin
again.

Click the Cancel button to return to the requisition page.

Page 13




Training Guide
eProcurement — Approver’s Training Guide @ SMU

Home | Add s Favori

Sign ot
Favarites . Man Menu > eProcurement » Manage Requisiions

& Newwindow (@ Help [& Customize Page B nittp

Manage Req ns

To locate raquisitions, edit the criteria below and click the Search button

Business Unit: SMETH @, Requisition Name: [ @
Requisition ID: . Request status All but Complete -

Date From: 11242010 [ Date To: 120122010 &

Requester: 21444739 @, Entered By: @ POID: Y
! Search I Clear |

To view the lifespan and line items for a requisition, dlick the Expand triangle icon "
To editor perform anather action on a requisition, make a selecion from the Acion dropdown list and ciick Go

Req 0 Requisition Nam e sy pate Status.
" 0000000241 0000000241 SMETH  11/30/2010 Pending 2,080.00 USD  <Select Action>
P 0000000240 Computers for4new emp.. SMETH 113072010 Denied 2828.08 USD <Select Action>
I 0000000233 0000000239 SMETH 1112012010 Open 10,00 USD <Select Action=
" 0000000238 0000000238 SMETH 1112912010 Open 10.00 USD  <Select Action>
0000000237 0000000237 SMETH  11/29/2010 Pending 10.00 USD  <Select Action>
P 0000000236 0000000236 SMETH 1112012010 Pending 254425 USD <Select Action>
I 0000000235 0000000235 SMETH 1112012010 Pending 10,00 USD <Select Action>
P 0000000234 0000000234 SMETH 1112012010 Open 50.00 USD <Select Action=
" 0000000233 0000000233 SMETH 1112912010 Pending 10.00 USD <Select Action~
" 0000000232 0000000232 SHETH 1112912010 Open 10.00 USD  <Select Action>
P 0000000231 0000000231 SMETH 1112012010 Pending 522852 USD <Select Action>
I 0000000230  Projector for deparimen SHETH 1112012010 Pending 261426 USD | <Select Action>
P 0000000225 TEST SHETH 1112012010 Pending 100 USD

iew Apprav
Create New Requisition Review Change Reauest Review Change Tracking lznage Receipts Requisition Report

Action

Viewing Approvals:

At any time you can view approvals for requisitions. Click the View Approvals list
item.

10.

Click the_ Go button.
Go

Page 14




Business Unit:

Priority:
Requester’s Justification:
No justification entered by requester.

Approval Status

Favarites  Man Menu > eProcurement » Manage Requisiions

Training Guide
eProcurement — Approver’s Training Guide

SMETH
0000000230

Projector for departmental use

Gary Wilson
11202010
Pending
Medum

Total Amount:

use:Pending

Supervisor Approval

Not Routed

Approver 1 ‘Approver 2
[CEiH d SRS

equifon Approver

equs tion Approver

Refumto Wanage Requisitions

261426 USD

View printable version

} Line Information
~ Review/Edit Approvers
Requisition Approval

< Projector for

Step

Action

11.

Approvals are now displayed. Click the Return to Manage Requisitions link

|Return to Manage Reguisitions

Favorites  Main Menu > eProcurement > Manage Requisiions

Manage Requisitions
~ Search Requisitions

To locate requisitions, edit the criteria below and dlick the Seareh button

Enewwindow Drelp [ Customize Page [ htp

Business Unit: [SMETH Q. Requisition Hame: [ Q
Requisition ID: . Request status: All but Complete -

Date From: 11242010 FJ Date To: 12012010 B

Requester: 21444739 @, Entered By: @ POID: Y
| seach Clear |

To view the lifespan and line ftems for a requisition, click the Expand triangle icon: "
To editor perform another action on a requisition, make a selection from the Action cropdown lst and dlick Go.

fea 0 T B pae Status Totsl
" 0000000241 0000000241 SUETH 113012010 Pending 208000 USD <SelectAction- v
P 0000000240 Computers for4new emp.. SMETH 113012010 Denied 282808 USD  <Select Adtion>
" 0000000239 0000000230 SUETH 112672010 Open 1000 USD <SelectAcion= v
" 0000000235 0000000238 SUETH 1172872010 Open 1000 USD <SelectAcion= |
" 0000000237 0000000237 SMETH  11/29/2010 Pending 10.00 USD  <Select Action>
P 0000000236 0000000236 SMETH  11/2012010 Pending 264426 USD <SelectAction= v
P 0000000235 0000000235 SUETH 1112012010 Pending 1000 USD <Select Action>
P 000000023¢ 0000000234 SUETH 1172672010 Open 5000 USD <SelectAcion= v
" 0000000233 0000000233 SUETH 112972010 Pending 1000 USD <SelectAcion= |
" 0000000232 0000000232 SMETH 112872010 Open 1000 USD  <Select Adtion=-
P 0000000231 0000000231 SMETH 4112012010 Pending 520852 USD <SelectAcion- v |
P 0000000230  Projectorfor depatmen SMETH  11/20/2010 Pending 261426 USD <SelectAcion> v
" 0000000225 TEST SHETH 112012010 Pending 100 USD <SelectAction> v |
Create New Requisition Review Change Request Review Change Tracking Vanage Recsipts Reauisition Report
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Step Action

12. View Requisition Comments:

Click the desired Requisition link.

Favgrites  Man Menu > eProcurement > Manage Requisiions

Requisition Details
Roquisition Name

1 Infocus DLP Projector Not Source N 1.0000 Each
Line Comments:

2614.26000 USD  Pending

Line Comments 1 On sale through the end of the month.

Edit Requisition

Return to Manage Requisitions Requisition Schedule and Distribution

261426

Step Action

13. You can edit the requisition from this page or return to the Manage Requisitions

page.

Click the Return to Manage Requisitions link.

|Return to Manage Reguisitions
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Home | Addto Favertes | Sign out

Favarites  Man Menu > eProcurement » Manage Requisiions

&0 NewWindow (D Help [& Customize Page = nittp

Manage Requi
[+ Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

ns

Business Unit: [METH @, Requisition Hame: [ @,
Requisition ID: A Request status Al but Complete -
Date From: [11242010 | pate To: [rzotzot0  |®
Requester: [21444730 | @, Entered By: [ Y POID: @
Search Clear
To view the lifespan and line items for a requisition, dlick the Expand triangle icon "
To editor perform another action on a requisition, make a selection from the Acion cropdown lst and dlck Go.
reqn E———— B pate Status Totat
" 0000000241 0000000241 SHETH 11302010 Pending 208000 USD <SelectAcion= v [ Go
P 0000000240 Computers for4new emp..  SMETH 41302010 Denied 282808 USD <SelectAcion> v | Go
" 0000000239 0000000230 SUETH 112672010 Open 1000 USD <SelectAcion= v | Go
" 0000000235 0000000238 SUETH 1172872010 Open 1000 USD <SelectAcion v | Go
" 0000000237 0000000237 SHETH 1112672010 Pending 1000 USD  <Select Acion> ~ G
P 0000000236 0000000236 SMETH 112012010 Pending 264426 USD <SeledAdion= v [ Go
" 0000000235 0000000235 SHETH 112012010 Pending 1000 USD <SeletAcion= v | Go
P 000000023¢ 0000000234 SUETH 1172672010 Open 5000 USD <SelectAcion= v Go
" 0000000233 0000000233 SUETH 112972010 Pending 1000 USD <SelectAcion | Go
" 0000000232 0000000232 SMETH 112872010 Open 1000 USD  <Select Action> ~ G
P 0000000231 0000000231 SUETH 112012010 Pending 522850 UsD <SeledAdion v Go
P 0000000230  Projector for departmen. SMETH 1112012010 Pending 261428 USD <SelectAcion> v | Go
P 0000000225 TEST SUETH 1112012010 Pending 100 USD <SelectAcion> v | Go
Create New Requisition Review Change Request Review Change Tracking Vanage Receipts Reauisition Report

Training Guide
eProcurement — Approver’s Training Guide

Step

Action

14.

View the Lifespan of a Requisition:

Select the desired requisition, click the Collapse Section triangular button.
[N

15.

display information.

The Request Lifespan: section is displayed. Click on the highlighted links to
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Favarites  Man Menu > eProcurement » Manage Requisiions

@ NewWindow @Help [& CustomizePage Entp &

Manage Req
~ Search Requisitions
Tolocate requisitions, edit the crteria below and ciick the Search button
Business Unit: [BMETH @, Requisition Name: [ @
Requisition ID: @ Request Status: All but Complete -
Date From: 1112412010 [5 pate To: 121012010 El
Requester: 21444730 @, Entered By: @ POID: —a
! Search I Clear |
Reguisitions
To view the lifespan and line items for a requisition, dlick the Expand triangle icon "
To editor perform anather action on a requisition, make a selection from the Acion dropdown list and click Go
gean Requisition Ham e 5y pate Statws Total
" 0000000241 0000000241 SMETH 113012010 Pending 2080.00 USD  <Select Action~ Go |
P 0000000240 Computers for4new emp.. SMETH 113072010 Denied 2828.08 USD <Select Acion> Go |
I 0000000233 0000000239 SMETH 1112012010 Open 10.00 USD <Select Acion= Go
P 0000000238 0000000238 SMETH 1112912010 Open 10.00 USD  <Select Action= Go L
" 0000000237 0000000237 SHETH 1112012010 Pending 10.00 USD  <Select Action~ Go
P 0000000236 0000000236 SMETH 11129/2010 Pending 264426 USD <Select Action> Go
I 0000000235 0000000235 SMETH 1112012010 Pending 10.00 USD <Select Action> Go |
P 0000000234 0000000234 SMETH 1112012010 Open 50.00 USD <Select Acion= Go
P 0000000233 0000000233 SMETH 1112912010 Pending 10.00 USD <Select Action= Go
" 0000000232 0000000232 SHETH 1112912010 Open 10.00 USD  <Select Action>
I 0000000231 0000000231 SMETH 11/29/2010 Pending 522852 USD <Select Action>
v Projector for departmen. SHETH 1112012010 Pending 251426 USD <Select Acion>
Requester.  GaryWilson Entered By:  Gary Wilson Priority: Medium
= G e )
s ion ivantar Fuchese CShenge eceiin irvaics e
Reave ien A nveniery peiiieg "o Receiving R [ Faymant
Request Lifespan:
Line  Deseription status Price Quantity om  Vender
1 Infocus DLP Projector Pending Approval 251426000 USD 10000 EA  DREAMTECH
" 0000000225 TEST SMETH 1112912010 Pending 100 USD  <SelectAction> Go

Step

Action

16.

A requisition can be canceled by clicking the Cancel x button.

Favgiites Main Menu > eProcurement >  Manage Requistions

ENewWindow @Help [& CustomizePage Ehtp a

Manage Req
-+ Search Requisitions
Tolocate requisitions, edit the criteria below and click the Search bution
Business Unit: SHETH A, Requisition Name: [ a
Requisition ID: % Request Status: All but Complete -
Date From: 1112422010 () Date To: 120172010 &
Requester: 21444730 @, Entered By: Q POID: Y
| Search I Clear |
Requisitions
Toview the lifespan andline items for a requisition, click the Expand triangle icon >
To editor perform anatner action on a requisition, make a selection from the Acion dropdown list and ciick Go.
Req D Requisition lam e 5y Date Status Total

I 0000000241 0000000241 SHETH 113012010 Pending 2080.00 USD <Select Acion= Go |
" 0000000240 Computers for4new emp.. SMETH 11/3072010 Denied 2828.08 USD  <Select Action~ Go |
M 0000000233 0000000239 SMETH 1172012010 Open 10.00 USD <Select Action> Go |
P 0000000238 0000000238 SHETH 1112012010 Open 10.00 USD  <Select Aciion> Go | L
I 0000000237 0000000237 SMETH 1112012010 Pending 10,00 USD <Select Action=
P 0000000236 0000000236 SHETH 112912010 Pending 264426 USD <Select Adion=
" 0000000235 0000000235 SMETH 112912010 Pending 10.00 USD  <Select Action~
M 0000000234 0000000234 SMETH 11/29/2010 Open 5000 USD <Select Action>
I 0000000233 0000000233 SMETH 1112012010 Pending 10.00 USD <Select Action>
P 0000000232 0000000232 SMETH 1112012010 Open 10.00 USD  <Select Action=
I 0000000231 0000000231 SMETH 1112912010 Pending 522852 USD <Seledt Action>
- Projector for departmen SHETH 112912010 Pending 261426 USD <Select Action~

Requester  Gary Wilson Entered By:  Gary Wilson Priority: Medium

= vl
z mrome craae W & >
Requs tion Approva Iventary e oo Receiving Returns Imvcioe Poyment

Request Lifespan:

Line  Description Status Price Quantity om  Vendor

1 Infocus DLP Projector Pending Approval 261426000 USD 10000 EA  DREAMTECH x
P 0000000225 TEST SMETH 1112012010 Pending 100 USD  <Select Action>
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Step Action
17. To return to the Manage Requisitions page, click the Collapse Section button
18.

End of Procedure.

Managing Requisition Approvals

Procedure
Step Action
1. In addition to approving requisitions directly through an email link, you can also

approve requisitions through the Manage Requisition Approvals page.

Click the Main Menu button.

2. Click the eProcurement menu.
| 1 eProcurement 4
Step Action
3. Click the Manage Requisition Approvals link.

|[Manage Requisition Approvals |
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Step Action

4, Select the desired Req ID link.

Favgiites Main Menu > eProcurement >  Manage Requistion Approvals

Requisition Approval

Business Unit SMETH

Requisition ID: 0000000234
Requisition Name: Departmental Projector
Requester: Goodson Lisa

Entered on: 1210812010

status Pending Total Amount;
Medium

[£] Select All/ Deselect All
L View Line Details
~ ReviewEdit Approvers
Requisition Approval
<~ Dt Projector:Pending

Supervisor Approval

Pending Not Routed

Knim_Tifiany Dawn g Elliston Zhanat
O ci reaumion Asrorer [ | 5 R ion oner

2,614.00 USD

View printable version

Line  kem Description Vendor tiame auantity vou  price
2 1 Inforcus DLP Projector DREAMTECH-001 10000 A 261400000 USD

Enter Approver Comments
23
[ Approve @ ey
Return to Apprave Requisitions Previous in List Nextin List
« LR

m

Step Action

5. To view line details on all lines, click the Select All / Deselect All option.

To view line details for specific lines, click the checkbox on the individual line(s).

6. Click the View Line Details button.
| view Line Details
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Financjals 24160595 On FSSUP | Home | AsdtoFaverites | Signout
Favgites - Main Menu > eProcurement > Manage Requisition Approvals

Requisition Approval pe
Business Unit: SMETH

Requisition ID; 0000000234

Requisiti 73 Requisition - Windows Internet Explorer

Requestd

Entered.

g e @] hitpsy/fsqal smu.edu/fssup/psft/tmp/V_830bb3484-33 +

Status:
priority: | File Edit View Favorites Tools Help \ X  @Snaght B &
R :
eull:: | x Google| [*] B searcn u‘,ﬁv e ‘ @ share” B~ ¥ Bookmarks™ ‘ » A _Signhn-
— »
| S Favorites 75 ~|offi.. [] cale.. [[] Supp.. @] Supp.. v @]Show.. @|Shar. & isup.. ~|Site.. & Get... v
- T i »
ey | [P Il % - B -5 - page safey - Toos~ @~
ine :
Business Unit: SMETH d ‘Status: Pending Approval
Requisition: 0000000234 : 1 Currency: USD
seid Requisition Name: Deparmental Projector : Requisition Total: 2,614 00
L . Line: 1 Item Description: Inforcus DLP Projector it - Price: 2,614.00 Line Total: 2,614.00

Line Status: Pendng

m

Requi ‘Ship Line: 1 Ship To: MSAJOURN-S. Address: Shipping Quantity: 1.0000
Attention: Goodson,Lisa Due Date: UMPHREY LEE CTR 3300 DYER ST ‘Shipping Total: 2,614.00
LAS TX 75205 Unked Saes

1 Open 26400 SMETH
Dept Fund
2350 [

Open QTY ‘Open Amt

Enter Ap 10000 0000

GLBascAmount  Cumency  Sequence
usD []

Step Action

7. Shipping information, GL distribution information, item description and cost will be
displayed.

After reviewing requisition information, click the Close button.
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SMU
s

n:

Favarites

160585 On FSSUP

Home
Main lenu > eProcurement » Manage Requisiion Approvals

Sign ot

Requisition Approval

Business Unit: SMETH
Requisition ID: 0000000234
Requisition Name: Departmental Projector
Requester: Goodson Lisa
Entered on
status: Pending Total Amount: 2614.00USD
Priority: Medium
Requester's Justification:

No justification entered by requester

1210872010

View printable version
|~ Line Information
Line Information custoree | Foa | B o Do Oeac

Line tem Description Vendor Name Quantity, oM price

1/ Inforcus DLP Projector DREAMTECH-001 10000 EA 2,614.00000 USD

L View Line Details
~ ReviewlEdit Approvers

Requisition Approval

m

~ D Proji :Pending

Supervisor Approval

Not Routed

Khim Tiffany Dawn >
Khim Tifiany Dawn @ Eliston Zhanat

MU Requsition Approver SMJ Requisition Approver

Enter Approver Comments

=%

o e—

Retumto Approve Requisitions Previous in List Nextin List

«

Step Action

8. Click the Approve or Deny button.
[+ Approve

End of Procedure.
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