Financials Support Services @ Finance & Accounting

-

¢ ADDYNOTES

[ 99
Q‘%:E:Z Financials

Approving Requisitions in UCF Financials

UCF

If you are a requisition approving official, an “authorized signatory,” or are listed on the
Department Authorization List (DAL) as a Purchase Requisition Approver (PRA), you will find
this Addy Note useful. You will learn the following:

e How your security role in UCF Financials affects the views and actions available to you

e How to designate an alternate approver

e How to select a notification method

e The steps to follow after a requisition has been submitted to you for review and approval

e What items must be included in a requisition to purchase an asset.

Understanding Security Roles and Available Views and Actions

Depending on your role, you may have dual security for creating as well as approving ePro
requisitions. While UCF business practice prefers that you choose to be either an approver or a
requester, you can assume both roles, with some limitations. The table below shows the
relationship between your security role and the actions you can perform.

P Lol If I am a Requester If I am an Approver Jir L il 5ten & RSl
Views and (PRC) onl ql can (PRA) onl ‘I)E:an and an Approver (PRC
Actions Y Y and PRA), | can
View: my own requisitions all requisitions my own requisitions
PLUS other requesters’ PLUS other requesters’
requisitions authorized requisitions authorized
through PRC Details* through PRC Details
Modify: my own requisitions all requisitions my own requisitions
PLUS other requesters’ PLUS other requesters’
requisitions authorized requisitions authorized
through PRC Details through PRC Details
Approve: no requisitions requisitions routed to me | requisitions routed to me
by workflow rules by workflow rules
Receive: my own requisitions requisitions with my Ship | my own requisitions

PLUS other requesters
requisitions authorized
through PRC Details

To location PLUS other
requesters’ requisitions

authorized through PRC
Details

PLUS other requesters’
requisitions authorized
through PRC Details

* PRC Details is part of the Employee Information data that a Dean, Department or Chair (DDC), Responsible Financial Officer (RFO), or DAL
Processor (DLP) can update for all employees under their jurisdiction. Using this tab, the DDC, RFO, or DLP can allow requesters to view other
requesters’ requisitions. See the Addy Note “Completing the PRC Details Tab” for more information.
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Designating an Alternate Approver

If you are an approver and will be unavailable to approve requisitions for an extended time, it is
important that you designate an alternate approver in ePro. Your alternate approver will assume
responsibility for approving requisitions on your behalf during the time period that you specify.
Therefore, it is important that you select an alternate approver with the same requisition approval
access as you. Follow the steps below to select an alternate approver.

Step | Action

1. Navigate to Main Menu > My UCF Profile.

x’}_&*}a UCF Financials

Favorites - | Main Menu - * Wy UCF Profile

1@@: Pro@

iManage ePro Personal Templates:

Manage eFro Favaorites Groups

2. Enter the alternate approver’s User ID in the Alternate User ID field or click the
lookup button to search for a user by name (Description).

S

If you will be temporarily unavailable, you can select an alternate user to receive your routings.
Alternate User ID: Q
Effective Date From: B (example:12/31/2000)
Effective Date To: E‘j (example:12/31/2000)
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Step | Action

Enter the dates the alternate approver will assume responsibility for approving requisitions
on your behalf in the Effective Date From and Effective Date To fields.

Alternate User

sou will be temporarily unavailable, you can select an atternate user to receive your routings.

Alternate User ID:

Effective Date From: 2] (example:12/31/2000)
Effective Date To: E‘J [example

12/31/2000)

Q

4, Click the Save button.

Workflow Attributes

#| Email User Worklist User

@ =] Motify
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Selecting a Notification Method

As an approver, you can receive approval notifications through your worklist, email, or both. By
default, worklist is selected guaranteeing you’ll receive approval notifications to your worklist.
You can also receive notifications to your email if you prefer. The steps below show how to use
the My UCF Profile page to select a notification method.

Step | Action

1. Navigate to Main Menu > My UCF Profile.

a..’S_E& UCF Financials

Favaorites - | Main Menu - > Wy UCF Profile

(My UCF Profile >
N

iManage ePro Personal Templates

Manage ePro Favorites Groups

2. Under the Workflow Attributes section, select one or both of the following boxes:
e Email User (the system automatically selects this option for new users)
e Worklist User (selected by default)

Workflow Attributes

#| Email User Worklist User
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Step | Action

3. Click the Save button.

Workflow Attributes

*| Email User Worklist User

[F] save =] Motify
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Responding to a Requisition Submitted for Approval

After a requisition is submitted for approval, workflow routes the requisition to the appropriate
approver(s), who can take action in one of three ways: 1) through the Manage Requisition
Approvals page in UCF Financials 2) through the approver’s worklist, and 3) through the email
the system generates and sends to the approver each time a requisition is created that needs
action.

Using the Manage Requisition Approvals Page

The steps below explain how to access requisitions using the Manage Requisition Approvals
page. You can use the Manage Requisition Approvals page to search for and select a
requisition to approve.

Step | Action

1. | Navigate to Main Menu > eProcurement > Manage Requisition Approvals.

{.gh UCF Financials

Favaorites = | Main Menu = > eProcurement = > Manage Requisition Approvals

/anage Requisition Approvals
To locate requisitions that require your approval (or requisitions that previously required your approval), edit the criteria below and click the Search button.
Requisition ID QL Requisition Name QL
Business Unit Q *Status | Pending v
Date From [10/12/2015 [ Date To[10/11/2016 E]
Requester QL Entered by Q
Search Clear Show Advanced Search
Requisitions
Create New Requisition Manage Requisitions
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2. | Enter information in the fields to reduce the scope of your search. For this example, in
the Status dropdown list, select Pending to search for requisitions that are pending

approval.
TaTy TEUITET YUUT dEPTOVdlf, 0TS TTTIETTE RO 110 TTICR TTE SEETCTT DI
Requisition Name o'}
*Status § Pending M
Approved

Date To| penjed

Entered jg

Show Advanced Search

3. Click Search.

Requester

4. | Click the Req ID link for the requisition you want to access.

Ey| Pending '(DDDDEEEEQE) Desk Sets
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5. | There are three actions you can take:

e Approve - Select the lines you want to approve and click Approve.

e Deny - Select the lines you want to deny and click Deny. If you deny a
requisition, you must include a comment explaining why the requisition was
denied. The comment field is located at the bottom of the page.

e Hold - Select the lines you want to place on hold and click Hold. If you hold a
requisition, you must include a comment explaining why the requisition was
placed on hold. The comment field is located at the bottom of the page.

Line Information (7
Line Information Personalize | Find | = First ‘&' 10of1 ‘& Last
Line Item Description Supplier Name Quantity uom Price
1 2 DESKSETS NORTH AMER-002 1.0000 EA 22.00000 usD
W Select All/ Deselect All
L “iew Line Details [ Approve 0 Deny o Haold

For this example, click Approve.

6. | An approval confirmation displays. The next approver in line can now approve, deny,
or place this requisition on hold.
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Using Email or the Worklist

The steps below explain how to approve a requisition using email or the worklist.

Step | Action

1. | Email: Open the email needing attention and click the blue hyperlink text in the last
line of the email. Then, enter your NID and password to log into the UCF Financials
Requisition Approval page.

== 0N 12/6/2010 at 4:13 PM, in message <1505040324,01291670002643, JavaMail. psaft@tiger =,
<addyvaddy@mail.ucf . edu > wrote:

& requisition line has been entered which requires wour attention.

Requester: cONONQNG

Business Unit: University of Central Florida
Requisition ID: Q000243923

Requisition Mame: Sample

Line: 1

Description: Sty - Meeting Facilities {studio rental)
Diate: 2010-12-06)|

You can navigate directly to the approval page by clicking the link belaw.

bkbpe: fFin, et ucf edulpsp fiprod /(EMPLOYEE/ERP/C /P MATN MEMLL.PY BEQ SPPROVAL,GELY
Action=UREUSIMESS UMIT=UCFOLIBREQ ID=00002439253% IME MER=1

Worklist: In UCF Financials, click the Worklist link, find the requisition you want
to access and click its link to enter the Requisition Approval page.

Worklist

Worklist for addyapprv: Addy Approver

Detail View Worklist Filters v Feed

Worklist ltems Personalize | Find | View All | 2| [ First &' 1-4of4 &) Last

From Date From Work Item Worked By Activity Priority Link

Addy 10/112016 Approval Routing 2-Medium ¥ | Invalid Activity/Event/Worklist name

Addy 10/11/2016 Approval Routing 2-Medium ¥ | Invalid Activity/EventWorklist name

Addy 10M1/2016 Approval Routing 2-Medium ¥ | Invalid A orklist name

Addy 10/11/2016 Approval Routing 2-Medium ¥ | Invalid Activity/Event/Worklist name
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Step | Action

2.| There are three actions you can take:

e Approve — Select the lines you want to approve and click Approve.

e Deny — Select the lines you want to deny and click Deny. If you deny a
requisition, you must include a comment explaining why the requisition was
denied. The comment box is located at the bottom of the page.

e Hold - Select the lines you want to place on hold and click Hold. If you hold a
requisition, you must include a comment explaining why the requisition was
placed on hold. The comment box is located at the bottom of the page.

Line Information (2
Line Information Personalize | Find | (2 First ‘4 10of1 ‘B Last
Line Item Description Supplier Name Quantity uom Price
1 2 DESKSETS NORTH AMER-002 1.0000 EA 22.00000 UsD
¥ Select All/ Deselect All
(. “iew Line Details & Approve o Deny 0 Hold I

For this example, click Approve.

3.| An approval confirmation displays. The next approver in line can now approve, deny,
or place this requisition on hold.

Approving Requisitions in UCF Financials Page 10 of 17
Last Updated 4/12/2018



Financials Support Services @ Finance & Accounting

(+llgy ADDYNOTES . UCF

Financials

i
O

Using Related Content to Review Requisition Category information

Approvers are responsible for ensuring requisitions are correct prior to approval. In order to
review the category that has been assigned on a requisition, approvers may access the
Related Content data to review the category/categories that have been assigned to the lines of
a requisition. The steps below explain how to use the Related Content link to review the
category or categories used on a requisition and how to review the full list of available
categories in order to recommend modifications to the category on the requisition to the
requestor.

Step | Action

1. | On the Requisition Approval page, select the Related Content drop down menu in
the top right hand corner of the page. Select the Category on Req option.

&%!\‘a UCF Financials

Favaries s | Main Menu - 3 eProcuterent v o Manage Roquisiion Appiovalks

vty e rice | B

Reguisibion Approval

Dusiness Unit L 1
Hequistion
Requisition Horr

Requester

Entered on O 2018
ing Total Amount 75000 UsSD

Buslgel Slal
Requester's Justification
O JUSHiANOn Anfaned By naquasher

¥ Bt REquISKN

Line Information ¥

Ling Infarmation Parsonaitos | Find | £
Line Mot Drencription Supplier Name Cuardity uoM  Price Riecquestar's Conrmmis

(7ilu} 1 §* XYZPAPER OFFICE DEP-001 250000EA 3000000 LSO

R4 Select Al Desslect Al

L View Line Detaits ¥ Approve @ ey 8 o

Review/Cdit Approvars
Department/Project Approval
Line 1:Approved

X¥Z PAPER

[F]start New Patn

Buyer Approval Before Sourcing
Lina 1:Panding B Requast Information
WYT PAPER [#]stan vew Pam
PO Baryer Approve Refear Source
Panding

@ Hutinie Apgravers =+
Purchasing Buyer Agpraval
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Favotesw | ManMow v [ — Manage Requedon Approvats
| Horw
~
Total Amount
Y Mecum
Budpet Statw
Requester's Justification
No justificatron enfered by requesier
4 Et Raguisiton View printable version
Line
Line Ir
Suppier Harme Uuantity
o O OFFICE DEF-D01 Z50000EA  J000G00 LSO
FE Y
< >
Related Contant il Category List || Category.on feq | & o
FXPO_RG_CATEGORY_LIST_BY_REQ- Related Content - Cat By Req
wneee e " n 4
torme: Reqd [ iz
- ape

NOTE: If there are multiple lines on a requisition with the same category, the
category will appear only once on this list.

If the requestor has selected the correct category, proceed to reviewing other
elements of the requisition for approval.

If the requestor has selected an incorrect category, follow the instructions below.
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3. | Select the Full Category List tab in the Related Content section of the page to
access the full list of categories.

——
Related Content ull Category List i Category on Reg S lav
FXPO_RC_CATEGORY_LTST- = Cat List
Download results in :  Excel SpreadSheet CSV TextFile XML File (288 kb)
View All First 1-100 of 473 %) Last
o Default  AccountCode Inspect Where  Recv Category  Alt = Eingat
Category Deseription [Fessas Toes! ProfilcID  Buyer Matre pA0eTs - fecy Gl Ay, ShortDesc  InspectID Caa;g:::y Dg:tcerﬂgn
1 10100000 Live Animals 734401 giggaﬁé—‘ N ¢a589205 Goods Required 00083 773000 LiveAnimal 700118 Supplies
SUPPLIES
2 10120000 Animal Feed 734103 ANIMALS & N sbell Goods Required 00080 773000 AnimalFeed 700118 Supplies
RELATED ITE
ED
3 10130000 Animal Gontainment & Habitats 734101 & oot e N sl Goods Required 00091 773000 AnimalCont 700118 Supplies

4. | Select the Excel SpreadSheet link to open the category list in Excel.

Related Content | FuIICaiegury List Calegory on Regq < 8
FXPO_RC_CATEGORY_LIST- Related Content - Cat List

Download results i cel SpreadShe: SV TextFile XML File (288 kb)

View All First 1-100 of 473 % Last

SBL Budget

Default  Account Code Where Recv  Category  Alt

. Inspect
Category Description ettt Deser Read ProfileID  Buyer Nature Performed  Reqd No. Act Short Desc  Inspect ID Csagg:rly D(;:::Erig;;inn{n
= i

110100000 Lve Anmals 7oy FESEARGH Iy ca589205 Goods Required 00089 773000 LiveAnima 700118 Supplies
SUPPLIES

2 10120000 Animal Feed 734103 ANIMALS & N shell Goods Required 00090 773000 AnimalFeed 700118 'Supplies
RELATED ITE
EDUC M

3 10130000 Animal Containment & Habitats 734101 L TATER‘AL N sbell Goods Required 00091 773000 AnimalCont 700118 Supplies
& SUPPLIES

5. | Select the Open button to open the spreadsheet.

Do you want to epen or save FXPO_RC_CATEGORY_LIST_130090342.xlsx (44.4 KB) from fi92test.net.ucf.edu? Open Save > Cancel
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6. | The Category spreadsheet displays in a new window. Download the spreadsheet to
your computer. Follow steps 5 -9 in the Addy Note Choosing a Purchase
Category in UCF Financials to determine a new category code to recommend to
the requestor.

[7(83 HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT Melinda Martin - 8
0 PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing x
Al - ft | Related content - Cat List A

A B £ D E E o
1
2 |
3 10100000 Live Animals 734401 RESEARCH SUPPLIES N ca58|
4 10120000 Animal Feed 734103 SUPPLIES ANIMALS & RELATEDITE N shel|
5 10130000 Animal Containment & Habitats 734101 EDUC MATERIAL & SUPPLIES N sbell
6 |10150000 Seeds Bulbs Seedlings Cuttings 734301 AGRICULTURAL SUPPLIES N bsar|
7 10161500 Trees & Shrubs 734301 AGRICULTURAL SUPPLIES N bsar|
& 10170000 Fertilizer/Plant Nutrient/Herb 734301 AGRICULTURAL SUPPLIES N bsar|
9 10190000 Pest Control Products 734301 AGRICULTURAL SUPPLIES N bsar|
10 |11111500 Dirt & Soil 734301 AGRICULTURAL SUPPLIES N bsar|
11 /11111600 Stone/Gravel/Sand 732101 BUILDING AND CONSTR MATERIAL N bsar|
12 |11121600 Wood Plywood/Hardwood 732101 BUILDING AND CONSTR MATERIAL N bsar|
13 /11121700 Peat/Bark/Mulch 734301 AGRICULTURAL SUPPLIES N bsar|
14 |11150000 Fibers/Threads/Yarns/Fabrics 731101 TEXTILES, MANUFACTURED GDS N bsar|
15 /11160000 Unlforms/PErquisitEs 745906 PERQUISITES N sbell
16 | 12130000 Explosive Materials 734104 EDUC SUPPLIES HAZARD MAT N bsar|
17 |12131800 Propellants 734104 EDUC SUPPLIES HAZARD MAT N bsary
18 /12140000 Elements & Gases 734104 EDUC SUPPLIES HAZARD MAT N bsar|
19 /12142100 Industrial Use Gases 734104 EDUC SUPPLIES HAZARD MAT N bsar|
20 12142101 Rental of C\flinderf[iasTahkS 744101 EQUIPMENT RENT & LEASE N bsar|
21 12142200 Isotopes 734104 EDUC SUPPLIES HAZARD MAT N bsar|
22 12142207 Isotopes-Radioactive 734104 EDUC SUPPLIES HAZARD MAT N bsar|
23 /12161500 Indicators/Reagents 734104 EDUC SUPPLIES HAZARD MAT N bsar|
s 19080000 Famnannde 2 Mitoroas 724104 EALIC CLINALIES LAZADRAAAT M o) [T

sheetl 4 v

7. | Once you have located a new category you wish to recommend to the requestor,
close the spreadsheet and return to the Financials application.

8. | Close the Related Content section of the page by selecting the expand icon.

>
felated Content Full Category List  Category on Req < 8w
#0_RC_CATEGORY_LIST- Related Content - Cat List A
Download results in :  Excel SpreadSheet CSV TextFile XML File (288 kb)
View All First 1-100 of 473 '} Last
SBL Budget
B Default Inspect Where  Recv Category  Alt
Category Description Account Code Descr ProfileID Buyer Nature Short Desc  InspectiD Budget Category
Account Reqd Periomed  Reqd  Mo.  Acct ol | Diacintios
1 RESEARCH i s =
0100000 Live Animals 734401 SUPFLIES N ca589205 Goods Required 00088 773000 LiveAnimal 700118 Supplies
SUPPLIES
2 10120000 Animal Feed 734103 ANIMALS & N sbell Goods Required 00090 773000 AnimalFeed 700118  Supplies
RELATED ITE
EDL
3 10130000 Animal Containment & Habitats 734101 gngC,L"\é'\STERIAL& N sbell Goods Required 00091 773000 AnimalCont 700118  Supplies
M
RICLI TURA!
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9. | Type comments related to your recommended category in the Approver Comments
box.

FTIOMY Medium
Budget Status /zjiq

Requester's Justification
No justification entered by requester.

i Edit Requisition View printable version

Line Information (7

Line Information Personalize | Find | & First ‘&' 10f1 & Last
Line Item Description Supplier Name Quantity uom Price Requester's Comments
Vv @ if ,‘—15‘ XYZ PAPER OFFICE DEP-D01 250000 EA 30.00000 usb @

] Select All / Deselect All
L View Line Details v Approve @ Deny li] Hold

Review/Edit Approvers

Department/Project Approval

Line 1:Approved [ Start New Path
XYZ PAPER

Buyer Approval Before Sourcing
Line 1:Pending @ Request Information
XYZ PAPER [#]Start New Path

PO Buyer Approve Before Source
Pending

G) yu&t;‘ple Aoéarove;r‘s i _E
urchasing Buyer Approval
Enter Approver Comments
B
Return to Approve Requisitions Previous in List MNext in List
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10. | Select the Deny button to deny requisition approval.

Line Information (2

Line Information Personalize | Find | =

Line Item Description Supplier Name Quantity uom Price

v 1 2 XYZ PAPER OFFICE DEP-01 25.0000 EA 30.00000

[ Select All / Desslect All
L View Line Details

o Approve @ Deny i) Hold

Review/Edit Approvers
Department/Project Approval

Line 1:Approved
XYZ PAPER

Buyer Approval Before Sourcing

Line 1:Pending
XYZ PAPER
PO Buyer Approve Before Source

[#]Start New Patn

€ Request Information
[#]start New Path

Pending )
@ Muitiple Approvers
Purchasing Buyer Approval

&

Enter Approver Comments

usD

First ‘&' 1of1 &/ Last

Requester's Comments

Return to Approve Requisitions Previous in List Next in List
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Reviewing a Requisition to Acquire an Asset

When a requisition is created to purchase an asset, additional items must be included in the
requisition. Review the requisition to verify the requester has:

e Entered a description that generally identifies the item, followed by its part or model
number. For example, Copier, Canon 34236-4AL.

e Added standard line comment Asset Required Information (Comment ID: AST,;
Comment Type: A001) for every line that contains an asset and indicated the appropriate
asset life and tagging information on the comment.

o Selected RECV (Central Receiving) in the Ship To field.

e Selected a Location field value that matches the requester’s location. If the asset will
reside in a different location, however, the Location field value should reflect where the
asset will be located.

e Completed the following fields on the Asset Information tab on the Checkout - Review
and Submit page:

0 Business Unit: This field should display UCFOL1.

o Profile ID: Make sure the value in the Profile ID field corresponds to the life of
the asset. Most assets have a life of five or more years, so a profile ending in 5 is
usually selected, such as PC5.

0 Asset Custodian: Verify the EmplID field contains the EmplID of the
departmental Property Custodian (PCT) responsible for the asset. If no value is
displayed in this required field, navigate to Departmental Authorization >
Dept/Proj Authorizations from the UCF Financials main menu, perform a
search for the department or project, and then use the Dept/Project
Authorizations page that displays to locate the employee assigned the PCT-
Property Custodian code for the department or project.

Accounting Lines Personalize | Find | View All | &2 | E First ‘4 1of1
Chartfields1 Chartfields2 Chartfields3 Details Details 2 Asset Information Asset Information 2 Budget Information
S: Business Profile 1D Tag Number CAP# Sequence
ofecs ) Q Q Q Q
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