Job Description for eProcurement Administrator
Required Duties

The eProcurement Administrator at each campus will be responsible for the following tasks as a part of the upgraded PeopleSoft Financials 8.9 system:
· Set Up eProcurement Components
· Approver Setup
· Requester Setup

· WF Process Definitions

· Item Setup

· Reassign Worklist Items and Assignment of Alternate User

· Backup to WF Administrator

· Review the Process Monitor to identify/resolve processing errors

· Logging Remedy tickets

·  Working with Technical Support (errors)
· Works closely with the Security Administrator

· Provide knowledge transfer to understand necessary user security needs relative to security roles, role actions, routing controls

· Training Institution Personnel

· Integration of PO and eProcurement

· Integration of PO/ePro to Other modules

· Requester Set Up/ Maintenance 

·  ePro Set Up/ Maintenance

·  ePro Processing Flow

Note: The eProcurement Administrator skills are more functional and business process driven

Estimated Level of Effort

The time commitment from the resource engaged in the eProcurement tasks will be heaviest during the initial usage of eProcurement transactions in the new PeopleSoft 8.9 upgraded application.  Routine monitoring, updates and resolutions to mis-routings of eprocurement transactions require the position to understand how eprocurement functions within the PeopleSoft PO/ePro application as events are triggered during business processes.  Some of these specifically include:   missing manager IDs in the department or project / grant chartfield set up. ; notifications relative to approvals and confirmations back to the requesters.
Qualities of Ideal eProcurement Administrator:
· PeopleSoft Financials Super User
· Candidates should have working knowledge of procurement and more specifically electronic procurement business processes

· Working knowledge of eprocurement routing rules and user setups in the Financials application

· Familiarity with how security and eprocurement works jointly in roles and roles actions
· Ability to comprehend the workflow routing process and the impacts of specific setups for appropriate actions
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