	Business Process Document


	eProcurement - Super UserEP.010.071 - Updating Additional Department Manager ID



	
	[image: image19.png]





	[image: image20.png]



	Business Process Document

eProcurement - Super User EP.010.071 - Updating Additional Department Manager ID





 

	Security Role
	BOR_GL_CHARTFIELDS

	Responsibility/Role
	

	File Name
	EP_010_071 - Updating Additional Department Manager ID_BUSPROC

	Version
	

	Document Generation Date
	12/2/2010

	Date Modified
	12/2/2010

	Last Changed by
	

	Status
	


EP.010.071 - Updating Additional Department Manager ID

Trigger:

Concept

For ePro Requisitions, workflow has been updated to allow institutions the option of having multiple department approvers. This new Department Approver page can be used to specify the new approvers. The users that are specified on this page must also have the appropriate security roles to approve the requisition. 

If this new page is going to be used at the institution, the institution must contact ITS and have them also make a workflow change. 

	Assumptions

	


	Dependencies/Constraints

	


Additional Information

Procedure

For this example for SetID 54000, Henry Zot is set up as the Department Manager for the Biology Department (1001107). We need to add Randall Miller as an additional Department Manager for the Biology Department. We also need to add Patricia Durrough as an additional Department Manager for the English Department (1001113) and the Biology Department.

We are going to use the new Department Approver page to do this. 

	Step
	Action

	1.  
	Click the Set Up Financials/Supply Chain link.
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	2.  
	Click the Common Definitions link.
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	3.  
	Click the Design ChartFields link.
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	4.  
	Click the Define Values link.
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	5.  
	Click the Department Approver link.
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	6.  
	Click the Add a New Value tab.
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	7.  
	Click the Add button.
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	8.  
	Click the Department button.
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	9.  
	Click an entry in the Description column.

We are going to select the Biology Department; As you can see the first department approver for Biology is Henry Zot.

[image: image9.png]Biology





	10.  
	Click the Approver ID button.
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	11.  
	Enter "Miller" in the Name field. 

	12.  
	Click the Look Up button.
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	13.  
	Click an entry in the Name column.
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	14.  
	Click the Add a new row at row 1 (Alt+7) button.

Now Randy and Henry will both be Department Approvers for Biology.
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	15.  
	Enter "1001113" in the Department field. 

	16.  
	Click the Approver ID button.
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	17.  
	Enter "Durrough" in the Name field. 

	18.  
	Click the Look Up button.
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	19.  
	Click an entry in the Name column.
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	20.  
	Click the Add a new row at row 2 (Alt+7) button.
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	21.  
	Enter "1001107" in the Department field. 

	22.  
	Enter "0108072" in the Approver ID field. 

	23.  
	Click the Save button.

As you can see, you can have multiple approvers for one department. 
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	24.  
	Congratulations. You have just completed the Updating Additional Department Manager ID topic. 

Remember, the users that you specify on this page must also have the appropriate security roles to approve the requisition. 

If your institution is going to set up additional Department Managers for ePro approvals, you must first contact ITS and have them make a workflow change. 

End of Procedure.
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