Introduction
Lesson Description:
This lesson is designed to introduce ePro and GeorgiaFIRST Marketplace users to how approvals work for ePro requisitions.
Objectives:
· Describe how ePro approvals work
· Identify the basic process flow of approvals
· Define Worklist
· List the different approval stages and paths
· Identify approval deadlines
Accompanying Materials:
· ePro Approvals_PPT
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ePro Approvals
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	ePro Approvals
· ePro Requisitions are routed for approvals through Workflow
· After a Requester creates a requisition and submits it for approval, Workflow routes the requisition lines to the appropriate approvers based on Workflow configuration
· Workflow configurations are customizable by each institution
· Requisition approval paths are determined by a number of factors:
· Department and Project
· Requisition type (Marketplace or Special Request)
· Item type, Item cost, and Other Chartfields
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	Approval Process Flow
· When a Requester submits a requisition for approval, Workflow routes each requisition line to the appropriate approver
· Workflow routes requisitions to the approver’s Worklist
· In addition to placing the requisition in the approvers’ Worklist, the system also sends an email notification to the approver
· Approvers can either approve or deny the requisition line
· If requisition is denied, it can be canceled or corrected and resubmitted
· After an approver approves a requisition, it moves onto the next approver
· The requisition will have a ‘pending’ status until fully approved, when it will have an ‘approved’ status
· Once the requisition is approved, it is then available for further processing
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	Worklist
· The Worklist is a queue that holds transactions requiring approval 
· Approvers will see who had requisition last, who sent the requisition and the requisition ID
· Once a requisition has been approved or denied, it will be removed from the approver’s Worklist 
· Requisition approvers will always need to access their Worklist through the PSFIN Core system (not self-service – will not be able to open the requisition in self service)
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	Approval Stages and Paths

· For requisitions, institutions can customize which approval stages and paths they want to use, as well as how they want to use them
· There are five different stages:
· Stage 1 – Department and Project approval
· Stage 2 – Agency Fund approval
· Stage 3 – Amount Approval
· Stage 4 – Item Type Approval
· Stage 5 – Buyer Approval 
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	Stage 1: Department and Project Approval
· Stage 1 is mandatory for all requisitions 
· All requisition lines must include a department on its distribution
· Each department has an individual assigned as its ‘department manager’ 
· When a requisition line is submitted for approval, the system looks at the department charged and then routes it to the department manager for the respective  department
· Requisition lines may also include a Project; just like departments, each project in the system has an individual assigned as a ‘project manager’
· When a requisition line is submitted for approval, if a project is charged, the system looks at the project charged and then routes it to the project manager, in addition to the department manager
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	Stage 2: Agency Fund Approvals (Optional)
· If a requisition line is charged to an agency fund code, it will be routed to individuals assigned as the Agency Fund Approver
· Agency fund codes include 60000, 61000, and 62000
· Institution can assign multiple approvers for this stage and determine if all approvers need to approve requisition or just one
· If institution uses this stage and requisition line is not charged to Agency Fund Code, it skips the stage
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	Stage 3: Amount Approval (optional)
· If requisition is above the monetary threshold set by institution (i.e., $10,000), it will be routed to Amount Approver
· Institutions who use this stage can specify whether only Marketplace Requisitions or all types of requisitions will go to this approver when necessary
· Institution can assign multiple approvers for this stage and determine if all approvers need to approve requisition or just one
· If institution uses this stage and requisition does not exceed the monetary threshold set, it skips the stage
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	Stage 4: Item-Type Approvals
· Stage 4 includes seven different paths
· All approvals are based on the type of item being requested
· Each path is optional 
Stage 4, Path 1: Asset Approvals (optional)
· If requisition line item is an asset and is charged to an asset account, it will be routed to the Asset Approver
· Asset approvers are also responsible for ensuring that items have correct Asset Profile ID and Ship To location
· Institution can assign multiple approvers for this stage and determine if all approvers need to approve requisition or just one
· If institution uses this path and requisition line is not for an asset, it skips the path
Stage 4, Path 2: Audio Visual Approvals (optional)

· If requisition line is for an audio-visual item or service, it routes to Audio Visual approver
· Each requisition line contains an NIGP code that classifies the item (listed in the Category ID field)
· Each Marketplace Item has the NIGP code already assigned to it
· Requesters assign the NIGP code to special request requisition items
· For any requisition line item that has an AV-related NIGP code, the system routes it to the AV approver
· Institution can assign multiple approvers for this stage and determine if all approvers need to approve requisition or just one
· If institution uses this path and requisition line is not for an item with an AV-related NIGP code, it skips the path
Stage 4, Path 3: Chemical Approvers (optional)
· For any requisition line item that has an NIGP code related to chemicals, the system routes it to the Chemical approver
· Institution can assign multiple approvers for this stage and determine if all approvers need to approve requisition or just one
· If institution uses this path and requisition line is not for an item with a chemical-related NIGP code, it skips the path
Stage 4, Path 4: Facilities Planning and Design (optional)
· For any requisition line item that has an Facilities Planning and Design-related NIGP code, the system routes it to the Facilities Planning and Design approver
· Institution can assign multiple approvers for this stage and determine if all approvers need to approve requisition or just one
· If institution uses this path and requisition line is not for an item with an NIGP code related to facilities planning and design, it skips the path
Stage 4, Path 5: IT Approvals (optional)
· For any requisition line item that has an IT hardware or software-related NIGP code, the system routes it to the IT approver
· Institution can assign multiple approvers for this stage and determine if all approvers need to approve requisition or just one
· If institution uses this path and requisition line is not for an item with an IT-related NIGP code, it skips the path
Stage 4, Path 6: University Relations Approvals (optional)
· For any requisition line item that has an NIGP code related to University Relations, such as media, logo use and copyright items, the system routes it to the University Relations approver
· Institution can assign multiple approvers for this stage and determine if all approvers need to approve requisition or just one
· If institution uses this path and requisition line is not for an item with a University Relations-related NIGP code, it skips the path
Stage 4, Path 7: NIGP 00000
· Path 7 is a correction approval path
· In the rare event a Marketplace requisition line does not have an NIGP code assigned to it, system defaults the NIGP code to “00000”.
· Any requisition line with an NIGP code of 00000 is routed to a Buyer Approver
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	Stage 5: Buyer Approval
· Approval stage is designed for Special Request Requisitions
· Reminder: Special Request Requisitions are for non-contract/catalog items
· By sending all special request requisitions to a Buyer for approval, they can ensure that all procurement policies are adhered to
· Institutions can employ this stage with all requisitions if desired
· Institution can assign multiple approvers for this stage and determine if all approvers need to approve requisition or just one
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	Approval Deadlines
· Deadlines for approvers to work requisitions are in place within the system
· If a requisition is added to an approver’s Worklist and sits unworked for three days, the system will send an email reminder to the approver
· If the requisition sits unworked for four days, the system will remove the requisition from that approver’s Worklist and escalate it to the ePro Admin who will need to reassign it to another approver
· Institutions can customize these deadlines
· Approver can set up alternate approvers to take over their approving responsibilities if they are going to be away from the office, unable to work requisitions
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