Introduction
Lesson Description:
This lesson is designed train ePro Approvers how to work with Requisitions in their Worklist.
Objectives:
· Identify how to access the Worklist
· Identify how to review a requisition in the Worklist
· Review the Requisition’s approval path
· Define the procedure for denying a requisition
· Identify how to insert an ad hoc approver
· Identify how to approve a requisition
· Define what a requisition push-back is
Accompanying Materials:
· Requisition Approvers_PPT
· Requisition Approvers_Job Aids
	Lesson Plan: Approving a Requisition
	PSFIN v9.2 Upgrade Training




	Page 4
	For Training Use Only
	Last Updated: 3/9/15

	© Board of Regents of the University System of Georgia. All Rights Reserved.



Approving a Requisition
	Slide 2











Slide 3
	Accessing the Worklist
· The Worklist is the queue that holds the requisitions (and other transactions) for you to approve/deny
· For requisitions, you must access the Worklist in the PSFIN core system and not self-service (requisitions will not open in the self-service application)
· Can access the Worklist through the PeopleSoft menu (select Worklist and then the Worklist link)
· Can also access the Worklist through the link at the top of the PSFIN page
· Can also access the requisition to approve from the email notification you receive (will still need to log into the system)
· In the Worklist, you can see all requisitions awaiting your approval
· Will see the person who sent the requisition to you (requester or last approver)
· Will see the date requisition was submitted
· Will see the link to access the requisition
· Can sort by column headings in the Worklist
· Select the Requisition link to go to its Requisition Approval page
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	Requisition Approval Page

· On the Requisition Approval page, approvers will see the following for that particular requisition:
· Requisition Name: If the Requisition was provided a specific name, it is listed here; otherwise, it will be the Requisition ID
· Requisition Total Amount
· Requester: Selecting this link will display the Requester’s name, Employee ID and Department
· Date Requisition was entered into the system
· Requisition State or Status: Pending
· If Requester entered any comments about the requisition, they will be listed next to Requester’s Justification
· Business Unit, Requisition ID and Priority are listed
· Edit Requisition: Some approvers may have this option in order to modify the requisition (i.e., Asset approvers)
· Select the Requisition’s description hyperlink to display the Item Description page
· Select the Requisition line with a checkmark and select the View Line Details button to see the line details
· Can select multiple lines to review those lines simultaneously
· New window opens with shipping and distribution information
· Select the expand icon next to “Review/Edit Approvers” to see the approval path for the requisition
· If needed, you can enter any comments that you wish to attach to the requisition under the Approval path
· Do not include any slashes (/) in your comments
· When ready to act on the requisition, select the Approve or Deny button
· Once approved, the Requisition Approval page will update indicating you have completed your required approval action
· A requisition line will go to approved once all approvers have acted on it; until then, the Request State remains Pending
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	Denying a Requisition
· When denying a requisition, you must include a comment explaining why you are denying the requisition. If you forget, the system will remind you to insert comments.
· If something is incorrect on a requisition, you can deny it with instructions in the comments on what needs correcting. The requester can then correct the requisition and resubmit it for approval.
· If you need to deny a requisition line, you should go ahead and deny all requisition lines
· Include a comment indicating which line is actually in error and whether it is truly denied or if it can be corrected and resubmitted
· Also indicate if any of the requisition lines can be resubmitted for approval
· To deny requisition lines, select the lines with a checkmark and click the Deny button
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	Inserting Ad Hoc Approvers

· You may have the ability to insert additional approvers into the approval path if needed – these are called ad hoc approvers
· To insert ad hoc approvers, you must do so before approving the requisition 
· You can insert an ad hoc approver anywhere you see a green plus sign
· Click the green plus sign
· Input or look up the ad hoc approver’s User ID
· Ad hoc approver must have the proper security setup to work the requisition
· Choose whether the ad hoc approver should be an approver or a reviewer
· Approvers must either approve or deny the requisition for it to move on
· Reviewers simply have to mark the requisition as ‘reviewed’; they do not need to approve the requisition
· Click the Insert button
· If you decide to remove an ad hoc approver, click the red minus sign of the ad hoc approver
· Must assign ad hoc approver on each line; cannot assign an ad hoc approver to all requisition lines at one time
· Once done, click the Apply Approval Changes button
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	Requisition Push Back
· Only certain approvers will have the requisition push back option
· This option allows an approver to send a requisition back to the previous approver
· Requisition push back can be used if you have questions of the previous approver; it is not for sending it back to the Requester
· When a requisition is pushed back, it is placed into a pending status for the previous approval step
· If you are the first approver for a requisition, you cannot push it back since there is no previous approver to push it back to
· Like denying a requisition, you must include comments as to why you are pushing it back (do not include slashes in your comments)
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	Assigning An Alternate Approver
· If you are unable to work requisitions for a specified period, you can tell the system to send any new requisitions during that period to an alternate approver
· Helpful when you are going to be away from the office or unable to access the system due to travel or leave
· Work with your Local Security Administrator to ensure your alternate approver has the proper security roles
· Only affects new requisitions that would hit your Worklist during the time specified; any current requisitions sitting in your Worklist will remain there
· Done through eProcurement > My Profile
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