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EP.020.690 - Using Ad Hoc Requisition Routing
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to use Ad Hoc requisition routing. Ad hoc requisition routing adds extra approvers, as well as additional paths for Reviewers to a requisition’s approval route.

Selecting a user to be an additional Approver requires the user to approve the requisition line. Selecting a user to be a Reviewer will put the requisition into that user’s Worklist, but they will not need to approve the requisition line.

Once you add Ad Hoc Approvers or Reviewers, you cannot change or edit them. You can delete them and add them again to update whether they are approvers or reviewers.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Describe the difference between an Ad Hoc Approver and Reviewer.
- List what actions need to be taken if the user you want to add as an ad hoc approver or reviewer is not in the Ad Hoc Approval user list.
- Identify where ad hoc approvers and reviewers can be added.
- Add an ad hoc approver and reviewer to a requisition’s approval list.




	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, imagine that you are creating a requisition for four tents. Because this requisition is a little out of the ordinary, you decide to add an additional Approver and Reviewer for this requisition. Let’s see how this done. 

	Step
	Action

	1. [bookmark: ID0x0000010B] 
	Click the Save & preview approvals button to access the requisition approval routing page.


	2. [bookmark: ID0x0000010C] 
	Click the Insert Approver button.


	3. [bookmark: ID0x0000010D] 
	From this page, you can choose to insert an Approver or a Reviewer. 

Choosing the Approver option will require that the user selected approves the requisition line before it is approved. 

Selecting the Reviewer option will insert the requisition into the selected users worklist, however, they will not need to approve the requisition line.

	4. [bookmark: ID0x0000010E] 
	Click the Look up button.


	5. [bookmark: ID0x0000010F] 
	If an Approver or Reviewer is not in this list, additional security for that user will need to be added. Contact your security administer to have them added to the Ad Hoc Approval user list.

	6. [bookmark: ID0x00000110] 
	Click the user you want to approve the requisition line.


	7. [bookmark: ID0x00000111] 
	Click the Insert button.


	8. [bookmark: ID0x00000112] 
	Click the Submit button to send notification of the requisition to the first approver in the approval path.


	9. [bookmark: ID0x00000113] 
	When the requisition has been submitted for approval, the routing status will be changed to 'Pending'. Depending on the approvers notification options, a worklist entry and/or an email will be created.

	10. [bookmark: ID0x00000114] 
	Click the Start New Path button if you want to insert additional Approvers or Reviewers.


	11. [bookmark: ID0x00000115] 
	Select the Reviewer option. 


	12. [bookmark: ID0x00000116] 
	Enter "KMORTON3" in the User ID field. 

	13. [bookmark: ID0x00000117] 
	Click the Insert button.


	14. [bookmark: ID0x00000118] 
	Since a New Path and a Reviewer was selected, an additional line was inserted into the routing path.

	15. [bookmark: ID0x00000119] 
	When changes are made after a requisition is submitted for approval, you must select the Apply Approval Changes button.


	16. [bookmark: ID0x0000011A] 
	Congratulations. You have just completed the Using Ad Hoc Requisition Routing topic. Below is a summary of the key concepts of this topic:

- Adding an Ad Hoc Approver requires the additional user approve the requisition. 
- Adding a new path for an Ad Hoc Reviewer puts the requisition into the Reviewer’s Worklist, but does not require approval.
- To access the requisition approval routing page and add ad hoc approvers and reviewers, click the Save & preview approvals button on the Review and Submit page when editing or creating requisitions.
- When adding an Ad Hoc Approver and you cannot find that person in the Ad Hoc Approval user list, you need to contact your security administrator to have that person added to that list. 
End of Procedure.
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