eProcurement - How to Approve a Requisition ... ...

- When someone in your department or school submits an ePro requisition, it is the Department Approver’s job
- to review the requisition, ensure that the correct account is being used to pay for the items on it, and then
- approve the requisition. This Job Aid shows how to do this.

. The Department Approver is usually the school principal, site administrator, program manager, director, or other
* type of department head.

- Please note that it is against district policy for you, as the Department Approver, to have someone else log into
. the computer as you (using your password) to do these approvals. If anyone else has your password, you are
. atrisk for identity theft and other unsavory things. Only the designated Department Approver should approve
© ePro requisitions.

1. To get to the computer screen you need, you

E% S(Vu D:,‘gg 0:17 S‘ must go online to https://dwa.sandi.net. Once

there, you need to enter your district employee 1D
number and your personal password, then click the

T Sign In button.
UserID:  |123456 ;
Password: Iruuluuno-run Q

Sign In |

2. Onthe next screen, click the link Financials

SDCS Applications = B .
weE, Enterprise Performance 8.8 Supply Chaln'
Bk
L

Access Enterprize Performance Management .
[Production environment.)

- Financials Su| Chain 8.9

©,

" Access Financials Supply Chain. (Production
enviranment.)

Human Resources 8.9

o
Access Human Resources Management System.,
[Production environment )

3. On the next screen you see open up, click the
link called Worklist in your upper-right corner.

PeopleSoft.

Personalize Content | Layout

[ Employee Sel-Senice
) Manager Self-Senice
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eProcurement - How to Approve a Requisition ... ...

Detall View

Date From | Work em Worked By Activity ‘

0012502007 Approval Roting

Work List Filters: j‘
'.-

097252007 Appraval Routing

4. When your Worklist opens up, you should see
one or more submissions in a list. Each submission
should have a blue hyperlink. Find the ePro
requisition you want to approve, and click on its
link.

|. To Approve an Entire Requisition

Regquisition Approval

Rer Name: 0000061927
Total: 1500.00 USD
Reguester: Debra Sayhle
Entered on:  09/25/2007
Status: Pending
Requester’s Justification:

Wo justification enterad by requester.

~ Line Information

v SelectAlli Deselect All
L [ Wiew Line Details

Business Unit: SDUSD
Requisition ID: 0000061927

+ Line 1:Pending

COMPUTER IEM LAPTOP

Pending

Department Approval - Single

© Judith Brings
Single &Approver for Dept

Buyer Approval

< Line 1:Awaiting Further Approvals
COMPLUTER IBM LARPTOR

Buyer Approval
Mot Routed

Mark Floyd
S Buyer spproval

Enter Approver Comments

Requisition: 0000061927

Business Unit: SDUSD

Requester: Debra Sayble

Comments:

Sched Line | Ship To
1 Supply Center

Requisition ID: 0000061927 Date: 9/25/2007

e Crest Elementary. Please

1

Line

Program
1000

. November 2007

1. Firstyou need to view the details of the requisi-
tion, before you should approve it. Click the View
Line Details link.

2. Aseparate window opens up showing the details
of the requisition. Look it over to ensure itis
correct, and the right budget account is being used
to pay for it. Then close this window completely by
its X button in the upper right corner.
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3. You are returned to the approval window. Click
the Approve button.

¥ Line Information

tem
Description
COMPUTER
C]

W 1B LAPTOPR

Yendor Hame

-y

AREY JOMES-001

¥ SelectAl)Deselect All
|—|_—|‘§,\-f|ewL|ne Details | [+ Approve | Deny |

* Review Edit Approvers o

Requisition Approval

4. You will then see a page that tells you that you
v/ 0000061927 has been routed for further approval. have completed the approval for this requisition. If
the requisition requires further approval by someone
- _ else, that information will be displayed as well. You
equisition Approval X X X
don’t have to click or do anything else. Itwill

= Line 1:Completed

COMPLITER I8N LAPTOP automatically be routed to the next person for
Department Approval - Single pl‘OCGSSIng
.J_udith Brings . . . -
Singl Agprover for e At this point you can click the Return to Worklist
link, located in the lower left corner, or you can log
Buyer Approval out of PeopleSoft.

= Line 1:Pending
COMPUTER IBM LAPTOP

Buyer Approval

Pending

G} tark Floyd
Buyer Approval

Return to YWorklist

Il. To Deny Part of a Requisition and Approve the Rest

: If you want to deny one or more line items on a requisition, but you want to approve the rest of it, this section
. shows you how to do that.
- Toget started, you must follow the very first four steps on pages 1-2 of this Job Aid. Then do the following:

(continued on the back)
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Requisition Approval 1. Firstyou should carefully review the details of

Pl Vornas et the requisition, including which items it contains and
al .| - -

Requester;  Maina Faer Busiess Unt: SDUSD which budget account(s) are being used to pay for

Enteredon:  11/01i2007 Requisition ID: 0000061930 the items

Status: Pending Priority: Medium '

Requester's Justification:

o justification enterad by requester,

To view the details of the items and the budget

accounts, click the View Line Details button.

Line |ftem Description  (Wendor Hame Oty (UOM Price |Curr

DIESEL GREEN
O 1 ULTRA LOW FINMACLE PETRO 50.0000 GL 1.40 USD
SULFE..

CHICKEN
e 2 BREADED FROZ ~ STATE EDUCATIO 5.0000 C8 1.00 USD
J0#CE

ir [ View Line Details ] Approve | @ Deny |

¥ Rewiew T Annron s,y

Requisition Approval

= Line 1:Pending
DIESEL GREEM LLTRA LOWY SULFER

Department Approval - Single

Pending
@Jumth Brings
Single Approver for Dept

= Line 2:Pending
CHICKEN BREADED FROZ 308ICS 3091093

Department Approval - Single

Pending
@Jumth Brinis
Single Approver for Dept

Enter Approver Comments

¢
[

Requisition: Marina's Order @ 2. When you are finished reviewing the details,
Requester: barina Falter  Business Unit: SDUSD  Requisition ID: DONI01330  Date: 11712007 click the X button (in the upper right corner) to

Comments: close the window. You will then be returned to the

g\ [Eiit\i'?;EEr«J ULTRA approval window.

Attention Due Date

Supply Center Marina Falter 70.00
Line |Location |Req @ty | Amount |Pct|GL Unit |DeptiD | Resource |Bud Ref | Account
1 00034 50 70 100 | SDUSD | 0003 00000 00 4805

Program | Class Fund |Extended
1000 1110 01000 oono

escription

Sched Line | Ship To Attention Due Date Oty | Total

1 Supply Center Marina Falter ] 5.00
Line |Location |Req Oty | Amount |Pet| GL Unit |DeptiD | Resource |Bud Ref | Account
1 00034 5 5 100] SDUSD | 0003 00000 ao 9520

Program | Class Fund | Extended
1000 1110 01000 oooa
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(3) _

i ‘ | 3. Enter comments that explain why you are
D e arerts denying the item(s). Type your comments into the
e over-estimated how much fuel we need right now, sothe diesel is heing denied. EnterApprover Comments textbox Iocated at the
bottom of the screen. Comments are required

anytime you deny any items on a requisition, as well
as if you deny the entire requisition.

4. Make sure that there is a checkmark in the
Select This Row checkbox to the left of the item
you want to deny. Then click the Deny button.

¥ Line Information

tem Description VYendor Hame

DIESEL GREEM

1 ULTRALOW FINMACLE PETRO
SULFE.. @
CHICKEN
o 2 BREADEDFROZ  STATE EDUCATIO
080

[ SelectAll/Deselect Al
L [ view Line Details | [+ Apprave

5. The screen will show that the item you denied is

~ Line Information
T T ————— P Pria [Curt now a different color (light blue) than the item you
1 BESRE\LL%TIFN FINMACLE PETRO 40.0000 6L 1.40 USD Want to approve (gOId) B The screen also ShOWS the
iLH"L(;fEN denial in red in the Requisition Approval area.
. 2 BEEADED FROZ  STATE EDUCATIO 5.0000 G5 1.00 USD

I Select Al el First ensure that there is a checkmark in the

L B ViewLine Ol m oo | checkbox to the left of the items you do want to
¥ Review/Edit Approvers apprOVG (it ShOUld defau It that Way anyhOW) .
Requisition Approval -

Next, click the Approve button.

= Line 1:Denied
DIESEL GREEN LILTRA LOWY SULFER

Department Approval - Single

(E)View Comments

Denied

0 Judith Brings
Single Approver for Degt
1M #2007 - 1:22 P

[~ Approval Comment History

Judith Brings at 11/1/2007 - 1:22 PM
W awer-estimated how much fuel we need right now, =0 the diesel is heing denied.

= Line 2:Pending
CHICKEN BREADED FROZ 30#1CS 3091093

Department Approval - Single

Pending
@ Judith Brincs
Single Approver for Degt

Enter Approver Comments

e mver-estimated how much fuel we need right now, 2o the diesel is being denied ﬂ@
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Requisition Approval

| 6. Finally, the screen will show that the requisition

Confinmation

' Marina's Order has been approved.

Review/Edit Approvers

Requisition Approval

= Line 1:Denied
DIESEL GREEM ULTRA LOW SULFER

(E)view Comments

Department Approval - Single

Denied

0 Judith Brings
Single Apprower for Dept
11472007 - 1:22 PM

- Approval Comment History

Judith Brings at 11/1/2007 - 1:22 PM
‘Wie over-estimated how much fuel we need right now, so the diesel is being denied.

= Line 2:Approved
CHICKEM BREADED FROZ 30#/CS 3091093

(E)Wiew Carnments

Department Approval - Single

Approved
Judith Brings
Single Apprower for Dept
114172007 - 1:27 PM

-~ Approval Comment History

Judith Brings at 11/1/2007 - 1:27 PM
‘e over-estimated how much fuel we need right now, so the diesel is being denied.

Return to Wiorklist @

has been approved, with the exception of the
denied item(s). The comments you wrote are also
displayed at the bottom.

From here you can navigate back to your Worklist
by clicking the link in the lower-left corner. Or, you
can log out of PeopleSoft Financials.

[11. To Deny an Entire Requisition

- Sometime you might need to deny an entire requisition, so that it can be edited and re-submitted. This might
- occur if you want to change something about the order; add or delete items, or change the quantities; or if you
. just need to deny the requisition and not use it at all. This sections shows you how to deny an entire requisition.

Regquisition Approval

Req Name: Marina's Order
Total: 75.00 USD
Requester: Marina Falter Business Unit: SDUSD

Entered on:  11/01/2007 Requisition ID: 0000061330
Status: Pending Priority: Medium
Requester's Justification:

Mo justification entered by requester.

~ Line Information

DIESEL GREER
F e 1 ULTRA LOW
SULFE

CHICKEN

F e 2 BREADED FROZ  STATE EDUCATIG
I0FICE
¥ Selectalll Deselect Al

L [E: viewLine Details | 5% Approve

PINNACLE FETRO 60.0000 GL

£.0000 CS

~ Review/Edit Approvers

Requisition Approval

< Line 1:Pending
DIESEL GREEM ULTRA LOWY SULFER
Department Appros - Single

Pending

= Line Z2:Pending
CHICKEN BREADED FROZ 308/CS 3031093
Departs nt Approval - Single

Fricr Approver Comments

Please change the gquantity for the chicken from §1a 10. Then re-budget-check, and re-submit. Thanks. i

1. Follow the very first four steps on pages 1-2 of
this Job Aid. Then, once the requisition is open on
your screen, you must type in an explanation of why
you are denying the requisition and what you want
the originator to do with it, if anything. Type the
explanation at the bottom, into the Enter Approver
Comments textbox. Then, simply click the Deny
button.

. November 2007
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Requisition Approval |

Confirmation

@ Marina's Order has been denied.

Review/Edit Approvers

Requisition Approval

= Line 1:Denied
DIESEL GREEM ULTRA LOWY SULFER

Department Approval - Single

GWiew Cornments

Denied

e Judith Brings
Single Approver for Dept
1141/2007 - 1:55 PM

= Approval Comment History

Judith Brings at 11/172007 - 1:58 PM
Flease change the guantity for the chicken from 510 10. Then re-budget-check, and re-submit.
Thanks.

= Line 2:Denied
CHICKEM BREADED FROZ 30#1C75 3001 093

Department Approval - Single

(E)Wiew Comments

Denied

e Judith Brings
Single Approver for Dept
114172007 - 1:58 PM

=" Approval Comment History

Judith Brings at 11/172007 - 1:58 PM
Please change the guantity for the chicken from 5to 10. Then re-budget-check, and re-submit.
Thanks.

@WOD @

REEES

peop|esoﬂ- lego unified school dirct 13
e, T 2

home | aboutus | training | read & learn | links |

PeopleSoff Financials 8.9 Upgrade Coming Fall 07'

’ View the latest news release!

PeopleSoft Training Classes for November 2007

102042007 - 10:53

Below is the list of dates for all PeopleSoft training classes being offered in November

ﬁ MOTE: Peoplesoft classes are held at Roosevelt Middle School, located in Bungalow B3, and
Fremont Training Center, located n Bungalow B3, (Maps with directions are available on the
training website)

about us raining

read & learn links
For mare information, or to register for a class, please click the "training” link on the left
side of this web page.

HR {Hurman Resources) Classes:

November 2007

2. The screen shows that the entire requisition was
denied. The comments you entered offering an
explanation and instructions are also displayed.

From here you can navigate back to your Worklist
by clicking the Return to Worklist link in the
bottom-left corner. Or, you can log out of
PeopleSoft Financials.

For more information about using eProcurement, or
to find other ePro resources, go online to:
www.sandi.net/peoplesoft.
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