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HSC - Approver - Worklist Version 9.0

Menu Choices
v" Click on the ‘Worklist’ hyperlink — top right corner

v" Click on the ‘Worklist’ link — from the menu

PeopleSoft.
Menu B

Home Wiorklist

Search:

> by Favorites Requisition ChartField Approval

[ QUHSC MAIN MEMNL N
I Manager Self-Serice Unit:  OUHSCReq 0000D3ggq:  Reduester:  wilson, JuleneJean' D. (R) =

[ Supplier Cantracts

[ ltems f q
> Vendars "Appr Act: Approval Status: I Process _ View Printable Req

[ Purchasing
[ Irvemtory

WORKFLOWY TEST A
[ eProcurement _|
b Accounts Payable APPROVED BY PURCHASING =
I Cammitrment Contral RECYCLE 6-12-05 M
[ General Ledger
[ Set Up Financials/Supply Distributions/ChartFields Customize | Find | Wiew All | W Fist
Chain Distribution
FWorklist . .. - -
Line Sched Distrib Status GL Unit  Account Fund Org Program SubClass Projic
1 1 1 Open OUHSC 600100 STATE  ADMIT1 0an16 o000

= Worklist® etails

Wiorklist for MILSON: Wilson, Julene "Jean" D (K]

Detail Wiew Work List Filters:| i
From Date From Work kem Worked By Activity Priority Link
) Approve
E,astgrh Processing 4042006 ChartFields Requisition ChartField Appr 61318, OUHSC, 0000039912
Warklist
By clicking on the Requisition number, Link

the information about that Requisition
: : 131 H 1
will be displayed so you can complete

the process. /
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HSC - Approval — Requisition Review Info Version 9.0

Review Information

Requisition ChartField Approval

Unit: OLHSC Req: 00oo0399] 2 Requester: Wilson, Julene "Jean" 0. (R) E

‘Appr Act: | ARRrove v Approval Status:  |n Process View Printable Req |
WORKFLOW TEST ~
APPROVED BY PURCHASIMNG
RECYCLE 6-12-05 w

Distributions/ChartFields Customize | Find | view Al | 8 First [ 108 1 D] Last

Distribution
Line Sched Distribh Status GLUnit  Account Fund org Program SubClass Proj/Grant
— > 1 1

COpen OUHSC 600100 STATE  ADM1T1 ooo1&E  aoood

¥ Line Details

Requisition ChartField Approval

Unit: OUHSC Req: 00000399 2 Requester: Wilsan, Julene "Jean" D (R @

‘Appr Act: Approve b Approval Status: If Pracess Wiew FPrintable Req |
WORKFLOW TEST - @
APFPROVED BY PURCHASING
RECYCLE B-12-05 b

Distributions/ChartFields Custamize | Find | View All | i First 1] 1 af 4 [

Distribaution
Line Sched Distrib Status GL Unit Account Fund Org Program SubClass Proj/Grant
1 1 1 Qpen QUHSC BO0100 STATE  ADM1T1 00016 ooooo

* Line Details

Custamize | Find | £ First 4] 1cof 1 (¥ Last
AmountsiOty Y  Detsils
i Base ot
Line Sched Status Amount Currency Base Amit Curren Req Gty UOM Revision
—_— > 1 1 Active 10,000 LSD 10,000 USD 2.0000 EA

» Be sure once you've selected a Requisition to finish the process.

« If not finished, it will still show up as ‘selected’ on your worklist,
and will not proceed through workflow until more action is taken.

« If the department has more than one approver the selected

Requisition will no longer be available on the other approvers
workilist.
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HSC - Approval Options- Requisitions Version 9.0

Approver Options

The Appr. Act field will default to Approve. ‘Appr Act; |
Click ‘Save’ Bl save |

If Deny is selected:

Type in the reason the Requisition has been . A
denied and any special instructions to the Appr Act: ke
Creator, plus instruct the Creator to
contact Purchasing to recon funds.

Click ‘Save’
E Save |

Requisition will automatically be cancelled

An email message, including comments typed Creator will receive this type of email
in by the Approver, will automatically be message:
sent to the Creator.
. Requisition 1D 0000039912 has been
The Creator will have access to copy the denied.
Requisition and make the necessary 7.1-06 - #1 - PLEASE USE ACCOUNT
changes. When the new Requisition is CODE 600100
saved, a new Req. No. will be assigned.

If Recycleis selected:

Requisition will be re-routed and allow for 'AI],I],r Aﬂt
additional hanAdlinn

Recycle

Click ‘Save’ S Save

An email message, including comments typed Creator will receive this type of email
in by the Approver, will automatically be message:
sent to the Creator. _

The Creator will have access to the Please check your worklist for
Requisition and make the necessary Requisition ID : 0000039912, and make
changes. The recycled Requisition is the necessary changes stated below.
saved and workflow will route it back to 7-1-06 - #1 - PLEASE USE ACCOUNT
the Approver. CODE 600100
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HSC - Approval — Worklist Features

«»» Feature: View Worklist Link

Allows the user to jump back to the
Worklist and view the remaining
Requisitions that need processing.

Warklist for MLSOMN: Wilson, Julene "Jean" D, (R)

Dedail Yiew

Version 9.0

= wiewn Wiarklist |

Work List Filters: o4

From Date From Work ftem Worked By Activity
. Approve
Bamh FIOCSSING 4042006 CharFields  Requisition CharlField Appr
ser .
Warklist
. Approve
Bamh FIOCeSSING 400006 CharFields  Requisition CharlField Appr
ser .
Warklist
. Approve
Bamh PIOCeSSING 40012006 CharFields  Requisition ChartField Appr
Ser .
Worklist

«» Feature: Next in Worklist Link

Brings the next available Requisition to your
screen for review
Requisition ChartField Approval

Customize

Priority Link

v | E1318, OLIHSC, 00000394132

v | B1346, OLIHSC, 0000039928

v | B1347, OLIHSC, 0000039929

H= Mext in wiorklist

Unit: QUHSC Req: Requester:

0000039923

‘Appr Act: Approve o Approval Status: In Process

Wilson, Julene "Jdean” D {F) ==

=
Z=

View Printable Req |

&

First El 1 af 1 E|

Distributions/ChartFields Custornize | Find | Wiew All | i

Distribution
Line Sched Distrib Status GL Unit Account Funid org Program SubClass Proj/Grant
1 1 1 Cpen QOUHSC 600100 STATE  ADM1T1 ooo16 goooo

F Line Details
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