EProcurement System

View Approver/Buyers

Approvers —

A requestor is able to see who the approver of the FOAPAL is before placing the order by
going to the “Cart Tab” and the sub tab “PR Approvals (Purchase Requisition)” tab. In the
PR Workflow, “Step 2 - Org Approval”, there are the words “view approver”.
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Step 2: Org Approval —
“View Approvers”

Using the example below, when the “view approver” is clicked, the system indicates that the
“Step 2 - Org Approval” has one “Approver Group” and the name of the approver in that
group is Charles (Garry) Crider. Garry Crider must approve this requisition in order to place
the order to the supplier.

The requisition will go to
Charles Crider for
approval.

Workflow Step Approvers (Org Approval) 70X

edu  +1 (717) 780-1164




Approval scenarios:

Depending on the “org”, there may be two other types of approvals. Often times there is just
one person, as is the case above, however, there could be other scenarios. When you see two
(or more) “Approval Groups”, this means that there are two (or more) approvers that must
review and approve.

Approver Group 1: One Person (or there could be a proxy and two names will appear)
Approver Group 1: A first approval required

Approver Group 2: A second approval required determined by dollar amount
Approver Group 3: A third approval required determined by dollar amount

Below is an example of two “Approval Groups”. Charles (Garry) Crider must approve in
“Approver Group 1” and Tom Fogarty must approve in “Approver Group 2”

Workflow Step Approvers (Org Approval) ? %

Approver Group : 1

Charles Crider cgerider@hacc.edu 41 (717) 780-1164
Approver Group : 2

Thomas Fogarty tfogart@hacc.edu 41 (717) 780-1330




Buyer Approvals-

“Buyer Approvals” are required if a single item costs “greater than $750.00”. I have created
an example (A) where one of the items will exceed $750.00. The workflow process, example

(B) “Step 2 — Org Approval” must first be approved by the org manager, in this case Charles
Crider.

Example A -
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Supplier / Line Item Details

Show line detzils For zelected line items

o Single item
ChwaG * ® mare infa... B0 Number To Be
i costs >$750.00.

Fulfillment Address 1
230 1. Milwaukee Ave., Vernen Hills, IL §0051 US
The items were retrieved from an external supplier site, therefore your ability to edit or view the items in this application may be limited. Click this message for more details.
The folloving lines cannot be accesszed on the supplier's website, Click thiz mess=ge for mare details,  Line(shi 1. 2
Add non-catalog item for this supplier...

Product Description

Catalog No Size / Packaging Unit Price  Quan Ext.Price [
1 Sanbisk Cruzer Micro USB flash drive 2 GB fF  mar= info.. 1335533 3 572 1EA srzuso [
2 HP 6730k Notebook £F  moreinfo.. 1837691 E4 509.12 1EA sos.izusc [0
Supplier subtotal 918.34 USD
Shipging, Handling, and Tax charges are calculsted and charged by each supplier The values shown hers are for estimation purpeses, budget checking, and Subtotal 918.84
werkflow spprovals. Shinping .
Handling 0.00
Total 0918.84 USD
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Example B -

Step 2 requires a
specific person to
approve.

‘Workflow Step Approvers (Org Approval) 7 X
Approver Group : 1
Charles Crider  cgerider@hacc.edu +1 (717) 780-1164
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Buyer Approvals cont’d.

However, at the $750.00 level, following the org-approval, the workflow goes to a “buyer”
for their review and approval.

Step 3: Purchasing Buyer Review -
Indicates who additionally will receive
this requisition for review and approval.

Workflow Step Approvers (Purchasing Buyer Review) 2 X
Approver Group: 1
Charles Crider  cgerider@haccedy  +1(717) 780-1164
Kathleen Jones  kfjones@haccedu  +1(717) 780-2334

e

For this particular purchase there is one approval group with two names; Charles Crider and
Kathleen Jones. Because there is only “one” approver group, either of the two individuals
may approve. Both Charles Crider and Kathleen Jones will receive e-mail notifications to
approve, however, whichever approver first fulfills the requirement of the system, and then
the process moves forward to create a purchase order.



