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Managing Approvals for eProcurement Requisitions

Approve an ePro Requisition
Procedure

In this topic you will learn how to Approve and ePro Requisitions through the Worklist and
eProcurment Menus.

Step Action

1. Approve ePro Requisitions through the Worklist

2. Requisition approvals may be performed via a few methods. This document includes
the methods of approving from the Worklist and approving from the Manage
Requisition Approvals menu option.

Requisition approvers, who are familiar with the existing Purchase Requisition
approvals, will know how to approve from the Worklist and may skip this section of
the document. New requisition approvers should follow the exercise.
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@ Employee-facing registry content X + ~ = X

Financials TRN v | oo wo- T2

c @ rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/h/?tab=DEFAULT ¥r

Favorites ¥ Main Menu = Workiist | | & Home | Sign Out

Notification NavBar

Personalize Content | Layout ? Help

418 PM
1072172021 El

D)

Action

After using the launcher to log into PeopleSoft Financials, at the top right of the
Classic landing page, select the Worklist link.

Click the Worklist button.

==

One the Worklist view, select an item in the list for approval.

Click the Requisition, 665795, ZZREQ_ONESTEP, 2012-10-12, N, O,
BUSINESS_UNIT:LSUSH REQ_ID:0072018, link.

Requisition,_665795,

ZZREQ ONESTEP 2012-10-12 M.
0 _BUSINESS UNITLSLUSH

EEQ [D:0072013,
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@ Worklist x + ~ - et

& rcba.psfslsuhsc.edu/psp/fstm/EMPLOYEE/ERP/w/WORKLIST?ICAction=ICViewWorklist&Menu=Worklist&Market=GBL&Pan... ¥r &
< C p psp. /

Favorites ¥ Main Menu ¥ > WorkiistY > Worklist Worklist | & Home | Sign Out

Financials TRN vz | Y = v o > 2

Notification NavBar

New Window | Help | Personalize Page

Requisition Approval

Business Unit LSUSH
Requisition ID 0072018
Requisition Name 0072018
Requester
Entered on 10/12/2021
Status Pending Total Amount 5,025.00 USD
Priority pedium
Budget Status Not Checked

Requester's Justification
No justificafion enfered by requester.

View printable version
" Edit Requisition

Line Information (7

Line Information Personalize | Find | (2 First (4 10f1 (b) Last
. . y . Requester's
Line Item Description Supplier Name Quantity UOM  Price et

O 1 g* Joe Building Stuff Amount On. STAND FIRM-001 1 EA 5025.00 USD USD @

[ Select All/ Deselect Al
L View Line Details

Review/Edit Approvers

Enter Approver Comments

419 PM
1072172021 El

@ A

Step Action

5. The Requisition Details displays.

As the Approver, you may scroll through the requisition lines, review comments,
add comments, print the requisition, and edit the requisition prior to approving or
denying the requisition.

Click the Down scrollbar.

6. Enter the desired information into the Enter Approver Comments field. Enter
"Approving Example".

7. Click the Approve button.
(v Approve

8. Return to the Worklist to view the next item.

Click the Return to Worklist button.

Return to Worklist

9. Click the Home button.

[ o
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Step Action

10. An alternative method to navigate to the Worklist is through the Classic Menu.

Click the Main Menu button.

| Main Menu ~

11. Click the Worklist menu.

B3 worklist »

12. Click the Worklist menu.

= workiist

@ Worklist x 4 v = X

&« c & rcba.psfs.lsuhsc.edu/psp/fstr/EMPLOYEE/ERP/w/WORKLIST?ICAction=ICViewWorklist&tMenu=Worklist&Market=GBL&Pan... ¥ &

Favorites ~ Main Menu ~ > Worklist~ > Worklist

Financials TRN ve | Y x5 wo- &9

Notification NavBar

New Window | Help | Personalize Page
Worklist
Worklist for KOCONN: O'Connor, Karen
v WorkistFiers| ] ) Fees
Worklist Items Personalize | Find | View A
From Date From Work ltem Worked By Activity Priority Link
@u\s\lmn’SEZSB -
Dorsey, Taffy 01/07/2013 Approval Routing Approval Workflow 2 Medium v %@f%ﬁ%_&
REQ D:0097236,
DR R 01510120
Bucalan,Richard F 10/13/2021 Approval Routing Approval Workflow 2-Medium v m-[wf‘
REQ D:0072019,
SR oz
Bucalan,Richard F 10/13/2021 Approval Routing Approval Workflow 2-Medium v m-[wf‘
REQ D:0072020
Requisition. 565799,
Keegan, John 101372021 Approval Routing Approval Workflow 2-Medium v g _2012-10-12. N,
REQ ID:0072022
Requisition, 665800
Keegan, John 101472021 Approval Routing Approval Workflow 2-Medium v %ﬁ‘agsﬁﬁ%—“
REQ D:0072023
Requisition, 665801
Harris, Sheldon 1011572021 Approval Routing Approval Workflow 2-Medium  » %MTW'_M
REQ D:0072024
Requisition, 665802
Keegan, John 10M5/2021 Approval Routing Approval Workflow 2 Medium v %ﬁﬁ}%_&
REQ D:0072025
Requisition, 665803, -

Step Action

13. The Worklist displays.

Click the Home button.

[ vone |

14. Approve ePro Requisitions through the eProcurement Menus
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Step Action
15. Users may also approve requisitions through the eProcurement menus.
Click the Main Menu button.
[ van wenu =
16. Click the eProcurement menu.
L1 eProcurement *
17.

Click the Manage Requisition Approvals menu.

|_1 Manage Reguisition Approvals

@ Manage Requisition Approvals X+ v - X
<« C & rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PVY_APPR_MAN_CMP.GBL?FolderPath=PORTAL_ ROOT OB... ¥ a

Favorites ¥ Main Menu ¥ > eProcurement™ > Manage Requisilion Approvals Worklist ‘ # Home ‘ Sign Qut

Financials TRN vz | KT = v e > 2

Notification NavBar

New Window | Help | Personalize Page
Manage Requisition Approvals
{Search Requisitions
To locate requisitions that require your approval (or requisitions that previously required your approval), edit the criteria below and click the Search button

Requisition ID Q Requisition Name Q
Business Unit Q *status
Date From | 10/21/2020 Date To [10/21/2021
Requester Q Entered by Q
Search Clear Show Advanced Search
Requisitions
Create New Requisition Manage Requisitions

Step

Action

18.

The Manage Requisition Approvals page displays. Approvers have several options
to use to search for requisitions awaiting their approval. You may use requisition ID,
date range, requester, etc. to filter search results. In this example, the approver is
searching for anything requested by user MGONZ3.

NOTE: You must use all capital letters when typing ID in this field, or you can
use lower case letters and then the magnifying glass to the right of the field.

Enter the desired information into the Requester field. Enter "MGONZ3".
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Step Action
19. Click the Search button.
Search
@ Manage Requisition Approvals X =+ ~ = X
&« c & rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_APPR_MAN_CMP.GBL?FolderPath=PORTAL_ROOT OB... ¥r -

Favorites ¥ MainMenu™ 5 eProcurement ¥ > Manage Requisition Approvals Workiist | 4 Home | Sign Out

Financials TRN ve | Y e s wo- &2

Notification NavBar

New Window | Help | Personalize Page
Manage Requisition Approvals
Search Requisitions

To locate requisitions that require your approval (or requisitions that previously required your approval), edit the criteria below and click the Search button

Requisition ID QU Requisition Name QU
Business Unit aQ *S(atus
Date From |10/21/2020 [ Date To [10/21/2021 ]
Requester MGONZ3 [s% Entered by aQ

| search | Clear Show Advanced Search

Requisitions

To view the complete details and approve a Requisition, click the requisition 1D link.

Expand All Collapse All
Action/Status Req 1D Requisition Name Bus. Unit Date Requester Entered By Total
D@ Pending 0072042 MG3 ePro TRN LSUSH  10/19/2021 Gonzales. Gonzales, 33349 usD
document for KO Michele S Michele S
Create New Requisition Manage Requisitions

Action

word "pending" there is an arrow. By selecting the arrow, the requisitions
information displays.

21.

To approve the requisition, select the link in the RegID column for the same
requisition.

Click the Req ID 0072043 link.
0072043

22.

Click the Down scrollbar.

-
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@ Manage Requisition Approvals X +

<« C & rcba.psfs.lsuhscedu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_APPR_MAN_CMP.GBL?FolderPath=PORTAL_ ROOT_OB... ¥f &

Favorites ¥ Main Menu ~ > eProcurement ¥ > Manage Requisition Approvals Worklist \ # Home \ Sign Qut

Financials TRN vz | Y = v o > 2
Notification NavBar

Requester's Justification
This is the test ePro req from Grainger for KO to use to approve and create documentation in UPK

View printable version
’ Edit Requisition

Line Information (7

Line Information Personalize | Find | (] First (4 1-20f2 (») Last

Line Item Description Supplier Name Quantity UOM  Price
(] 1 @ TK1227224T Step Stool Produc. GRAINGER-001 1 EA 84.15USD  USD
O 2 §) TK1227225T Raised Handle Dee GRAINGER-001 1 EA 269.34USD  USD

[ select All/ Deselect All
L View Line Defails

Review/Edit Approvers

Enter Approver Comments

B

& Approve @ Deny (i Hold

Return to Approve Requisitions Previous in List Next in List

Step Action

23. The Approval section displays. If desired, enter comments and click Approve. If no
comments are needed, just press Approve.

Enter the desired information into the Enter Approver Comments field. Enter
"Approving Example".

24, Click the Approve button.
[v Approve
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&«

@ Manage Requisition Approvals X +

Favorites ¥ Main Menu ~ > eProcurement ¥ >

Financials TRN vz | Y = v o > 2

Requisition Approval

Confirmation
' MG3 ePro TRN document for KO has been approved.

Review/Edit Approvers
Req approval - one step
{"77IMG3 ePro TRN document for KO:Approved (2 ViewlHide Comments

Return to Approve Requisitions Previous in List Next in List

C & rcba.psfs.lsuhscedu/psp/fstr/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_APPR_MAN_CMP.GBL?FolderPath=PORTAL_ROOT_OB... ¥ 2

Manage Requisition Approvals Worklist \

4 Home | SignOut

Notification NavBar

New Window | Help | Personalize Page

Req approval - one step
Approved

o s Deparment Aporover
10121721 - 4:30 PM

Comments

gz T

Step

Action

25.

The approval displays. You may select the Next in Line to continue to go through

the requisitions needing approval. Or, you may choose to Return to Approve
Requisitions.
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@ Worklist x 4+ ~ = X

&« C & rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/w/WORKLIST?ICAction=ICViewWorklist&Menu=Worklist&Market=GBL&Pan... ¥ a i

Favorites ¥ Main Menu ~ > Worklist™ > Worklist

Financials TRN vz | Y = v @

Notification NavBar

New Window | Help | Personalize Page

Worklist
Waorklist for KOCONN: O'Connor, Karen
B WorkistFiters| ] ) Feas
Worklist Items Personalize | Find | View A
From Date From Work ltem Worked By Activity Priority Link
Requisition, 55238
i _10-
Dorsey, Taffy 01/07/2013 Approval Routing Approval Workflow 2-Medum  ~ %%W—N-
REQ ID:0097236

Requisition. 665796,
Bucalan,Richard F | 10/13/2021 Approval Routing Approval Workflow g
REQ 1D:0072019
Requisition, 665797,

Bucalan,Richard F  10/13/2021 Approval Routing Approval Workflow 2-Medium  » SZREO ONESTEP%'—M Ma
R
%‘g{ga‘%“NEES?EEF? 2012-10-12 N,

Keegan, John 10132021 Approval Routing Approval Workflow aedum v | S ReRE s R st o a
R
Regquisition, 665800,

Keegan, John 10M4/2021 Approval Routing Approval Workflow 2-Medium v %ﬁr}%ﬂ. =
REQ 1D:0072023
B R 1510120

Harris, Sheldon 10152021 Approval Routing Approval Workllow 2edun v | G e U Sa ar
REQ [D:0072024
R o o2

Keegan, John 10152021 Approval Routing Approval Workflow 2wedum v | SEEEE ORES T A 2 ar

REQ ID:0072025
Requisition, 665803, -

Step Action

26. This completes Approve ePro Requisitions through the Worklist and
eProcurement Menus.
End of Procedure.
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Deny an ePro Requisition

Procedure

In this topic you will learn how to Deny an ePro Requisition.

Step Action

1. The purpose of this exercise is to demonstrate the approver's ability to Deny a
requisition and what occurs to the requisition.

@ Employee-facing registry content X 4 ~ = X

&« C & rcba.psfs.lsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/h/?tab=DEFAULT L B ~¢ a

Worklist | & Home | Sign Out

Financials TRN vz | Y 5o A

Notification NavBar

Personalize Content | Layout ? Help

Step Action
2. Click the Main Menu button.
e stor ]
3. Click the eProcurement menu.
L1 eProcurement »
4, Click the Manage Requisition Approvals menu.
J Manage Requisition Approvals
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Step Action

5.

Approvers have several options to use to search requisitions awaiting their approval.
You may search by requisition id, date range, requester, etc. In this example, the
approver will search for anything requested by KOCONL.

NOTE: Requester must be entered in ALL CAPS.

Enter the desired information into the Requester field. Enter "KOCON1".

Click the Search button.

Search
@ Manage Requisition Approvals X 4+ ~ = X
&« C ] rcba.psfs.dsuhsc.edu/psp/fstrn/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_APPR_MAN_CMP.GBL?FolderPath=PORTAL_ROOT_OB... Ad a

Favorites Main Menu ¥ eProcurement ¥ Manage Requisition Approvals Worklist | #& Home | Sign Qut

Financials TRN vz | K = = o 2

Notification NavBar

New Window | Help | Personalize Page
Manage Requisition Approvals
Search Requisitions
To locate requisitions that require your approval (or requisitions that previously required your approval), edit the criteria below and click the Search button

Requisition ID Q Requisition Name Q
Business Unit Q “Status
Date From | 10/22/2020 Date To |10/22/2021
Requester KOCON1 Q Entered by Q

[S =

Clear Show Advanced Search

Requisitions

To view the complete details and approve a Requisition, click the requisition 1D link

Expand All Collapse All
Action/Status ReqID Requisition Name Bus. Unit Date Requester Entered By Total
© Pending 0072061 0072061 LSUSH 102212021 O'Conner, Karen O'Connor, Karen  56.12 usD
B B
Create New Requisition Manage Requisitions

Step

Action

Click the arrow next to the requisition to view the details.

Click the Expand Section button.

Click the Down scrollbar.

-
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Step Action

9. As the manager, you realize that these items have already been ordered and you
want to deny the requisition.

Click the Req ID 0072061 link.

0072061
10. Click the Down scrollbar.
11. Enter comments as to why you are denying the requisition.

Enter the desired information into the Enter Approver Comments field. Enter
"Denied - Duplicate order™.

12. Click the Deny button.
@ Deny
13. The requisition status is denied. You may verify this by navigating to:

Main Menu > eProcurement > Manage Requisitions.

Click the eProcurement button.

| eProcurement ~

14. Click the Manager Requisitions link.

J Manage Requisitions

15. Enter the desired information into the Requisition ID field. Enter "0072061".

16. Enter the desired information into the Requester field. Enter "KOCON1".

NOTE: Requester must be entered in ALL CAPS.

17. Click the Search button.

Search
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@ Manage Requisitions x +

&« C 8 rcba.psfs.lsuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL_ ROOT_OBJECT.. ¥ & i

Favortes ¥ | MainMenu™ 5 eProcurement™ > Manage Requisitions Worklist | & Home | Sign Out

Financials TRN vz | Y s 5 AN
Notification NavBar

New Window | Help | Personalize Page
Manage Requisitions
Requisition Search Keyword Search

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button

Business Unit LSUSH Q Requisition Name
Requisition ID| 0072061 Q Request State| All but Complete ~ Budget Status E
Date From | 10/15/2021 [ Date To 10/22/2021 [H
Requester KOCON1 a Entered By a PO ID q
Clear Show Advanced Search
Requisitions (7
To view the lifespan and line items for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go
Req ID Requisition Name BU Date Budget Total
0072061 0072061 LSUSH  10/22/2021 Not Chi'd 56.12 USD |[Select Action v]| Ge
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

Step

Action

18.

The requisition information displays with a Request Status of Denied.

19.

This completes Deny an ePro Requisition.
End of Procedure.
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Hold an ePro Requisition

Procedure

In this topic you will learn how to Hold an ePro Requisition.

Step Action

1. The purpose of this exercise is to demonstrate the approver's ability to Hold a
requisition and what occurs to the requisition.

@ Employes-facing registry content X 4 ~ = %

& [&] 8 rcba.psfs.lsuhsc.edu/psp/fstm/EMPLOYEE/ERP/h/?tab=DEFAULT o ¢ &
Worklist | & Home | Sign Out

Financials TRN vz | Y oo o= ® 9

Notification NavBar

Personalize Content | Layout ? Help

433 PM
117372021 D

Step Action
2. Click the Main Menu button.
[ ain e ~
3. Click the eProcurement menu.
L1 eProcurement ,
4, Click the Manage Requisition Approvals menu.
|_1 Manage Reguisiion Approvals
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@ Manage Requisition Approvals = X+ v - X

& C 8 rcba.psfsisuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_APPR_MAN_CMP.GBL?FolderPath=PORTAL_ROOT_OB... ¥ £

Favordtes ¥ | MainMenu™ 5 eProcurement~™ > Manage Requisition Approvals Worklist | & Home | Sign Out

Financials TRN vz | Y s 5 LA

Notification NavBar
New Window | Help | Personalize Page
Manage Requisition Approvals
¥ :Search Requisitions
l:F;I-acaIe requisitions that require your approval (or requisitions that previously required your approval), edit the criteria below and click the Search bution
Requisition 1D Q

Requisition Name Q
Business Unit a “stafus
Date From| 11/03/2020 £l Date To |11/03/2021 [
Requester Q Entered by Q
Search Clear Show Advanced Search
Requisitions
Create New Requisition Manage Requisitions

javascript:submitéction_winO(document wind, PV_APPMGR_WRK_PV_GROUP_BOX);

Step

Action

Approvers have several options to use to search requisitions awaiting their approval.
You may search by requisition id, date range, requester, etc. In this exercise, users
will change the Date From and enter the Requester.

Enter the desired information into the Date From field. Enter "101521".

In this exercise, the approver will search for anything requested by KOCONL1.
NOTE: Requester must be entered in ALL CAPS.

Enter the desired information into the Requester field. Enter "KOCON1".

Click the Search button.

Search
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Financials TRN w:

Manage Requisition Appro

Search Requisitions

Requisition 1D

Business Unit

Requester KOCON1

Clear

Requisitions

To view the complete details and approve a Requisition, click the requisition ID link

Expand All Collapse All
Action/Status Req 1D
@ Pending 0072096

Create New Requisition

@ Manage Requisition Approvals X = =+ v - x
& C 8@ rcba.psfsisuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_APPR_MAN_CMP.GBL?FolderPath=PORTAL ROOT_OB.. ¥ & i
Favorites > Main Menu ¥~

eProcurement ¥ > Manage Requisition Approvals

To locate requisitions that require your approval (or requisitions that previously required your approvat

Date From |10/15/2021

Worklist | & Home | Sign Out

All ~ | search B3 Advanced Search AddTo v v @
Notification NavBar

New Window | Help | Personalize Page
vals

edit the criteria below and click the Search button

Q Requisition Name (¢}
& *Status
B Date To|11/03/2021 a1
Q Entered by Q

Show Advanced Search

Requisition Name Bus. Unit Date.

0072096

Requester Entered By Total
LSUSH  11/03/22021 O'Connor, Karen O'Connor, Karen 76.65 usoD
B B

Manage Requisitions

Action

Click the arrow next to the requisition to view the details.

Click the Expand Section button.
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@ Manags Requisition Approvals

< C

Favorites ¥ Main Menu ¥

Financials TRN w:

x4+ v

8 rcba.psfsisuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_APPR_MAN_CMP.GBL?FolderPath=PORTAL_ROOT_OB... ¥ £

eProcurement ¥ > Manage Requisition Approvals

All ~ | search Pl Advanced Search

Worklist |

AddTo +

Notification

# Home |

Sign Out

v @

NavBar

Business Unit Q =Status | On Hold v
Date From | 10/15/2021 ] Date To | 11/03/2021 [5
Requester KOCON1 Q Entered by a
Search Clear Show Advanced Search
Requisitions
To view the complete details and approve a Requisition, click the requisition ID link.
Expand All Collapse All
Action/Status Req ID Requisition Name Bus. Unit Date Requester Entered By Total
® Pending 0072096 0072096 LSUSH  11/03/2021 O'Conner, Karen O'Connor, Karen 76.65 usD
B B
Summary Requisition On Hold Total On Hold 76.65 USD Priority: Medium
Justification:
No justification entered by requester.
Lines Personalize | Find | View All | | Q First (4
Requisition Details Item Details
Status Line Item Description Supplier Name Price Qty uom
d Academic Year July 2021 - LOWE'S HOME CENTERS, 0000 EA
Pending 1 @ g 2095 Praiass e 17.99 USD 2.0000 EA
. 1 Compartment 9 Drawers LOWE'S HOME CENTERS, - [ N
— 2 @ White Plastic Drawe INC i o

Create New Requisition

1-20f2 () Last

Step Action

Hold.

Click the Req ID - 0072096 link.
0072096

As the approver, you would like to discuss alternatives with the requester for the 9-
drawer cabinet. For this exercise, the approver will place the ePro requisition on
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@ Manage Requisition Approvals X+ v - X

&« C 8 rcba.psfsisuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_APPR_MAN_CMP.GBL?FolderPath=PORTAL_ROOT_OB... ¥ £

Favortes ¥ | MainMenu™ 5 eProcurement~™ > Manage Requisition Approvals Worklist | & Home | Sign Out

Financials TRN vz | Y s 5 AN

Notification NavBar

New Window | Help | Personalize Page

Requisition Approval

Business Unit LSUSH
Requisition ID 0072096
Requisition Name 0072006
Requester iO'ConnuL Karen B!
Entered on 11/03/2021

Status Pending Total Amount 76.85 USD
Priority vedium

Budget Status Not Checked

Requester's Justification
No justification entered by requester.

View printable version
’ Edit Requisition

Line Information (2

Line Information Personalize | Find | (3] First (4) 120f2 (p) Last
Line Item Description Supplier Name Quantity UOM Price

O 1 @ Academic Year July 2021 - Ju... LOWES-001 2 EA 17.99 USD usD

(] 2 @ 1 Compartment 9 Drawers VWhit... LOWES-001 1 EA 40.67 USD usD

[ Select All / Deselect All

L View Line Details

Review/Edit Approvers

Step Action

10. Click the Down scrollbar box.
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@ Manage Requisition Approvals X +

< C

Favorites * Worklist |

MainMenu~¥ eProcurement™ > Manage Requisiiion Approvals

All ~ | search Pl Advanced Search

Financials TRN w: AddTo ¥

Requester's Justification
No justification entered by requester.
7 T View printable version

Line Information (2

Line Information Personalize | Find | First (4 1-20f2 (») Last

Line Item Description Supplier Name Quantity UOM Price
O 1 @ Academic Year July 2021 - Ju. LOWES-001 2 EA 17.99 USD usD
O 2 @ 1 Compartment 9 Drawers Whit.. LOWES-001 1 EA 40.67 USD usD
[ Select All / Deselect All
L View Line Details
Review/Edit Approvers
Enter Approver Comments
¢
o
& Approve @ Deny li] Hold
Return to Approve Reguisitions Previous in List Next in List

8 rcba.psfsisuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_APPR_MAN_CMP.GBL?FolderPath=PORTAL_ ROOT_OB... ¥ &

#& Home | Sign Out

ALC;

Notification

NavBar

Step Action

11. Enter comments as to why you are holding the requisition.

"Hold requisition to consider other options for drawers.".

Enter the desired information into the Enter Approver Comments field. Enter

Click the Hold button.
[} ]

12.
Hold
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@ Manage Requisition Approvals X+ v - X

& C 8 rcba.psfsisuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_APPR_MAN_CMP.GBL?FolderPath=PORTAL ROOT_OB... ¥ &

Favorles ¥  ManMenu~ - > Manage Requisition Approvals Worklist | i Home | Sign Out

Financials TRN vz | Y s 5 LA

Notification NavBar

New Window | Help | Personalize Page
Requisition Approval

Confirmation
0072096 has been put on Hold.

Review/Edit Approvers

Req approval - one step

_ IRequisition 0072096:Pending 2 View/Hide Comments
Req approval - one step

On Hold
Q'Connor, Karen
Req Department Approver
@ 11/03/21 - 4:58 PM
Information Request
Q'Connor, Karen B
gy Infomation Request

Comments

Return to Approve Requisitions Previous in List Next in List

Step Action

13. The requisition has been put on Hold. You may verify this by navigating to:
Main Menu > eProcurement > Manage Requisitions.

Click the eProcurement link.

eProcurement ¥

14. Click the Manage Requisitions link.

J Manage Requisitions

15. Enter the desired information into the Date From field. Enter "101521".
16. Enter the desired information into the Requester field. Enter "KOCON1".
17. Click the Search button.

Search
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@ Manage Requisitions X +

Favorites * Main Menu » eProcurement¥ > Manage Requisitions

Manage Requisitions

Requisition Search Keyword Search
Search Requisitions
To locate requisitions, edit the criteria below and click the Search button

Business Unit LSUSH Q Requisition Name
Requisition ID Q Request State| All but Complete v
Date From | 10/15/2021 [ Date To | 11/03/2021 =
Requester KOCON1 a Entered By a
Search Clear Show Advanced Search

Requisitions (2

To view the lifespan and line items for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go

Req ID Requisition Name BU Date Request State Budget
0072096 0072096 LSUSH 11/03/2021 Pending Not Chi'd
0072091 0072091 LSUSH 11/02/2021 PO(s) Dispatched Valid
0072090 0072090 LSUSH 11/02/2021 PO(s) Dispatched Valid
0072084 0072024 LSUSH 11/01/2021 PO(s) Dispatched Valid
0072081 0072081 LSUSH 11/01/2021 PO(s) Dispaiched Valid
0072080 0072080 LSUSH 11/01/2021 PO(s) Dispaiched Valid

& C 8 rcba.psfs.lsuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL_ ROOT_OBJECT.. ¥ & i

Financials TRN vz | Y s 5 AN
Notification

Worklist | & Home | Sign Out

NavBar

New Window | Help | Personalize Page

Budget Status

POID
Total
76.65 UsD |[Select Action] v Go
106.75 USD | [Select Action] v Go
16.96 USD | [Select Action] Go
688.30 USD [[Select Action] vyl
22.83 usp | [Select Action] v Go
42.35 usD | [Select Action] v Go

Step

Action

18.

Req ID 0072096.

Click the Expand Section button to the left of the Req ID field. In this example,
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Manage Requisitions

Financials TRN w:

All = | Search Bl Advanced Searc
Requisition ID Q Request State| All but Complete v
Date From | 10/15/2021 E1 Date To | 11/03/2021 el
Requester[KOCONT Q Entered By Q
Search Clear

Show Advanced Search
Requisitions (7

To view the lifespan and line items for a requisition, click the Expand triangle icon

To edit or perform another acfion on a requisition, make a selection from the Action dropdown list and click Go
Req ID

Requisition Name BU Date Request State Budget Total
0072086 0072095 LSUSH 11/03/2021 Pending Not Chikd 76.65 USD Go
Requester O'Connor, Karen B Entered By O'Connor, Karen B Priority Medium
Pre-Encumbrance Balance 0.00 usD
P E Purchase Change o .
Requisition Approvals Inventory e Reauest Retums Invoice Payment
Request Lifespan:
Line Information Personalize | Find | (1| [E  First (4) 1-20f2 (1) Last
Line Description Status Price Currency Quantity UOM  Supplier
1 € Academic Year July 2021 - Ju..  Pending Approval  17.99 UsSD 2 EA L,\OC""E 'S HOME CENTERS, b4
2 @ 1 Compartment 9 Drawers Whit Pending Approval 4067 usD 1 EA :‘,\?g\iES HOMEGENIERS: x
0072091 0072001 LSUSH 11/02/2021 PO(s) Dispatched  Valid 106.75 USD|[Select Action] v][ Go
....... Ammmnmn meema s s e nmomn wimem [[Cnlnact Antinn] s v

@ Manage Requisitions x 4+ v x
&« C 8 rcbapsfsisuhscedu/psp/fstm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL_ROOT_OBJECT.. ¥ & i
Favorites ¥ Main Menu eProcurement ¥

Worklist | & Home | Sign Out
AddTo + v @
Notification NavBar

Budget Status “

POID

Step
19.

Action

Click the Approvals button.

Approvals
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@ Manage Requisitions X +

Favorites * Main Menu » eProcurement~¥ > Manage Requisitions

Approval Status

Business Unit LSUSH
Requisition ID 0072096
Requisition Name (072006
Requester iC'Cumcr Karen B!
Entered on 11/03/2021
Status pending
Priority vedium
Budget Status Not Checked

Requester's Justification
No justification enfered by requester.

Line Information (7

Review/Edit Approvers
Req approval - one step
Requisition 0072096:Pending () View/Hide Comments

Req approval - one step

On Hold

Q'Connor, Karen

Req Depariment Approver
B it asapu

Information Request
Q'Connor, Karen B
&8 Information Reguest

& C 8 rcba.psfsisuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL_ ROOT_OBJECT.. ¥ &

Financials TRN vz r—

Worklist | & Home | Sign Out

AddTo + v @

Notification NavBar

New Window | Help | Personalize Page

76.65 USD

View printable version

Step Action

20. In the Review/Edit Approvers section, users can view the requisition is on hold,
who placed the hold, and the date and time of the hold.

Click the Down scrollbar.
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@ Manage Requisitions X +
&« [&] 8 rcba.psfs.Isuhsc.edu/psp/fstrm/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_REQ_STATUS.GBL?FolderPath=PORTAL_ROOT_OBJECT... ¥¥

Favortes ¥  MainMenu™ 5 eProcurement™ > Manage Requisitions Worklist | & Home |

All ~ | search BY Advanced Search AddTo + v
Notification

Nao justification enfered by requester.

View printable version
Line Information (2

Review/Edit Approvers
Req approval - one step
Requisition 0072096:Pending (& View/Hide Comments

Req approval - one step
On Hold
Q'Connor, Karen

Req Department Approver
11/03/21 - 458 PM

Information Request
Q'Connor, Karen B
gy IMomation Request

Comments

Enter Comments

@ Save Commenis
Return to Manage Requisitions

Sign Out

®

NavBar

Action

Click the Return to Manage Requisitions link.

Return o Manage Requisitions

22.

This completes Hold an ePro Requisition.
End of Procedure.
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