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Approving & Denying PO Amounts

Concept

After a purchase order has been entered, it cappeved or denied. Based on your business
processes and system setup, you may be requisggptove purchase orders before the process
can continue.

If the business unit is configured such that theclpase order amount must be approved
separately from the purchase order data entrypuhehase order status is seP@nding
Approval.

In this topic, your business organization is comfegl such that you need to approve, deny or
recycle a purchase order before any other tramsatikes place.
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Procedure

Personalize Content | Lavout

Menu

[z My Favarites

[> University of Maine System
[- Employee Self-Sernvice
[> Manager Self-Semvice

[> Supplier Contracts

[» Customers

[> Products

[» Promotions

I> Customer Contracts

[ Order Management

I Pricing Configuration

[» Customer Returns

[ Items

[ Cost Accounting

[ Vendors

I» Purchasing

[> Inventory

I> eProcurement

[» Services Procurement
[» Sourcing

[ Engineering

[» Manufacturing Definitions
[> Production Control

[ Configuration Modeler
I» Product Configurations
[> Cuality

[> Demand Planning

[> Inventory Policy Planning
[» Supply Planning

[> Grants

[ Program Management
I Project Costing

[ Proposal Management
[> Maintenance Management
[» Resource Management
[» Lease Administration

[> Staffing

[» Travel and Expenses

[ Travel Administration

> Billing

I> Accounts Receivable

[ Accounts Payahle

MultiChannel Console | _Add to Favorites | _Sign out
Help

Step Action

1. From the Financials navigation bar, click Werklist link to open youiVorklist

page.
i
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# MaineStreet
Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out
New Window | Help | Customize Page | [,
Worklist for 0039999
Detail View Work List Fiters: | 5
Customize | Find | View All | #

From Date From Work Item Worked By Activity Priority Link Cor
Batch Processor D 07/00i2008 KedApproval - UMSO8 Requisition Amount ™10 144495 Unisoe. 8000000843 | Resssion | co

Worklist Appraval 1=
ApproverMame  07/22/2008 Appraver PO Amaunt Approvals \ <[ 111515, UMS05, 5000035874 | Reassin | co
Batch Processor ID 07/21/2008 PO Dispatched PO Report Distirbution w | 7895 0010051 Mark Worked | | Co
% Refresh

< >

Step Action
2. On yourWorklist page, in th&Vorked By Activitycolumn, look folPO Amount

Approvalsitems.

Click on the link for the item in thieink column to open thBurchase Order
Amount Approval page.

Last changed on: 2/16/2009 9:32 PM Page 3



Process Document
Financials 9.0: Approving & Denying PO Amounts MaineSreet

Purchase Order Amount Approval

# MaineStreet
kl MultiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page | /&,

Unit:  UMS05 POID: 5000035874 Vendor: 0000000011
*Approval Action: 5 Approval Status: In Process

Buyer: Buyer Mame

PO Reference:

PO Date: 07/22i2008

Merchandise Total Amount: 60,000.00 USD Merchandise Total Base: 60,000.00 USD

PO Total Value: 60,000.00 PO Total Base: 60,000.00

Customize | Find | \ B First [ 4 0r1 [ Last
: Base .
Line Sched UOM PO Qty Amount Currency Base Amt - -~ Description
1 1EA 1.0000 60000.00 USD 60000.00 USD test
DistributionsiChartFields Customize | Find | Vi ] First U 1 or4 [ Last
Line Sched Distrib Status Distribby Qty Amount GL Unit Dept Account Class Fund Program Project %ﬁ
1 1 1 Open Qty 1.0000 60000.000 UMS05 5745100 61000 0o

B save | [E Vview Workiist | +f5 Previous in Workiist | 43 Next in Worklist | [=] Motify |

Step

Action

Use thePurchase Order Amount Approval page to view details and approve
amounts for purchase orders that require your aihrdhe amounts that appea
are the amounts that you are approving. You cangehthese values on the
Purchase Order andSchedules pages.
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‘# MaineStreet

Home | Worklist | MulliChannel Console | _Add to Favoriles | _Sign out

New Window | Help | Customize Page | (&

Purchase Order Amount Approval

Unit:  UMS05 POID: 5000035874 Vendor: 0000000011

*Approval Action: b Approval Status: In Process

&
Buyer: Buyer Mame
PO Reference:
PO Date: 07/22/2008
Merchandise Total Amount: 60,000.00 USD Merchandise Total Base: 60,000.00 USD
PO Total Value: 50,000.00 PO Total Base: 60,000.00

Customize | Find | View A [ First 4] 10f1 [¥] Last

: Base -
Line Sched UOM PO Qty Amount Currency Base Amt = -~ Description
1 1EA 1.0000 60000.00 USD 60000.00 USD test

Distributions/ChartFields Customize | Find | View First [ 1 or1 [ Last

Line Sched Distrib Status Distribby  Qty Amount GL Unit Dept Account Class  Fund Program Project %‘%

1 1 1 Open Qty 1.0000 60000.000  UM305 5745100 61000 00

B save | [ View Worklist | 13 Previous in Worklist | 43 Mext in Worklist ‘ [=] Notify ‘

Step Action

4, In thePO Amountsection of the page, tiiguyer's nameand thePO Date
displays along with the following information:

Merchandise Total Amount displays the quantity of items multiplied by tineit
price in the purchase order currency.

Merchandise Total Base displays the quantity of items multiplied by tineit
price in the base currency for the business unit.

PO Total Value- displays the merchandise total amount plus tdxeight, and
miscellaneous charges in the purchase order cytrenc

PO Total Base displays the merchandise total amount plus tdkeight, and
miscellaneous charges in the base currency fdoukmess unit.
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Add to Favorites | _Sign out

Home | \Worklist | _llulliChannel Console

Mew Window | Help | Customize Page |

Purchase Order Amount Approval

Unit:  UMS05 POID: 5000035874 Vendor: 0000000011

*App Action: Approve v Approval Status: In Process

Buyer: Buyer Name
PO Reference:
PO Date: 07/22/2008
Merchandise Total Amount: 60,000.00 USD Merchandise Total Base: 60,000.00 USD
PO Total Value: 60,000.00 PO Total Base: 60,000.00
l Lines Customize | Find | First (4] 1 or 1 [ Last
- Base N
Line Sched UOM PO Gty Amount Currency Base Amt Currency Description
1 1EA 1.0000 60000.00 USD 60000.00 USD test
Distributions/ChartFields Custornize | Find | V First (1] 4 of 4 ] Last
Line Sched Distrib Status Distribby Qty Amount GL Unit Dept Account Class Fund Program Project %%

1 1 1 Open Qty 1.0000 60000.000  UMS05 5745100 61000 00

& save | [ view Worklist | 1[5 Previous in Worklist | 43 Next in Worklist | [=] Hotify |

Step Action

5. Click theExpand Linesbutton to expand the Lines section.
[~
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Workligt | _MultiChannel Console | _Add to Favorites | Sian out

New Window | Help | Customiz Page | /B,

Purchase Order Amount Approval

Unit:  UMS05 POID: 5000035874 Vendor: 0000000011

*Approval Action: Approval Status: InProcess

€
Buyer: Buyer Mame
PO Reference:
PO Date: 07/22/2008
Merchandise Total Amount: 60,000.00 USD Merchandise Total Base: 60,000.00 USD
PO Total Value: 60,000.00 PO Total Base: 60,000.00

First 4] 1 or 1 [F Last

R Base .

Line Sched UOM PO Qty Amount Currency Base Amt - Description
1 1EA 41.0000 6000000 USD 6000000 USD test

Distributions/ChartFields C ze | Find B First [ 4 0r1 Y Last
Line Sched Distrib Status Distribby ~ Qty Amount  GLUMt Dept  Account Class Fund  Program Project — Sool

1 1 10pen G 10000 60000000 UMSO5 5745100 61000 00
B Save | [ View Workist | 43 Previous in Workist | 4[5 Nextin Workist | ] Noty |

< | =

Step Action
6. You can view line detail information for the P@®theLines section.

TheDistributions/ChartFieldssection displays account information for the PO
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Purchase Order Amount Approval

‘# MaineStreet

Home | Worklist | MulliChannel Console | _Add to Favoriles | _Sign out

New Window | Help | Customize Page | (&

1

B save

Unit  UMS05 POID: 5000035874 Vendor: 0000000011

*Approval Action: ‘Approval Status: InProcess

Buyer: Buyer Mame

PO Reference:

PO Date: 07/22/2008

Merchandise Total Amount: 60,000.00 USD Merchandise Total Base: 60,000.00 USD
PO Total Value: 60,000.00 PO Total Base: 60,000.00

: Base -
Line Sched UOM PO Qty Amount Currency Base Amt = -~ Description
1 1EA 1.0000 60000.00 USD 60000.00 USD test

Distributions/ChartFields Customize | Find | View First [ 1 or1 [ Last

Line Sched Distrib Status Distribby  Qty Amount GL Unit Dept Account Class  Fund Program Project Oper

Customize | Find | View A [ First 4] 10f1 [¥] Last

Unit
1 1 Open Qty 1.0000 60000.000  UM305 5745100 61000 00

5 View Workligt | 3! Previous in Worklist | 43 Next in Worklist ‘ [=] Notify ‘

Step

Action

TheApproval Actionfield enables you to change the purchase ordgpssal
status so the purchase order moves to the nexirstkp approval process. You
can select one of the followinépprove, Deny, or Recycle.

If you selectApprove and therSave, the PO is either Approved or it is sent on
the next approver for their approval.

If you selectRecycle and therSave, the purchase order is sent back to the pers
who last acted on the purchase order. They wiksgd from their Worklist and
adjust the purchase order.

If you selectDeny, the purchase order is denied.

In each case, you have the opportunity to add gomments in th€omment
box.

to

50N
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‘# MaineStreet

Home | Workiist | MultiChannel Console | _Add to Favorites

Sign out

New Windaw | Help | Customize Page |

Purchase Order Amount Approval

Unit:  UMS0S POID: 5000035874 Vendor: 0000000011

*Approval Action: ‘Approval Status: In Process

&
Buyer: Buyer Name
PO Reference:
PO Date: 0712212008
Merchandise Total Amount: 60,000.00 USD Merchandise Total Base: 60,000.00 USD
PO Total Value: 60,000.00 PO Total Base:

60,000.00

Line Sched UOM PO Qty

Amount Currency Base Amt B

Line Currenc Description
1 1EA 1.0000 60000.00 USD 60000.00 USD test
DistributionsiChartFields
Line Sched Distrib Status Distrib by Oty Amount GL Unit Dept Account Class Fund Program Project g%
1 1 1 Open Qty 1.0000 60000.000  UMS05 5745100 61000 00

& save | [ view Workiist | 1(3! Previous in Workiist | 45 Next in Worklist | [=] Notify ‘

Step Action
8. Click theApproval Action drop-down arrow.
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Home | WWorklist
3

MultiChannel Console | _Add to Favorites [ _Sign out

New Window | Help | Customize Page |

Purchase Order Amount Approval

Unit:  UMS05 POID: 5000035874 Vendor:

0000000011

*Approval Action: Approval Status: In Process

Buyer: Buyer Name

PO Reference:

PO Date: 07i22/2008

Merchandise Total Amount: 60,000.00 USD Merchandise Total Base: £0,000.00 USD

PO Total Value: 60,000.00 PO Total Base: 60,000.00
Customize | Find | V g | First E1] 1 0f1 [¥] Last
S8 -

Line Sched UOM PO Qiy Amount Currency Base Amt Currenc Description

1 1EA 1.0000 60000.00 USD 60000.00 USD test

Distributions/ChartFields

Customize | Find | Vi

Line Sched Distrib Status Distribby Oty Amount GL Unit Dept Account Class Fund Program Project %%
1 1 1 Open Qty 1.0000 60000.000 UMS05 5745100 61000 oo

& save | 3 View Worklist | 1[5 Previous in Worklist | 45 Next in Worklist | [=] Motify |

Step Action

For this example, we'll deny the purchase order.

Click onDeny to select it.
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‘A MaineStreet

Purchase Order Amount Approval

Home | Workliist | MultiChannel Console | _Add to Favorites

Sign out

Mew Window | Help | Customize Pae | 5,

Unit:  UMS05 PO ID:

*Approval Action: Deny b

Vendor: 0000000011

Approval Status: In Proce:

Buyer:
PO Reference:
PO Date:

PO Total Value:

Merchandise Total Amount: 60,000.00 USD

Merchandise Total Base: 60,000.00 USD

PO Total Base: 60,000.00

Distributionsi/ChartFields

Line Sched UOM PO Qty Amount Currency Base Amt B

1 1EA 1.0000

Customize | Find | View All | & First E| 10f1 E| Last

Description

Currency
60000.00 USD test

Customize | Find | View

First 4] 1 o1 ¥ Last

1 1 1 Open

Line Sched Distrib Status Distrib by

Amount GLUnit  Dept  Account Class Fund  Program Project %ﬁ
£60000.000 UMSOS 5745100 61000 00

B save | [ View Worklist | 15 Previous in Worklist | 45 Mext in Worklist | [=1 Motify ‘

Step Action

10.

When youDeny or Recycle a purchase order, you should enter a commenein t
Commentfield that explains the reason for the action.

11.

In this example, we denied the purchase ordeasethe item is no longer on t

approved list, so we'll enter the following notelie Commentdield:

Item no longer on the approved list.

ne
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Purchase Order Amount Approval

Home | Worklist

MultiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page | [,

Unit:  UMS05 POID: 5000035874 Vendor: 0000000011

*Approval Action: Approval Status: In Process
Item no lenger an the approved list| &
Buyer: Buyer Mame

PO Reference:

PO Date: 07/22i2008
Merchandise Total Amount: 60,000.00 USD Merchandise Total Base: 60,000.00 USD
PO Total Value: 60,000.00 PO Total Base: 60,000.00

: Base -
Line Sched UOM PO Qty Amount Currency Base Amt Currenc Description
1 1EA 1.0000 60000.00 USD 60000.00 USD test

DistributionsiChartFields

Line Sched Distrib Status Distribby Qty Amount GL Unit Dept Account Class Fund Program Project %%
1 1 1 Open Qty 1.0000 60000.000 UMS05 5745100 61000 0o

B save | [E Vview Workiist | +f5 Previous in Workiist | 43 Next in Worklist | [=] Motify |

| >
Step Action
12. Click theSave button.
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Purchase Order Amount Approval

# MaineStreet
Home | Workiist | WuttiChannel Console | Add to Favorites [ _Sign out

New Window | Help | Customize Pace | /&,

Unit:  UMS05

*Approval Action:

POID: 5000035874 Vendor: 0000000011

A [ Approval Status: Denied ]

Itemn no longer on the approved list. @

Buyer:

PO Reference:

PO Date: 07/2212008
Merchandise Total Amount: 60,000.00 USD Merchandise Total Base: 60,000.00 USD
PO Total Value: 60,000.00 PO Total Base: 60,000.00

Buyer Name

B save | B view

Customize [Find | view All | 38 First 4] 1 or4 M Last
Base
Line Sched UOM PO Qty Amount Currency Base Amt Currenc Description
1 1EA 1.0000 60000.00 USD 60000.00 USD test
DistributionsiChartFields Customize | Find [ View All | B First (4] 4 or1 [V Last
Line Sched Distrib Status Distribby Qty Amount GL Unit Dept Account Class Fund Program Project %‘%
1 1 1 Open Qty 1.0000 60000.000 UMS05 5745100 61000 00

Worklist | 175 Previous in Worklist | 4 Next in Worklist ‘ [=] Motify ‘

Step

Action

13.

After selectingSave, notice that in this example, thgproval Statuschanged
from In Process to Denied. You have successfully denied the purchase order
amount for a purchase order.

If you have authority for final approval and appedhe purchase order, the
Approval Status changes frdmitial to Complete. If you do not have the authorit
to complete the approval or if you deny or recyble purchase order, the
Approval Status remains Process and routes to the next role user in the
approval definition.

14,

End of Procedure.
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