Pr(;jéct Ensemble

Approvals:
Requisitions, Purchase Orders, & Change Orders — Section 7.0

This process is for approving procurement documents over $25.00: Additional Resources:
e  PunchOut e Video (where applicable — insert link)
. Non-Catalog . Help Text (where applicable — insert link)
. Smart Forms . GMHEC Website (where applicable — insert link)

Procurement Changes for: e cheryl.foster@gmhec.org
e Increases by $25.00 or 10%

Audience: Budget Managers & P.l.s

Process
Step & Action
Description
Navigation Path:
> Qracle Home Page-> Any Tab Quick Tip!
= Email Remember to
enable your pop-ups
for use in Oracle.
You can approve requisitions, purchase orders, and change orders via Oracle or your email. For
Oracle, go to your home page. Click on your notifications:
= ORACLE o 5.5 N TN
Good evening, Cheryl Foster!
7.1 Approve Me Sales Contract Management Payables Procurement My Enterprise 1y
Requisition,
Purchase
Order, or
Change ) :
Order A pop-up will appear.

Options:
1. Click on the approve button as shown in the pop-up. Here you can approve immediately from
the notifications window.

= ORACLE ™ e 8
Notifications Show All
Good eve
ACTION REQUIRED 30 seconds ago
Approve Requisition GM-REQ-1279
Me Sa]es Katherine Shuler (Kathering Shuler) Approve h )
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2. Review the document by clicking on the requisition link in the pop-up.

Approve Requisition GM-REQ-1279 Actions ¥ | Approve  Reject
A Funds check upon submission has warnings. View requisition details and check funds to review the warning details.
4 Detalls
Assignee Cheryl Foster Requisitioning BU GMHEC BU

From Katherine Shuler Entered By Katherine Shuler (Katherine Shuler)

Assigned Date 11-Feb-2019 8:22 PM Requisition Amount  1,000.00 USD

Task Number 211863
Nonrecoverable Tax 0.00 USD

Approval Amount 1,000.00 USD

Funds Status A\ Funds check upon submission has
warnings.

Description Internet streaming services

Justification

Click on the Approve or Reject button in the top right corner of the screen when ready.
The requester will receive notice that their document has been approved.

To approve via emalil, review information in the body of the email. Reject or approve by clicking either
icon.

0 0w (4] D B #™ Boomerang

Action Required: Approve Requisition GM-REQ-1276 D nbox x

Katherine Shuler (Katherine Shuler) <egqw-test.fa.sender@workfowmail.us2 cloud.oracle. com= & g7 PM (16 minutes age)  Yp
tome -

Approval Amount: $700.00
R ine Shuler fine Shuler)
Floral Arrangements

A\ Funds check passed with waming,

Lines

Flaral Arrangements
Cost Center: 1100
10 x $70.00 / EA $700.00

Action History

Approval request submitted
11-Feb-2010 B17.00 PM

Created: 2/11/19
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An email response will pop-up. Hit send and the document has been approved or rejected.

‘ ™ Compose Mail - cheryl.foster@gmhec.org - Green Mountain Higher Education Consortium Mail - Google Chrome = [ X

@ https://mail.google.com/mail/u/0/?ui=2&view=btop&ver=o7voge1vgz9y#to%253 Degqw-test.fa.incoming%252540work...

% Approve Requisition GM-REQ-1276 b

To (egqw—test.fa.incoming@workflow.maiI.usz.cloud.aracle... X)‘ Cc Bee

Approve Requisition GM-REQ-1276

—————— Please type your comments above this line--—-
Note: You can also add attachments to the task by attaching them to this email.
-----Do not edit below this ling-----

Approve : [[NID]] : yZaFZO9YtEY2X03aM4M/lc/1nDrwiV/JUgL8-URiz-AQOXywE|E-D7VNG5ILIpcA-
8OEjOBpOMDOVMBUWpT5L3mIrVkdNahyd SyHd 1tV 7LbJgBxXOGa00I TG TLSISENDAUNWhT GBAE/7YMaMAtOYw%%3D%3D : [[NID]]
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Important Note:
If you choose to approve requisitions via email, the
notifications in Oracle will not be removed even though the
requisition has already been approved.

Navigation Path:

In your notifications, open up requisition needing approval. Go to “Actions” and choose “Request

> Oracle Home Page—> Any Tab

Created: 2/11/19
Revision:

Information:
Approve Requisition GM-REQ-1278 Actions v Approve  Reject
A oA # Request Information...
£ Funds check upon submission has warnings. View requisition details and check funds to review the warn
) Reassign...
4 Details
7.2 Send Adhoc Route...
back a Assignee Cheryl Foster Requisitioning BU GMHI o o
Requisition _ _ )
From Katherine Shuler Entered By Katherine Shuler (Katherine Shuler)
Assigned Date 11-Feb-2019 8:20 PM Requisition Amount  100.00 USD
Task Number 211842
Nonrecoverable Tax 0.00 USD
Approval Amount  100.00 USD
Funds Status A\ Funds check upon submission has
warnings.
Description Books
Justification
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A pop-up will appear where you can add comments in the field below. Add your text and hit “OK”

Request More Information X

®) Participant cheryl.fosterg ¥
From
QOther users -~

Please provide more defail for your request|
Comments:

® ) Route direcily back to me
Return Cplions
Require subsequent parlicipants to refake aciion

OK | Cancel

The requisition has now been returned back to the requester for more information. In Oracle, requester
can:

e Comment back in Oracle

e Withdraw & Edit

Once the requester resubmits their requisition, you will receive another notification requesting
approval. Open the requisition as you did before under your natifications, and you will see it returned
with comments:

4 Comments ol

¥-Jan-201% 4:53 PM cheryl.fozter@gmhec.org
Meeded for large-scale project

¥M-Jan-2019 4:28 PM carinna.noelke@omhec.org
Please provide more detail for your request.

You can approve, reject, or return again if needed.

Actions ¥ Approve  Reject
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Should you decide that you would like to create email rules due to Oracle notifications, please see the
links below instructing you how

Outlook Email Rules

https://support.office.com/en-us/article/manage-email-messages-by-using-rules-c24f5dea-9465-4df4-
ad17-a50704d66c59

Google Email Rules
https://support.google.com/mail/answer/6579?hl=en

7.3
Managing
Your
Notifications
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