Approving Purchase Orders in Core-CT

Purchase Order Approvals

Once a Purchase Order has been placed in the workflow process for approval (Green

Check Mark ¥ checked on PO Form), it will appear on the Worklist of the designated
Amount and Chartfield Approvers. Chartfield Approvers will not see an order until it has
been Amount approved (Unless the Approver has both roles.)

If the Approver is designated to approve both the Amount and Chartfield, they will only
have to approve once! The first approval will show as Approved, while the following
approvals with show as Auto Approved.

Navigation: FIN Worklist

L |

Alternate Navigation: Main Menu > Core-CT Financials > Worklist > Worklist
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Approving Purchase Orders in Core-CT

Within Core-CT, managing your worklist is a critical activity. You can use the Work List
Filters to reorder your Worklist or sort the list by any of the underlined headers.

Worklist for Germaink: DOT-GERMAIN KATHLEEN

Detail View Work List Filters: b Feed
B 4 o

From Date From Work ltem Worked By Activity Priority Link

Purchase
?ﬁ;‘TURBERT 01/15/2013 | Approval Routing | Appraval Workflow 2-egium v | ZEELILD.

FO 1D
DOT-TURBERT Furchsze. e,

. T A - 2 A wal W oW ' . 01-01. M. [

Julie 011712013 Approval Routing Approval Workflow 2-Medium  » BUSINESS UNIT-DOTIA

PO 1D:0000115461

Note: Clicking “Ctrl + F” opens up a search field where a PO number can be entered.

Find: || & | Options -

Locate the Worklist item that you need to take action on. Clicking on the blue hyperlink
will display the Purchase Order Approval screen.

Worklist for Germaink: DOT-GERMAIN KATHLEEN

Dietail View Work List Filters: S Feed
= 4] ]

From Date From Work ltem Worked By Activity Priority Lok
CDOT-TURBERT =T o ) r 0] . o - 01-01. M. 0
Julie 011502013 Approval Routing | Approval Workflow 2-Medium BUSTESS UNIT-DOTIA

EOD-000011R4FR0

PurchaseQrder, 791, STATE, 1901-
iﬁi‘;-TURBERT 0M7/2013 Approval Routing Approval Workflow 2-Medium  w % UNIT-DOTMA

FO 1D:0000115461
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Approving Purchase Orders in Core-CT

To view the approval group for a buyer, click onluliiple fpprovers | This will open a window
with all of the approvers allowed for this type of approval.

Purchase Order Approval
Business Unit: DOTHMA
PO ID: 0000115464 View Printable Version PO Status: Pend Appr
PO Total: 400.00 USD PO Date: 011712013
Vendor ID: 0000010009 SUBURBAM STATIOMERS INC Budget Status: Mot Chicd
Buyer: Turbertd Justification:
PO Reference: TestPO Mo justification entered by buyer. (L
EditPO
=
=S L4 11
Select Line Item Description Quantity UOM Price I'."Ierc:ir:;lilsnet Currency
[} 1 Blue Paper 10.0000/CT 40.00000 400.00/USD
[0 selectAll/ De-select All Yiew Lines Details
=
PO AMOUNT APPROVER
= Purchase Order 0000115461 :Pending [#]start New Path
PO AMOUNT APPROVER
Pending
(#]
PO Chartfield Approver
Start
= Purchase Order 0000115461 :Awaiting Further Approvals Iﬂﬁ
Fain
PO Chartfield Approver
Not Routed
Multiple Approver:
E @ PO Chart Field Approver E
Approval Comments
el
Approve Hold Deny
Return to Worklist
Reports To Position Number:
Email ID: At any time during the order
Approver #3
Name: CORE-CT Brian Guilmariin process, a buyer or an approver
Empl ID: H H
Department: can view the approval list to see
R who can approve, or who has
elephone:
Reports To Position Number: approved an Order_
Email 1D:
Approver #4
Name: DOT-GERMAIN KATHLEEM
Empl ID:
Department:
SN . Close
STl Click to close the
Telephone: .
Reports To Position Number: Wi ndOW_
Email ID:
Close
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Approving Purchase Orders in Core-CT

If you need someone else to review an order for any reason, you can insert an

additional approver, by clicking the Insert Approver [#] link to the right of the Approver
box.

— Purchase Order 0000115461:Pending """E""“"'H"“'“'3'“'“5”‘5

Start Mew Patl
PO Chartfield Approver
: NOTE: Do NOT use the
Pending

© Multiple Approvers [+ [#]start New Path
FO Chart Field Approver option.

- Comments

o 3] Use the search icon™ to look
for authorized users to add.
Insert additional approver or reviewer If you add the user as an
Approver, they will have to
Choose an approver or reviewer to insert approve the order before it can
User ID: move on.
Insert as: .
© Approver If you add the user as Reviewer,
() Reviewer

they do not have to approve the
order before it can move on.

Insert| Cancel |

(If the original Approver
approves the order, it will
bypass the Reviewer if they
have not approved it.)

After you have made your

. . Insert
selections, click

Repeat the process if you wish
to add more users.
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Approving Purchase Orders in Core-CT

If you decide to delete
the approver — click
[=] to remove them.

View/Hide Comments

= Purchase Order 0000115461:Pending Starme-.-»;Path

PO Chartfield Approver

Pending Not Routed
Multiple Approvers =, JI0DOT-Howe Michole ;
(9 PO Chart Figld Approver IE' Ilnssrted Approver ‘.EI\ The new user s
added as an

 Comments Inserted Approver

To view the purchase order, click the gw Printable Version |ink

Purchase Order Approval

Business Unit: DOTMA

PO ID: 0000115451 Viey ) PO Status: Pend Appr

PO Total: 400,00 USD PO Date: 0117/2013

Vendor ID: 0000010008  SUBURBAN STATIONERS INC Budget Status: Mot Chicd

Buyer: Turbert] Justification:

PO Reference: TestPO Mo justification entered by buyer. (E
Edit PO

Once you click on the link; a pop up window will open asking if you would like to print
the distribution details. If you say yes, it will be for this viewing only, it will not send to
the vendor.

|

Do you wantto printthe purchase order with distribution details Yes /Mo, (10250,337}

Yes i Mo

A new window will open with a PDF version of the Purchase Order.
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Approving Purchase Orders in Core-CT

Purchase Order Page: 10f 1
Dept. of Transportation Pending Approval/Approved Email Dispatch
Accounts Payable Purchase Order Date Revision
PO Box 317546 DOTM1-0000115461 2013-01-17
: 1R Payment Terms Freight Terms Ship Via
Eﬁréggéﬁgtg LI R Due Now FOB Destin Common
Buyer Phone Currency
DOT-TURBERT .Julie 203459793386 usD
Vendor: 0000010009 Ship To:  Union Ave Attention: Not Specified Bill To:  Accounts Payable
SUBURBAN STATIONERS Rail Operations-New PO Box 317546
INC Haven Mewington CT 06131-
(Train Station) T546
693 HIGH ST New Haven CT 06525 United States

MIDDLETOWN CT 06457
United States

United States

Tax Exempt? ¥ Tax Exempt ID: 066000798D0OT Replenishment Option: Standard
Line- Item/Description Mfg ID Quantity UOM PO Price Extended Amt Due Date
Sch
1-1 Blus Paper 10.00 CT 40.00 400.00 01/17/2013
DIST: 1
Chartfields
[status Percentage PO gty Amount |
| 9pen 100.0000 10.0000 400.000 |
aLunit Account  Fund Dapt Progr ane Class BudRef
STATE E4080 1300 DOTS778 00000 100z0 2013
1 1
Detailla/Tax
’_Baimt BaseCUrrency CUrrency Location conalgned |
[2o00.000 UsD USD ACORE N
Schedule Total 400.00
Contract ID: 14DOT0001AA Contract Line: 0 Release: 7 Category Line: 0
5 cartons for first floor - 5 cartons for second floor
Item Total 400.00

Total PO Amount

In this sample, the distribution details were included.

This same procedure can be accomplished by selecting any or all lines on the purchase

order and clicking Viewlines Detalls | However, you will not be given the option to
print the distribution details, they will print automatically.

Purchase Order Approval
Business Unit: DOTMA
PO ID: 0000115461  View Printable Version PO Status: Pend Appr
PO Total: 400.00 USD PO Date: 01712013
Vendor 1Dt 0000010009 SUBURBAM STATIOMERS INC Budget Status: Mot Chicd
Buyer: Turbert) Justification:
PO Reference: TestPO Mo justification entered by buyer. (L
EditPO
-
H |
. L . . Merchandise
Select Line Item Description Quantity UOM Price Amount Currency
1 Blue Paper 10.0000|CT 40.00000 400.00 UsD
Select All/ De-select All Wiew Lines Details I
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Approving Purchase Orders in Core-CT

; Edit PO
If you need to make a change to the purchase order, click
Purchase Order Approval
Business Unit: DOTM
PO ID: 0000115461 Jiew Printable Version PO Status: Pend Appr
PO Total: 400.00 USD PO Date: 0117/2013
Vendor ID: 0000010009 SUBURBAN STATIOMERS INC Budget Status: Mot Chicd
Buyer: Turbert) Justification:
PO Reference: Tect PO Mo justification entered By buyer.
Edit PO

This will open up the purchase order. Make any changes necessary then click (5] save
You will not return to the Worklist automatically. Click to go back your worklist
and select the purchase order again.
Completely review the relevant details of the purchase order and then choose the
appropriate Approval button.
There are three Approval Options: Approve, Hold, and Deny.

Approval Comments

I
Approve Hold Deny

REeturn to Worklist

Approve: When you choose to approve a purchase order, click | “PP™@& | gng

Core-CT routes the PO to the next approver in the workflow or sets the status to
“Approved”, if it has completed all approvals.

You can enter a comment for the approval if necessary.

NOTE: If you have both Amount and Chartfield approval rights, make sure you have
checked both sections. Clicking approve will do both at once!
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Approving Purchase Orders in Core-CT

Hold: This action should be chosen if you are temporarily holding the order (i.e.
additional funding, documentation). If something needs to be changed on the PO,
please use Deny to insure that the order is processed correctly. First, type your reason
for holding the order in the Approval Comments box, then click  H@!¢

The approver will have an Information Request box with whom the order is being sent

back to. Click &2ViewHide Comments tq gee the reason.

PO AMOUNT APPROVER

a ViewiHir

= Purchase Order 0000115461 :Awaiting Further Approva BE o Bath

PO AMOUNT APPROVER
On Hold

g, Multiple Approvers
PO Amt Approver Lezs than S10K
02i2en - 151 P

tart Mey

Information Request
£ DOT-TURBERT Julie
Information Request

— Comments

DOT-GERMAIMN KATHLEEN at 02/26/13 - 1:51 PM
Waiting for Funding

- Comment History

The PO will be routed back to the associated buyer’s Worklist and an email will be sent
to the buyer.

Worklist for Turbert): DOT-TURBERT Julie

Approval Request Informatiofid Feed

Detail View Work List Filters:
=hE 4] ]
From Date From Work ltem Priority Link
F— PurchaseOrder, 791, STATE. 1901-
EO'ITHEE ELHN 01M7/2013 I—"I’lglarjev:{ Approval Workdflow 2-Medium |w EF[Q” q MIT-DOTA
- Information 5 CFT

Note: The Work List Filters is set to Approval Request Information to limit the number of
lines displayed.
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Approving Purchase Orders in Core-CT

Sample Email:

Information has been requested for the following purchase order.

Business Unit: Dept. of Transportation

PO ID: 0000115461

PO Reference: Test PO

PO Date: 2013-01-17
Buyer: Turbert!

You can navigate directly to the approval page by clicking the link below.

httos://corect.ct.oov:30100/0sp/FILUAT/EMPLOYEE/ERP/c/MANAGE PURCHASE DRDERS.PO APPROWAL.GBL?
Page=P0O APPROVAL&Action=U&BUSINESS UNIT=DOTW1&PO ID=0000115461

The buyer will see the same information as the Approver and can add a comment if
necessary.

PO AMOUNT APPROVER

View/Hide Commenis

= Purchase Order 0000115461: Awaiting Further Approvals Stan New Path

PO AMOUNT APPROVER
On Hold

g Multiple Approvers
= PO Amt Approver Less than 510K
02/28/13 - 1:51 PM

Information Request
& DOT-TURBERT Julie
Infermation Request

— Comments

DOT-GERMAIN KATHLEEN at 02/26/13 - 1:51 PM
|*.-“-."aiting for Funding |

- Comment History
PO Chartfield approver

View/Hide Comments

= Purchase Order 0000115461 :Awaiting Further Approvals Stan New Path

PO Chartfield approver
Not Routed

E‘ @ Multiple '-.JJr-;ers E‘

PO Chart Field Approver

- Comments
I~ Comment History

Approval Comments

el

Save Comments
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Approving Purchase Orders in Core-CT

Once the order is ready to approve, the approver who place the order on hold, can
submit it.

PO AMOUNT APPROVER

u% View/Hide Comments
| Start Mew Path

I~ Purchase Order 0000115461 Approved

PO Chartfield Approver

~ Purchase Order 0000115461:Pending """‘e""""H"jE':'3'“'“5'“5

Start Mew Path
PO Chartfield Approver

Pending

@ Multiple Ap Jrc..-srs E‘

PO Chart Field Approver

- Comments

Return to Purchase Order

Note: If a chartfield approver places an order on hold, the order will go back to the
buyer. However, since it has been amount approved, once it has been corrected, the
purchase order will stay in the chartfield approver’'s Worklist. It will not need to be
amount approved again.

After an order has been completely approved, a buyer or an approver can go back in
and view who approved the order and when.

PO AMOUNT APPROVER

= Purchase Order 0000115452: Approved
PO AMOUNT APPROVER

Approved
‘, DOT-GERMAIN KATHLEEM
PO Amt Approver Lez= than 10K
0111413 - 1:18 PM

PO Chartfield Approver
— Purchase Order 0000115452 Approved

PO Chartfield Approver

Approved
v DOT-Torcia Mario
PQ Chart Field Approver
01714113 - 1:20 PM

Return to Purchase Order
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Approving Purchase Orders in Core-CT

Deny: This action should be chosen if you determine that a PO should be changed or
canceled. The PO will be routed back to the associated buyer’s Worklist and the buyer
will receive an email. The Approval Status will change from Pend Appr to Denied. You

must specify your denial reason in the Approval Comments box then click  2&™

Click '-.-'ie-.-;-'Hi-je Comments to see the reason.

PO Chartfield Approver
— Purchase Order 0000115446:Denied|(2 viewHide Comments

PO Chartfield Approver

Denied
DOT-Tarcia Mario
PO Chart Figld Approver
0MTM3 - 2:26 PN

— Comments

DOT-Torcia Mario at 01/17/13 - 2:26 PM
Mot enough money in budget

— Comment History

DOT-GERMAIN KATHLEEN at 01/15/13 - 1:17 PM

LW

View History

Feturn to Waorklist Adpproval History

Note: The Work List Filters: is set to Transactions Denied to limit the number of lines
displayed.

Worklist for Turbert): DOT-TURBERT Julie

Detail View Work List Filters: Transaction Denied b Feed

From Date From Work ltem Priority Link
TTEET = - I;'%|rgl1warsle?rder. 221 STATE. 1901-

-GERMAIN FIEE ransaction o - 09-01, M. 0.
KATHLEEN 12/20/201 Denied 2-Medium v | BreINESS

PO _1D:00
DOT-GERMAIM T chi E'l:]|r=_:l11c-|l
OT-GERMAIRN PR ransaction L noroval Workdlow p - 09-01,
KATHLEEN 12/20/201 Denied P pproval Worldlow 2-Medium  w E!;\Isllli:l_ T
0100000 i

When you view the purchase order PO status has been changed to Denied.

Maintain Purchase Order
Purchase Order

Business Unit: DOTMA PO Status: Denied I x
POID: 0000115446 Budget Status: Mot Chi'd
Copy From: hd [ Hold From Further Processing
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Approving Purchase Orders in Core-CT

Sample Email

The following purchase order has been "Denied".

Business Unit: Dept. of Transportation

PO ID: 0000115446

PO Reference: Test PO Obligation Zero
PO Date: 2013-01-10
Buyer: Turbert]

You can navigate directly to the approval page by clicking the link below.

https://corect.ct.gov:30100/psp/FILUAT/EMPLOYEE/ERP/c/MANAGE PURCHASE ORDERS.PO APPROVAL.GBL?
Page=P0O APPROVAL&Action=U&BUSINESS UN TZBOTVI&:‘O C=0000115446

Once the order has been denied, the buyer has the option to close the purchase order,
or to reopen it, make the necessary adjustments, and resubmit it for approval

Navigation: Main Menu > Core-CT Financial > Purchasing > Purchase Orders >
Add/Update POs

Favarites : Main Menu

3 Core-CT EPM
[ Core-CT Financials -
39 Core-CT HRMS [ Employee Self-Service L4
Personal | (3 Self Service 03 Supplier Contracts ' [=]| [Cor
=m Pers ™9 worklist 3 Customer Contracts 4 - Mo
22| mevie [ Reporting Tools L Trems k 2prove time.
= pe (3 PeopleTools 03 Vendors 4 b
EHe £ change My Password 3 Procurement Contracts ' 5 i
== & My Personalizations L Purchasing o g = My
— <L & My System Profile 3 Inventory - REE]LIISIZIDE‘IS
i% Ch = 2 eProcurement 03 Reguest for Quotes 2
=| Name Lnange {
= 3 Services Procurement L1 Purchase Orders ,
=| Ethnic Groups B Project Costing £3 Receipts 1 Stage/Source Reguests 4
Ef@ it e & BiIIiné - £3 Return To Vendor L Manage Change Orders 4
Set up perzonal preferences, such as er 5 : £ ran (3 Reconcie POs L
password and forgot my password hint: [ Accounts Payable 83 Procurement Cards B9 Review PO Information »
= My System Profile 3 Commitment Control 3 ey ' )
BcC e My 3 Reports 4
=] Change My Password [ General Ledger 4
7 3 Allocations 4 ’_l L
Employee Benefits 3 i ; I &dd/Update POs I
(3 set Up Financials/Supply Chain 4 =] Buyer's Warkbench
@:@ Benefits Summary {3 Enterprise Compaonents r = i
Review a summary of current, past or fu 3 Worklist ¥ j Approve POs
- Approve Amaunts
+ »
- B Reporting Tools |=| Approve ChartFields
\' , Life Events (3 PeopleTools ¥ o :
‘Ul.f Initiate a life event to record your marriag _] Change My Password = Reserve PO IDs

child.
=] Dependent Changes
= Marital Status

|=] Maintain Distributions

My System Profile 1
B |=| Dispatch POs
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Approving Purchase Orders in Core-CT

Click on Eind an Existing Value

Purchase Order

| Eind an Existing value |

Business Unit: DOTM (2
PO ID: MEXT

Add

Find an Existing Value | Add a New Value

Enter then the PO ID and click | 3"

Add a New Value

=
Business Unit; = v DOTHA Q&

| PO ID: begins with » (|0000115446
Purchase Order Date: = v 3
PO Status: = v w
Short Vendor Name: begins with |+ @,
Vendor 1D: begins with |+ @,
Vendor Name: hegins with @,
Buyer: hegins with » @
Buyer Name; hegins with | » OJ
PO Type: = w -

Purchase Order Reference: | begins with »
Hold From Further Processing i

[Jcase Sensitive

Search Clear |pasicSearch [GF Save Search Criteria
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Approving Purchase Orders in Core-CT

Either click on the %€ to cancel the purchase order, or modify the purchase order and
click save to resubmit.

- Einance Core-CT Help

WIGN LA F Ul wHa3E Wi sl

Purchase Qrder

Business Unit: DOTMA PO Status: Denied E
PO ID: 0000115446 Budget Status: Mot Chied
Copy From: v I Hold From Further Processing
=
“P0 Date: 01/10/2013 El
“Vendor: ps1043azzF-001 @
Receipt Status: o )
“Vendor ID: 0000010009 & Mot Recvd
*Dispatch Method: Email A
*Buyer: Turbert) 2, DOT-TURBERT Julie P
PO Reference: Test PO Ohbligation Zero
Merchandise: 1.000.00
FreightTax/Misc.: Calculate
Total Amount: 1000.00 USD
Encumbrance Balance:
Total PO Obligation: 1000.000 USD
ltern Search Line: @, T 2| Refrieve
S L 0
Ship Te/Due Date Statuses Item Infermation Attributes RFQ Contract Receiving
Line Item Description PO Qty *UoM Category Price I'.-'Ierc:z:;lilsnel Status
1 B @, [Paper Folder =i 8 10000 [EA @ [4400000@, [1.000.00000 100000 Denied | & [E =] [=]
rintable Yersion .
LEn el E eel Close Short All Lines *Go to: .. More 4
vals
[Gh Returnto Search | |[=] Notify | &3 Refresh [Ek Add

Updated 01/01/13
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