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Two methods to approve items in Peoplesoft
1. Email - Approvers will receive an approval email request with a link to approve. The link will
take you into the approval page for the specific item.
2. Approval Tile (worklist in classic Peoplesoft)
e All users with workflow approval security roles will have the tile on your Homepage
e Tile displays the number of pending approvals
e Lists all pending approvals and ability to review by type (voucher, requestions...)

Approval Email

Approval is requested for Voucher ID "00237863" Business Unit "01"

€ Reply | &) ReplyAll | —> Forward
hapman.edu ) Repl D Reply orware [

o ® Thu 7/7/20.

Start your reply all with: ‘ Approved. | | Just got this ‘ What does this mean? | (D) Feedback

Avoucher has been entered that requires your attention.

Business Unit: 01

Voucher ID: 00237863 I
Invoice ID: 123

Invoice Date: 2022-05-01

Gross Amount: 10

supplier: A-1VISUAL SYSTEMS

Enteredby: "o

Updated by:

You can navigate to the Voucher Approval page by clicking the link below.

https://psweb-fs92fld1.chapman. du:4430/psp/FS92FLD1/EMPLOYEE/ERP/C/ENTER VOUCHER INFORMATION.VCHR APPROVE2.GBL?
Page=VCHR APPRVL AF&Action=U&BUSINESS UNIT=01&VOUCHER 1D=00237863

Approvals Tile

HAPMAN
JNIVERSITY v My Homepage
Approvals Out of Office Classic Home Finance & Budget Reports
' il

i .

@ % <l
\N
0

Approvals Tile displays the number of pending approvals

Approvals
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Pending Items Listing and Approvals
e The default view displays all pending approvals.
e Click on one of the types on the left hand pane to filer the approvals by type (optional)
e Select an item to approve.

< My Homepage Pending Approvals A : 0O
View By | Type v v
@ A 7
All 7 rows
", Purchase Order 5 Voucher 0100222788 /2-31-125-0328 08120 Routed
1500000 USD 0811272021
2
Voueher Voucher 01700222789 /2-31-125-0328 09720 Routed
15,000.00 USD 081122021
Purchase Order 01/P000061956 / Routed
960000 USD /\ Medium Priori 0211712022
Purchase Order 01/P000061959 / Roued
960000 USD /A Medium Priorit 0211772022
Purchase Order 01/P000060595 / Roued
9,900.00 USD /A Medium Priori 0211812022
Purchase Order 01/P000062000 / Roued
495000 USD /A Medium Priorit 021872022
Purchase Order 01/P000062047 / Rowed
1555.00 USD /A Medium Priorit 021222022

After selecting an item, click the Approve button to approve the item. You can also click Deny and
terminate the workflow or More to Pushback to previous level or Hold.

W o | M

Pushback

Hold

Click Submit to approve the item. Comments are optional

Cancel Approve

You are about to approve this request.

Approver Comments
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View Additional Information — attachments, chartfields and approval chain

Voucher

Chartfields — Click the carrot next to the Line Amount field to view chartfields

Attachments — click View Attachments

Approval Chain — click to view approval history and required approvals

15,000.00 USD
Summary
Business Unit 01
Invoice Number
Supplier Name 1800 GOT JUNK
Due Date 03/31/22
Voucher Source Online
Line Details
Voucher Line Item Description
1
View Attachments (1) > |

Approver Comments

| Approval Chain > |

Voucher ID 00237859
Created By |
Modified By |
Invoice Date 03/01/22

Voucher Style Regular Voucher

Quantity uom Unit Price Amount

0 0.00 USD 15,000.00 USD

h
Distributions x
Fluid Approval Distribution
Line 1
Description
Merchandise Amt 15,000.00 USD
Quantity
P . GL - Alternate S Fund Class Budget
Distribution Quantity ; Merchandise Currency *Account Operating Department Program .
Line ¢ BUSiness amountd ¢ 0 CRZIE it &b ' G B BT
1 01 15000.00 USD 517005 15 6724 69002
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Attachments — click Approval Justification Attachments hyperlink

Chartfields — click View Printable Version to view chartfields or click the carrot next to the Line Amount

field and drill down to the chartfields

Approval Chain — click to view approval history and required approvals

Request for Telestream Vidchecker Support
122879 USD

55 Heacer is pending your approval

Summary
Business Unit 01
Routed Date February 22, 2022

Requester £

w More Information

Approval Justification See attached Quote: Q-150941

Approval Justiication Attachments

View Printable Version >

w Lines

Line Number Item Description

2 3% Annual Operational Adustment

Approver Comments

Approval Chain >

Requisition ID R000068744
Requisition Date  February 22, 2022

Budget Header Status Vaid

1 Domain VCVX-4NSQ-QBAB-PTDN-95BX Support Dates: March 9, 2022 - March 8, 2023

Entered by Ab

EE

Merchandise Amount

Line Details

Business Unt 01

Une 1 Rem 1D
Suppher TELESTREAM-001 Quansty 1 EA
Price 118300 USD ShipTo ST3450
Category SERVICE_CONTRACTS
Shipping Information
Schedule snip To Quansay Prico Amount Attantion Das Date
1 ST3850 1EA 1.193.00USD 119300 USO £

Back To Header

T

2 rows
119300 USD
B )

Requisition 1D RI0006ST44

20220228
-

ftem Description  Doman: VCVX-4NSQ-QBAB-PTON-958X Suppont Dates: March 9. 2022 - March
Merchandise Amount 119300 USD

Fluid Approval Distribution

Une 1

Schedute 1

Quantity 1.0000 EA

- - GL Alternate Fund Class Budg
Currency Accoumt Operating Department Program
Line © Quantity © Dose>® * Amount © Code ¢ ¢ Accomnt o Code g Code o ' Refer
1 02500 01 20825 USD 530015 100 3550 35500
2 07500 01 475 USD 140210 100 3550 38500
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Purchase Order
Attachments — click View Comments and Attachments

Chartfields — click View Printable Version to view chartfields or click the carrot next to the Line Amount
field and drill down to the chartfields

Approval Chain — click to view approval history and required approvals

STEVEN HYNES AND ASSOCIATES INC
Deny | More
155500 USD E y

3 Header is pending your approval

Summary
Supplier STEVEN HYNES AND ASSOCIATES INC PO Total 1,555.00 USD
POID PO00062047 Status Pend Appr
PO Date 0222722 Business Unit 01
Buyer ¢ Routed Date 02722722

Budget Status  Valid

Edit Purchase Order
w More Information

View Comments and Atachments >
View Printable Version >
w Lines
1 row
Line Number Item Description Merchandise Amount
1 Remove existing carpet & pad . Install new carpet & pad 135 W. Rose Ave 155500 USD
-
Una Ducals
Approver Comments s ——
Qmstry 1 17
Pece 154600 180
Amoust 158500 USD
Shlpping nformeton
p—— y e~
T nw 1558 00 USO 1486 20 S0 5 2NN

. | PO Distribution Information ?

Fluid Approval Distribution
Line 1
Schedule 1
Hem Description Remove exsting carpet & pad . Install new carpet & pad 135 W. Rose Ave
Merchandise Amt 1555.00 USD
Quantity 10000 LT

Purchase
GL Alernate Fund
Merchandise Currency o Account Operating Department
Line & Quantity  Amount < Code © m,’l‘"’“ Aengon T 0 < Accown Unit © Code 3

1 1.0000 155500 USD o 85 530035 170 1820
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Out of Office Delegations

Out of office delegations should be used for temporary out of office periods. Peoplesoft approvals will
route to the alternate approver for the specified date range.

v My Homepage

Approvals Out of Office Classic Home Finance & Budget Reports
v -
) % i Fj’ﬂ
<l
"™~
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e Click the OO0 Tile or Navigate — Navigator or Classic home/My System Profile
e Enter the Alternate UserID and the From/To Dates
e (Click Save

e Note the Alternate user/Delegate must have the appropriate security roles to approve
transactions

General Profile Information

Password

Change password

Change or set up forgotten password help

Personalizations

My preferred lsngusge for PIA web pages is:  English
My preferred language for reports and email is | English 1’

Currency Code (USD Q

Default Mobile Page Q

Alternate User

If you will be temporarily unavailable, you can select an siternate user to receive your routings.
Alternate User ID Q

From Date {example:12/31/2000)

To Date {example:12/31/2000)

Workflow Attributes

O Email User O Worklist User

Miscellaneous User Links

Email
F Q 1-1of 1[V]
Primary Email Account Email Type Email Address

Work V] + -

IM Information
5 Q 1-10f1[V]
Protocol XMPP Domain UserlD Password

XMPP Q +

Lo jo~



