How do | locate documents that | need to approve?

You can identify the documents awaiting your review and approval by going to the Action Items.
1. Click on the Action Items Icon — if items need approval, a number in blue will show next
to the action items icon.
a. Unassigned Approval
i. These are invoices and requisitions that need to be reviewed and
approved.
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Unassigned Approvals

Requisitions

Invoices

Approving Documents

To review the document for approval, select the document number. Note: The approver can
view results as a list or by folder. If the folder is selected, it will show each folder, and the user
can then select the document number from each folder. The list view will show them all in the
sort by order. Changing the “Sort by” to “Submit date oldest first” is recommended.

Total Results 4 Display 20 per folder «

v 16-TAMIU PURCHASING APPROVAL o

REQUISITION NO. SUPPLIERS ASSIGNED APPROVER PR DATE/TIME REQUISITIONER
170813928 MEDIA DUPLICATION SYSTEMS MULTIMEDIA EFFECTS INC DBA Not Assigned 4/27/2023 5:07 PM YYezmin Salazar
Ca e Enternet Cloning Machine Folders 0 Days in folder [16-TAMIU Purchasing Approval]

No. of line tems 1



The document summary will appear as shown below.

General

Status

Submitted

Business Unit
Ordering Department
Cart Name

Share cart

Prepared by

Prepared for

Cart
Description/Purpose

Softw;
Cloud Services
(attach IT Review

e and/or

Form)

Order Category

Report Reference A

Pending

4/27/2023 5:07 PM

16-Texas A&M International University (16)
16-CISC (16-CISC)

Ehternet Cloning Machine

oIT

‘Yezmin Salazar

‘Yezmin Salazar

no value

1 - Regular

no value

Assign the requisition to yourself (optional)

Shipping

ShipTo

Attn
Informaticn Technology
/o Central Receiving
Room

5201 University Blvd
Laredo, TX 78041
United States

Delivery Options

Ship Via Best Carrier-Best Way

Requested Delivery  no value
Date
Pre-Pay & Add X

Procurement Services

Buyer Buyer Email

no value no value no value
Emergency (attach X

justification)

Buyer Phone Number

Billing

Bill To

Texas A&M International University — Accounts Payable
#4400 Not Mail Invoice***

Email invoices to invoices@tamiu.edu

5201 University Blvd.

Laredo, TX 78041-1920

United States

Accounting Info

Do Not Encumber X
Rush the Pymt X
Process

Special Payment no valve
Method

Cost Receipt X
Required

IFR (item for Resale) X

Trade-in e
Create Asset X
Manually

v m

Total (15,900.00 USD)

What's next?

16-Commodity Code Assigner

v

Verify that the purchase/payment request is within disbursement guidelines and
allocated to the appropriate account(s).

3. Then select Approve & Show Next from the Available Actions drop-down. If an approver
needs to return (preferred method) or reject a requisition, the approver must “Assign”
the requisition to see those available actions.

Requisition = 170813928 = o & @ Assign To Myself - 1 of 4 Results <>
Summary Taxes/S&H PO Previe Attachments 2 History
General Shipping Billing e v
Total (15,900. v
Status Pending Ship To Bill To
16-Purchasing ApprovalDe
Attn: Texas ABM International University — Accounts Payable .
Submitted 4/27/2023 507 PM Do Not Mail Invoices*

Information Technelogy
/0 Central Receiving
Room

Email invoices to invoices@tamiu.edu

Business Unit 5201 University Blvd.

16-Texas A&M International University (16)

} total 15900.00
5201 University Blvd Laredo, TX 780411920
Ordering Department  16-CISC (16-CISC) Laredo, TX 78041 United States 0.00
United States 000
Cart Name Ehternet Cloning Machine
Accounting Info
Share cart o Delivery Options 15,900.00
Do Not Encumber X
Ship Via Best Carrier-Best Way
Prepared by ‘Yezmin Salazar Rush the Pymt X What's next? v
Requested Delivery o value Frocess
Prepared for ‘Yezmin Salazar pete Workflow ooe



Requisition Available Actions

1. Approve/Complete & Show Next
a. This will approve the current requisition and automatically open the next
requisition for review.
2. Approve
a. This will approve the requisition, but you will stay on the current document.
3. Returnto Shared Folder
a. You have assigned a document but will not be processing it. Returning it to the
shared folder allows another approver to assign and process the document.
4. Return to Requisitioner
a. Returnsthe document to the creator for revisions (please remember to add
notes to identify why it is being returned to the requisitioner)
5. Reject Requisition
a. Rejecting the document is canceling it. The creator is not able to resubmit.

Requisition + 170813928 O ) B Approve/Complete & Show Next I 1 of 4Results ¥ (S
Summary SeH P Mtachments 2 r Approve & Next
Approve
General # - Shipping ¢ o Biling o - Retum to Shared Fc\der.
) Corectthesessues. v
Status Pending ShipTo Bill To Youareunableto proceedu Retum fo Requisitioner
16-Purchasing Approval-Dept (Carlos Bella
Aitn Texas ABM International University - Accounts Payable Requied: By Forward to.
oy hmitt ’ , (- BUYE !
Submited Y2702 507PM Information Technology 800 Not Mall Invoice**
/o Central Receiving Emal invoices to invoices@tamiv.edu Requie: Buye Ema Reject Reqisition
Business Unit 16-Texas ABM Intematianal University (16) Room 5201 University Blvd Required: Buyer Phone Nu
5201 University Blvd Laredo, TX 780411920
Ordering Department  16-CISC (16-CISC) Laredo, TX 78041 United States Total (15,900.00 USD) v
United States
Cart Name Eftemnet Cloning Machine E
Accounting Info T
share cart or Deliery Options




Creating an Email Approval Code

If you would like to approve documents from the email notifications you receive, then you must set an
email approval code.

EXAS A&M UNIVERSITY All T Search (Alt+Q) 3600.00USD W

My Profile b User's Name, Phone Number, Email, etc.

Cindy Glover

Cindy Glover User's Name, Phone Number, Email, etc. View My Profile
User Name 920000792 First Name Cindy Dasfiboards
Manage Searches
i o Manage SearchBports  Select View My Profile
User Profile and Preferences R B B —
Name, Phone Nurmb:
Language, Time Zone and Display Settings Mobile Phone Number Youda ioghavenny ecant o
App Activation Codes International phone numbers must begin with + Tt m
Early Access Participation E-mail Address * CAGLOVER@TAMU.EDU
Guided Tour Instructions
Update Security Sett Business Unit 02-Texas A&M University (02)
Change Email Approval Code Ordering Department 02-FISC-OPS (02-FISC-OPS)
Default User Settings
R SRS Authentication Method LoginXML ~
Ordering and Approval Settings G N 920000792

Permission Settings
Notification Preferences
Organization Terms and Conditions accepted on 12/6/2019 1:22 PM Terms and Conditions
User History
Administrative Tasks
* Required

TEXAS A&M UNIVERSITY Al Search (Alt+Q) Q

My Profile » User's Name, Phone Number, Email, etc

Cindy Glover User's Name, Phone Number, Email, etc. 2
ro User Name 920000792 First Name cindy
Last Name Glover

g u Profil d Prefi

ser Profile and Preferences e D
— User's Name, Phone Number, Email, et

Language, Time Zone and Display Settings Mobile Phone Number
I app Activation codes - Select Change Email International phone numbers must begin with +

"o

Early Access Participation  APpProval Code. . address * CAGLOVER@TAMU.EDU
0, Guided Tour Instructions
& Business Unit 02-Texas A&M University (02)

Update Security Settings

J.l].l Change Email Approval Cod Ordering Department 02-FISC-OPS (02-FISC-OPS)
Default User Settings
o e REIeS SR A Authentication Method LoginXML -~
a Ordering and Approval Settings User Name ™ 020000792
Permission Settings
Notification Preferences
Hleritiistony Organization Terms and Conditions accepted on 12/6/2019 1:22 PM Terms and Conditions

Administrative Tasks I3

# Required Save Change:

Change Email Approval Code




