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Approval Route Management

Approval Route Management Overview

Approval Routes ensure Procurement Documents (Requisitions, Purchase Orders, and Contracts)
route to appropriate people at specific dollar levels. Some documents remain within

Approval Route Management Lesson

Procedure

ORACLE" 1o EDWARDS ENTERPRISEONE T i

© Sign Out
EnterpriseOne Menu [ =1 O
‘Open Applications

You have no running applications. The Enterprise0ne Menu contains several links te the applications.

Open New Window These links will always be atthe left of your screens, no matter what application you are using.

You can also hide the menu when you need more Space for your work,
Fast Path

@

Welcome!

[- Favorites

[» Content Development Tools
[ EnterpriseCne Menus

[> Mobile Sales Menus

[ Power User Tasks

} State of Nebraska »

+ Roles
NOGIFUNC
= Actions

—Help
— My Systern Options
Work Center

View Job Status

= Preferences
[¥ Minimize menu on app launch

I B AT [P [ =
Step Action
1. Click the State of Nebraska link.
State of Nebraska
2. Click the Purchasing - Agencies link.
IPurchasing - Agencies|
3. Click the Approval Route Management link.
[Approval Route Management]
4, Click the Approval Level Revisions link.
[Approval Level Revisions|
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Step Action
5. Decision: | want to:

e Add Approval Route that requires approvals outside my Agency
Go to step 6 on page 2
e Add an Approval Route that stays within my Agency
Go to step 32 on page 5
e Copy an Existing Approval Route
Go to step 50 on page 7
e Revise an Existing Approval Route
Go to step 60 on page 9
o Delete an Approval Route
Go to step 73 on page 11

ORACI—E. JD EDWARDS ENTERPRISEONE T i

© Sin Out
Approval Level Revisions - Work With Approval Level Revisions ]
Select Fnd  Add  Copy Delete Close Iook

v @ + B 0 X B
Order Type Ea Q

No records found. Customize Grid (]

- Order  Approval
Type  Route Code Description

Done T T 7 Trustedsites [Fa - [=x -

Step

Action

Double-click in the Order Type field.

Enter the desired information into the Order Type field. Enter "*".

Click in the Approval Route Code field.

Enter the desired information into the Approval Route Code field. Enter
"MASTER".

Page 2




Adminiztrat

Q
b Approval Route Management

Training Guide

Step

Action

10.

Click the Find button.

11.

Click the Go to end button.

12.

Click the Row:5 option.

13.

Click the Copy button.

ORACLE" io EDWARDS ENTERPRISEONE L
© Sign Out
Approval Level Revisions - Approval Level Revisions o
OK Delete Cancel Tosls
T X &
Approval Route Code = Q, QOrder Type OR
Route Description
Budget Approver
Records 1-15 Customize Grid ]
@ From )
Amount Person Responsible
o 10,000 576503 AS-DASP3 DIANNA GILLILAND
(o] 10,000 576604 AS-DASP4 KIM JOHANNS
(o] 10,000 576605 AS-DASPS JENNIFER CROUSE
(o] 10,000 576673 SPB - PURCHASING (FRONT DE.
(o 10,001 576600 ROBERT THOMPSON
(o 10,001 576601 JULIE DABYDEEN
(o 10,001 576602 RITAKUCERA
c 10,001 576675 RUTH GRAY
c 10,001 576676 SUZANNE SIEMER
c 10,001 576677 MARY LANNING
c 10,001 576678 CONNIE HEINRICHS
c 10,001 576679 KATHY DEVRIES
c 10,001 576681 TODD DLOUHY
c 10,001 999397 MICHELLE KEMPER
®
Dane [ [F Tustedsies [Fa =~ [F00% - )
Step Action

14.

Enter the desired information into the Approval Route Code field. Enter "109293".

15.

Enter the desired information into the Route Description field. Enter "DEE
WARD".

16.

Click the From Amount object.

17.

Enter the desired information into the From Amount field. Enter *500".

18.

Press [Tab].

19.

Enter the desired information into the Person field. Enter "100386".
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Approval Route Management

Adminiztrat I'HEH VEOES

Step Action
20. Click the From Amount object.
| |
21. Enter the desired information into the From Amount field. Enter "1000",
22. Press [Tab].
23. Enter the desired information into the Person field. Enter *100378".
24, Click the From Amount object.
| |
25. Enter the desired information into the From Amount field. Enter *1000".
26. Press [Tab].
27. Enter the desired information into the Person field. Enter *100087".
28. Click the OK button.
=]
29. Decision: | want to:

e Complete Approval Route Maintenance
Go to step 30 on page 5

e Continue Approval Route Maintenance
Go to step 5 on page 2

ORACLE. JD EDWARDS ENTERPRISEONE

Approval Level Revisions - Work With Approval Level Revisions
Select Find  Add  Copy Delete Close Took
v @ + B 0T X B

Order Type ,xi

Records 1-13 Customize Grid (]
[ [MASTER [
[~ Order  Approval
Type  RouteCode  Description
T oH MASTER PURCHASE ORDER TO CSI
C o MASTER REQ: MOTOR VEHICLE
O oN MASTER REQ: IT EQUIP/SERVICE
- oP MASTER PO: COMMODITY <10,000
¥ OR MASTER REQ: COMMODITY < $10,000
- or MASTER REQ: TELECOMMUNICATIONS EQUIF
C ou MASTER PO: VEHICLE - COMM CONTRACT
O ow MASTER REQ: THROUGH STATE PURCHASING
- o3 MASTER REQ: SERVICE @ AGENCY
- o5 MASTER REQ: SERVICES @ BUREAU
- o8 MASTER PO: IT FROM CONTRACT
- os MASTER DEVIATION REQUEST
C R MASTER STOCK REQ: COMMODITY < 10,000
Done T T (37 Trustedsites [Fa - [=0mx -
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Step Action

30. Click the Close button.

31.

End of Procedure. Remaining steps apply to other paths.

ORACI—G’ JD EDWARDS ENTERPRISEONE T e

© Sign Out
Approval Level Revisions - Work With Approval Level Revisions ]
Select Find  Add  Copy Delele Close Tools
v @+ B
Order Type OR
Ho records found. Customize Gria (]
[ Order  Approval
Type Route Code Description
Don [T T 7 Tsted sites [Fo =[x - )

Step Action

32. Click the Add button.
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ORACLE’ 1o EDWARDS ENTERPRISEONE i M: E;?ﬂ'
Approval Level Revisions - Approval Level Revisions ]
Approval Route Code * Q Order Type OR
Records 1-1 Customize Grid (]
= :r:nr:um Person Responsible

Done [ [ [ (@] Tuedsies o~ [Fuiome =~
Step Action
33. Enter the desired information into the Approval Route Code field. Enter "109293".
34. Click in the Order Type field.
35. Enter the desired information into the Order Type field. Enter "OG".
36. Click in the Route Description field.
37. Enter the desired information into the Route Description field. Enter "DEE

WARD".
38. Click in the From Amount field.
39. Enter the desired information into the From Amount field. Enter "500",
40. Click in the Person field.
41, Enter the desired information into the Person field. Enter "100386".
42. Click the From Amount object.
| |

43, Enter the desired information into the From Amount field. Enter "1000",
44, Click in the Person field.
45, Enter the desired information into the Person field. Enter *100378".

Page 6




A Training Guide
AUULL = Approval Route Management

Step Action

46. Click the From Amount object.
| |
47. Enter the desired information into the From Amount field. Enter "1000".
48. Enter the desired information into the Person field. Enter "100087".
49, Click the OK button.

Go to step 29 on page 4

ORACLE. JD EDWARDS ENTERPRISEONE b

© Sign Out
Approval Level Revisions - Work With Approval Level Revisions ]
Select Find Add  Copy Delele Close Tools

v & + B @1 X B
Order Type BE a

Ho records found. Customize Grid (]

\

Order  Approval
Type  RouteCode  Description

Dane T T [@F Trusted sites [Pa - -

Step Action

50. Enter the desired information into the Order Type field. Enter "*".

51. Click in the Approval Route Code field.

52. Enter the desired information into the Approval Route Code field. Enter "109293".

53. Click the Find button.

54, Click the Row:1 option.

55. Click the Copy button.
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ORACI—E‘ JD EDWARDS ENTERPRISEONE

Approval Level Revisions - Approval Level Revisions o

Approval Route Code # ,|70\ Order Type ,097
Route Description ‘
Budget Appraver ’7
Records 1-4 Customize Grid Ol
. ;'ﬁ?um Person Responsible
I [ s 100386 MENCL, DORENNE K
Gore 0 o ) A= [Fa = Ao =
Step Action
56. Enter the desired information into the Approval Route Code field. Enter
"4338266".
57. Click in the Route Description field.
58. Enter the desired information into the Route Description field. Enter "MIKE
HOOVER".
59. Click the OK button.
Go to step 29 on page 4
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ORACLG’ JD EDWARDS ENTERPRISEONE b

© Sign Out
Approval Level Revisions - Work With Approval Level Revisions ]
Selct Find  Add  Copy Delele Close Tools

v & + B 0T X B

Order Type OR
No records found. Customize Grid ]

[~ Order  Approval
Type  RouteCode  Description

Approval Route Management

Dune I ASAT Fa [wi5 -+
Step Action
60. Click in the Order Type field.
[oR |
61. Enter the desired information into the Order Type field. Enter "OG".
62. Click in the Approval Route Code field.
63. Enter the desired information into the Approval Route Code field. Enter
"4338266".
64. Click the Find button.
65. Click the Row:1 option.
66. Click the Select button.
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ORACLG’ JD EDWARDS ENTERPRISEONE b

© Sign Out

Approval Level Revisions - Approval Level Revisions ]

OK Delete Cance| Took

B 0 X k

Approval Route Code = 4338266 Order Type oG
Route Description IMIKE HOOVER]
Budget Approver

Records 1-4 Customize Grid m]

From

Amount Person Responsible

500 100386 MENCL, DORENNE K
1,000 100087 ARCHULETA, AMY L
1,000 100378 PEREZ, JULIEJ

Dons

Done T T [3]7 Trusted sites [%a = [®00% -

Step

Action

67.

Click the From Amount object.
| 1,000]

68.

Enter the desired information into the From Amount field. Enter *5000".

69.

Click the From Amount object.

70.

Enter the desired information into the From Amount field. Enter "750".

71.

Enter the desired information into the Person field. Enter *109293".

72.

Click the OK button.
=]
Go to step 29 on page 4
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ORACLG’ JD EDWARDS ENTERPRISEONE b

© Sign Out
Approval Level Revisions - Work With Approval Level Revisions ]
Selct Find  Add  Copy Delele Close Tools

v & + B 0T X B

Order Type OR
No records found. Customize Grid ]

[~ Order  Approval
Type  RouteCode  Description

Approval Route Management

Dune I ASAT Fa [wi5 -+
Step Action
73. Click in the Order Type field.
[oR |
74. Enter the desired information into the Order Type field. Enter "OG".
75. Click in the Approval Route Code field.
76. Enter the desired information into the Approval Route Code field. Enter
"4338266".
77. Click the Find button.
78. Click the Row:1 option.
79. Click the Select button.
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CLG" JD EDWARDS ENTERPRISEONE

ViCEs

Approval Level Revisions - Approval Level Revisions
OK Delete Cance| Took
B i X B
Approval Route Code W Order Type IOG—
Route Description
Budget Approver ]
Records 1-5 Customize Grid m]
@ from
Amount Person Responsible
& | s00 100386 MENCL, DORENNE K
(o] 750 109293 WARD, DERIECE L
(o] 1,000 100378 PEREZ, JULIEJ
(o] 5,000 100087 ARCHULETA, AMY L
o
Done T T [3] Trusted sites [Fa - [=mx -
Step Action

80.

Click the Delete button.

CI—E‘ JD EDWARDS ENTERPRISEONE

@ Approval Level Revisions - Approval Level Revisions
OK  Dekte Cance| Took
a8
Approval Route Code * 4338266 Order Type 0G
Route Description IMIKE HOOVER
Budget Approver
Records 1-5 Customize Grig ]
& from
Amount Person Responsible
(ol 500 100386 MENCL, DORENNE K
(el 750 109293 WARD, DERIECGE L
(el 1,000 100378 PEREZ, JUl oy
Message fiom webpage x|
(el 5,000 100087 ARCHULET
(el \ ? ) Are you sure that pou want to delete the selected item?
Done [T [@] Tstedsies [Fo = [#00% - )
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Step Action

81. Click the OK button.
ak,

ORACLG’ JD EDWARDS ENTERPRISEONE

PEREZ, JULEE J [JPYS00]

© Sign Out

Approval Level Revisions - Approval Level Revisions
OK  Delets Cance| Tools
E]
Approval Route Code = 4338266 Order Type oG
Route Description MIKE HOOVER
Budget Approver
Records 1-4 Customize Grid =]
From
Amount Person Responsible
& 750 109293 WARD, DERIEGE L
[} 1,000 100378 PEREZ, JULIEJ
[} 5,000 100087 ARCHULETA, AMY L
~
Dane T T [ Trusted sites [Fa =m0 -

Step Action

82. Click the Delete button.
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CLG" JD EDWARDS ENTERPRISEONE

Approval Level Revisions - Approval Level Revisions
OK Delete Cance| Took

B 0 X k
Approval Route Code = 4338266 Order Type oG
Route Description
Budget Approver ]
Records 1-4 Customize Grid o
@ From
Amount Person Responsible
(ol 750 109293 WARD, DERIECEL
(o] 1,000 100378 PEREZ, JULIEJ
c 5,000 100087 ARCHULET, s fiomweTE
-

L L e A e e el e

Cancsl

[T T T [ Trustedsites [Fa - [=mx -

Step Action

83. Click the OK button.
Ok

CI—G, JD EDWARDS ENTERPRISEONE

Approval Level Revisions - Approval Level Revisions
OK  Delete Cance| Tools
a
Approval Route Code * 14333266 Order Type oG
Route Description IMIKE HOOVER
Budget Approver
Records 1-3 Customize Grid ]
@ From
Amount Person Responsible
© 1,000 100378 PEREZ, JULIE.)
(@] 5,000 100087 ARCHULETA, AMY L
o
[0 T [V Tustedsites [Fa = [#00% - )
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Step

Action

84.

Click the Delete button.

ORACI—E‘ JD EDWARDS ENTERPRISEONE

Approval Level Revisions - Approval Level Revisions

PEREZ, JULIEJ [JPY900]

© Sion Out

OK Dekte Cancel Tools
Approval Route Code * 4338266 Order Type 0G
Route Description IMIKE HOOVER
Budget Approver
Records 1-3 Customize Grid ]
. From
Amount Person Responsible
ci 1,000 100378 PEREZ, JULIEJ
[ 5,000 100087 ARCHULETA, AMY L
o
Message fiom webpage x|
D) e you sure that you want ta delet the selected fem?
[0 T [ [ Twstedsites [Fo = [#00% - )

Step

Action

85.

Click the OK button.
ok,
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Adeinistrati

PEREZ, JULI

Approval Level Revisions - Approval Level Revisions
OK  Delets Cance| Tools
B i X B
Approval Route Code = 4338266 Order Type oG
Route Description MIKE HOOVER
Budget Approver
Records 1-2 Customize Grid
From
Amount Person Responsible
(ol 5,000 100087 ARCHULETA, AMY L
(o]
Done T T [ Trusted sites [Fa - [=mx -

ViCEs

Step Action

86. Click the Delete button.

CI—E‘ JD EDWARDS ENTERPRISEONE

PEREZ, JUL

Approval Level Revisions - Approval Level Revisions o
OK  Dekte Cance| Tooks
a8
Approval Route Code * 4338266 Order Type 0G
Route Description IMIKE HOOVER
Budget Approver
Records 1-2 Customize Grid ]
& from
Amount Person Responsible
(cl 5,000 100087 ARCHULETA, AMY L
o
Message fiom webpage x|
D) e you sure that you want ta delet the selected fem?
Done [0 T [ [ Twstedsites [Fo = [#00% -~ )
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Step Action

87. Click the OK button.
ak,

ORACLG’ JD EDWARDS ENTERPRISEONE

Approval Level Revisions - Approval Level Revisions
OK Delete Cance| Took

PEREZ, JULE J [JPY900]
© Sign Out

()]

E]

Approval Route Code * 4333266 Order Type oG
Route Description IMIKE HOOVER|
Budget Approver

Records 1-1 Customize Grid o

From

Amount Person Responsible

il

Dane T T [ Trusted sites [Fa =m0 -

Step Action

88. Click the OK button.
=
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ORACLG’ JD EDWARDS ENTERPRISEONE

Approval Level Revisions - Work With Approval Level Revisions ]
Selct Find Add  Copy Delele Close Tools
v & + B T X B
Order Type 0c
Records 1-1 Custonize Grid__[Z] [
4338266 [
[ Order  Approval
Type  RouteCode  Description
¥ 0G 4338266 MIKE HOOVER
Done T T (3R Trstedsites [Fa - [=mx -

Step Action

89. Click the Find button.

Go to step 29 on page 4
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