© Approval Discussion

Overview

For every individual responsible for entering an order, a valid approval route must

exist. When an order is created, the system will search for the approval route

assigned to the entry personnel and associate the list of approvers with the order

created. The ‘Orders Awaiting Approval’ screen is used to find orders that are
awaiting approval, have been approved or rejected.

The following descriptions and screens use a purchase requisition document (OR

document type) entered by userid 100386 (McKay). Topics to be presented

include:

Approval Routes

1

2. How Orders and Routes are Associated
3. Approving a Purchase Document
4

Rejecting a Purchase Document

Approval Routes

A list of approvers will be assigned to each user based on document type. Each

list will be identified with the user’s id number. In the examples to follow, the
approval route 100386 for OR documents will be used.
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JDEDWARDS
Approval Level Revisions - Work With Approval Level Revisions @ @
Select Find  Add  Copy Delete Close Tools
1 F
(] [®] 4] [8] (=] (] [
Qrder Type OR |
Custamize Grid Records 11-20 n
Order Approval o
Type Route Code SR
I |or TRAINDS Order Entry Route
I |or TRAINDG COrder Entry Route
I |or TRAINDE nemal
I |oR TRAINTT Order entry route
I |oR TRAINTZ Jane approval purchases
I |or TRAINT4 Entry Route
I |oR TRASH1 Test Approval Route for OR
I |oR 100118 |riwin Approval
I |oR 100378 WJulie Perez
v/ |OR 100386 Mekay Approval Route

The list of approvers for 100386 is Turner, Perez and Irwin. For orders less than
$500, Turner will be the only approver required. Orders less than $1000 will also

require Perez to approve or reject. Orders over $1000 will require Irwin as an
approver if not rejected by Turner or Perez.
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o amivovsns-sowrotiomisns g

OK  Delete Cancel Tools

CISRENG

Anproval Route Code  [100388 Order Type |oR
Route Description Mckay Approval Route
Budget Approver

Custarmize Grid
From

Amount Person Responsible

D gl 0 100271 TURNERIGLENN F

D (‘ 500 100378|PEREZIULIE J

O« 1,000 1001 16(NIS IRWIN BILL

O s [ ® v

How Orders and Routes are Associated

When an order is completed (a header and detail lines exist), the system will
search the approval route table to match the document type and user id. The
Approval code field will be placed on the header record to associate the order
with the specified list of approvers.
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Enter Non-ContractMon-Stock $0-$4999 OR - Order Header D@

OK  Cancel Form Tooks

[ ¥ 5 @
Order Mumber 1511 IoR 56530 Business Unit E5060003

Address Numbers Dates

Supplier [ (P recerrone coecTions.)| oeroate  [nemon: |
Ship To 127403 DAS - COMMUNICATIONS Reguested [r2nemms
Buyer Stheduled Pick  [0zHBR003
SendmoiceTo frazzer | COMMUNICATIONS - INVOICE CancelDate [

Fmt. Remark

Description
TaBplCode [ . Hold Code Blank - Hold Codes 42HC
Tax Rateisrea Approval Code 100386

Certificate Retainage %
Tax 1D Crdered By [MISHMCHAY
PersonCor. 1D Order Taken By

On this example, 100386 is the route associated with this OR document.
NISKMCKAY is the name of the user with 100386 as an addressbook number in
the system, making it easy to associate an approval route directly to a user.

& Approval Code field automatically populates with the Employee’s
address book number (their approval code is their address book number.

Purchase requisition order number, 1511 OR, is for $4000. The user (McKay)
may expect the following document’s approval route to pass through Turner,
Perez and Irwin. Subsequent screenshots will show this orders progress through
the approval process.
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Enter Non-Con

OK Cancel Form Row Tools

MxEE
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Order Detail

D

Order Detail || Line Defauts

OrderNumber  [1511 JOR: 6530 Business Unit | 65060003
Supplier 501130 TELEPRONE CONNECTS.. Order Revision |0
Shin To 127493 DAS - COMMUNICATIONS  Order Date 021872003
Hold Code Blank - Hold Cogles 42HC
Customize Grid
Change Inventary Quantity Tr. Unit Extended Pu. | Ln o
Order Number Ordered | UoM Cost Cost UoM | Ty et
00 71559 E E~  |s00.0000 j4,000.00 EA |COMPUTER HARDIMARE EQUIPMENT

00 =
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Approving a Purchase Document

On the Orders Awaiting Approval screen, the Originator's number (100386) is
entered on the upper left of the screen. In the Originator box, Waiting Approval is
checked. The Document 1511 OR is highlighted and awaits approval from
Turner.

JDEDWARDS
Orders Awaiting Approval - Work With Orders Awaiting Approval E]

Select Find Close Row Tools

vl @) [x] ==

Originatar W Business Unit l*—
MCKAVDORENNE K Order Selection
orderTipe  f Approver Originatar
Limit Selection
© Queued for Approval @ Waiting Approval
Orders older than days [ € approved
Walting mare than days [  Rejected
Custornize Grid

‘ [ | 0 |
EDN Ng:::;;r ?; Orrll!’er %g‘ir Hote Person Responsihle 'm::::f Origi
[:] r 158|0R 21280 0141472002 100271|TURNERIGLENM F 100386 MCKAYIT]
D r 3B|OG 20400 0262272002 100378|PEREZUULIE J 100306 MCKAYI]
E] r 370G 20400 0212712002 100271 TURNERIGLEMNN F 100386 MCKAYIT
D r 748|7G a6540 12018i2002 100271 TURNERIGLEMN F 100386 MCKAYIT
D v 1511 0R 56530 02/18/2003 100271 TURNERIGLEMN F 100386 MCKAYIT
E] r 18120R 464630 02018i2003 100271 TURNERIGLEMNN F 100386 MCKAYIT
<] | »

The Orders Awaiting Approval screen may be used to view the Order Status of
this order. Choose the line of the order, select the ROW exit Status Summary
and the current status of the order will be displayed.

ﬁ Originator field automatically populates with the address book number of
the end user.

ﬁ Order Selection: Originator: Waiting Approval is selected

& The Row in the Grid that has data for the specific document to review is
selected

On the Status Summary screen, the order appears to be at the beginning of the
approval life cycle, with approvals pending review by Turner, Perez and Irwin.
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JDEDWARDS

Orders Awaiting Approval - Work With Approval Status Summarny @

Find Close Tooks

]
‘ Order Nurmber W 56530 ‘

Customize Grid
@ Approval Person TR Released Released
Route Code Responsible Date Time
E] (+11100386 TURMNERIGLENMN F Pending
E] 100306 PEREZIJULIE Pending
E] /100386 NIS IRWIN BILL Fending
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On the Orders Awaiting Approval screen, the approver enters their ID and clicks
the radio button in the Order Selection field “Queued for Approval’. Turner may
view all orders queued for approval.
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JDEDWARDS
Orders Awaiting Approval - Work With Orders Awaiting Approval @ @
Select Find Close Row Tools
El
Approver (100271 Business Unit i
TURNERASLENN F Order
Qrder Type I+ Approver Originator
Limit
@ Queued for Approval € YWaiting Approval
Orders olderthan days € Approved
Waiting more than days © Rejected
Custornize Grid
Hd Order or Order Order q Address 4
@ b Number Ty Fd Date Mote Person Responsible Number Origl
D m 18/0R 21280 01/14/2002 100271 TURNERIGLENN F 100386 MCKAYIT
D I 370G 20400 0272772002 100271 TURNERIGLEMNN F 100386 MCKAYT
D m 155(0R 20400 03052002 100271 TURNERIGLEMNMN F 100378 PEREL
D m T49/7G 46540 12118/2002 100271 [TURNERIGLENN F 100386 MCKAY/T
[:] ' Eikcifslc) aooo1 0111772003 100271 TURNERIGLEMNMN F 100116 MIS IR
D v 1511|0R 56530 02182003 100271 TURNERIGLENN F 100386 MCKAYIT
D I 1512|0R 56530 021122003 100271 TURNERIGLEMNMN F 100326 MCKAYT
4| | 3

ﬁ Approver field is with the address book number of the end user who
should approve the document.

ﬁ Order Selection: Approver: Queued for Approval is selected

ﬁ The Row in the Grid that has data for the specific document to review
and approve/reject is selected

To approve purchase requisition 1511 OR, choose the Row in the grid that has
the order that you want to approve

From ROW, selectApproval Review.

JDEDWARDS
Orders Awaiting Approval - Work With Orders Awaiting Approval @ @
Select Find Closs Row Tools
Status Summary
Appraver Rej Reasons Business Unit [
Approval Review Order
ey PO Entry 3
Order Type Remave Msg Approver Originator
Limit Attachment
& Queued for Approval  Waiting Appraval
Orders older than days © ppproved
Waiting more than days o Rejected
Custormize Grid
Hd Order Oor Order Order s Address A
@ <D Number Ty Fd Date Mote Person Responsible Number Origl
D m 15/0R 21280 01/14/2002 100271 TURNERIGLEMNMN F 100326 MCKAYT
[:] m 370G 20400 02/27/2002 100271 [TURNERIGLENN F 100386 MCKAYT T
D m 155(0R 20400 03052002 100271 TURNERIGLEMNMN F 100378 PEREL
[:] m T49/7G 46540 12118/2002 100271 [TURNERIGLENN F 100386 MCKAY/T
D m Eikcifslc) aooo1 0111772003 100271 TURNERIGLEMNMN F 100116 MIS IR
[:] v 1511|0R A6530 02/18/2003 100271 [TURNERIGLENN F 100386 MCKAY/T
D m 1512|0R 56530 021122003 100271 TURNERIGLEMNMN F 100326 MCKAYT
4 | »
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The Approval Review selection will have a FORM exit. By clicking on the
‘Approve’ option, it will complete the approval review process for Turner;
advancing the order to the next step down the approval route. In this example,
Perez will be the next approver on the list.
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JDEDWARDS

Orders Awaiting Approval - Purchase Order Requisition Approval @ @

OK  Cancel Row Form Tools

] [x] &5

ARprove

OvderNumherF Rej Reasons = Business Unit BS0B0003
Status Summary

originator i PO Entry RENNE K
Budget

Supplier F PO Inguiy £ CONNECTION INC
View Changed Lines Order Amount [4,000 00

Ship To Ji view Al Lines IWLINICATIONS
Order Release Approval Amount j4,000.00
Attachment

Lustomize Com—————————

. Chyg Inventory Reqguest Quantity Unit Extended
@ s Ln Number S Date Ordered Cost Price
D |7 1.000: 72558 02/18/2003 & 800.0000 4,000.00/EA
4| | 3

Purchase requisition1511 OR will no longer appear on the list for Turner to
approve.

JDEDWARDS

Orders Awaiting Approval - Work With Orders Awaiting Approval @ @

Select Find Close Row Tools

(] (@) ] (=) oa]

Approver 100271 Business Unit I~
TURNERGLENN F Order Selection

Order Type F— Approver Originator

Limit Selection
@ Queued for Approval © wWaiting Approval
Orders older than days  ppproved
‘Waiting mare than days € Rejected
Customize Grid

B Hd Order or Order Order . Address o
D Number Ty Fd Date Mote Person Responsible Number Orig
C] r 15/0R 21280 0111472002 100271 TURNERIGLENN F 100386MCKAYIT
C] r 37[oc 20400 027272002 100271 TURNERIGLENN F 100386 MCKAYY
C] r 166/0R 20400 03/056/2002 100271 TURNERIGLENN F 100378 FEREZL
C] r T49)7G 56540 12/18/2002 100271 TURMNERIGLENN F 100386 MCKAYT
D I 130G 00001 011772003 100271 TURMNERIGLENN F 100116|NIS IR
E] r 1512/0R 56530 020 8/2003 100271 |TURMNERIGLENN F 100386MCRAYT
4] | »

The Order Status Summary will indicate that Turner has approved the purchase
requisition including the release date and time.
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Orders Awaiting Approval - Work With Approval Status Summary E] @

Find Close Tools

[x]
‘ Order Mumper [T ] |

Custamize Grid

=l Saus | Topmet | P

C] 100386 TURMNERIGLEMM F Approved 0211812003 130524
D 100386 FEREZJULIE ] Pending

D 100386 IS IRWIN BILL Pending

The purchase requisition is for $4000. Reviewing the approval route shows that
Perez will be the approver to follow Turner. Having a higher dollar limit for
approval, Irwin may also approve the order, bypassing Perez’s approval.
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Approval L evel Revisions - Approval Level Revisions DO~

OK  Delete Cancel Tools

A %] [

Approval Route Code  [100386 Order Type JOR
Route Description Mckay Approval Route
Budget Approver

Customize Grid
From

@ s Person Responsible

[:] (o 0 100271 |TURNER/GLENM F

[:] f" 500 100378 PEREZIULIE J

D (o 1,000 100116(MIS [RYN BILL

e I

The Approval Screen shows, Perez is the next user notified that an approval is
requested for purchase requisition 1511 OR. The Awaiting Approval screen can
be used by anyone with approval, to view orders waiting approval, approved, or
rejected. (REMEMBER there are two possible approvers remaining on the list for

this order).
JDEDWARDS
Orders Awaiting Approval - Work With Orders Awaiting Approval D@
Select Find Close Row Tools
[v) (@] [x] (=) [
Appraver o Business Unit [}
FEREZAILIE Order Selection
Order Type [* Approver Originator
Limit Selection
& Queusd for Approval  waiting Approval
Orders older than days © Anproved
Waiting more than days @] Rejected
Customize Grig
Hd Order or Order Order ' Address )
@) o e Ty & irin Note Persan Responsible Number | OTi0
D r 36/0G 20400 0272212002 100378 PEREZUULIE J 100386|MCKAYIT
D r 84/00 20400 0342002 100378 PEREZUULIE J 1001 16|MIS IR
D r 8500 20400 030412002 100378 PEREZIULEE J 1001 16|MIS IR
D r 870D 20400 0370472002, 100378 PEREZUULIEJ 100116|MIS IRWI
D v 1611/0R 56530 0211872003 100378 PEREZUULEE J 100386|MCKAYIC
4 | »

& This screen shows Perez viewing purchase documents queued for
approval.

The process for subsequent approvals remains the same. On the Orders
Awaiting Approval — Work With Orders Awaiting Approval screen; ROW exit to
the Approval Review. In this example Irwin will approve the purchase requisition
bypassing Perez.
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JDEDWARDS

Orders Awaiting Approval - Work With Orders Awaiting Approval Al
Select Find Close Row  Tools
Status Summary
Approver Rej Reasons Business Unit |
Approval Review Order
PER PO Entry »
Order Type Remave Msg Approver Originator
Limit Selection _ Allachment
@ Queued for Approval € ywaiting Approval
Orders older than days © ppproved
Waiting more than days " Rejected
Customize Grig
Hd order or Order order - Address -
@ D Humber Ty il Date Note Person Responsible Nurnher Origi
D m 360G 20400 0272272002 100378[PEREZUULIE J 100386 MCKAY/T
D m g4{0D 20400 03/04/2002 100378[FEREZUULIE J 100116 /NIS IR
D u 85|00 20400 03/04/2002 100378|PEREZUULIE J 10t1aMs IRW| T
D I | 87|00 20400 03/04/2002 100378[PEREZUULIE J 100116/MIS IRV
D v 1511 |0R 46530 02/12/2003 100378|PEREZUULIE J 100386 MCKAY/T
4| | b
Form exit to select Approve.

JDEDWARDS

Orders Awz Approval - Purchase Order Reg n Approval DRI

Ok Cancel Fow Form Tools

o hpprove
OrderNumherF Rej Reasons = Business Unit BS0BO003
Status Summary
originator 1| POERty RENNE K
Budget
Supplier [ Folnquiry £ CONNECTION INC
_ ¥z ChEnEE LS Order Amount [4.00000
Ship T F Wiew All Lines WUMICATIONS
L~ OrderRelease Approval Amount [4.00000
Aftachment
Customize G
= " Chyg Inventory Request Quantity Unit Extended
e Ln Number SEIS Date Ordered Cost Price 4
E] |7 1.000 72559 02122003 5 800.0000 4,000.00 EA
| | »

After Irwin approves the purchase requisition, it will not appear on either Irwin or
Perez’'s users list, orders Queued for Approval.
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Select Find Close Row Tools

(@) [x]

Ortlers Awalting Approval - Work With Orders Awaiting Approval [

Approver IW
PEREZMILIE J

omertwe  F

Limit Selection

Business Unit i

Orders older than days

Waiting more than days

Order Selection
Approver Originator
& Queued for Agproval € Waiting Approval
 approved
© Rejected

Customize Grid

e | | | |

[@) g‘)’ Nﬁ;‘:ﬁ;{ ‘T); O'F':"" (I’)':I‘:' Note Persan Responsible ﬁngf Orig
Or 3606 20400 022212002 100378/PEREZWLLIE J 100386(MGKAYID
Or sdlon  [204m0 03472002 100378/PEREZUULIE J 100116[NIS IR
Or 8500 20400 030412002 100376/PEREZLILLIE J 100116[NIS IR
Or 8700 [204m0 03472002 100378/PEREZWILLIE J 100116|NIS IR
4| | »
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On the Awaiting Approval screen, the user may enter the Originator's number in
the upper left of the screen, and select ‘Approved’ in the Originator box to see
that the order is now approved.

JDEDWARDS
Orders Awaiting Approval - Work With Orders Awaiting Approval [D2I0+)
Select Find Close Row Tools
x

Originatar (100366 Business Unit |

MCKAY/IORENNE K OariSelection
Qrder Type i Appraver Originator
Limit Selection
€ Queued for Approval € Waiting Approval
Orders older than days & spproved
Waiting more than days € Rejected
Custornize Grig Records 11- 15(A)
Hd Order Or Order Order q Address 5

(@) & e - & Tom Hote Person Responsitile Numeer | O

D u 723|716 56540 12/04/2002|Approved 100386MCKAYIDORENNE K 100386 MCKAYT

D ul 724706 56540 12/30/2002|Appraved 100386MCKAYIDORENNE K 100386MCKAYT |

D [ 725G 56540 1273072002 |Approved 100386 MCKAYIDORENNE K. 100386 MCKAYT

D u 15080R 56530 02118/2003|Approved 100386 MCKAYTIDORENNE K 100386 MCKAYT
D ul 1511)0R  |56530 02118/2003|Appraved 100386 MCKAYIDORENNE K 100386 MCKAYIT

4| | »

& The Row in the Grid that has data for the specific documents that have
been approved — 1511 OR

To review the history of the order, go back to the Approval Status screen. Itis
obvious from the screen print that Irwin, with the higher approval authority, was
the second approver, allowing the order to proceed down the road to becoming a
purchase order.

- S =
JDEDWARDS

Orders Awaiting Approval - Work With Approval Status Summary (i)

Find Close Tools

() [x] (=)

‘ Qrder Number 1511 IF lﬁ ‘
Custamize Grid
@ Approval Person Status Released Released
Route Code Responsible Date Time
E] + 100388 TURNERIGLENN F Approved 0211872003 130524
E] 100386 PEREZ/JULIE J Bypassed 0211812003 131457
E] 100388 MIS IRWIM BILL Apnroved 0211872003 131458

ﬁ In the status column, Perez has been bypassed.
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Rejecting a Purchase Document

Using a new purchase requisition, 1512 OR for $850, the same screens may be
used to reject an order. Purchase documents may be rejected for many reasons
(wrong account numbers, incorrect part numbers, exceeding dollar limits, etc.).

a
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JDEDWARDS

Orders Awaiting Approval - Work With Orders Awaiting Approval @ @

Select Find Close Row Tools

MExE®

Qriginatar IW Business Unit l*—
MCKAY/DORENNE K OrderiSelection
Qrder Type l’— Approver Originator
Limit Selection
© Queusd for Approval & Waiting Aparaval
Orders older than days l_ © approved
Waling more than days [ © Rejected
Custorrize Grid

0 [ | | |
@ | o e ‘T); ot uer | ate Person Responsible eS| orig
D u 16(0R 21280 0111472002 100271 |TURNERIGLENMN F 100386 MCKAYT
D ul 360G 20400 022212002 100378|PEREZIJULIE J 100386 MCKAYIT
D u TG 20400 0272772002 100271 |TURNERIGLENN F 100386 MCKAYT i
D ul 749|706 56540 1211812002 100271 TURNERIGLENMN F 100386 MCKAYIT
D u 151210R (56530 021872003 100271 |TURNERIGLENN F 100386 MCKATT
4 | »

& Originator field automatically populates with the address book number of
the end user.

ﬁ Originator: Waiting Approval is selected.

ﬁ The Row in the Grid that has data for the specific documents that require
approval - 1512 OR is waiting approval from Turner.

Reviewing the Status Summary, the user will see that only two of the three
approvers are required, because the order is less than $1000.
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Orders Awaiting Approval - Work With Approval Status Summary E]

Find Close Tooks

(]
‘ Grder Murmber fi512] W js6530

Custarnize Grid
@ Approval Person Status Released Released
Route Code Responsible Date Time
D 100386 TURMERIGLEMMN F Pending
[:] 100386 PEREZJULIE] Pending

Screen shot of the purchase requisition 1512 OR.
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@ Enter Non-Contract /Non-Stock $0-$4999 OR - [Order Detail]
le Edit Preferences Form Row Window Help =] x|

voox B 8K

0K Can.. MNew. Dis.. Abo

ﬂ Line Defaults :I
Order Hurnber. I1512 OR 56530 Buginess Unit B5080003

Links w Catal.. []OLE [ Internat

Supnlier 501130 TELEPHOMNE COMMNECTION INC Order Revigion 0

Ship o 127483 DAS - COMMUNICATIONS Order Date FRETEhNE]
Hald Code Blank- Hold Codes 42/HC

Change Inventory Quantity . Unit Extended Pu. Ln o o
Ql Order HNumber Ordered UoM Cost Cost UomM Ty Deecition)! [RaEription
oo 72559 TiEA 800.0000 800.00EA J COMPUTER HARDWARE EQUIPY
ooo 72560 TiEA 50.0000 50.00{EA J COMPUTER HARDWARE EQUIP!
o.00
4 »

On the Awaiting Approval screen, Turner will choose the order to review.

S [=

—

JDEDWARDS

Orders Awaiting Approval - Work With Orders Awaiting Approval (i)

Select Find Close Row Tools

BIENE
Approver 100271 Business Unit |

TURNERIGLENN F Order Selection
Order Type lx_ Approver Originator
Limit Selection
& Queued for Approval € Waiting Approval
Orders older than days ] € approved
Wailing more than days ] € Rejerted

Custamize Grid

0 [ | /

@ Eg Nﬁ:::;r ?; 02:19' on[:g Hote Person Responsihle :ﬂmng Orig

D ul 15(0R  |21280 0111412002 100271 TURNERIGLENMN F 100386 MCKAYIT

[:] u TG 20400 0272772002 100271 |TURNERIGLENN F 100386 MCKAYD
D u 185(0R 20400 03052002 100271 TURNERIGLENMN F 100378 PEREZ

[:] ' 197G 56540 121872002 100271 TURNERIGLENN F 100386 MCKAYT

[:] u 813joG 0000 0111712003 100271 |TURNERIGLENMN F 100116 NIS IR

D | 15120R 56530 021182003 100271 TURNERIGLENMN F 100386 MCKAYIT

4| | »

From the ROW exit, select the ‘Approval Review’ option.

Selecting the ‘Approve’ option will release the document from Turner’s queue.
Remember, the ‘Approve’ option came from the FORM exit.
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JDEDWARDS
Orders Awaiting Approval - Purchase Order Requisition Approval E] E]
OK Cancel Row Form Toaols
Approve
OrderNumherF Rej Reasons = Business Unit 5060003
Status Summary
Originatar F PO Entry RENNE K
Budget
Supplier 5. PO Inguiry £ CONNECTION INT)
ety L=t LU Order Amount 50,00
Ship To F Wiew All Lings MUMICATIONS
Order Release Appraval Amount 650,00
Attachment
Customize (e
. Chyg Inventory Request Quantity Unit Extended
) Line |y Number Status Date Ordered Cost Price b
E] 1.000¢ 72559 021182003 1 800.0000 800.00EA
E] 2.000¢ 72560 021872003 1 50.0000 50.00/EA
4 | »
After Approval, the purchase requisition 1512 OR can not be viewed on the
Queued for Approval list for Turner.
JDEDWARDS
Orders Awaiting Approval - Work With Orders Awaiting Approval D@

Select Find Close Row Tools

QX

Approver

(100271

TURNER/SLENN F
Qrder Type [
Limit Selection

Business Unit |

Orders older than days

Waiting more than days

Order Selection
Anprover Originator
& Queusd for Approval  Waiting Aparaval
© gpproved
€ Rejected

Custornize Grid

Hd Order Or Order Order - Address A
[@ P Number Ty F Date HNote Person Responsible Numher Origh
[:] L] 180R (21280 0171472002 100271|TURNERIGLEMMN F 100386 MCKAYT
D I 7|oG 20400 02/27/2003 100271|TURNERIGLENMN F 100386 MCKAYT
[:] ' 1585/0R 20400 030572002 100271 TURNERIGLENN F 100378|PEREZL i
[:] L] T49ZG (56540 12/18/2002 100271|TURNERIGLENMN F 100336 MCKAYT
D u 813oc  |oooot 01/17/2003 100271|TURNERIGLENN F 1001 16]MIS IRV
4| | »
Perez is next on the Approval Route.
JDEDWARDS
Orders A Approval - Work With Orders Awaiting Approval E] @
Select Find Closs Row Tools
Approver *| Business Unit i
FEREZAILIE J Qrdian
Order Type I+ Approver Originator
Limit Selection
& Queued far Approval  Waiting Approval
Orders older than days [ad Approved
Wyaiting more than days o Rejected
Customize Grid
‘ fis1z | |
Hd Order Oor Order Order s Address A
@ P Number Ty Fd Date Note Person Responsible Number Origl
[:] m 1512|0R A6530 021182003 100378|PEREZIJULIE J 100386 MCKAYIT
4 | »
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Perez will follow the same process through Approval Review to reject the order.

JDEDWARDS

Orders Awaiting Approval - Work With Orders Awaiting Approval (BRI

Select Find Close Row  Tools

[V [« [*) [= (&

Status Summary

Approver Rej Reasons Business Unit [
Anproval Review Order Selection
lz3x PO Entry » -
Qrder Type Remowe Msg Approver Originator

Limit Selection | AHi&ehment
@ Queued for Approval © yWaiting Approval
Orders older than days € approved
Waiting more than days  Rejected

Customize Grid

‘ fis1z | |

Hd Order or Order Order q Address 4
@ b Number Ty Fd Date Mote Person Responsible Number Origl
D v 1512|0R A6530 0211872003 100378PEREZIJULIE J 100386 MCKAYIT
4 | »

The only change in the process is to use the ROW exit option. Selecting
‘Attachment’ is recommended to document text describing why the order is
rejected, and what remedy is recommended.

JDEDWARDS

Orders Awaiting Approval - Purchase Order Requisition Approval @ @

Ok Cancel Row Form Tools

] [x] = 5 &

PO 1 = B Businzss Unit T
Onginalor [i0038 | MCKAWDORENNE K
Supplier [BONE0 | TELEPHONE CONNECTION NG
Shin Ta iz pas-commumicaions crer ot S0m
Approval Amount E

Customize Grid

@ e Riber S ot Ordered Cost hree |

D |7 1.000 72559 02/18/2003 1 800.0000 800.00 EA

[:] l_ 2.000 72560 0211872003 1 50.0000 50.00 EA

gl | »
& Line two has a pencil icon at the beginning of the line, indicating an

attachment has been included.

To add an attachment, click the Text Icon and add a rejection reason.

JDEDWARDS

Media Object Viewer H]

Save Cancel Text Image URLL. OLE Tem.. Char.. Dsiete

x] 9
[[couriernew — =[l[1o ]| B~ W .v”g% | &
Text : B
the sccount number should be chenged to xxxxxxxx
please cancel the previous line and sulmit

thank you
IP4

Selecting the ‘Reject’ option will take the user to the Rejection screen allowing a
free-form short Remark field at both the header and detail level. The user may
use either or both fields.
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— = — .
JDEDWARDS
Orders Awaiting Approval - Approval Rejection Reasons HE

Ok Cancel Row Form Tools

(v [ (=)

Order Nurmber fis12 Jor— Remark |
Orginator [100388 | MCKAW/DORENNE K
Supplier [orE0 | TELEPHONE CONMECTION NG
Ship To [izrass  DAS- COMMUNICATIONS
Order Gross Amt [BB000

Customize Grid

Line Req Unit | .| Cost | Proj |Prod | Cust Inventory Request

@ Number (Rl pate| ™ cost V'€ | Cntr Code| Grp | Grp Number Date

]~ [ 1.000 72559 0211812003
O @ 2,000 73560 0211812003

gl | »

Enter remarks as necessary. Future use may include placing ‘X’ or any other
character in one of the 8 check boxes also on this screen.

- N =]
JDEDWARDS

Orders Awaiting Approval - ApprovalRejection Reasons HE
Ok Cancel Row Form Tools

[ [x] (=[5 5

Order Murnber frz12 [or Remark Juse xxcoomxoone: acct
Originator  [100388 MCKAV/DORENNE K
Supplier ETRED TELEFHONE CONNECTION INC
Ship To f2rass DAS - COMMUNICATIONS
Order Gross Amt 550.00

Customize Grid

Line Req Unit Cost | Proj |Prod | Cust Inventory Request

a Number Remark pate| ™ cost 'S¢ cur code Grp | o Nurmiber Date
D@ 1 00| 72559 0211812003
(] v 2.000|Fbiect sccourt invaid 72560 0211812003

4 | »

Click'OK’ to complete the rejection process.

The Originator may use the same screen as the approvers to follow the progress
of the purchase requisition. The recently rejected document is displayed on the
following screen print.

JDEDWARDS
Orders Awaiting Approval - Work With Orders Awaiting Approval @ @

Select Find Close Row Tools

(v (@ [x] =
Originator [100366 Business Unit I

MCKAWDORENNE K OrderiSelacHomn
Order Type |_ Approver Originator
Limit Selection
© Queued for Approval € ywaiting Approval
Orders older than days € approved

Waiting more than days & Rejected
|

Customize Grid

P
@ ::lg Nﬂ:::;r ?; orF';e' UDr:tir Note Person Responsible :“:I::::f Origi
D u 17[oF 21280 0211242002 Rejected 100386 (MCKAYDORENNE K 100386 MCKAYT
D m 50|0G 20400 03/05/2002|Rejected 100386 (MCKAYDORENNE K 100386 MCKAY/T
D m 1509|0R 66530 02/12/2003 Rejected 100386MCKATIDORENNE K 100386 MCKAYH
D I 1512|0R 56530 02/18/2003|Rejected 100386 MCKAYVIDOREMNMNE K 100326 MCKAYT
| | »

The Rejection Reasons screen may be accessed by the Originator by using the
ROW exit.

ﬁ Originator field automatically populates with the address book number of
the end user.

ﬁ Order Selection: Originator: Rejected is selected.
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ﬁ The Row in the Grid that has data for the specific documents that require
approval - 1512 OR is rejected.

JDEDWARDS

Orders Awaiting Approval - Work With Orders Awaiting Approval @

Select Find Close Row Tools

(] (€] ] =) (]

Status Surnmary
Griginator Rei Reasans Business Unit ¥
Approval Review Order Selection
MCE P Enty » -
Order Type Remove Msg Approver Originator
Limit Selection | Aachment
© Queued for Approval © wWaiting Approval
Orders older than days  ppproved
‘Waiting mare than days & Rejected

Customize Grid

P ] [ [T

B & a5 W G we e T
Jr 17[oP  |21280 02/12/2002 Rejected 100386|MCKAYDORENNE K 100388|MCKAY

(] s0(0G  [20400 03/05/2002 Rejected 100386|MCKAYDORENNE K 100388|MCKav
Ol 1500)0R 56530 0211672003 Rejected 100386|MCHAVDORENME K 1on3semckand |
= 15120R 56530 02/16/2003 Rejected 100386|MCHAYVDORENME K 100388|MCkav

4] | »

The originator may review the same rejection screens used by the approver.

5|

JDEDWARDS

Orders Awaiting Approval - ApprovalRejection Reasons E] @

OK Cancel Row Form Tooks

v (x| =5 1%

Order Number fis12 W Remark
Orginator [100388 | MCKAVDORENNE K

Supplier Mz TELEPHONE CONNECTION ING

Ship To W DAS - COMWLINICATIONS

Order Grass Amt jE50000

Customize Grid

= Line Req unit | .. | Cost | Proj Prod | Cust Inventory Request
Number Remark Date aty Cost Disc: Cntr Code Grp  Grp Number Date

D '7 1.000 72559 021812003
C] l' 2.000 object account irvalid 72560 021812003

4| | »

The attachments may be viewed exactly as entered by the rejecter.

—e— T
JDEDWARDS
Media Object Viewer E]

Save Cancel Text Imags URLY OLE Tem.. Char Delste
2,
x] [©] =
[[couriernew — =][[10=]| B ~ u[W~]/l= = =
Text - B
the account nurber should be changed to XXXXXRXX
please cancel the previous line and submit

thank you
JP4

Once the purchase requisition is rejected, the Status Summary will reflect the
date that Turner approved it and Perez rejected it.
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JDEDWARDS

Orders Awaiting Approval - Work With Orders Awaiting Approval

Select Find Close Row

(] [®) (%] [=) 2]

(H]1 ]

Status Surmmary
Appraver Rej Reasons Business Unit |
Approval Review Order Selection
FER B Entry 3
arder Type Remove Msg Approver Originator
Limit Selection | Afashment

& Queued for Approval

Orders older than days  Approved

WWaiting mare than days © Rejected

€ waiting Approval

Customize Grid

|
Hel

—

D oE EE S W W we e o
C] r 360G 20400 02/22/2002 100378 PEREZUULIE J 100386 MCKAYIT]

D r 840D 20400 03/04/2002 100378 PEREZUULIE J 1001168]MNIS IR

D r 8500 20400 03/04/2002 100378 PEREZUULIE J 1001168]MNIS IR =
D I 870D 20400 03/04/2002 100378 PEREZUULIE J T0011E[NIS IR

D v 1512|0R 56530 021182003 100378 PEREZWUULIE J 100388 MCKAYIT

4 | »

The history related to this purchase requisition can be viewed on the Orders

Awaiting Approval screen.

JDEDWARDS

Find Cloze Tools

(@] [x] &)

Orders Awaiting Approval - Work With Approval Status Summary E]

|

‘ Order Mumber

=

Customize Grid

js6530 |

e Sas | Popa | Robuscd

D 11003286 TURNERI/GLENN F Approved 021182003, 132827
D 100286 PEREZJULIE S Rejected 0211812003 171328
D (100386 TURNERJGLENN F Pending

D (100366 PEREZ/JULIE J FPending

ﬁ After the originator corrects the purchase requisition, it will go back through
the approval process, requiring Turner and Perez’s approval - Status Column

populates with "Pending" status for approval.
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