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Using Workflow to Manage Purchase Requests

Helpful Hints:

Before you begin using workflow to manage purchase requests (requisitions) it is important to

know the following information:

FBMS workflow is used to facilitate the flow of documents and information among people
working together on complex assignments. It is a way of ensuring that information flows
where it needs to and that tasks can be acted upon in an order that allows for the logical

progress of the work.

FBMS uses workflow to route purchase requests (PRs) for electronic approvals. Each PR
must go through a series of approvals before it moves to the FBMS Contract Management

System. Workflow allows these approvals to be completed within FBMS.

Approvers are notified through their Bureau e-mail system that they have purchase request

items to act upon; they then login to the FBMS workplace to complete those tasks.

The FBMS workplace contains a list of all work items assigned to the user. Once that user

acts on the task, it will be routed on for the next person in the approval chain to take action.
The requisitioner and approvers cannot be the same person.

When a purchase request is acted upon, that action applies to all line items on the request.

l.e., you cannot approve or reject only part of a purchase request, only the entire request.

Process Flow: The requisitioner creates a purchase request (PR) in FBMS and submits it for
processing. The requisitioner identifies all approvers on the PR, including the approving
supervisor, certifying funds approver, and any additional approvers (IT, Property, or other

specific Bureau-defined approvers) and submits it for processing.

e The supervisor, who is always the first required approver, and the requisitioner receive a
workflow e-mail notification in their bureau e-mail inboxes stating that a purchase request

needs supervisory approval.
e The supervisor takes action on the work item. Actions can include:

e  Approve — allows the purchase request to move forward along the workflow path to
the next approver. After the final approver (Certifying Funds Approver) approves a
purchase request, the document is released to the FBMS Contract Management

System for the award process to be executed.

. Reject — a message is sent to the requisitioner announcing the rejection. It provides

a reason for the PR rejection.
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. Change — the approver can make changes to the purchase request and then

approve it after the change is made.

The role of all approvers is to review and verify that information on the purchase request is

accurate, including the accounting information.

The number of approvers for a particular PR depends on the nature of the goods or services
being requested on the PR. Supervisor Approvers and Certifying Funds Approvers are
always required. Up to three (3) additional approvers may be required by your Bureau.
Examples of additional approvers include an IT Approver for IT-related items or a Property

Approver for the purchase of accountable property.

Approvers may decide to change or correct the purchase request rather than reject it and
send it back to the requisitioner. Changes may include adding attachments, adding additional
line items, changing the UPC, modifying the header, correcting the accounting information, or

including a message to the requisitioner.

The certifying funds approver is always the last approver in the workflow approval process.
He or she reviews the purchase request to validate that the accounting string is correct and
funding is available. This approver has budget responsibility and knowledge of what is being

spent in his or her cost center.

If an approver does not act upon a request within four (4) business days, the workflow system
sends a reminder e-mail message to the approver. If no action takes place by the 6th day, a
second reminder message is sent by the workflow system. After the 6" day, the notification is
sent to the requisitioner, approver, and the Bureau workflow administrator. At that point, the
requisitioner can access the purchase request and select another approver if necessary. If
no action is taken, the system automatically rejects the PR and sends a deletion notification

to the requisitioner.

You can use the workflow log to see if a purchase request was approved by other approvers

and/or transmitted to the FBMS Contract Management System.

Let’'s Begin:

Use the following portal path to begin this transaction

Select Home tab =% My Tasks tab = Workflow Inbox to go to the Business Workplace

screen.

For the purposes of this example, you are starting from the Home page where the My Task

link is readily accessible. Keep in mind that if you are in the live FBMS environment and
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working on another tab, you must click the Home tab in order to be able to access the My

Task link.

Upon accessing the Workflow Inbox, you will see all Inbox items displayed in the Title
column. This can include Documents, Unread Documents, Workflow notifications, etc.

Review a Purchase Request
Once you receive an e-mail notification that a purchase request requires action, you will want to

review that request prior to taking action. To review the PR:
1) Select the Workflow link to display only the Workflow notification messages in your Inbox.

TRAMEL EMIS PROPERTY

FINANCIALS DATA MANAGEMENT FINANCIAL A
LPDESK | FBMS Settings

| History, Back

Business Workplace of
[k [ cancel | [ system ] | | Newmessage | | Find folder | | Find document | | Appointment calendar | [More_]

IR EERE EEE EE R = E EE B

orkflow 1

D |Ex.. [Title
553164 #b Please Review and Approve Purchase Request 10001672 as

~ of Workpl
- Ealnbox Select Workflow.

B Overdue entries 1
B Deadling Messages 0
B Incorrect entries 0

b £3 0utbox

» ¢cBResubmission

b c&Frivate folders

b ¢@ Shared folders

» cZiFolders subscribed to
i Trash
il Shared trash

<

2) Select the notification you need to review by clicking on it.
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TRAMEL EMIS

FINANCIALS DATA MANAGEMENT FINANCILA]

LPDESK | FEMS Settings
| History , Back

Business Workplace of
| b | Cancel | [ system ] | [ Mew message | [ Find folder | | Find document | [ Appointment calendar | [ More... ]

[S@ Select the Notification [T 2@ a]Jje el [=]c= alw ][ F

you need to review

~ o Workplace:

- Ealnbox
] Unread Documents 0 -
] Documents 1 | ID [Ex... Titie
553164 %% Please Review and Approve Purchase Reguest 10001672 as

I Workflow 1

[ Overdue entries 1
B Deadline Messages 0
[ Incorrect entries 0

b Ep0utbox

» cBResubmission

» @ Private folders

b ¢@iShared folders

» cfiFolders subscribed to
[ Trash
i Shared trash

4

The Decision Step in Workflow screen provides instructions on how to execute the

specific action you would like to perform. To review the request, you will need to display it.

Decision Step in Workflow
[Menu | b [Cancel| [System ] | [ Workflow | [ Create |

Please Review and Approve Purchase Request 10001672 as Supervisor

Choose one of the following alternatives

Approve

Reject

Change

IDispIay

Cancel and keep work item in inbox

Objects and attachments

Description
No attachments or objects

You have been listed as an approver for purchase request
10001672, "TRAINING SUPPLIES" with a total price of $
360.00.

You are provided with general information regarding the purchase request to approve in the

Description field. This is the same information that you see in your e-mail notification that

you initially received.

3) Select ID'SP lay the Display button to view the purchase request details.

6
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FINANCIALS DATA MANAGEWMENT TRAVEL EMIS PROPERTY

ELP DESK | FBMS Settings

| History , Back

Decision Step in Workflow
[Menu | ¥ [Cancel| | System ] | [ Workflow | | Create |

Please Review and Approve Purchase Request 10001672 as Supervisor

Choose one of the following alternatives

Approve

Reject Select Display

Change d

lDispIay

Cancel and keep work item in inbox

Description Objects and attachments
You have been listed as an approver for purchase request Mo attachments or objects
10001672, "TRAINING SUPPLIES" with a total price of §

360.00.

4) Depending on user security settings, you can change or display the purchase request header
information. Use the scroll bar on the right to view all header information including the
requisitioner, office information, and total value.

FINANCIALS DATA MANAGEMENT FINANCLA]

TRAVEL EMIS PROPERTY

LP DESK | FBMS Settings

| History, Back
Summary Screen - Display PR 10001672 Created By

Menu ) | b [Cancel | [System ] | [ Refresh |

Use the Scroll bar to
m 2! ! I et viewr all header
infarmation.
FR Display
Document Type FP PRs for Funded Contract
Purchase Requisition 10001672
Requisition Title TRAIMING SUPPLIES |
Adv Procurement Plan . o
| The Item Category field is to be left blank if
e SusanJones | Vendorforiy is 5 PR for gaods, but i it is a PR for
77 o b= senices, it needs to be filled in with 2 "D."
|Line item ishort Text Ince Jite.. [actTyp |auantity |u... [EstunitPrice [Tot
10 Flip Charts for Training K 12.000 EA 30,00 360
- |
&1 ltem Detail

Be sure to check the Iltem Category field. This field should be blank for all purchased
goods. For services, this field must be filled in with a D.

5) If you wish to check the status of the PR or the names of the approvers, select

( Approval fStalus | he Approval/Status tab.
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FINANCIALS DATA MANAGEMENT FINANCLAL A AN TRAVEL PROPERTY

LPDESK | FEMS Settings

| History, Back

Summary Screen = Select Approval / Status; 1672 Created By
[Menu ] |} [Cancel| |Sy5tem]§‘ [

PR Display
Document Type FP PRs for Funded Contract
Purchase Requisition 10001672
Requisition Title TRAINIMG SUPPLIES |
Adv Procurement Plan |
Requisitioner Susan . Jones | Vendor(for MOB)
P . I —— ; ]
Al I D
Line Item [Short Text Jacc fite... Jact Typ  Jauantity U... [Est unitPrice [Tat
10 Flip Charts for Training K 12.000 EA |30.00 360

4] |

The Approval/Status tab identifies the required approvers for this PR. These fields are
populated by the requisitioner before saving the document. You will also see the real-time

status of the purchase request approvals.

FINANCIALS DATA MANAGEMENT FINANCIA TRAVEL EMIS PROPERTY

LPDESK | FBMS Settings

| History, Back
Summary Screen - Display PR 10001672 Created By
| ¥ [Cancel | [ System] | [ Refresh |

GEELE LI Approval | Status Header Text

Overall Status SUBJECT TO FUNDS

Funds Check Stalus [pz]  subTe Funds Avibty

Supenvisor Alicia Dawsan |:|

Property Approver Sam Moore I:l

IT Approver l:l

Adhoc Approver l:l id
Line ltem Short Text [acc fite... lactTyp Jauantity Ju... [EstUnit Price [Tot
10 Flip Charts for Training K 12.000 EA |30.00 360

- |

The Overall Status indicates what state the purchase request is in. The following are possible:

01 Hold — request has not been submitted to be approved.
02 Submit — request has been submitted but the supervisor approval has not yet
occurred.
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03 Funds Check Failed — if funds check fails, a message is sent to the requisitioner to
update the purchase request data or obtain additional funding.

04 Funds Check Success — the funds check was successful.

05 Workflow Approved — the item has been approved.

06 Workflow Rejected — this status states that the item has been rejected.

07 Transmission Success — this status states that the purchase request has been
transmitted to the FBMS Contract Management tool.

08 Transmission Failed — this status states that the request has not been transmitted to
the FBMS Contract Management tool.

09 PO Created — this status states that a purchase order was created based on the
submitted purchase request.

10 Subject to Funds — waiting for funds to be available before the request can be

transmitted to the FBMS Contract Management System.
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6) To view additional text entered by the select | Header Text the Header Text tab.

DATA MANAGEMENT FINANCLA] N TRAVEL EMIS PROPERTY

ELP DESK | FEMS Settings
| History, Back

Summary Screen - Display
[Menu] | b [Cancel| | System ] | | Refresh |

Approval/ Status |, Header Text

eI TRAINING SUFELIES T ﬂ
Adv Procurement Plan |
Requisitioner Susan Jones Vendar(for MOB)
CO Responsible ZXLQCNTROFF Total Value 360.00 |
COR/Receiving ZXAQCOTRREC Ratification Indicator —|
Originating Office 3000001078 | COR/Receiving ALT ]
Originating Office POC | GEA/Contract Number |
Issuing Office Lt Oth. Agency Agrmnt Mo |
l |
Line ltem |Short Text Acc lte... |ActTyp  |Quantity ... [EstUnit Price Tot
10 Flip Charts for Training K 12.000 EA 30.00 36(
2l |
& tem Detail

7) To view the details for each item on the PR, highlight the line item by clicking on that line (see

green arrow below) and select the | Efitem Detail  |tem Detail button.

FINANCILA AN TRAVEL EMIS PROPERTY
| History , Back
Summary Screen - Dfspfay PR 10001672 Created B_'V
[Menu] | b [Cancel|[System ] | [ Refresn|
m Approval/ Status | Header Text
-
PR Display
Document Type FF  PRs for Funded Coniract
Purchase Requisition 10001672
Requisition Title TBRAINING SUPFLIES |
Adv Procurement Plan |
Requisitioner SusanJones \ Vendor({for MOB) -
R —— T 1
Il | L‘J
Line ltem [Short Text IACC [ite... [ActTyp |Quantity U... [EstUnitPrice [Tot
10 Flip Charts for Training K 12.000 EA 30.00 360
T
—
[ G frem Detall I

10
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Once you select the item detail button, you will be on the Accounting Info tab, which
contains the accounting elements: Business Area, Cost Center, Funds, Fund Center, and
WBS. Approvers should review this information for correctness prior to approving PRs. Be

sure to correct any errors in the accounting information.

FINANCIALS DATA MANAGEMENT FINANCLA TRAVEL EMIS PROPERTY

LPDESK | FBMS Settings

| History,, Back
Accounting/ Delivery Address/ History - Display PR 10001672 Created By
[y \

Itern Info

PR ltemn Number 0| Unit Price Bo.o0 |

ltem Category :| Amount 360.00 |

Plant Mano | item Quantity 12.000 [ |

BETC ] TAS

Ordering Agency Ref. GSAFedstrip Mo. :l

User Product Code 10050100 GIL Account 6100.31220 | [ [ e Text
Material group Acct Assgn Category ﬂ

AT oot Assss o

Distribution |dr

[~ UPC Override Flag

|U . Muunl

EA 360.00

Single account assignn ¥ Tradein |:|

|EIA |Commi1m... |0051Cemer Fu
MO00 212400 MMOM402000 1

\Curr |GIL Account
USD |6100.312A0

|I1err1 | |Percem |Quamity
| | ¥ 10 1 12.000

8) To view the Period of Performance for each service item, select [ DEIIVENy Adress . {he

Delivery Address button.

FINANCIALS DATA NAGEMENT FINANCLA) TRAVEL EMIS PROPERTY

LPDESK | FBMS Settings

| History, Back
Accounting/ Delivery Address/ History - Display PR 10001672 Created By
i |

tern Info
PR ltern Number o] Unit Price Bo.o0 |
ltem Category :| Amount 360.00 \
Plant Moo | Iten Quantity 12.000 [ea ]
BETC [ ] TAS
COrdering Agency Ref. GSAFedstrip No

[ @ ttem Text

User Product Code [10Click Delivery Address. Feount [s100.31220
Material group |— ssgn Category

M, e Assss | s

Distribution Idr

[~ UPC Override Flag Tradein D

[u... Jamount

EA |360.00

Single account assignn T

Ea Jcommitm... [costcenter  JFu
M000312400  MMOM402000 |hli

[curr e Account
USD (6100.312AD

tem [ TPercent Jauantity
[ o0 1 12.000

4]

11
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For service items, both the Period of Performance Delivery Dates (From and To) should be
completed. These fields are not completed for purchased goods.

9) Select LZLMEMTER  1he tem Text button to view details provided by the requisitioner for

each line item.

FINANCIALS DATA MANAGEMENT FINANCLA AN TRAVEL EMIS PROPERTY

LPDESK | FBMS Settings

| History , Back
Accounting/ Delivery Address/ History - Display PR 10001672 Created By
h |

Item Info
PR Item Number 0| Unit Price so.o0 |
ltern Category [] Amount 360.00 |
Plant Moo | lern Quantity 12.000 =
BETC ] TAS
Ordering Agency Ref. GSAFedstrip No. :l
User Product Code 10050100 GIL Account 6100.31220 | [ ftem Text |
Material group Acct Assgn Category ﬂ @l

Select ltem Text

Accounting Info_ Delivery Address gfTTEer)

|
FR Number R It..[FO Number [PO It..[Quantity [u... [amount [cu.. [cRpate  [cRTime
0 0 |0.000 0.00 00:00:00 =]
B 0 0 |0.000 0.00 00:00:00
B 0 0 |0.000 0.00 00:00:00 +
] | »

10) Review the details for each line item and select the Continue button to close the Item

Text window.

FINANCIALS DATA MANAGEMENT FINANCLA, Al TRAVEL EMIS PROPERTY

LP DESK | FBMS Settings
| History, Back
Accounting/ Delivery Address/ History - Display PR 10001672 Created By
> |

Il [= item Text

o N |

Training for class of 20 people :|

(1] ltem Text

Select Continue

Date  [cRTime [T}

T o oog 000 00:00:00 =~
0 0.000 0.00 00:00:00

1] 0.000 0.00 o0 UUZCE,j
| v

12




FBMS Acquisitions Approver Manual v.1
Deployment 4

11) Select the Back button to return to the Summary Screen.

FINANCIALS DATA MANAGEMENT FINANCIAL N TRAVEL EMIS PROPERTY

ELP DESK | FBMS Settings

| History , Back
Accounting/ Delivery Address/ History - Display PR 10001672 Created By
I |

Item Info

PR Item MNurm Unit Price 30.00

——— | Belect Back

ltem Categon Amount 360.00 |

Plant — Item Quantity 12.000 [e2 |

BETC TAS
Ordering Agency Ref GSAFedstrip No

User Product Code 10050100 GIL Account [s100.31220] [ @ ttem Text
Waterial group [ | Acct Assgn Category
ML, e Acsss Hision
Distribution Idr Single account assignn &) I~ UPC Override Flag Tradein |:|
|Item | |Percent \Quantity |U |Amount |Curr |GfLAcc0unt |EIA |Comm\tm... \Cost Center Fu
W 10 1 12.000 EA |360.00 USD |6100.312A0 MOO00 312400 MMOM402000 M

'I

12) To view any scanned documents attached to the purchase request, select |% E|| the

Services for Objects / Attachment List button.

FINANCL TRAVEL PROPERTY

DATA MANAGEMENT

BWS Settings
Select Services of

Objects and then _
Attachment list I% Q"

Croate ,

[Cancel | [ System ] | [Hold PR

ader Info Approval / Status | Header Text Private note
Send »

| ceurard Ch Workflow »
resward Change My Objects D
ument Type FP PRs for Funded Contract Help for object senices
chase Requisition 10001672 Livelink DocuLink
(uisition Title [RAINING SUFELIES

Procurement Plan |
Juisitioner Susan Jones -

- - 1 - PR | ——

| >

Line itern [Shart Text [accfite... [act Typ ouantity [U... [Est unit Price [Total Price
10 Flip Charts for Training K 12.000 EA 30.00 36000 =]

| o

'm Detail

The requisitioner or an approver can attach documentation to the purchase request if

necessary.

13
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13) After reviewing the attached documentation, select the Continue button to return to the

Summary Screen.

I@Sewice:.&ﬂachmentlist
Onew B|s-|E@| 2| @51 || & 1T (6] F Bl S ED] =@

AttachmentFor0010001673
I‘I’itle |Creator Name |'Created On|
08/26/2008

Specifications

Select Continue

14) Select the Cancel button to return to the FBMS Workplace Inbox.

TRAVEL EMIS PROPERTY

FINANCIALS DATA MANAGENMENT FINANCLA

LP DESK | FBMS Settings

FR Display
Document Type FP PRs for Funded Contract

Purchase Requisition 10001672

Requisition Title TRAMNING SUPPLIES. |

Adv Frocurement Plan | |
Requisitioner SusanJones Vendor(for MOB)
»

——— 1 —
|

1]

lace fite... JactTyp  |auantity |U... [Est Unit Price Tot
K

[Line itern [Short Text
12.000 EA 30.00 36

10 Flip Charts for Training

4] |

14
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15) Refresh your Workplace Inbox by selecting the Update button.

FINANCIALS DATA MANAGEMENT FINANCLA] TRAVEL EMIS PROPERTY

LPDESK | FBMS Settings

| History , Back

Business Workplace of
b |

- of Workplace:

Select Update

Find document | | Appointment calendar | [ More... ]

E B E E E EEE R
Inox

] Unread Documents 0
&] Documents 0 Cla... Title |"Date rece... Author
» [ Workflow 1 Display PR in R3 08/26/2008
Overdue entries 0
[ Deadline Messages 0
¥ incorrect entries 0
b EOutbox
» ¢BResubmission
b @ Private folders
» c@shared folders
» ¢fiFolders subscribed to
i Trash
T Shared trash

4

After you select Update, FBMS refreshes messages in your inbox and you are now able to

select the purchase request again to either approve or reject it.

15
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Approve a Purchase Request
If, after reviewing the PR, you decide to approve it, follow these steps:

1) Select the Workflow link to display tasks in your inbox.

DATA MANAGEMENT FINANCLA] TRAMEL EMIS PROPERTY

ELP DESK | FBMS Settings

| History, Back

Business Workplace of
[k [ cancel | [ System ] | | New message | | Find folder | | Find document | | Appointment calendar | [ More... ]

~ o Workpl 23 % [ (e 51 53 (AT B (50 ) A
~ Exinbox Select Workflow. Workflow 1
ID|Ex... Title

553164 #b Please Review and Approve Purchase Reguest 10001672 as

[ Overdue entries 1
B Deadline Messages 0
M Incorrect entries 0

b £ Outbox

» cBResubmission

b & Private folders

» ¢ shared folders

» ¢BFolders subscribed to
i Trash
i Shared trash

<

2) Select the Notification for the PR you want to approve.

DATA MANAGEMENT FINANCIA AN TRAVEL EMIS PROPERTY

ELP DESK | FEMS Settings
| History , Back

Business Workplace of
[} [ Cancel | [ System ] | [ New message | | Find folder | | Find document] [ Annointment calendar | [ More...

= of Workplace S| @[ e-|@| & TF] s Select the Notification you want ||+ 2[F | B

~ &xlnbox orkflow 2 to change.
| Unread Documnents 0
] Documents 1 |D|EX--- I‘I’itle

553212 % Please Review and Approve Purchase Request 10001672 as

[ Overdue entries 1 553199 #% DisplayPRin R3
[ Deadline Messages 0
[E Incorrect entries 0

b #30uthox

¢ ¢BResubmission

¥ c@Private folders

b ¢@Shared folders

v ¢diFolders subscribed to
i Trash
[ Shared trash

F

16
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The Decision Step in Workflow screen provides instructions on how to execute the
specific action you would like to perform. You are provided with general information
regarding the purchase request to approve in the Description field. This is the same
information that you see in your e-mail notification that you initially received. Using the

information in this section makes working with workflow easier.

I.& pprove
3) Select the Approve button to approve the purchase request.

FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTANCE TRAVEL

EMIS PROPERTY

LPDESK | FEMS Settings

| History, Back

Decisinn Sten in Workflow
| Select Approve @l
Choos ernatives
II\ pprove
Reject
Change
Display

Cancel and keep work item in inbox

Description Objects and attachments

You have been listed as an approver for purchase request Mo attachments or objects
10001674, "PENCIL §" with a total price of § 10.00.

Please take appropriate action.

Display PR to View Attachments

When you scroll down to read all information in the description box, the Display PR to
View Attachments message is a general message informing you that if there are
attachments to the purchase request, you must display the request to view the attachments.

This message does not mean that there are attachments associated with this purchase
request.

After the purchase request is approved by the supervisor, it is routed to the next approver
in the approval chain. This approver receives a workflow e-mail notification and follows the

same steps to access the purchase request and act on it. This process continues until all of
the approvals for the purchase request are complete.

17
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Reject a Purchase Request
If, after reviewing the PR, you decide to reject it, follow these steps:

1) Select the Workflow link to display the tasks in your Inbox.

2) Select the Notification for the PR you want to reject.

FINANCIALS DATA MANAGEMENT FINANCIAL ASSIS TRAVEL PROPERTY

LP DESK | FBEMS Setftings

| History,, Back
Business Workplace of
| b [cancel | [System ] | [ New message | | Find folder | [ Find document| | Appointment calendar | [ More... ]

~ & Workplace: Select the notification you want to B|||E B F 8 |8 2|2 o 2| F | B
~ &plnbox reject
] Unread Documents 0
] Documents 1 ID [Ex... [Title
553231 b Please Review and Approve Purchase Request 10001673 as
B Overdue entries 0 553199 # Display PR

¥ Deadline Messages 0
[ Incorrect entries 0

b E30uthox

v ¢BResubmission

b ¢ Private folders

b @ Shared folders

b cHiFolders subscribed to
T Trash
T Shared trash

4

The Decision Step in Workflow screen provides instructions on how to execute the
specific action you would like to perform. You are provided with general information
regarding the purchase request to approve in the Description field. This is the same

information that you see in your e-mail notification that you initially received.

18
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3) Select Reject the Reject button to reject the purchase request.

FINANCIALS DATA MANAGEMENT FINANCL

TRAVEL EMIS PROPERTY

LPDESK | FBMS Settings

| History, Back

Decision Step in Workflow
[menu] | ¥ [Cancel| | system] | [ Workflow | [ Create |

Please Review and Approve Purchase Request 10001673 as Supervisor

Choose one of the Select Reject

Change

Display

Cancel and keep work item in inbox

Description Objects and attachments
You have been listed as an approver for purchase request Mo attachments or objects
10001673, "TRAINING SUPPLIES" with a total price of &

360.00.

4) Enter a brief title for the rejection in the Title field.

III:' Create Document: Header

Type Rav |
Title [ |

5) Select ¥ the Continue button to enter additional information regarding the rejection.

(= Create Document: Header
Type ﬁw

Title | |

19
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FBMS
6) Type the reason for rejection in the Text field. This information is contained in the e-mail sent

back to the requisitioner giving more details explaining why the request was rejected.

FINANCIALS DATA MANAGEMENT FINANCIAL ASSIE

TRAVEL PROPERTY

LP DESK | FBMS Settings

| History, Back
Reject PR,
[k | Cancel | System MM Create.. [ Move... || Copy... || Resubmit.. || Delete || Send... | Screen Displa
Document  MESSAGE |RejectPR » |

(5¢) e

7) Select M the Back button to continue with rejecting the purchase requisition.

FINANCIALS DATAgiaciie
LPDESK | FEBMS Settings

R4 ASSISTANCE TRAVEL EMIS PROPERTY
Select Back

| History , Back
Reject PR
| b @\Cancelll&rstemj [N Create... |[Move... || Copy... |[Resubmit.. [ Delete |{ Send.. || Screen Displa
Document  MESSAGE | Reject PR |

el
|

8) Select Yes the Yes button on the Confirmation Prompt to save the rejection data.

IE:’ Confirmation Prompt

Yaou are leaving the editor.
@ Save data first?

| Yes || Mo || 3 Cancel

Select Yes

L

After a purchase request is rejected, the requisitioner receives an e-mail message stating
that the purchase request was rejected. Depending on the reason for the rejection (for

example, there are errors in the accounting string), the requisitioner may be able to make
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corrections and resubmit the purchase request. If the request is re-submitted, the approval

workflow notification process begins again.

21
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Change a Purchase Request

If you found errors in the PR when you reviewed it, but would prefer to correct the errors and
approve the PR rather than reject it, follow these steps:

1) Select the Workflow link to display the tasks in your Inbox.

2) Select the Notification for the PR you want to change.

| Business Workplace of Nicholas Lokshin
I| Menu | | 4] || [Back||Cancel | [System ] | [ New message | [M

~ o Workplace: Nicholas Loks (G| @& | O 12| 2] &0| == 2l F | F 2| 60|
Inbox

] Unread Documnents 0
] Documents 1 Cla...Title "Date res
v [ Workflow 4 A GR or SES needs to be created PO L{10/24/201
Overdue entries 0 AGR or 3ES needs to be created PO LO10/24/2010
Deadline Messages 0 PO LOBPX00037 has Inv 5200050201 a10/23/201
Incarrect entries 0 PO LOBPX00006 has Inv 5200050200 a10/23/201
b 3 0utbox el szsat0dis” | your SAP 07/14/201

r cEBResubmission
¥ @ Private folders
¥ @ Shared folders
» ¢fiFolders subscribed to
I Trash
[ Shared trash

Select the notification
you need to review

The Decision Step in Workflow screen provides instructions on how to execute the

specific action you would like to perform.
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3) Select I{: hange the Change button.

FINANCLA

TRAVEL EMIS PROPERTY

DATA MANAGEMENT
ELP DESK | FBMS Settings

FINANCIALS

| History , Back

Decision Step in Workflow
[Menu ] | b [Cancel| [System | | | Workflow | | Create |

Please Review and Approve Purchase Request 10001673 as Supervisor

atives

Display

Cancel and keep work item in inbox

Objects and attachments

No attachments or objects

Description

You have been listed as an approver for purchase request
10001673, "TRAINING SUPPLIES" with a total price of §
360.00

After the Change button is selected, the Summary Screen - Preaward Changes screen
displays.

4) You may need to use the scroll bar to find the information you need to change. (For example,
the UPC code is on the far right of each line item). Make any desired changes to the

information.

FINANCIALS DATA MANAGEMENT FINANCIAL TRAVEL EMIS PROPERTY

LP DESK | FBMS Settings

| History, Back
Summary Screen - Preaward Changes to PR 10001673 Created By
Menu | b | Cancel | [System ] | [Hold PR

m Approval [ Status |, Header Text

PR PreAward Change

23

Document Type

FF| PRs for Funded Contract

Purchase Requisition

10001673

Requisition Title

[rRATNTNG SUPPLIES

Adv Procurement Flan

Requisitioner

Susan Jones |

| =
e

<| T Requisitioner
Line Itern |Short Text IAcc flte... |Act Typ  |Quantity U... [EstUnit Price Tot
10 H K 12.000 EA |30.00 36(

Use the Scroll bar

|

1) Item Detal o (g (3
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5) If you wish to change accounting information, delivery address or delivery dates, highlight a

line item and select Il ltem Detail | the 1tem Detail button.

Summary Screen - Preaward Changes to PR 10001673 Created By
Menu ) | b |Save| | Cancel|[System ] | [Hold PR|

MBI feprovalStatus | Header Text

PR PreAward Change

Document Type FP| PRs for Funded Contract
Purchase Requisition 10001673
Requisition Title TRAINING SUPFLIES

Adv Procurement Plan

Requisitioner Susan Jones -
Atal Price  [curr JUPC |UPC Description |Subj... JUPC...[PSC [Mati Grp [Plant |SuggVendor  F
360.00 USD |[[DEGDE | 3Flip Charts F | I 1005 MD00

Click Item Detail.

Changes to the Accounting Information may include: Business Area, Cost Center, Funds,
Funds Center, and WBS number. Changes to the Delivery Address would be for the Period of

Performance for service items only.
6) Review the information and make your changes as necessary.

Accounting/ Delivery Address/ History - Preaward Changes 1o PR 10001673

[menu | b [Back| | cancel|[system] | [ UPC Override |

Item Info
PR Itemn Mumber 10 Unit Price 30.00
ltem Category Amount 360.00
Flant M000 Item Quantity 12.000 ER
BETC DISB TAS 1471917
Qrdering Agency Ref. GSAFedstrip Mo.
User Product Code 10050100 GIL Account 6100.31280 [T ltem Text
Material group Acct Assgn Category B
BV coouning nio ML L M
nt |EIA |Commitm... |Cost Center |Functiona|.-'\rea Fund Funds Center |WEIS

RO MO00312A00 MMOM402000 TRGRO00.AAGOOO77MT917MEMMOM402000

4
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It is important to verify the accounting string. If the information is incorrect, you should
either change it or reject the PR and send it back to the requisitioner.

7) After you make your changes, select Back| the Back button.

Accounting/ Delivery Address/ History - Preaward Changes 1o PR 10001673
Menu | | b |E|ack|| Cancel | [ System | | [ UPC Override |

[tem Info

PR Itemn NL.lrSelect Back Unit Price 30.00

Item Catego Amount 360.00 |

Plant aaa Iltem Quantity 12.000 e ]

BETC DISB TAS 1471917

Ordering Agency Ref. GSAFedstrip Na.

User Product Code 10050100 GIL Account l6100.31220 | [ [ ttem Test
Material group \ | Acct Assgn Category K|
MY osieAdasss sty

nt |BA  [Commitm... [Cost Center  Functional Area Fund |Funds Center WBS

B0 MODO0312A00 MMOM402000 1 RGRO00.AAGO0|0771191 7MNMIMOM402000

K

Kl

8) If you wish to add an attachment, select Services for Object, Create, and Create
Attachment.

DATA MANAGEMENT
BMS Settings

FINANCLA]

TRAVEL EMIS PROPERTY

| cancel | [ System | | [Hold PR

Create note Attachment list
ader Info Approval / Status | Header Text Create external document (URL) Frivate note
Store business document Send +
Enter Bar Code Relationships
PreAward Change Select Services for ‘I"?IJOEJT'O";[ '
| == Object, Create, Create | 'V -RISCS 4
:ument Type FF PRs for Funded Contract Aﬂachilwnt. ’ Help for object senvices
chase Requisition 10001673 Livelink DocuLink
|uisition Title [BAINING SUPPLIES |
Procurement Plan
Juisitioner Susan Jones |
- - e — 1 h
| f
Line Itern [Short Text Ace flte.. |Act Typ  [Quantity U... [Est Unit Price Total Price
10 Flip Charts for Training K 12.000 EA |30.00 360.00 -

| D]
m Detail & | o @[3

During the Change process, attachments cannot be modified; they must be detached,
modified, and then reattached to the purchase request.
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9) When the import file window opens, search and select the document to be attached to the

purchase request. After the file is located, double-click on the file name to attach it to the

purchase request.

DATA MANAGEMENT FINANCLA TRAVEL EMIS PROPERTY

BMS Seftings

| History, Back Forward

File B =
ES Import file b
S eotfie

Look In: ‘lj Specifications |'| E

[ specifications.xis

ait. You will automat
had to be included

File Name: | |

Files of Type: |m| Files (*.") | = |

After the attachment is uploaded, you will return to the Summary Screen.

10) If you make changes to the purchase request, you may want to document those changes in

Header Text

the Header Text. Select =5 the Header Text button.

FINANCIALS DATA MANAGEMENT FINANCIA AN TRAVEL EMIS PROPERTY

LPDESK | FBMS Settings

| History, Eack
Summary Screen - Preaward Changes to PR 10001673 Created By
Menu | | F | cancel | [ system] | [Hold PR

m Approval | Slatus |, Header Text

Select Header Text

PR Prefward Change

Document Type FP PR

Purchase Requisition W‘

Requisition Title [TRAINING SUPPLIES

Adv Procurement Flan

Requisitioner Susan Jones .

< | - - I - PR l—||LI_‘

LLine ltem |Short Text [acc fite... Jact Typ [Quantity |u... [Est Unit Price [Tot:
10 Flip Charts for Training K 12.000 E4 30.00 360

< |
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11) On the PR Header Text window, select Headertext the Header text button.

FINANCIALS DATA MANAGEMENT NANCLA STAN TRAVEL EMIS PROPERTY

LP DESK | FBMS Settings

| History, Back
Summary Screen - Preaward Changes to PR 10001673 Created By
[’k [ cancel | [system ] | [Hold PR

Header Info , Approval/ Status Header Text

FR Header Text d
Enter the Purchase requisitia Select Header text
Header text |
Header Text exists for PR
-
Line Item [Short Text [nce ftte... [actTyp [Quantity |u... [EstUnit Price [Tot
10 Flip Charts for Training K 12.000 EA [30.00 36(

< |

12) Select ¥ the Continue button to bring up the Change Log Entry.

IE:"F'I Enter the Header Text

e =)

Enter header text here.

Select Continue
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13) Type a description of your change in the Change Description field and select y# the

Continue button.

I|I7 PL MAKE THE CHANGE LOG ENTRY

%o

Changed By: Approver
Changed On: 20080826 @ 154807
Change Description:

Type descriptive information
regarding the change into
the text box.

Click Continue.

14) Select |Save the Save button to save your changes and return to the Workplace Inbox.

PROPERTY

FINANCIALS DATA MANAGEMENT FINANCIA TRAWVEL EMIS

LPDESK | FBMS Settings
| History , Back

Summary Screen - Preaward Changes 1o PR 10001673 Created By

|} [save][cancel| [System] | [Hold FR]
| Header Text
Select Save =
PR PreAward Change
Document Type FF PRs for Funded Contract
Purchase Requisition 10001673
Requisition Title TRAINING SUPFLIES
Adv Procurement Plan
Requisitioner Susan Jones ‘
- = 1 — - | A
4 3
|Line item [short Text [acc ite... [act Typ [Quantity |u... [Est unit Price [Toti
10 Flip Charts for Training K 12.000 EA |30.00 360

Ll |
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15) Refresh your Workplace Inbox by selecting the Update button.

FINANCIALS DATA MANAGEMENT FINANCLA] TRAVEL EMIS PROPERTY

LPDESK | FBMS Settings

| History , Back

Business Workplace of
b |

- of Workplace:

Select Update

Find document | | Appointment calendar | [ More... ]

E B E E E EEE R
Inox

] Unread Documents 0
&] Documents 0 Cla... Title |"Date rece... Author
» [ Workflow 1 Display PR in R3 08/26/2008
Overdue entries 0
[ Deadline Messages 0
¥ incorrect entries 0
b EOutbox
» ¢BResubmission
b @ Private folders
» c@shared folders
» ¢fiFolders subscribed to
i Trash
T Shared trash

4

After you select Update, FBMS refreshes messages in your inbox and you are now able to
select the purchase request to approve it. Select the Notification for the PR you want to

approve and follow the steps for the approval process.

FINANCIALS DATA MANAGEMENT FINANCLA) AN TRAVEL EMIS PROPERTY

LPDESK | FEMS Settings

| Higtory, Back
Business Workplace of
[k | cancel | [System | | | Mew message | | Find folder | | Find document | [ Appointment calendar | [ More )

7 o Workolace AERERIEEEIEEEEERIEE R
™ Slnbox orkflow 2
] Unread Documents 0 -
| Documents 1 ID [Ex.. Title
553231 8 Please Review and Approve Purchase Request 10001673 as
¥ Overdue entries 0 553199 #b Display PR

¥ Deadline Messages 0
¥ Incorrect entries 0

b 3 Outbox

» cBResubmission

b @ Private folders

» @ Shared folders

» ¢liFolders subscribed to
T Trash
T Shared trash

4
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Setting Up a Substitute for your Workflow

Helpful Hints:

Before you begin setting up a substitute for your workflow it is important to know the following

information:

30

Using the manage substitute rule allows you to forward work items or tasks to a substitute, or
“proxy,” when you are going to be out of the office. These items will continue to go into your

inbox, but will also be sent to your substitute, who can act upon them.

Your substitute sees all of your items. He or she cannot be designated for a particular type of
work item or area of the organization. Therefore, before designating someone as your
substitute, you should ensure that they have the system authorizations necessary to act upon

your items.

The substitution rule you set up deactivates on the date you select; you do not have to

deactivate it manually.

Once a substitute is set up, you can simply activate or deactivate that substitute. This is the
preferred method if you always use the same substitute when you are out of the office. To
activate or deactivate a substitute that you have already set up follow the menu path:
Workflow Setting = Maintain Substitute =% Deactivate (or Activate). Make sure you

change the validity dates for the substitution period.

After you set up the substitute, both you and the substitute will get notifications on items. If
the substitute handles a task in your absence, the item is removed from your workflow inbox.
If you return to find items in your inbox, it means that the substitute did not handle those

items.

If you have items in your inbox when you set up a substitute, that item will not be passed on
to your substitute; the rule only affects future items. However, if an item in your inbox is in

process, you can forward it to your substitute using the forward icon.

If you are a PRISM user, you will need to set up a separate PRISM substitute or proxy when
you are out of the office. Managing your substitute in your FBMS Business Workplace inbox
only affects R/3 (SAP) workflow items, not PRISM items.
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Let’s Begin:

Use the following portal path to begin this transaction

e Select Home tab = My Tasks tab =» Menu tab = Settings folder =» Workflow settings

folder = Maintain substitute to go to the Personal Substitutes window.

For the purposes of this example, you are starting from the Home page where the My Task
link is readily accessible. Keep in mind that if you are in the live FBMS environment and
working on another tab, you must click the Home tab in order to be able to access the My
Task link.

Set up a Substitute for your Workflow Settings

1) Select the Maintain substitute link to access the Personal Substitutes screen.

E FINANCIALS DATA MANAGEMENT FINANCIAL TRAWVEL EMIS PROPERTY

[ELPDESK | FBMS Settings

| History, Bacl

Business Workplace of

Menu] |k | Cancel | [ System | | | New message | | Find folder| | Find document | | Appointment calendar | [ More... |
Workplace

Edit b
rocer Business Workplace
Enviranment » (ission

Office setlings

Personal settings

ras Switch on preview Display organizational assignment
[ Sharedt Savewhen you exit Refresh organizational environment

Adopt substitution
End substitution

Activate| Meactivate Substitute

AdoptviSelect Maintain substitute
Exitviey
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2) On the Personal Substitutes screen select Your Name.

I@Personal Substitutes

Name [Substitution Profil Substitute Status Assigned as of Assigned un =

[ Allanea Foreman

Select Your Name.

|Sub5titute5 forpositi0n5|

3) Select @ the Create Substitute button.

Il:':’ Personal Substitutes /

Name  |Substitution Profil Substitute Status Assigned as of Assigned un =

[ & Allanea Foremnan

Select Create
Substitute

| 2
38]l=t][ substitutes for positions |
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4) On the User Search window, search for the substitute of your choice by typing in the last

name and selecting the Start Search button.

IEU User (1)
~ Search Criteria /
Categary |Search TF‘V j
Search Term =1}
|| Start Search |
| search Results =|=|2| ~|=|=| 0o »|

not known.

Wildcard characters (*) assist with a search when the exact name or spelling for a name is

5) Select the name of the person who will act as a substitute approver during your time away

from the office and select the Continue button.

IE usercn)

= Object abbr.
508 Complian

Accounts Pay
Accounts Pay
Accounts Pay
Accounts Rec
Accounts Rec

ACQ COR Rece
ACQ COR Rece
ACQ COR Rece
ACQ COR Rece

» Search Criteria

|. @ Search Results

Object name Start date

508 Compliance 03/09/2008
BLM Accounts Payable Table Maintan 03/08/2008
MMS Accounts Payable Table Maintan 03/08/2008
OSM A uhks
gL AdSelect the name of the person acting as 003
BLM A your substitute 003
BLM ACQ COR Receiving Official 03/09/2008
BLM ACQ COR Receiving Official 03/09/2008
BLM ACCQ COR Receiving Official 2 03/09/2008
MMS ACQ COR Receiving Official 03/09/2008

EERNEEE

End Date
12/31/9999

12/31/2008
12/31/9999
12/31/9999
1213172008
12/31/2008

121312008
1213172008
1213112008
12/31/9999

1]-1001 1355 »|

]
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6) On the Detail Screen Substitution screen, enter the dates of the substitution period in the

Validity fields.

I = Detail Screen substitution
Substitute for our Mame
Substitute BLM ACCQ COR Receiving Official

¥ Personal substitution

Substitution d%
Validity nas0s/2008 | to 12/31/98949
Profile General substitution

[ Substitution active

=]EY

The first Validity date is the date the setting becomes active. This is the initial date when
your substitute will be able to view and act on items in your inbox. Since the setting defaults
to the current date, you should not change the value if you want the substitution to take effect
immediately. The to date is is the date when the substitution expires. The setting defaults to
12/31/9999, indicating that the substitution is active indefinitely. However, if you want the

substitution to be active for a specified period of time, you should change this date.

7) Select the Substitution active checkbox to make the substitute rule active.

| = Detail Screen Substitution
Substitute for our Mame
Substitute BLM ACQ COR Receiving Official

[¥ Personal substitution

Substitution data
A"/ c— E—11 1 i 12/31/2008

F Select the Substitution General substitution
active checkbox

Substitutinn active

5|
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O -
8) Select the Save button to save the substitution.

9)

35
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The Substitution active checkbox makes the substitute rule active. The substitute will

automatically receive the primary user’s work items in their own inbox once the rule is active.

IE?" Detail Screen Substitution

Substitute for Your Mame
Substitute BLM ACQ COR Receiving Official
[¥ Personal substitution

Substitution data
Validity ng/08/2008 |Jto
Profile General substitution

12/31/2008

|¥ Substitution active

= of Assigned un

Select Save

will not see this message.

active dates.

If the substitution is set to begin in the future, you will see the following message: “Caution:
substitution first starts on XX/XX/XXXX. If you use the default value of the current date, you

The Personal Substitutes window displays the name of the substitute, the status, and the
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10) Select the ‘X’ to close the Personal Substitutes window.

I@Personal Substitutes =g
Mame iSubstitution Profil Substitute Status  Assigned as of Assigned un
- B Your Mame
[&BLM ACQ COR Receivi| General substituti @ Activated 09/08/2008 12/31/2008
4 2 El il

36



FBMS Acquisitions Approver Manual v.1
Deployment 4

Delete a Substitute for your Workflow Settings

1) Select the Maintain substitute link to access the Personal Substitutes screen.

E FINANCIALS DATA MANAGEMENT FINANCLAL TRAVEL EMIS PROPERTY

ELPDESK | FBMS Settings

| History, Bac

Business Workplace of

Menu] | b | cancel | [ System ] | [ New message | | Find folder | [ Find document | [ Appointment calendar| | More... ]
Waorkplace »
Edit v B
Goto »

Folder

Business Workplace

Personal settings

ras Switch on preview Display organizational assignment
ﬂ Sharedt Save when you exit Refresh organizational environment

Adopt substitution
End substitution

Activate| eactivate Substitute

Adoptvl Select Maintain substitute

2) On the Personal Substitutes screen select the name of the substitute you want to delete.

I’I:"Personal Substitutes
MName [substitution Profil Substitute Status Assigned as of Assigned un _*|
~ [&our Mame
[&BLM ACQ COR Receivi| General substituti @ Activated 09/08/2008 124312008

Select the name of the substitute you
want to delete

@hﬂ|§§||8ubstitutes forpositi0n5|
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3) Select |g| the Delete substitute button.

F@Personal Substitutes
Name |substitution Profil Substitute Status Assigned as of Assigned un |
v [ "our Name
(B IR Ceneral substituti @ Activated 09/08/2008  12/31/2008

Select Delete substitute

; -}
@ & | Substitutes for positions |

The substitute rule is deleted but is not saved yet.

4) Select the Continue button to save the deletion.

E FINANCIALS DATA MANAGEMENT FINANCIAL AN TRAVEL EMIS PROPERTY

ELP DESK | FBMS Settings

| History , Back
Business Workplace of
3 | Cancel | | Systemn ] | | Mew message | | Find folder | | Find document | [ Appointment calendar | | More... |

FE? Personal Substitutes
Name |Substitution Profil Substitute Status Assigned as of Assigned un = |
= [§'our Name kplace

Select Continue

E &l@ Substitutes for positions
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