9.2 Editing a Denied Requisition

Purpose: Use this document as a reference when editing a denied Requisition in ctcLink.

Audience: Purchasing staff.

@© You must have at least one of these local college managed security roles:
+ <there are no college-assignable roles>
You must also set these User Preference Definitions:

+ User Preferences: Requisition Entry
+ Requester Setup

If you need assistance with the above security roles or User Preference Definitions,
please contact your local college supervisor or IT Admin to request role access.

There's two options to update the approval routing when a pending Requisition is denied:

Option #1 - Current Approver in the Approval Workflow denies
requisition.

On the Pending Approvals page, the Approver selects the Deny button.
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https://ctclinkreferencecenter.ctclink.us/m/56084/l/1176969-fscm-security-user-preference-definition-in-finance#zz-requisition-entry-user-preferences-procurement
https://ctclinkreferencecenter.ctclink.us/m/56084/l/555517-fscm-procurement-buyer-and-requester-setup

¢ Pending ApprMals Requisition

Summary
Business Unit WA260 Requisition ID 0000000066
Routed Date  March 17, 2022 Requisition Date March 15, 2022
Requester Heid Entered by Heidi

Budget Header Status  Valid
Edit Requisifion

« Mare Information

Header comments and attachments >
View Printable Version 3
- Lines
Pending All
Select  Line Number Item Description Merchandise Amount
[ 1 Lamps/Lighting, Interior and Extarior 117967 USD

> @
Request for Con. Electrical Custodial OPEN
117867 USD il - More

E 1 line(s) are pending your approval

The requisition’s approval status changes to Denied, prior routing is canceled.

¢ Employee Self Service Add/Update Requisitions

FRBows | New Wi
Maintain Requisitions
Requisition

Business Unit a2,

Requisition ID g View Approvals X
Requisition Name bl i K- A Hely
- elp
= Header (3

*

Requester Business Unit WA260 Number of Lines 1
*Requisition Date Requisition ID 0000000066 Total Amount 1,179.67 USD

Requisition Name Con. Electrical_Custodial OPEN
Origin - -
Requested For Heidi
Curmrency Code

Status  Denied
Accounting Date

Budget Status  Valid
Department Manager Approval

{77 lLine 1:Denied
Add Items From @ "7 LampsiLighting, Intarier and Exserior

Procurement Dept Approval
Con. Electrical_Custodial_OPEN:Denied

Apply Approval Changes

5 Q
Details [ Ship To/Due Date Return '

PeopleSoft requires a denied requisition to have one of the following fields changed to prompt

reapproval routing: Quantity, Price, or Merchandise Amount. *While editing a pending

requisition, the Price field will be editable.
Example of restarting a denied requisition:

1. Decrease the Denied Requisition’s Line Price by one penny.
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2. Input edits, such as changing the chartfield string values, as needed.
3. Save. The Approval Status changes from Denied to Pending.

< Employee Self Service Add/Update Requisitions

*fOo ok

Business Unit ywaog ﬁ Status  Pending

Requisition 1D gpoo000066 Budget Status Mot Chk'd = B

Requisition Name |Con. Electrical_Custodial_OPEN [ Hold From Further Processing
* Header (%)
*Requester | 101053706 Q
Heidi Davis
*Requisition Date | 03/15/2022
Requester Info
Origin |ONL Q )
On Line Entry
*Currency Code USD Q Amount Summary (2
Dollar
Accounting Date |03/15/2022 Bl Total Amount 117966 usD
1179.67
Pre-Encumbrance usb
Requisition Defaults Edit Comments Balance
Requisition Activities Add Request Documant
Document Status Custom Flelds
Add Items From (3 Select Lines To Display @
Purchasing Kit Catalog Search for Lines
Item Search Requester ltems B
s Line Q Q Retrieve
Line (@
5 Q
Details Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls | [I»
Line ltem Description Quantity “UOM Category Price
1 B 559-55 Q Lamps/Lighting, Interior % B 1.0000 EA Q 559 f|1.1?‘3.6600 |

Immediately change the price back to the original value.
Select Save.

Note the Requisition remains in Pending Status.

Budget check as needed.

Nou s

¢ Approval routing is updated based on current values.
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< Employee Self Service Add/Update Requisitions

rEc ey

Business Unit  ywa260 Status  Pending
Requisition ID 000000066 Budget Status Mot Chk'd

Requisition Name | Con. Electrical_Custodial OPEN D) Hold From Furier Frocessiag

~ Header ()

*Requester | 1010563706 Q
Heidi Davis
“Requisition Date | 03/15/2022 |
Requester Info
Origin |ONL Q .
On Line Entry
*Currency Code USD Q Amount Summary (Z
— Dollar
Accounting Date | 03/15/2022 | Total Amount 1,179.67 usD
117967
Pre-Encumbrance uso
Requisition Defaults Edit Comments Balance
Add Request Document
Custom Fields
Add Items From (2 Select Lines To Display @
Purchasing Kit Catalog Search for Lines
Item Search Requester ltems Line Q To qQ Retrieve
Line @
B Q
Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls | |I»
Line Item Description Quantity UoM Category Price
1 B ssess Q LampsiLighting, Interior 1%/ 8 10000 EA Q| 559 1.179.6700

8. Process complete.

Option #2 - An AWE Administrator can use the Monitor
Approvals screen to 'Restart' approval.

€ Users assigned the ZZ_ AWE_ADMIN_(xxx) role are AWE Administrators.

The requester updates the requisition as needed (for example the distribution/
chartfield string values) and saves.

The AWE admin would then use the Monitor Approvals screen to search for and select the
requisition, then Restart the approval routing. (See Monitor Approvals QRG for detailed
instructions).
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https://ctclinkreferencecenter.ctclink.us/m/79744/l/1446972-9-2-monitoring-approvals

Monitor Approvals
Approval Process  Requisition Definition D WAZ60

Business Unit  WA260 Requisition ID 0000000088
Requisition Date  2022-03-15 Requester 101083700
Comment
4
Line Details
-
Business Unit Requisition ID Line Number
WA260 0000000085 1

Reassign Pending Tasks
The selected approver does not cus rrecty have an anemateapcmwnleﬁed their usar
profle. You must manually select an altemate approver o reassign pen
Raassign To a All wSellADDrw al
Aliow Auto Approval

Reassign

Administrative Approve/Deny

Ak on banalf of the acprover saectad stove by salecting the ApprowDary butons baow. This acton wi
2ppiy to i tasks panding for the approver selected wihin the context of this transaction

P T e

Department Manager Approval
~ Line
Lam

[stant New Pain

Procurement Dept Approval
Start
* Con. Electrical_Custodial_OPEN:Awaiting Further Approvals F)lew
ath

#rosursment Dest spprove!

Restarting the approval results in the cancellation of the prior routing:

Apprnvll History
Definition ID  WA250

Requisition ID 0000000066

Approval Process  Requisition
Business Unit WA280
Department Manager Approval

| Line 1:Terminated

LampsLigheng Inanar and Extedor
Department Manager Approval

Terminated

a_,-E:E'y

x Rag-Dapl Mardina Lave
M7 - 139PM

Procurement Dept Approval
Con. Electrical_Custodial_OPEN:Terminated

Procurement Dept Approvel

Terminated
Multiple Approvers
x B Purchas mg Bevdw

The approval routing is updated based on the requisition’s current values.
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M&nolAppmvals

Approval Process  Recuistion Definition 1D WA280
Business Unit  WA260 Requisition ID 0000000086
Requisition Date  2022.03-15 Requester  10105°
Approver
Comment
4
Line Details

-

! WA280 0000000088 1

Business Unit  Requisition ID Line Number

Reassign Pending Tasks

The selected approver does not currently have an aliemate aporover selected in their user
profile. You must manuslly select an altemate approver to reassign pending tasks.
0 Allow Self-Approval

O Allow Auto Approval

Reassign To

—

Administrative Approve/Deny

gt on behalf of ine aoprover selecied above by selecting the Approve/Deny buttons below. This ction wil
2pply to 3l tasks pending for the approver selected within the context of this transaction.

Approve [ Deny Pushback | Restart

Department Manager Approval

= Line 1:Pending OViewHide Comments|
Lamealarens. intncr ans Estercr @)Start New Path
Deperbost Moo Aol
®
' Comment History
Procurement Dept Approval

~ Con. Electrical_Custodial OPEN:Awaiting Further Approvals i oy 1158 SEm™<r

erasummant Sast spsmaval
Not Routed
Mutple Approvers
B By R P R 133}

! Comment History
Ratum
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