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Travel & Expenses — Updating Department Approvers

Training Guide

Statewide Management, Accounting and Reporting Tool

Travel & Expenses

Updating Department Approvers

Procedure

"Workflow Maintenance," as it pertains to SMART Travel & Expenses (T&E), is the process of setting up
and keeping your agency's approval structure current. On occasion, changes in business processes or
employee changes necessitate an agency add or remove the persons designated to approve travel
expenses for other staff members. SMART refers to these department approvers as "Expense

Managers."

Generally, an agency's T&E Maintainer or T&E Workflow Maintainer will update these roles.

Step Action

1.

Before updating the department approvers, you must know:

» The User ID for the employee(s) to add as approvers for
your department, and

* The departments for which those individuals will approve.

Persenalize Content | Layout
Menu B B

Search:
®

> My Favorites

[ Kansas

> Employee Self-Semice
> Manager Self-Senice
[ Supplier Contracts

[: Customers

[» Products

[» Custormer Contracts
[ ltems

[» Vendors

[ Purchasing

[» eProcurement

[» Bervices Procurement
[ Sourcing

- Demand Planning

[ Grants

> Project Costing

> Travel and Expenses
[ Travel Administration
[+ Billing

[» Accounts Receivable
[+ Accounts Payable

[ Asset Management

[ Banking

[» Commitment Control
[ General Ledger

[» Statutory Reporis

[ Set Up Financials/Supply Chain
[> Worklist

(- Tree Manager

[- Reporting Tools

> PeopleTools

|~ Change My Password
- My System Profile

= My Dictionary

GMART P

Sign out
Help

B &) 89, w057 aM
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2. You will process department approvers from the Set Up Financials/ Supply Chain link
pages. You may need to scroll down on the page to find the link.

Click the scrollbar.

3. Click the Set Up Financials/Supply Chain link.

}» Set Up Financials/Supply Chain |

q m H RT Home Worklist Add to Favorites Sign out

search: | oo g > |

‘ ] \> Set Up Financials/Supply Chain

> My Favorites
Set up Financials/Supply Chain aptions.

[» Kansas

[> Employee Self-Service Common Definitions Product Related

I» Manager Self-Senvice Set up common definitions, Set up product-related options.
[> Supplier Contracts Approvals Asset Nanagement

[ Customers Desian ChartFields

[> Products Distribution Accounting

[> Customer Contracts [

[ ltems

[> Vendors

> Purchasing

[» eProcurement

[» Services Procurement

> Sourcing

[> Demand Planning

[> Grants

[ Project Costing

[» Travel and Expenses

[ Travel Adrministration

[> Billing

[> Accounts Receivable

[» Accounts Payable

> Asset Management

> Banking

[ Commitment Control

> General Ledger

[» Statutory Reports

~ Set Up Financials/Supply
Chain

[ Common Definitions
[ Product Related

[> Waorklist

I Tree Manager

- Reporting Tools

[ PeopleTools

~ Change My Password

[~ My System Profile

= My Dictionary

Done & Local intranet a5 v Bk -

Step Action

4, Click the Product Related link.
Product Related

5. Click the Expenses link.
Expenses

6. Click the Management link.
Management

7. Click the Approver Assignment link.

rover As=signmen
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q | H RT Home Worklist Add to Favorites Sign out
upplier Confracts A

w Wil W El
I Customers New Window | Help |

=]

[» Products R

: Customer Contracts Approver Assignment

[ ltems Enter any information you have and click Search. Leave fields blank for a list of all values.
[> Vendors

P Purchasing Find an Existing Value | Adda hew Value

[ eProcurement

[> Senices Procurement

[> Sourcing GL Business IJml: | (e}

[> Denand Plannin
I Grants o Approver Profile: | begins with + || aQ

[ Project Costing
[ Travel and Expenses

> Travel Administration Search | Clear ‘ Basic Search Save Search Criteria
[> Billing
b EEECE Teealil Find an Existing Value | Add a New Value

[ Accounts Payable
[ Asset Management
[> Banking
[ Commitment Control
[» General Ledger
I Statutory Reports
== Set Up Financials/Supply
Chain
[ Common Definitions
= Product Related
> Asset Management
1> Billing
<7 Expenses
[» Reports
< Management
= Approval Setup
= Approver
Assignment
= Template
> Procurement Opfions
[» Receivables
[> Waorklist
[» Tree Manager
[» Reporting Tools
I PeopleTools
= Change Wy Password
= My System Profile
= My Dictionary

2|

& Local intranst Fy v BI00% v

Step Action

8. Enter the desired information into the GL Business Unit field. For this simulation, enter
"17300".

9. Click the Look up Approver Profile button.

10. Click the EXPENSE MANAGER link.
EXPEMNSE MANAGER!
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q m H RT Home Worklist Add to Favorites Sign out
upplier Confracts A

w Windoy ustomi B
O e New Window | Help | C Page | B
[» Products
[» Customer Contracis
[ ltems
[> Vendaors
[» Purchasing
[ eProcurement
[> Senices Procurement

Approver Assignments

GL Business Unit: 17300

[ Sourcing

[- Demand Planning .

> Grants Approver Profile:  EXPENSE MANAGER

[ Project Costing ™

[> Travel and Expenses Customize | Find | i First [ 12 02 [ Last

[> Travel Administration =user Iid Employee D  |Hame *Department “Department

[> Billing 7 Erom To

:;:““”“”F E“El']‘f“'ﬂ DAODAXS C, KDODD220288 Anthony Smart 1730301000C%, 173030100/ Q2 =]
ccounts Payable

> Asset Management DADDJXD (. KOD00220287 John Doe 1730000000C, [173030100/C =

[> Banking

[ Commitment Control
[» General Ledger
1> Statutory Reports
= Set Up Financials/Supply
Chain
[ Common Definitions
= Product Related
> Asset Management
1> Billing

< Expenses & seve | L Retum to Searcn | [ Natity | [Ex Add
[» Reports

< Management
= Approval Setup

= Approver
Assignment

= Template
> Procurement Opfions
[» Receivables
[> Waorklist
[» Tree Manager
[» Reporting Tools
I PeopleTools
= Change WMy Password
= My System Profile
= My Dictionary

<

% Local intranst Fy v BI00% v
Step Action
11. SMART opens the Approver Assignments page for department approvers ("Expense

Managers") for this agency. From this page, you can add new department approvers,
delete them and update department ranges. Make sure all department ranges are
covered. If an expense report is created and there is no approver listed for the
department on the report, the report will error out.

For this simulation, assume that the second approver on this list is no longer with the
agency. You will remove this person from the list of approvers.

Click the Delete Row button.
[=]
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12.

[» Customers
[» Producis
[» Customer Contracts
[ ltems
[> Vendors
[» Purchasing
[ eProcurement
[> Senices Procurement
[ Sourcing
[» Denand Planning
[> Grants
[ Project Costing
[ Travel and Expenses
[» Travel Administration
[> Billing
[+ Accounts Receivable
[ Accounts Payable
[ Asset Management
[> Banking
[ Commitment Control
[» General Ledger
1> Statutory Reports
== Set Up Financials/Supply
Chain
[ Common Definitions
= Product Related
> Asset Management
1> Billing
<7 Expenses
[» Reports
< Management
= Approval Setup
Approver
Assignment
emplate
> Procurement Opfions
[» Receivables
[> Waorklist
> Tree Manager
[» Reporting Tools
I PeopleTools
~ Chanage Wy Password
= My System Profile
= Wy Dictionary

Add to

New Window | Help | Customi

Approver Assignments

GL Business Unit: 17300

Approver Profile:  EXPENSE MANAGER

Customize | Find

1202 [F Last

L *Department  |*Department
User Id Employee ID o To ’7’7

DADDAXS C KDD00220288 Anthony Smart 17303010003, 173030100 Q& =]

Message from webpage

\?/ Delete current/selected rows fram this nage? The delete wil accur when the transaction s save,

& save | 2\ Return to Search ‘ Notify ‘

Page | B

Sign out

javascript:submitAction_wind{document. wind, EX_APPRYR$deletef1$507;

&) Local intranet i -

# 100%

Click the OK button.

l

ok |
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Home _Worklist Add to Favorites Sign out

(3

New Window | Help | Customize Page | &

k=

[» Customers

[» Products

[» Customer Contracis
[ ltems

[> Vendaors

[» Purchasing

[ eProcurement

Approver Assignments

1> Senices Frocurement GL Business Unit: 17300

[ Sourcing

[- Demand Planning .

> Grants Approver Profile:  EXPENSE MANAGER

[ Project Costing

[ Travel and Expenses Customize | Find | First [ 1 or 1 [V Last
[> Travel Administration " *Department *Department

[> Billing HEE £ el |Hame Erom To

I Accounts Receivable DADOAXS i KD0DO220288 Anthony Smart 1730301000C, 173030100 G4

[ Accounts Payable
[ Asset Management
[> Banking
[ Commitment Control
[» General Ledger
1> Statutory Reports
= Set Up Financials/Supply
Chain
[ Common Definitions
= Product Related
> Asset Management
1> Billing
< Expenses =) save | 2 Return to Search ‘
[» Reports
< Management
= Approval Setup

Approver
ment

> Procurement Opfions
[» Receivables

[> Waorklist

> Tree Manager

[» Reporting Tools

I PeopleTools

= Change WMy Password

= My System Profile

= My Dictionary

<

Dons % Lacal itranet v ®0n v

Step Action

13. Click the Add a Row button.
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q | H RT Home Worklist Add to Favorites Sign out
upplier Confracts &

w Window Customi. &
e New Window | Help | Page | B

[» Products

[» Customer Contracis
[ ltems

[> Vendors

[» Purchasing

[ eProcurement

Approver Assignments

[> Senices Procurement

GL Business Unit: 17300

[ Sourcing

[- Demand Planning .

> Grants Approver Profile:  EXPENSE MANAGER

[ Project Costing ™

[> Travel and Expenses Customize | Fing | ] First [ 42 072 [ Last

[> Travel Administration user id Emplovee D |Hame *Department *Department

[> Billing 7 Erom To

:;:““”“”F‘ E“ﬂl']‘f“'ﬂ DADOAXS O, KD0D0220288 Anthony Smart 17303010002 172030100 &, [+] [=]
ccounts Payable

[ Asset Management Q. Q a =

[> Banking

[ Commitment Control
[» General Ledger
I Statutory Reports
= Set Up Financials/Supply
Chain
[ Common Definitions
= Product Related
> Asset Management
1> Billing

< Expenses & save | \Retum to Searcn | [ Notity | [Ex Add
[» Reports

< Management
= Approval Setup

= Approver
Assignment

= Template
> Procurement Opfions
[» Receivables
[> Waorklist
> Tree Manager
[» Reporting Tools
I PeopleTools
= Chanage Wy Password
= My System Profile

<

R & Local intranst Fu v BI00% v
Step Action
14. Enter the desired information into the User Id field. For this simulation, enter "DAOOBXS".
15. Next, you will indicate the department id's within your agency for which this employee will
approve.
Click the Department Look Up button.
16. Approvers' permissions allow them to review and approve transactions for a range of units

within the department. Begin with the first 10-digit department code in the range; in this
simulation, start with 1730000000.

NOTE: The approver will also need to have the corresponding security roles. Being
added as an Expense Manager alone does not give the ability to approve.

Click the 1730000000 link.
1730000000
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q m H RT Home Worklist Add to Favorites Sign out
upplier Confracts A

y ustomi B
O e New Window | Help | C Page | B
[» Products
[» Customer Contracis
[ ltems
[> Vendaors
[» Purchasing
[ eProcurement
[> Senices Procurement

Approver Assignments

GL Business Unit: 17300

[ Sourcing

[- Demand Planning .

> Grants Approver Profile:  EXPENSE MANAGER

[ Project Costing ™

[> Travel and Expenses Customize | Find | i First [ 12 02 [ Last

[» Travel Administration =user Iid Employee ID  |Name ‘Department  |*Department

[> Billing 7 Erom To

:;:““”“”F E“El']‘f“'ﬂ DAODAXS C, K0D00220288 Anthony Smart 17303010002, 173030100/ [+] [=]
ccounts Payable

> Asset Management DADDBXS (. KODO0220285 Bea Smart 17300000003, Q =

[> Banking

[ Commitment Control
[» General Ledger
1> Statutory Reports
= Set Up Financials/Supply
Chain
[ Common Definitions
= Product Related
> Asset Management
1> Billing

< Expenses & seve | L Retum to Searcn | [ Natity | [Ex Add
[» Reports

< Management
= Approval Setup

= Approver
Assignment

= Template
> Procurement Opfions
[» Receivables
[> Waorklist
[» Tree Manager
[» Reporting Tools
I PeopleTools
= Change WMy Password
= My System Profile
= My Dictionary

<

Dore % Local intranst Fy v BI00% v

Step Action

17. SMART returns to the Approver Assignments page, with the code you just selected
displayed in the Department From field. Now, you will enter the final unit in the range in the
Department To field.

Click the Department To Look Up button.
2
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Home Workist Add to Favoriles Sign out
[ Customers B New Window | Help [, =
[» Products
I» Customer Contracls Look Up Chartfield To
[ ltems
[> Vendaors
 Purchasing SetiD: 17300
I eProcurement Department:| begins with |||
[> Senices Procurement
1> Sourcing Description: | begins with |
[» Denand Planning
[> Grants
» Project Costing Loak Up | Clear ‘ Cancel |Elasi: Lookup
[ Travel and Expenses
[: Travel Administration Search Results
> Billin, 2 |
DAcangmts Receivable (4] 11o0orze0 [ Lot
[ Accounts Payable
[+ Asset Management 1173 Department of Administration (blank)
[> Banking 1720000000 Department of Administration (blank)
> Gommitment Control 1730100000 Administration (blank)
'; gé?j{?&';::g;&s 1720101000 Adrmin Operations (blank)
= Set Up Finar 1730101010 Administration (blank)
Chain 1730101015 Governor's Projects (blank)
> Cornmon Definitions 1730101020 Emplovee Award Board (blank)
= Product Related 1720101030 Finance Council (blank)
I;giﬁ:thanagemem 1730101040 Kansas Performance Review Brd (blank)
< Expenses 1730101050 Public Finance Transparency Bd  (blank)
[ Reports 1720101100 Ofc of Hith Planning & Finance (Blank)
= Management 1730101200 D of A Fiscal Office (blank)
= Approval Setup 1730101500 Legal (blank)
':"":xf;m 1720101600 Administrative Hearings (blank)
=i Ite 1730101700 Long Term Care Ombudsman (blank)
DFrnc‘LurememOplmns 1730101800 D of A Personnel (blank)
I: Receivables 1730101900 Transition Team (blank)
> Waorklist 1730102000 |nspector General (blank)
[ Tree Manager 1730103000 Finance Council (blank)
Eg:g;‘"e‘;gg;‘“ 1730200000 Leaal (blank)
- Change My Password 1730201000 Legal Services (blank)
- My System Profile 1730202000 Labor Relations (blank)
= My Dictionary | [1730300000 Facilities and Property Mamt (blank) ~
Dons % Lacal ntranet v ®00% v
Step Action
18. Next, select the last unit in the range the approver will be allowed to review. In this case, it

will be Facilities and Property Mgmt; by selecting this unit, you will allow the approver to
review transactions for any unit in the Department of Administration from 1730000000 to
1730300000.

Click the 1730300000 link.
1730300000
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q m H RT Home Worklist Add to Favorites Sign out
upplier Confracts A

y ustomi B
b Ersae s New Window | Help | C Page | B
[» Products
[» Customer Contracis
[ ltems
[> Vendaors
[» Purchasing

Approver Assignments

1> eProcurement
[> Senices Procurement

GL Business Unit: 17300

[ Sourcing

[- Demand Planning .

P Crante Approver Profile:  EXPENSE MANAGER

[ Project Costing ™

[> Travel and Expenses Customize | Find | i First [ 12 02 [ Last

[» Travel Administration =user Iid Employee ID  |Name ‘Department  |*Department

[> Billing 7 Erom To

:;:““”“”F E“El']‘f“'ﬂ DAODAXS C, K0D00220288 Anthony Smart 17303010002, 173030100/ [+] [=]
ccounts Payable

> Asset Management DADDBXS (. KODO0220285 Bea Smart 1730000000C, [173030300/C =

[> Banking

[ Commitment Control
[» General Ledger
1> Statutory Reports
= Set Up Financials/Supply
Chain
[ Common Definitions
= Product Related
> Asset Management
1> Billing

< Expenses & seve | L Retum to Searcn | [ Natity | [Ex Add
[» Reports

< Management
= Approval Setup

= Approver
Assignment

= Template
> Procurement Opfions
[» Receivables
[> Waorklist
[» Tree Manager
[» Reporting Tools
I PeopleTools
= Change WMy Password
= My System Profile
= My Dictionary

<

Dore % Local intranst Fy v BI00% v
Step Action
19. SMART returns to Approver Assignments with the range of department id's the new

approver is authorized to approve.
If there is a second range for the same approver, you must repeat the process.

Click the Add a Row button.

Date Created: 01/18/2013 Page 10 of 18



Travel & Expenses — Updating Department Approvers
Training Guide

Statewide Management, Accounting and Reporting Tool

q | H RT Home Worklist Add to Favorites Sign out
upplier Confracts

A w Windoy ustomi B
O e A New Window | Help | C Page | B
[» Producis

[» Customer Contracis
[ ltems

[> Vendors

[» Purchasing

[ eProcurement

[> Senices Procurement

Approver Assignments

GL Business Unit: 17300

[ Sourcing

[- Demand Planning .

> Grants Approver Profile:  EXPENSE MANAGER

[ Project Costing ™

I Travel and Expenses customize | Find | 8 First {1303 [F] Last

[» Travel Administration userid Emplovee D |Hame *Department  |*Department

[> Billing 7 Erom To

E:““”“”F‘ E“ﬂl']‘f“'ﬂ DADDAXS €, KD0DD220288 Anthony Smart 1730301000C%, [173030100/Q =]
ccounts Payable

[+ Assel Management DAODBXS € KODD0220285 Bea Smart 17300000003, (172020300 Q. =

[> Banking

[ Commitment Control Q Q Q [=]

[» General Ledger
I Statutory Reports
== Set Up Financials/Supply
Chain
[ Common Definitions
= Product Related
> Asset Management
1> Billing

< Expenses & save | \Retum to Searcn | [ Notity | [Ex Add
[» Reports

< Management
= Approval Setup

= Approver
Assignment

= Template
> Procurement Opfions
[» Receivables
[> Waorklist
> Tree Manager
[» Reporting Tools
I PeopleTools
= Chanage Wy Password
= My System Profile
= My Dictionary

2|

& Local intranst Fu v BI00% v
Step Action
20. You could enter another approver entirely, if you need. For this simulation, however, add a

new range of departments for the approver you just entered.

Enter the desired information into the User Id field. For this simulation, enter "DAOOBXS".
21. Click the Department From Look Up button.

22. Click the Show next rows (Alt+.) button.

L1
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Step Actio

For this simulation, assume this approver's next range of departments to approve begins
with the Municipal Acctg - Adm Unit.

23.

Home Add to Sian out
Wil S
i 4 Mew Window | Help | & &
[» Products
> Customer Contracts Look Up Chartfield From
[ ltems
[> Vendors
 Purchasing SetiD: 17300
I eProcurement Department:| begins with |+ |
[> Senices Procurement D tion: | b it [
- Sourcing escription: | begins with |+
[> Denand Planning
[> Grants :
» Project Costing Loak Up | Clear ‘ Cancel |Bas|: Lookup
[ Travel and Expenses
[: Travel Administration Search Results
[> Billing [ |
[+ Accounts Receivable
[ Accounts Payable
[> Asset Management 4 Appropsilistr Lse
[ Banking 1731085112 Ctrl Act Srv-Finan Intearty Tm blank)
';gumm‘:’zﬂg‘ Earc] 1731085113 Cirl Act Sv-Audit ServTeam  (blank)
eneral Ledger
| Statutory Reports 1731085114 Ctrl Act Srv-Acctq System Team  (blank)
=~ Set Up Financials/Supply 1731085120 Adm Audit - Admin Unit blank)
Chain 1731085121 Admin Audit - Inventory Unit blank)
[> Comman Definitions 1731085122 Adm Audit - Pre-Audit Unit blank)
= Product Related 1731085123 Adm Audit - Cert, of Participa  (blank)
> Asset Management
I Billing 1731085130 Acct Sys & Proc - Admin Unit blank)
< Expenses 1731085131 Acct Sys & Proc-Proc & Forms  (blank)
[ Reports 1731085132 Acct Sys & Proc- Agency Asst  (blank)
= 1t 1731085133 Acct Sys & Proc - New Applicat blank)
~ Approval Setup 17:31085140 Municipal Accta - Adm Unit (blank)
A LolE . 1721085141 Municipal Accta - Office Revie  (blank)
=z ‘“m” 1731085142 Mun Acclo-FId Serv & Training  (blank)
L ch‘Luremem Options 1731085150 Pavroll Senvices Section blank)
I Receivables 11731085151 Payroll Serv-Payroll Proc Team  (blank)
> Waorklist 1731085152 Pavroll Serv. -Payroll Systems blank)
[ Tree Manager 1731085153 Payroll Serv-Recon/Remit Team  (blank)
EE:E;E‘Q?JI:”'E 1731085080 ATSP - Administrative Unit (blank)
- Change My Password 1731085981 ATSP - Technical Support Unit blank)
— My System Profile 1731085982 ATSP - Data Conirol Unit blank)
|~ My Dictionary | |1731085983 ATSP - Data Entry Unit blank) -
Dons % Lacal ntranet v W0n v

1731085140

Click the 1731085140 link.
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Home Worklist Add to Favorites Sign out

(3

MNew Window | Help | Customize Page | &

[» Customers

[» Producis

[» Customer Contracis
[ ltems

[> Vendors

[» Purchasing

[ eProcurement

[> Senices Procurement

Approver Assignments

GL Business Unit: 17300

[ Sourcing

[- Demand Planning .

& Grants Approver Profile:  EXPENSE MANAGER

[ Project Costing

|- Travel and Expenses Customize |Find | B First [1] 130¢3 [¥] Last

[> Travel Administration user Id *Department ‘Be rtment

[> Billing From

:;:““”“”F‘ E“ﬂl']‘f“'ﬂ [DAODAXS QL KODD0220288 Anthony Smart 1730301000 7anamnnq [+ =
ccounts Payable

I Asset Management DAODBXS ©_ K0D00220285 Bea Smart 1730000000C, 173030300 =

[> Banking

> Commitment Contral DAODBXS C_ K0D00220285 Bea Smart 17310851400 Q =

[» General Ledger
I Statutory Reports
== Set Up Financials/Supply
Chain
[ Common Definitions
= Product Related
> Asset Management

> Billing
= Expenses B save | Q Returnto Search Notify [E+ Add
[» Reports

< Management
= Approval Setup

= Template
> Procurement Opfions
[» Receivables
[> Waorklist
> Tree Manager
[» Reporting Tools
I PeopleTools
= Chanage Wy Password
= Ly System Profile
= My Dictionary

Dore & Local intranst Fh v BI00% v

2|

24, SMART returns you again to the Approver Assignments page.

Click the Department To Look Up button.
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25.

[» Customers

[» Products

[» Customer Contracts
[ ltems

[> Vendors

[» Purchasing

[ eProcurement

[> Senices Procurement
[ Sourcing

[> Denand Planning

[> Grants

[ Project Costing

[ Travel and Expenses
[» Travel Administration
[> Billing

[+ Accounts Receivable
[ Accounts Payable

Look Up Chartfield To

SetiD: 17300
Department:| begins with |+ |

Description: | begins with |+ |

Lnukupl Clear ‘ Cancel |Basi:Lookup

Search Results

> Asset Management
1> Billing
<7 Expenses
[» Reports
< Management
= Approval Setup

= Approver
ment

= Template
> Procurement Opfions
[» Receivables
[> Waorklist
> Tree Manager
[» Reporting Tools
I PeopleTools
- Change WMy Password
= My System Profile
= My Dictionary

<

[+ Asset Management 1173 Department of Administration (blank)
[ Banking 1730000000 Department of Administration (Blank)
L sl 1730100000 Administration (blank)
g ;:Tj{aar;';::g;s 1730101000 Admin Operations (blank)
> Set Up Finar 1730101010 Administration (blank)
Chain 11730101015 Governor's Projects (blank)
[> Comman Definitions 1730101020 Employee Award Board (blank)
~ Product Related 1730101030 Finance Council (blank)

1730101040 Kansas Performance Review Brd (blank)
1730101050 Public Finance Transparency Bd  (blank)

1720101100 Ofc of Hith Planning & Finance (Blank)
1730101200 D of A Fiscal Office (blank)
1730101500 L eqal (blank)
1730101600 Administrative Hearings (blank)
1730101700 Long Term Care Ombudsman (blank)
1730101800 D of A Personnel (blank)
1730101900 Transition Team (blank)
1730102000 |nspector General (blank)
1730103000 Finance Council (blank)
1730200000 Legal (blank)
1730201000 Legal Services (blank)
1730202000 Labor Relations (blank)
1730300000 Facilities and Property Mamt (blank)

00 of246 [J Last

Add to Favorites

Mew Window | Help

| el

A
e —

% Lacal ntranet

Click the Show

next rows button.
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26.

Home Workist Add to Favories Sign out
Wil el
e a Mew Window | Help | E &
[» Products
> Customer Contracls Look Up Chartfield To
[ ltems
[> Vendaors
 Purchasing SetiD: 17300
I eProcurement Department:| begins with |||
[> Senices Procurement D tion: | b el
- Sourcing escription: | begins with |+
[» Denand Planning
[> Grants :
» Project Costing Loak Up | Clear ‘ Cancel |Elas|: Lookup
[ Travel and Expenses
[: Travel Administration Search Results
[> Billing [ |
[+ Accounts Receivable
[+ Accounts Payable
[+ Asset Management 11731085111 Cirl Act Srv-AppropsiMstr Lse (blank)
[> Banking 1731085112 Ctrl Act Sv-Finan Intearty Tm blank)
I; gumm‘:’zﬂg‘ e 1731085113 Cirl Act Sv-Audit ServTeam  (blank)
eneral Ledger
| Statutory Reports 1731085114 Ctrl Act Srv-Acctq System Team  (blank)
> Set Up Financials/Supply 1731085120 Adm Audit - Admin Unit blank)
Chain 1731085121 Admin Audit - Inventory Unit blank)
[> Common Definitions 1731085122 Adm Audit - Pre-Audit Unit blank)
VE':““%:E'H‘E" . 1731085123 Adm Audit- Cert of Participa  (blank)
5 Eﬁﬁ:g anagemen 1731085130 Accl Sys & Proc- Admin Unit  (blank)
< Expenses 1731085131 Acct Sys & Proc-Proc & Forms  (blank)
[ Reports 11731085132 Acct Sys & Proc- Agency Asst  (blank)
= 1t 1731085133 Acct Sys & Proc - New Applicat blank)
- Approval Setup 17:31085140 Municipal Accta - Adm Unit (blank)
1731085141 Municipal Accta - Office Revie blank)
1731085142 Mun Acctg-FId Serv & Training blank)
= Template o B
I Procurement Options 1731085150 Pavroll Services Section blank)
I: Receivables 1731085151 Pavroll Serv-Pavroll Proc Team  (blank)
> Waorklist 1731085152 Pavroll Serv. -Pavroll Systems blank)
[ Tree Manager 1731085153 Payroll Serv-Recon/Remit Team  (blank)
EE:E;E??J;UIE 1731085980 ATSP - Administrative Unit (blank)
- Change My Password 1731085981 ATSP - Technical Support Unit blank)
= My System Profile 1731085982 ATSP - Data Conirol Unit blank)
|~ My Dictionary | |1731085983 ATSP - Data Entry Unit blank) -
Dons % Lacal tranet v ®o0% v

Select the last unit for which this approver will review transactions. In this instance,
assume it is for Municipal Acctg - Office Revie.

Click the 1731085141 link.

1731085141
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q m H RT Home Worklist Add to Favorites Sign out
upplier Confracts

A y ustomi &
O e A New Window | Help | C Page | B
[» Products

[» Customer Contracis
[ ltems

[> Vendaors

[» Purchasing

[ eProcurement

[> Senices Procurement

Approver Assignments

GL Business Unit: 17300

[ Sourcing

[- Demand Planning .

> Grants Approver Profile:  EXPENSE MANAGER

[ Project Costing ™

[> Travel and Expenses Customize | Find | i First [ 1.3 073 [F] Last

[» Travel Administration D ‘Department  |*Department

[> Billing Erom To

:;:““”“”F E“El']‘f“'ﬂ DAODAXS C K0D00220288 Anthony Smart 17303010002, [173030100/Q [+] [=]
ccounts Payable

> Asset Management DADDBXS (. KODO0220285 Bea Smart 1730000000C, [173030300/C =

[> Banking

[ Commitment Control DAODBXS . KODD0220285 Bea Smart 17310851400, (173108514 O =

[» General Ledger
1> Statutory Reports
= Set Up Financials/Supply
Chain
[ Common Definitions
= Product Related
[> Asset Management
[> Billing
< Expenses B save | QRetumto Search‘ =] Notity ‘ 3 Add
[ Reports
< Management
~ Approval Setup
= Approver
Assignment
= Template
> Procurement Opfions
[» Receivables
[> Waorklist
[» Tree Manager
[» Reporting Tools
I PeopleTools
- Chanage Wy Password
= Ly System Profile
= My Dictionary

<

Dore & Local intranst Fu v BI00% v
Step Action
27. Once you have entered all the new approvers and their department ranges, save this

information.

Click the Save button.
Bl save

28. CONGRATULATIONS!

You have successfully updated department approvers.
End of Procedure.
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