Cost Centers Assigned to Users Report
A new report is available to all SRM users which will allow searches for fiscal approvers assigned to cost centers.  This report will be helpful in determining the approvers that are currently set up in the system as approvers and aid in identifying any gaps that may need to be fixed prior to the release of the new N-Step Workflow.  The report can be run either by user id or by cost object.  It can be found by navigating to Purchasing Services -> Workbench -> Cost Centers Assigned to Users.
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1. When running the report by cost object, it is best to use the full length of the cost assignment such as cost center 4018003000 instead of 4018*.  
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2. Click the “Execute” button in the upper right hand corner of the screen after entering the user id or cost object.
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3. The 'Cost Center' column is the cost center assigned to the user in the SRM Organizational Structure.  The 'Derived Cost Center' column shows what the system derives as the responsible cost center for the cost object selected.  The derived cost center is helpful when the report is run for cost objects such as an Internal Order, WBSE, or Asset.  Every cost object derives a responsible cost center which is what determines the responsible fiscal approvers.
a. Example:  Cost Center 4018003000
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b. Example:  Order 5100000014
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4. If there is a gap that exists, “Missing Approver” will appear in the “Role” column on the fiscal approval level that has not yet been assigned to a user account.  In the example below, the $2500 approver role (App Level 1) has not been assigned to a user for the derived cost center 4009040000.  If shopping carts are created with the new N-Step Workflow that use a cost center that does not have an approver assigned for each fiscal level, the cart will automatically route to the system administrator’s inbox.  From there, the system administrator will determine who the proper fiscal approver is and forward the shopping cart to their inbox for approval.
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5. Running the report by user id will display all the cost centers and approver roles assigned to the user account.  
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6. If the user id has restricted commodity or asset approver roles assigned, they will also appear in the results of the report.  Commodity and asset approver roles are in no way restricted by the cost centers assigned to the user account.  
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7. If there are no results which match the search criteria for the report, the following message will appear.
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8. Please note that the report cannot be run with both the user id and the cost object selections at the same time.  If the following message appears, one of these two selections will need to be removed prior to running the report.

[image: image13.png]@ Please enter either user id or cost object.




