Workflow Overview
 Beginning June 4, 2008 an automated Shopping Cart Workflow will be available in SRM.  This document will provide an overview of Workflow, combined with tips and tricks along the way, and several scenarios to provide a basic understanding of how Workflow functions.
1. General Overview of Workflow

2. Single Cost Assignment
3. Split Cost Assignment
4. Multiple Cost Assignments
5. Retriggering of Workflow
6. Requisitioner Inbox
1. General Overview of Workflow
· Workflow is automated for Fiscal, Restricted Commodity, and Asset Approvers.

· Fiscal Approvers appear first, followed by Restricted Commodity Approvers.  Asset Approvers are last in the approval path.

· Fiscal Approvers are derived from the Cost Center.  The responsible Cost Center will be derived from WBSE, Asset, and Order number to determine necessary fiscal Approvers.

· Ad-Hoc Approvers can still be added.

1. Please be aware that inactive users can be added as Ad-Hoc Approvers.  

· SPS will still need to be manually added to the approval path.  
· Please add Ruthann Sims after the $50,000 Approver and prior to the $250,000 Approver.

· The total value of the Shopping Cart is what determines the fiscal approval that is required for all line items in the cart.  A cart containing multiple cost assignments may cause multiple work items to be sent to an approver’s inbox.  All work items for a shopping cart must be approved at the $2500 level before any items will advance to the $50,000 level approver’s inbox. 
· Example:  Shopping Cart which contains Line #1 for $20,000 and Line #2 for $100.  Both line items will go through two levels of fiscal approval (even though line #2 as a single item in a cart would only need the $2500 level of approval).

· Approvers may see multiple work items for the same Shopping Cart in their inbox depending on the cost assignment of the line item.

· Individual line items do not progress to the next fiscal level until all items at that fiscal level have been approved.  The $50,000 Approver would not see any work items in their inbox until ALL items had first been approved at the $2500 level.
· All changes to a Shopping Cart will cause Workflow to retrigger back to the first fiscal level when the change button is clicked (even if it is only updating the description).  Adding a note for approval will not retrigger Workflow.
· Approval Notes should be added to the Shopping Cart to communicate that this is a resubmission due to a change.

· If an Approver changes the total value of a Shopping Cart (by changing quantity, price, rejecting a line item or adding/copying/deleting a line item), the Shopping Cart will go the Requisitioner’s inbox for approval.  This is true for all amounts.
· Requisitioners can make changes to a Shopping Cart while in approval process.

1. Requisitioners cannot change the approval flow except by adding ad-hoc approvers.

· Approvers can open a work item in their inbox to see the details of a Shopping Cart.  Line items that they are not fiscally responsible for will be grayed out. 
· Reviewers will be able to see the work item in their inbox until ALL approvals have taken place.  This includes fiscal, restricted commodity and asset approvals.
·  Self approval is now active.  If the Requisitioner is also the First Approver for all cost assignments on the line items, the order will automatically be approved when the Shopping Cart is submitted with a total value less than $2500.  Self approval only works for the first level fiscal approver.
· The Check button must be clicked prior to ordering a cart, especially when changes are made.  Changes may not be saved if the check button is not clicked.

2.  Single Cost Assignment
In the “Approval Overview” section of the Shopping Cart, you will see the Workflow.  You can click “Display as Table” to see all Approvers listed.
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This is the “Display as Table” view.  Even though there is a list of First level Approvers, only one Approver has to approve the line item to move it to the Second level Approver.
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3.  Split Cost Assignment
General Rules:  
· Individual work items may go to multiple First Approvers at the same time. 

· Multiple work items may be created for one line item with split accounting.
· Individual line items do not progress to the next fiscal level until all items at that fiscal level have been approved.
· If a line item has split accounting and one of the cost assignments does not have any approvers assigned to it, this entire Shopping Cart will go to the System Administrator’s Inbox.  The System Administrator will follow up with an email to the Requisitioner to determine the appropriate approver.  (This is true for all carts, not just split accounting).
· Approvers must look at cost distribution details to view the total amount being charged to their cost assignment.
When split accounting is used, the Approval Overview will display as below.  

· Select the link “Approver on item level” to see the approvers for each cost assignment.
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You can also view the “Display as table” link.  In this example 1 house was ordered and was split 50% to Cost Center 3003002000 and 50% to Cost Center 4018003000.  This is why there are two groups of approvers under each Approval Level.
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· If a $50,000 Approver is not able to see the order in their inbox, it has not been fiscally approved by the First Approvers for each Cost Assignment.

· In the example below, the $50,000 Approver would not be able to see the item in their inbox until the remaining First Approver approved the item.
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4.  Multiple Cost Assignments
General Rules:

· Individual line items do not progress to the next fiscal level until all items at that fiscal level have been approved.
· Approvers can open the details of a Shopping Cart to see all items.  Items that they are not fiscally responsible for will be grayed out.  

· Workflow triggers in the following order:  Fiscal Approvers, Commodity Approvers, and then Asset Approvers.

In this example a Shopping Cart for $17,000 was created with two line items.  

Line 1 and Line 2 are each listed as individual work items in the approver’s inbox.  Please note that not all approvers will have multiple work items in their inbox.  This only occurs when the approver is responsible for multiple cost assignments in the cart.  
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· After opening the details of one of the work items, the line item you are approving will display and the other line item will be grayed out.

· The Total Value of the Shopping Cart will display and the Total Value for Approval will display in a separate line.
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· This is the “Approval Overview” for multiple line items.  
· Please check the Approval Overview to verify that the Asset and Restricted Commodity Approvers appear if you think they should be there.  If they do not appear, please add them manually.
· Commodity and Asset Approvers are determined by the product category selected for the line item.

· Please be sure to double check the appropriate Approvers appear when ordering from ePlus catalogs, because the product category automatically fills in for you.  If the product category for the catalog item does not require asset or commodity approval, they will not be included in the workflow.  In that instance it may be necessary to add them manually.
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5.     Retriggering of Workflow
General Rules:  

· Anytime the Change button is selected, workflow will be retriggered back to the first fiscal level.  This is true for any change (even if it is only a change in description).  

· The Check button must be clicked prior to ordering a cart, especially when changes are made.  Changes may not be saved if the check button is not clicked.

· Hazardous Material Approvers usually add vendor text to the order.  This will cause the order to route back through fiscal and restricted commodity approvals.  This should be handled by an Approver note to signify the changed version.

· While in change mode, the Approval Overview may not display correctly, but after the Shopping Cart is submitted for approval the Approval Overview will be correct.

· The history will display in the Approval Overview section of the Shopping Cart.

· If a Shopping Cart has been changed by the First Approver, the First Approver will appear twice in the history.  Regardless of the approver level, the user who made the changes to the cart will remain in the approval history and the workflow will retrigger just after that approval level.
· Approver notes may be added without clicking the change button and retriggering Workflow.  

· Approver notes should be added when doing a full or partial rejection.

6.  Requisitioner Inbox
General Rules:  

· If an Approver makes a change to a Shopping Cart that will cause the total value to change, the Requisitioner will have to approve this change.  This includes a change in quantity, price, or rejecting, adding/copying/deleting a line item.
· The Requisitioner must approve a price or quantity change before the order will route back to the First Approver.

· When a Requisitioner accepts changes to a Shopping Cart, the status on the Approval Overview may still show that the cart is “Awaiting Approval” even though it has properly progressed back to the first approver’s inbox.

To do this:

· Go to Purchasing Services=>Workbench=>Inbox. 

· Select the magnifying glass to open the details of the order.
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· Select “Display Changes” to see the changes made to your order.

· “Accept Changes” will accept the changes the Approver made to your order.

· If your line item was rejected, selecting “Accept Changes” means you are accepting the rejection.  If a cart is only partially rejected, the line items that were rejected will disappear from the Shopping Cart and may only be viewed by clicking the “Display Changes” link.
· The “Change” button allows you to make further changes to your order.
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This is the view of “Display Changes”.  You can see the “Old Value” and “New Value”.  In this example, the quantity was changed from 1 to 2, which also caused the value of the Shopping Cart to change.

[image: image13.png]Header b:

Basic Data
Descripion O Value New Value. Changed By Changed on Change At
Total Value of Shopping Cart /Target Value of Cortract 1000000000 USD. 2000000000 USD. TFAP10 Test Account 050082008 03:20:54

item Data

item Humber 1/ house

Basic Data
Descripion O Value. New Value, Changed By Changedon  Changed At
Quantty in Order Lt 1 o0oes 2000E8 FaP10 Test Accourt 05mBRO0E 082054

et Value TOO0000000USD  2000000000USD  TFAP10 Test Account 0SmBRO0 082054




PAGE  
Page 2 of 10

