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INFORMS Job Aid: Approvals in &rms

PURPOSE AND DESCRIPTION

Purpose
This document explains the steps to review and approve pending transactions.

Description

The key actions to manage INFORMS transactions as an Approver are reviewing, approving,
denying, and pushing back pending approvals. The example being used for the screenshots in
this job aid is Payment Request. The steps outlined apply to all transactions in INFORMS.

APPROVALS
Step Action
1. Log into INFORMS.
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Select the Approvals Tile.
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View By | Type v B
@ A 118
All 118 rows
1%‘! Asset Adjustment 4 Structure Request MDCGC Grant TS12345 - 0000000017-1 Routed >
New Grant 04/30/2020
Ly RS £ Journal Entry TESTING ADJUSTING ENTRY/ENTERP - MDADE / Routed
20.00 USD 0000000244 / 2020-04-02 / MDADE Fernandez, Maria Cary 05/08/2020
B8 Asset Transfer 3
Journal Entry Record Travel Expense in the G - MDADE / 0000000412 / Routed
[% BudgetJoumal 30 125000 USD 2020-04-24 / MDADE Witkowski, Stanley 05/18/2020 *
[} Field Request 2 Supplier Registration MDC /0001 Walker, Richard Routed N
06/02/2020
= Journal Entry 4
Supplier Registration MDC /0000000002 Walker, Richard Routed N
En Payment Request 2% I Test Auto Number 3 06/02/2020
— Supplier Registration MDC /0000000003 Walker, Rlchard Routed N
3 . == Purchase Order 2 Auto Numbering Test 06/02/2020
Ny . Budget Journal MDADE / 0000000504 / 2020-06-02 - Transfer Original - Routed N
&/ Requisition 2 444,444,444.00 USD MD_GL_CTL_APROP_APRVR 06/02/2020
’I Structure Request 1 Budget Journal test central approp prscr - MDADE / 0000000528 / 2020-06-05 Routed N
000 USD - Original - MD_GL_GTL_APROP_PRGSR 06/05/2020
3)3 Supplier Registration 3 Budget Journal MDADE / 0000000529 / 2020-06-05 - Transfer Original - Routed
0.00 USD MD_GL_CTL_APROP_PRCSR 06/05/2020 >
Vouch: 28
oucher Budget Journal Role MD_GL_DPT_APROP_PRCSR tes - MDADE / Routed
000 USD 0000000543 / 2020-06-10 - Original - 06/10/2020
MD_GL_DPT_APROP_PRCSR
Budget Journal Test purpose only - MDADE / 0000000168 / 2020-03-25 - Routed N
200,000.00 USD Original - Witkowski, Stanley 06/10/2020

Optional: Select the Filter Icon or View By dropdown to display selected transactions
based on filter criteria.
Optional: Select the Transaction Type Pane to display all transactions by one type.

Cancel Filters |ﬂ|
Type v
Requester v
From v
4, Date Period v
Priority v
Reset

Select the dropdown option from the desired filter criteria, then select the Filter
button. If you see transactions from other departments or divisions use the Requester
filter to search for the names of the requestor from your division.
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View By | Type

@& A
& Asset Adjustment
#  AssetDisposal
i‘ﬂl’ Asset Transfer

=) Budget Journal
F5  Field Request
é » Joumal Entry
Payment Request
Purchase Order

Requisition

5  structure Request

g’ Supplier Registration

Voucher

M h 4 Approve Deny More
118
Payment Request 24 rows
4 (]
15 [l Payment Request 0000000162 / FR / ERP-DPT05-121 Karen Manjarres Routed 5
15.00 USD 06/24/2020
3 [J Payment Request 0000000096 / CR / APTS02033 Routed 5
100.00 USD MD_AP_DPT_PAYMENT_REQUESTOR 06/25/2020
e [J Payment Request 0000000108 / PR / CYCLESKM Routed
500.00 USD MD_AP_DPT_PAYMENT_REQUESTOR 07/06/2020 »
2
[J Payment Request 0000000269 / CU / T-REL-2 Routed 5
T 2,800.00 USD MD_AP_DPT_PAYMENT_REQUESTOR 10/30/2020
() Payment Request 0000000366 / FR / FR-REL-13 Routed
24 2500 USD MD_AP_DPT_PAYMENT_REQUESTOR 10/30/2020 ’
) Payment Request 0000000359 / FR / FR-REL-7 Routed
2 4500 USD MD_AP_DPT_PAYMENT_REQUESTOR 10/30/2020 4
2 ()" Payment Request 0000000360 / CU / CU-REL-12 Routed
50.00 USD MD_AP_DPT_PAYMENT REQUESTOR 103012020
il L] Payment Request 0000000272/ CU / T-REL-8 Routed
400000 USD MD_AP_DPT_PAYMENT_REQUESTOR 10/30/2020 4
3
[ Payment Request 0000000334 / CU / rs1-T-REL-5 Saripalli, Ramesh Routed N
2 100.00 USD 10/30/2020
[ Payment Request 0000000347 / FR / FR-REL-23 Routed
90.00 USD MD_AP_DPT_PAYMENT REQUESTOR 101302020

Select the transaction from Pending Approvals.

NOTE: Transaction types listed for pending approval are based on users roles and

security access.

15.00 USD

& In Process

Approve ‘ Deny

Summary
Request ID

Invoice Number

0000000162

ERP-DPT05-121

Business Unit FR

Invoice Received Date 02/23/21

More

Supplier ID 0000000342 Entered By Karen Manjarres
Supplier TECHNICAL AID CRYSTAL INC Description Test for Training
Line Details
Line Item Description Quantity uom Unit Price Amount
|1 Test for Training 0 0.00 USD 15.00 USD > I

« More Information

View Attachments (1) >
Approver Comments
Approval Chain >

a. Review the transaction S

ummary section.

b. Select View Attachments (if applicable)
c. Select Line Description to view additional details.
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Distributions

Fluid Approval Distribution
Line 1
Description Test for Training

Merchandise Amt 15.00 USD

Quantity
A ] L GL f Fund PC 5 s S
DIStrIb_l.ItIOE Quantltx i Merchandlsg CAurrency G Dfpartment *Account & Grant & Business P/r\o;ect AAct|V|ty T
Line & < . Amount & O N < = < <
Unit & < Unit &
1 MDADE 15.00 USD G5005 1D01010000 5232100000 NO-GRANT
Review all Chartfields for accuracy.
vz
Select “X”.
15.00 USD
Approve  Deny More
& In Process
Summary
Request ID 0000000162 Business Unit FR
Inveice Number ERP-DPT05-121 Invoice Received Date 02/23/21
Supplier ID 0000000342 Entered By Karen Manjarres
Supplier TECHNICAL AID CRYSTAL INC Description Test for Training
Line Details
Line Item Description Quantity uom Unit Price Amount
1 Test for Training 0 0.00 USD 15.00 USD >
8' « More Information
View Attachments (1) >
Approver Comments
Approval Chain >

Non Accounts Payable workflow approvers skip to step 17.
Note: Steps 9 through 16 apply to Accounts Payable workflow approvers only.
Select Approval Chain to insert an Ad-Hoc Approver / Reviewer
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Approval Chain
Payment Request Approval
~REQUEST_ID=0000000162
Start New Path
Payment Request Approval = DPT

% Pending

Multiple Approvers
Department (BU) Level Approver

B! Not Routed

Multiple Approvers
Central Finance AP Compliance

Pending

Select the Plus Sign (+)

10.

User ID

@® Approver

O Reviewer

Insert

Insert additional approver or reviewer X

Q

Select the Lookup icon.

11.

Cancel Lookup
Soarch for User 10
~ Search Criteria

Search | Clear

Select the Show Operators hyperlink.

12.

Cancel Lookup

Searchfar User ID

= Search Criteria

UseriD  baginswith v

U‘ESE”D[ID

Search Clear

Select Description and change “begins with” to “contains”.

13.

Cancel Lookup

‘1D

riteria

UserID | begins with

Description | bagins with -I Mantera I

| seeren | coesr

Hide Operato

Type the name of the person you wish to add as an Approver, then select Search.

14.

Cancel Lookup
Seaicn for. User D
» Search Criteria
~ Search Results
B =

User ID < Description ©

IAMOV\TFR Mantera, Ariin I

Select the name of the person.
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Insert additional approver or reviewer X
User ID |AMONTER Q
15. @® Approver
O Reviewer
e —
Insert
Select either the Approver or Reviewer option, then select Insert.
Approval Chain
Payment Request Approval
+REQUEST_ID=0000000162 Pending
Start New Path
Payment Request Approval = DPT
% Pending +
Multiple Approvers
16. Depapr‘(meg?(BU) Level Approver >
Not Routed -
Montero, Arlin
Inserted Approver >
Not Routed +
Multiple Approvers
Central Finance AP Compliance >
Ensure the additonal Approver has been added, then select “X”.
[ RN
Pushback
Hold
17.
Select the desired action.
Approve — Approves the Transaction
Deny — Denies the Transaction and returns to initiator
Pushback — Returns transaction to prior approver
18. Approve
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cancel Approve ‘ Submit ‘

You are about to approve this request

Approver Comments

Enter approval comments (Optional).
Select Submit.

Deny

Cancel Deny ‘Submit|

You are about to deny this request.

Approver Comments

19.
Enter reason for denial in Approver Comments Section (Required).
Select Submit
Pushback
cancel Pushback | Submit |
‘You are about to pushback this request.
Approver Comments
20. y
Enter reason for Pushback in Approver Comments Section (Required).
Select Submit.
21. End of process.
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