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Introduction

This guide explains how to manage financial approvals in People and Money. The
screenshots in this guide refer to staff expenses approvals but the approval
functionality is the same for approval of most transaction types including staff
expenses, purchase requisitions and invoices.

Approvers are responsible for checking transactions before approving them, in
particular that coding is correct and receipts are attached for expense reports in
people and Money. This guidance explains where to find this information. Further
information about approver responsibilities is available here.

In Brief ...

This section provides an overview of the steps and can be used as a brief summary.
Detailed steps follow in the next section.

1. Approve or Reject a Request

You will be notified of a request for approval in two ways. One will be via an email
and the other via the Bell notifications in People and Money. The steps below cover
both. If you require further information about the request before approving or
rejecting it, refer to the Request Information section below.

Via email

1. Open the email

2. Once you have checked the information and any attachments click on
Approve or Reject which opens a new email (Nb. Refer to Appendix 1 for
guidance on viewing account coding for expense reports)

3. Type any comments in the email (this isn’t necessary if approving but if
rejecting use the comments section to explain why it’s being rejected)

4. Click Send
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https://uoe.sharepoint.com/sites/FinanceHub/SitePages/Accountabilities%20and%20Responsibilities.aspx

Via People and Money

In the Home page, click the Bell icon to view the approval notification

If the notification is not visible click Show All and Worklist

Click the approval request link to expand the details

Type any comments in the email (this isn’t necessary if approving but if
rejecting use the comments section to explain why it's being rejected)
Once you have checked the information click on the Approve or Reject
button (Nb. Refer to Appendix 1 for guidance on viewing account coding for
expense reports)

agwnN =
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2. Other Approver Actions

An approver may also request information or re-route an approval task to a
colleague using Route Task or Reassign.

2.1 Request Information

Via email

1. Open the notification email

2. Click on the Request Info button which opens a new email
3. Enter comments in the email

4. Click Send

Via People & Money

In the Home page, click the Bell icon to view the approval notification

If the notification is not visible click Show All and Worklist

Click the approval request link to expand the details

Click on the Actions button and select Request Information from the drop-
down menu

5. Enter the comments, select back to me and click OK

PwnNE

2.2 Re-routing an Approval Task to a Colleague

There are two options available for re-routing approval tasks, Route Task and
Reassign.

Route Task allows you to approve the transaction and then add a colleague who
isn’t in the approval workflow but who you want to approve it into the workflow
directly after you. If further approval is required, it will then return to your approval
hierarchy moving to the person that would normally have approved it after you.

Reassign allows you to forward the approval task onto someone else in a different
approval workflow and not approve it yourself. If further approval is required, it will
follow the assignee’s approval hierarchy rather than returning to your own.
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2.2.1 Route Task

1. Inthe Home page, click the Bell icon to view the approval notification

2. If the notification is not visible click Show All and Worklist

3. Click the approval request link to expand the details

4. View the transaction information

5. Click on Actions and select Route Task from the drop down menu

6. Start to type in the name of the person you want to add into the approval
workflow and click Search

7. Select the name from the list and click OK

8. Add a comment and click Approve

2.2.2 Reassign an Approval Task

1. In the Home page, click the Bell icon to view the approval notification.

2. If the notification is not visible click Show All and Worklist

3. Click the approval request link to expand the details.

4. View the transaction information

5. Click on Actions and select Reassign from the drop down menu

6. Start to type in the name of person you wish to reassign the task to and click
Search

7. Select the name from the list and click OK

8. Add a comment and click Submit
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This section provides the detailed steps.

1. Approve or Reject a Request

You will be notified of a request for approval in two ways. One will be via an email
and the other via the Bell notifications in People and Money. The steps below cover
both. If you require further information before approving or rejecting it refer to the

Request Information section below.
Via email

1. Open the email notification

2. Once you have viewed the information and reviewed any documents
attached to the email, click on Approve or Reject which opens a new email
(Nb. Refer to Appendix 1 for guidance on viewing account coding for

expense reports).

Action Required: Expense Report Approval EXP000532164646 for Requestor2 (99.00 GBP)

@ 1 there are problems with how this message is displayed, click here to view it in a web browser,
L\ Receipt 1.docx
=] 12ke

This email was sent to you by outside the Uni A
*You should only click on links or attachments if you are certain that the email is genuine and the content is safe.

Access this task in the workspace application

Expense Approval

UAT Requestor2
99.00 GBP

EXP000532164646 Submitted on 2

o]

Reject

Request Info

Expense Items

29/08/2022 Conference and Course Fees
Glasgow University - Course fee

Approvals
UAT Approver3
UAT Approver2
© UAT Approver1

@ UAT Requestor2

Transaction details

99.00 GBP

29/08/2022 7.07 PM

29/08/2022 7.07.PM

In-app notification

3. Type any comments in the email if required (this isn’t necessary if
approving but if rejecting use the comments section to explain why it's being

rejected) and click Send
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= Tou eliyi-dea fs B ol aceded
Send
€

Subgect Expense Report Approval EXPO00332164646 for Requestar? (93,00 GB9)

lf—wesse type your comments above this line-—-

MNate: You can also add attachments ta the task by attaching them to this email.
----- Do not edit below this ling—-
Approve : [[NID]] : )5E-p\

UIBsC gfenvr : [INID]]

1 C/DWeGkOIfUh21n/TZfICWA: QeD!

Via People and Money

1. In the Home page, click the Bell icon to view the approval notification.

4‘;} THE UNIVERSITY
- of EDINBURGH

Good evening, UAT ApproverT!

Me My Team My Client Groups felp Desk

QUICK ACTIONS

THE UNIVERSITY
of EDINBURGH
- Nalifications

Good evening, UAT ApproverT!

[REMINDFR) NFIFGATED
Requestor!

[REMINDFR) NFIFEATFD

Fequestor!
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Follow steps 3-5 only if the notification is not visible

3. If the notification is not visible click Show All

. THE UNIVERSITY
/s of EDINBURGH o
Notifications

a

Good evening, UAT Approverl! ACTION REQUIRED

FequaB

ACTION REQUIRED

(REMINDER) DELEGATED

Fiequestor!

Patic Ink

HE U ERSITY
"EDINBURGH

Worklist

Assigned

Me (53) Created by Me (0) Al

ACTION REQUIRED 11 minutes ago

Expense Report Approval EXPOD0532164646 for Requestor2 (99.00 GEF)

Expense Report Approval EXPO0DS32164640 for Requestor? (99.00 GBF)
Request [ Feject

Expense Report Approval EXPODD532164634 for Requestor2 (49.00 GBP)

REMINDER)

ELEGATED 5 hours age

Purchase Order UOE 1200163 Requires Receipt Confirmation

Requester!

5. Click the approval request link to expand the details.

ORACLE  BPM Warklist ® Acprover
8 @ - - .
Views + 7 - | a4 | E
Titla Kumber Crastor Assignod
- o [Frmmrmmms ] O —
Yy Tosks 261 B Espense Regor Appreve EXFOO0S32 ST UATRequeste?  ZOBRI22621
R ] Expanss Ripert Approi| EXEO0C MBI UATReques?  ZMSZIZGF
] Cash Aivsnce Appioal A 250244 UAT Requestord  1TAOMEIZET 2
oy St T
d e & Espansa Ragor Appres) EXFTD 29T UATReQUAINZ  1TARZ0223 13 P
R ] Aawove Renuisiion REQTI0T320 MMM UAT Requested  1BUSRIZ2 523 P
iews 2] s Aiancs Approval ADVONISIZ15 1628 for Fequestor 252091 UATRequesterd 12082022822 FUA
B & Expancn Kiper Appros ter Roquestor2 IW}OTL UATReques? 1222022950 8
ue Seom
[ o Esgense Report Apprevel EXPOIUSI2T62078 ol Requesior2 2502050 UATRequesiol 12002022940
Hagh Pigrl
s B Expansa Ragort Approas| tor Requsstas 252066 AT Requastr? 120082022943 Al
esley @ KV-SMTS8 fram WOLF LABORATORIES 802 UAT Requesid 10022022 4500
Pasl Weeic & 2562020 UAT Requestrz 10082022 4.42FM
Pastionin ) ot Comtrmatan AT Requestort 210820222 08 P
Past Qusrler ] VAT Requester!  ZUOZ022 1,00
T & AT RequAIT  ZVORZ922 108 P
] 6701 UAT Requestorl  ZVUSRIZZ 1237 PV
5} 25TT451  UAT Requestort  2U/DN2022 1237 PM
& UK 1202161 Raqare: Sac Conmanan AT Roqueziart  ZVEIZZ 1142 AM
UOE120015 ol AT Requesiel 21 a2,
= 120015 o TR 2102022 114240
B - UCE1240160 Ranurs: Rstaint Confimatan UAT Requastert VD022 1136, AM
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6. Clicking on the link provides further details about the request (Nb. Refer to
Appendix 1 for guidance on viewing account coding for expense reports).

Expense Report Approval EXP000532164646 for Requestor2 (99.00 ... Actions »

Expense Approval

99.00 GBP
UAT Requestor2

EXP000532 164646 submitted on 29/08/2022

Expense ltems

29/08/2022 Conference and Course Fees [le9.00
Glasgow University - Course fee

Receipt Required

7. Once you have reviewed the information approve or reject the transaction by
clicking on the appropriate button.

D Expense Report Approval EXP000532164646 for Requestor2 (99.00 GBP) - Work - Microsoft Edge = ] X

& https://elxw-devd.fa.em3.oraclecloud.com/fscmUl/faces/adf task-flow?tz=Europe¥%2FLondondidf=medium&dt=both&tf=short8lg=en&icy=&bpmWo... AD

Expense Report Approval EXP000532164646 for Requestor? (99.00 ... Actions w

Expense Approval

99.00 GBP
UAT Requestor2

EXP000532164646 submitted on 29/08/2022

Expense Items

29/08/2022 Conference and Course Fees [Flsg 00
Glasgow University - Course fee

Receipt Required

8. Enter a comment in the Comment field if required (this isn’t necessary if
approving but if rejecting use the comments section to explain why it's being
rejected), then click the Submit button.
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2. Other Approver Actions

2.1 Request information

To request additional information before approving or rejecting a transaction follow
the steps below.

Via email

1. Open the email notification
2. Click the Request Info button which opens a new email

Action Required: Expense Report Approval EXP000532695113 for Requestor2 (23.00 GBP) hav @~ &

From: People and Money (DEV4) <elxw-dev4.fa.sender@workflow.mail.em3.oraclecloud.com>
Sent: 17 August 2022 15:13

To: ERP Test <erptest@ed.ac.uk>

Subject: Action Required: Expense Report Approval EXP0005326595113 for Requestor2 (23.00 GBP)

This email was sent to you by someone outside the University.
*You should only click on links or attachments if you are certain that the email is genuine and the content is safe.

Access this task in the Workspace Application

Expense Approval

UAT Requestor2
23.00 GBP

EXPO005326

113 Submitted on 1

Do |
S ]
Request Info ‘
Approve Reject Request Info ‘
Expense Items
17/08/2022 Consumables 23.00 GBP
Approvals
UAT Approvera
UAT Approver2
~ UAT Approver1 17/08/2022 3.12.PM
@ UAT Requestor2 17108/2022 3.12.PM

1. Enter the request for information in the email.
2. Click Send

The Note section in the email explains the next steps. The information will be
routed back to you.

=]
send

To. ehov-dev.fo . cledloud.com

..

Subject Expense Report Approval EXPO0DS32164646 for Requestor? (95.00 GBF)

|- —Please type your comments above this line—-

[Note: Your request will be routed back to the creator Requestor2. Once the creator submits the information, it will be routed back to you. You can also add attachments to the task by attaching them to this email. |
——Do not edit below this line—
Request More Info : [[NID]] : 7-bzxb]7HVDrHd3IUr THgl GTLIGHYfOWKOGUYWOLXWEC: D2yHpMf6h/ScI8 2sR3WAD-4FciMAIRCAc-N-XaPwIuZMpzMpnagKyYEn58fcAolKgIZROpbX : [INIDT]
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Via People & Money

1. In the Home page, click the Bell icon to view the approval notification.
2. Click the approval request link to expand details.

.’0. THE UNIVERSITY
of EDINBURGH

Notifications [}

Q

® INFORMATION SUBMITTED 4 minutes ago

- .

Zhous 500

ACTION REQUIRED 2 hours age

& hours ago

(REMINDER) DELESATED 7 nowrs ag0

£xpanse Report Approvl EXPOV0S

e =

Load More Tlams 1-5.07 57 ems

3. Click on the Action button and select Request Information from the drop-down
menu

[ Expense Report Approval EXPO00532164646 for Requestor2 (95.00 GBP) - Work - Microsaft Edge = o >

21 hitps:y/febow-deva.fa.em3.oraclecloud.com/fscmUl/faces/adf.task-flow?tz=Europe%2Flondon&df=medium&dt=both&tf=short&lg =en&cy=EbpmWo...

Expense Report Approval EXP000532164646 for Requestor2 (99.00 ... Ac(inni - I Approve | Reject

Expense Approval Delegate

99.00 GBP
UAT Requestor2

EXP0005321684646 submitted on 29/08/2022

Reassign

Route Task

Add Comments

Add Attachment

Expense ltems Add Assignee

29/08/2022 Conference and Course Fees Flg9.0 View Approvals
Glasgow University - Course fee

5] Receipt Required

4. The Request Information window is displayed

| [ Expense Report Approval EXPO00522164646 for Requestor (92.00 GEP) - Work - Microsoft Edge = [} =

] https://elxw-devd.fa.em3.oraclecloud.com/fscmUl/faces/adf.task-flow?tz=Europe%%2FLondondidf=medium &dt=both&tf=short&lg=en&cy=&bpmWo... A

Request Information

* Name | UAT Requestor2 | - 1

* Comment | Flease provide further information about this coursd

Return Options (@) Back to me

(_) Follow approval flow
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5. The Name field defaults to the requestor but can be changed if the information is

to be requested from another individual.

Enter the details of the request for information in the Comment field.

7. The Return Options defaults to Back to me to return the notification directly to
you once the information is provided. Select Follow approval flow if you want it
to go back to the first approver for information and re-approval before returning to
you.

8. Enter the request for information in the comments field and click the Submit
button.

9. The requestor will receive the request for information by email and notification in
People and Money

o

2.1.1 Viewing the Information Submitted

The Approver will receive the information by email and notification in People and
Money

Via email

1. Open the email notification
2. The request for information and response is shown in the Approvals section of
the email notification

Information Submitted: Expense Report Approval EXP000532164646 for Requestor2 (99.00 GBP)

M 1f there are problems with how this message is displayed, click here to view it in a web browser.
L Receipt 1.docx
m 12KB
This email was sent to you by someone outside the University.
You should only click on links or attachments if you are certain that the email is genuine and the content is safe.

Access this task in the warkspace Application

Expense Approval

UAT Requestor2
99.00 GBP

EXP000532164646 Submitted on 29/08/2022

VAT Requestor2 submitted information
It was the one day course agreed at my annual review

T |

‘ Request Info ‘

Expense [tems
29/08/:
Glasgov

2 Conference and Course Fees 99.00 GBP

niversity - Course fee
Approvals
UAT Approver3

UAT Approver2

¢ UAT Requestor2 submitted information to 29/08/2022 821.PM
UAT Approver1

It was the one day course agreed at my annual review

@ UAT Approver1 requested information from 29/08/2022 8.04.PM
UAT Requestor2
Please provide further information about this course

@ UAT Requestor2 29/08/2022 7.07 PM

Transaction details In-app notification
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Via People and Money

1. In the Home page, click the Bell icon to view the information submitted
notification
3. Click the information submitted link to expand the details.

THE UNIVERSITY
(E;j) of EDINBURGH

Notifications

Qe

Good evening, UAT Approverl!

Thows 200

ACTION REQUIRED 2 hauss ag0

(e

port Approval

Load bore ffems 1-6 of 67 tems:

4. The request for information and response is shown in the Approvals section

D Expense Report Approval EXP000532164646 for Requestor2 (99.00 GBP) - Work - Microsoft Edge = [m] >

& https://elxw-devd.fa.em3.oraclecloud.com/fscmUl/faces/adf.task-flow?tz=Europe%2FLondon&df=medium &dt =both&tf=short&lg=endicy=&bpmWo... A

Approvals

O UAT Approver3

O UAT Approver2

1

29/08/2022 8.21.PM
o UAT Requestor2 submitted information to UAT Approver1

It was the one day course agreed at my annual review
I

29/08/2022 8.04.PM
o UAT Approver1 requested information from UAT Requestor2

Please provide further information about this course

29/08/2022 7.07.PM

o Submitted by UAT Requestor2

& Receipt 1.docx
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2.2 Re-routing an Approval Task to a Colleague

There are two options available for re-routing approval tasks, Route Task and
Reassign. These options are only available in People and Money, not via email
notifications (Appendix 1 explains how to access this functionality from an email
notification).

Route Task allows you to approve the transaction and then add a colleague who
isn’t in the approval workflow but who you want to approve it into the workflow
directly after you. If further approval is required, it will then return to your approval
hierarchy moving to the person that would normally have approved it after you.

An example of when to use Route Task is where a transaction has two lines, one
item that the requestor’s line manager needs to approve and another item that
someone else needs to approve because it relates to spend in their area. The line
manager would approve the transaction and then send it on to the second approver.

Reassign allows you to forward the approval onto someone else in a different
approval workflow and not approve it yourself. If further approval is required, it will
follow the assignee’s approval hierarchy rather than returning to your own.

An example of when to use Reassign is where a transaction for approval relates
solely to work carried out in another area which you may wish to reassign to the
appropriate budget holder for approval.

2.2.1 Route Task

1. In the Home page, click the Bell icon to view the approval notification

; THE UNIVERSITY
of EDINBURGH

Good evening, UAT Approver!

Help Desk
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2. Click the approval request link to expand details and view the transaction
information

[ Expense Report Approval EXPOD0322164646 for Reguestor2 (98.00 GEP) - Work - Microsoft Edge — 0 b

(] https://ebow-devd.fa.em3.oraclecloud.com/fscmUIl/faces/adf.task-flow?tz=Europe%2FLondon8tdf=medium&dt=both&tf=short8tlg=en8icy=8bpmWo... A

Expense Report Approval EXP000532164646 for Requestor2 (99.00 ... Actions v

Expense Approval

99.00 GBP

UAT Requestor2
EXP000532164646 submitted on 29/08/2022

Expense ltems

29/08/2022 Conference and Course Fees 99 00
Glasgow University - Course fee

E Receipt Required

3. Click on Actions and select Route Task from the drop-down menu

D Expense Report Approval EXP000522164646 for Requestor2 (99.00 GBP) - Work - Microsoft Edge = (] x

3] https://elxw-devd.fa.em3.oraclecloud.com/fscmUl/faces/adf.task-flow?tz=Europe%2FLondon&idf=medium&dt=both&tf=short8tig=endlcy=8bpmWo... A

Expense Report Approval EXP000532164646 for Requestor2 (99.00 ... Actions v I Approve | Reject

Request Information

Expense Approval Delegate

Reassign

99.00 GBP

UAT Requestor2
EXP000532164646 submitted on 29/08/2022

Add Comments

Add Attachment
Expense ltems Add Assignee
29/08/2022 Conference and Course Fees [ 990 View Approvals

Glasgow University - Course fee

[§  Receipt Required

4. Start to type in the name of the person you want to add into the approval
workflow and select the person from the displayed list

Route Task

* Name | Approver i - ]

Approver1 UAT_APPROVER1 ac.uk

= Comment
Approver2 UAT_APPROVER2 erptest@ed.ac.uk

Approver3 UAT_APPROVER? erptest@ed.ac.uk

I Approverd UAT_APPROVERA4 erptest@ed.ac.uk I

Approvers UAT_APPROVERS erptest@ed.ac.uk
Approvers UAT_APPROVERS erptest@ed.ac.uk [200MeM v
Approver? UAT_APPROVERT erptest@ed.ac.uk

Approverd UAT_APPROVERS erptest@ed.ac.uk

More.
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5. If the name is not displayed click on More

Route Task

~ Name | Approver| ] - ]

Approver1 UAT_APPROVER1 ac.uk

* Comment
Approver2 UAT_APPROVERZ2 erptest@ed.ac.uk

Approver3 UAT_APPROVER?Z erptesi@ed.ac.uk
Approverd UAT_APPROVER4 erptesti@ed.ac.uk
Approvers UAT_APPROVERS erptesi@ed.ac.uk
Approvers UAT_APPROVERS erptest@ed.ac.uk [FoIMent

Approver? UAT_APPROVERT erptesi@ed.ac.uk

Approver8 UAT_APPROVERS erptest@ed.ac.uk

6. Enter details and click Search, then select the name from the list and click OK

Search and Select: User Name x

** At least one is required

lUser Name | approver

** Email

User Name &7 UserlD
Approver1 UAT_AFPPROVER1
Approver2 UAT_APPROVER2

Approver3 UAT_APPROVER3

I Approverd UAT_APPROVER4

Approvers UAT_APPROVERS
Approverg UAT_APPROVERG
Approver? UAT_APPROVERT

Approver8 UAT_APPROVERS
+ I——
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7. The search screen can also be accessed by clicking on the downward arrow

and Search

Route Task

* Name

Searchl.

t Drag files here or click to add attachment ~

8. Add a comment and click Approve to route the approval task to another

person

Route Task

* Name

Approverd | - ]

* Comment

Forwarding for approval as this is to be charged fto your budget

PM-3422

' Drag files here or click to add attachment «
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2.2.2 Reassign an Approval Task

1. In the Home page, click the Bell icon to view the approval notification.
2. Click the approval request link to expand the details.

Notifications

Good evening, UAT Approver1! ® INFORMATION SUBMTTED

Me My Team

QUICKACTIONS

& hours a0

LosaMare tams 15 0157 nems

3. View the transaction information

D Expense Report Approval EXP000532104646 for Requestor2 (99,00 GEP) - Work - Microsoft Edge = o X

5 httpsy//ebon-dev4.fa.em3.oraclecloud.com/fscmUl/faces/adf task-flow?tz=Europe%2FLondondidf=medium&dt=both&tf=shortBlg=en8icy=AbpmWao... AM

Expense Report Approval EXP000532164646 for Requestor2 (99.00 ... Actions v @

Expense Approval

99.00 gBP
UAT Requestor2

EXP000532164646 submitted on 29/08/2022

Expense ltems

29/08/2022 Conference and Course Fees Fea 0o
Glasgow University - Course fae

Receipt Required

4. Click on Actions and select Reassign from the drop-down menu

D Expense Report Approval EXP000532164646 for Requestor2 (93.00 GBP) - Work - Microsoft Edge — O X

) https;//elxw-devd.fa.em3.oraclecloud.com/fscmUl/faces/adf task-flow?tz=Europe%2FLondondudf=medium &dt=both&tf =shortilg =endlcy=8bpmWo... A"

Expense Report Approval EXP000532164646 for Requestor2 (99.00 ..

Reqguest Information
Expense Approval Delegate
99.00
" GBP Route Task
UAT Requestor2
Add Comments
/
EXP000532164646 submitted on 29/08/2022 Add Attachment
Expense ltems Add Assignee
29/08/2022 Conference and Course Fees [E 99 .01 View Approvals

Glasgow University - Course fee
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5. Start to type in the name of the person you wish to reassign the task to and
select from the list.

Reassign

* Name | Approver|

Comment | Approveri UAT_APPROVERT erptest@ed.ac.uk
Approver2 UAT_APPROVER? erptest@ed ac uk

Approver3 UAT_APPROVER3 erptest@ed.ac.uk

IAppmver4 UAT_APPROVER4 erptest@ed.ac.ukl

Approvers UAT_APPROVERS erptest@ed.ac.uk
Approvers UAT_APPROVERS erptest@ed.ac.uk
Approver7 UAT_APPROVERT erptest@ed ac.uk

Approver® UAT_APPROVERS erptest@ed.ac.uk

More...

6. Enter a comment and click Submit to reassign the approval request.

Reassign

* Name ‘ Approverd | - ]

Comment | Reassigning this approval fto you as it's your budget area
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2.3 View Approvals

1. To view where the approval task is in the approval hierarchy click on Actions
and select View Approvals from the drop down menu

D Expense Report Approval EXP000532 164646 for Requestor2 (99,00 GBP) - Work - Microsoft Edge

= o x

5] https://elxw-devd.fa.em3.oraclecloud.com/fscmUl/faces/adf task-flow?tz=Europe¥%2FLondonfdf=medium&dt=both&tf=short8lg=enficy=&bpmWo... A

Expense Approval

99.00 GBP
UAT Requestor2
EXP000532164646 submitted on 29/08/2022

Expense ltems

29/08/2022 Conference and Course Fees
Glasgow University - Course fee

|§  Receipt Required

Expense Report Approval EXP000532164646 for Requestor2 (99.00 ..

. View Expense Report Approve | Reject

Request Infermation
Delegate
Reassign

Route Task

Add Comments

Add Attachment

Add Assignee

EQQ.O I View Approvals I

2. The approval hierarchy and status is displayed

D Expense Report Approval EXP000532164646 for Requestor2 (99.00 GBP) - Work - Microsoft Edge
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& https://elxw-dev4.fa.em3.oraclecloud.com/fscmUl /faces/adf.task-flow?tz=Europe%2FLondon&df=medium&dt=both&tf=shortlg=endicy=8bpmWo... A

Approvals

O UAT Approver3

o UAT Approver2
t

° Assigned to UAT Approver1
t

0 Submitted by UAT Requestor2

& Receipt 1.docx
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Appendix 1 - Accessing additional information and approval actions from

email Notifications
1.1 Expense Reports

1. Open the email notification

The expense report details are displayed and the receipts are attached to the

email

3. To view the account details click on the In-App Notification

Action Required: Expense Report Approval EXP000532164646 for Requestor2 (99.00 GBP)

@ 1 there ore problems with how this message is displayed, click here to view itin a web browser,

2= Receipt T.dacx
0= ks

This email was sent to you by someone outside the University.
You should only click on links or attachments if you are certain that the email is genuine and the content is safe

Access this task in the Workspace Application

Expense Approval

UAT Requestor2
99.00 GBP

EXP000532164646 Submitted on 29/08/2022

T

Reject |

‘ Request Info

Expense Items
29/08/2022 Conference and Course Fees

Glasgow University - Course fee
Approvals
UAT Approver3
UAT Approver2
© UAT Approveri

@& UAT Requestor2

Transaction details

99.00 GBP

29/08/2022 7.07.PM

29/08/2022 7.07 PM

In-app notification

4. Click on View Expense Report

Expense Report Approval EXPO00532164646 for Requestor2 (89.00 GBP)

Expense Approval

99.00 gBP

UAT Requestor2

EXPOD532104646 subemitted on 20008/2022
Expense ltems

2910812022 Conference and Course Fees Flaoon
Glasgow Unire: urse fee

Report Total

Purpose
U 99.00cep

Status. Fending mansger approva
[Expense items (1)

Date Type v Amount Morchant Location Description +

ComerEnes and Course 99.00 cer Glasgow University United Kingdom Course fee

Attachments
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6. View receipts and account details. Once reviewed click Done then either
return to the email notification to approve, reject or request further information
or click on the Bell notification to access additional approval options (e.g. route
task or reassign) via the approval notification in People and Money.

i THE UNIVERSITY
/- of EDINBURGH

Afacrmants

W Cousa Faas s e or cick 1 0 Rschment ~
alicn Unia "
= .

REEDUMEATIE AMOUN 59,00 GEF | Recsipl 1docs (122K & X |

[
* Description Cose foe
011000 01 2644 0K
Weechans tame

1.2 Purchase Requisition

1. Open the email notification

2. The requisition details are displayed and the requisition is attached to the
email as a PDF.

Azhor Fozwrd - &og o oo bian BLCINI0AEY

s pain Apprrras]
E11,574.25
Requestar?

Linsc
Cill Dl PLrih | 170 vt 90 5] 53

LT

Argroreel Hamirg

- Arpl cabom ety for Frovurorserd
AT spprovend
AT hpproaard

00 1T .
D fa et 1A T Approra

WA LT R
3 Butes it bp LT Bucamariai §
W

P i
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3. Click on the PDF email attachment to view further information about the

requisition
iciti 30/08/2022 2.47.PM
Requisition  req1100404 (10,9615 GBP) Report Date  GMT+0000
Page 1of1
Requisitioning BU  University of Edinburgh Requisition Amount 10961.5 GBP
Entered By Requestor2 Approval Amount  11,574.25 GBP
Status Pending approval Procurement Card
Description  Cell Culture Flask, 175 cm?® Justification
Emergency Requisition No Funds Status Not applicable
Lines
1 Cell Culture Mol Biol 50 Each 2198.23 10,961.5 Pending Not
Flask, 175 cm?® Plastics GBP approval applicable
(Lot 4)
Requester Requestor2 Supplier STEMCELL TECHNOLOGIES UK
LTD
Urgent No New Supplier No
Requested Delivery Date  6/09/2022 Supplier Site CB25 9TL
Deliver-to Location Type Internal Supplier Contact
Deliver-to Location Small Animal Riddell Swann Contact Phone
Deliver-to Address  Easter Bush, ROSLIN, EH25 Supplier ltem 38073
9RG, UNITED KINGDOM
Destination Type Expense Note to Supplier
Subinventory Note to Receiver
Note to Buyer
Distributions
1 110.110002.20027001.28  30/08/2022 100 50 10,961.5 Not
91.000000.00000000.000 applicable
00000.000.000000.00000
0
End of Report

4. Click on the Task Details to access the additional approval actions in People

Approve Requisition REQ1100404
R nformation
Daegate
Requisition Approval Resssign
£11,574.25 Routs Tos
Requestor2 #dd Comments
el Gulture Flask, 175 hda Atachmart
Requistion  REQ1100404 00 Ascignes

Lines
Cell Culture Flask, 175 cm’ £10,961 50
50x£21923
Charge Account: 110, 110002 20027001 2651 009000 00G0I600, 0690000 000 0000000000

Approval History

O Applications Development Framewark Application Identity for Procurement

() UAT Approvera

O UAT Approverz

30082022 3.47PU
© Assigned to UAT Approvert
30082022 3.47PM
Q) submitted by UAT Requestor2
& REQTI00404 pll
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1.3 Manual Accounts Payable Invoices and Credit Memos

1. Open email notification
2. Click on In-App Notification to access the additional approval actions in People
and Money

Action Required: Approval of Invoice INV-4545 from WOLF LABORATORIES LTD (42.00 GBP)

i there are problems with how this message is displayed, click here to view it in a web browser.
This email was sent to you by someone outside the University.
You should enly click on links or attachments if you are certain that the email is genuine and the content is safe.

Access this task in the Workspace Application

Invoice Approval

42.00 cBP
WOLF LABORATORIES LTD

INV-4545
30/08/2022
Details

From UAT Requestor2
Requester Requestor2
Description  Test
Supplier Site ' YO42 2PX

Business Unit  University of Edinburgh

Amount Summary

Line Type Amount
Item 35.00
Tax 7.00
Total 42.00

Cost Center Summary

Cost Center Amount
AHSS Balance Sheet 4122
Balance Sheet 078
Total 42.00
Lines
Invoice Line Amount
6. Test 35.00

Distributions.

110.110002.10010001.1133.000000.00000000.00000000.000.000000.000000
University of Edinburgh. General Unrestricted Funds AHSS Balance
Sheet Other SFC Grants No Analysis - Default No Portfolio -

Default No Product - Default No Entity No Spare 01 No Spare 02

7. Tax 7.00
Test

Total 42.00
Instaliments

Due Date Amount
1. 29/09/2022 42.00
Payment Method UoE BACS Direct Credit

Payment Priority 29

Total 42.00
Approvals

O UAT Approver3
O UAT Approver2

30/08/2022 4.20.PM
o Assigned to UAT Approver1

30/08/2022 4.20.PM
o Submitted by UAT Requestor2

Transaction details In-app nofification
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3. Click on Actions and select the required action from the drop-down menu. The

invoice can also be approved or rejected from this screen.

Approval of Invoice INV-4545 from WOLF LABORATORIES LTD (42 .00 GBF)

Irwvoice Approval

42.00 GBP
WOLF LABORATORIES LTD

Details

iress Unit - University of Eginburgh

Amount Summary
Line Type

Hem

Tax

Total

Cost Conter Summary
Cost Center

AHSS Balance Sheat
Balance Sheet

Total

Amaunt
3500
.00
42.00

Amaunt
a1z
078

4200

Amaunt
36.00

PM-3422
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Appendix 2 - Submitting Information Requested by an Approver

Via email

1. Open the information request email notification as normal
2. Click on Submit Info which opens a new email

Information Requested: Expense Report Approval EXP000532164646 for Requestor2 (99.00 GBP)

@ If there are problems with how this message is displayed, click here to view it in 2 web browser,

L Receipt T.docx
@ 26
This email was sent to you by someone outside the University.

You should only click on links or attachments if you are certain that the email is genuine and the content is safe.

Access this task in the Workspace Application

Expense Approval
UAT Requestor2
99.00 GBP

EXP000532164646 Submitted on 29/08,

UAT Approverl requested information
Please provide further information about this course

Submit Info

Expense Items

2 Conference and Course Fees 99.00 GBP

Approvals

UAT Approver3
UAT Approver2
UAT Approvert
© UAT Approver1 requested information from 20/08/2022 8.04 PM
UAT Requestor2

Flease provide further information abou this course

@ UAT Requestor2 2970812022 7.07.PM

Transaction details In-app notification

3. Provide the information in the email and click Send

=1
To... ehow-deva.fo mail.em3.oracledloud.com
send
[
Subject Expense Report Appraval EXP000532164646 for Requestar (99.00 GEP)

The course was the one we discussed at my recent 1 to 1|

——Please type your comments above this line———

Note: Your information will be submitted to the approver Approverl. You can also add attachments to the task by attaching them to this email.
-—--Do not edit below this line-——

‘Submit Info : [[NID]] : kKLrzAXBMHG859m3nb4370D587gwH7mkxDczix1cmgEghIDINhxL3VxTezzyP1z1BplxUphyrwHKANNOe8cUHZMYB7 1eTsQlbwB7kYyta33DANCNKPADUASAfZDXSRYIF & [[NID]]

Via People and Money

1. In the Home page, click the Bell icon to view the information request

2. Click on the link to expand the request
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E UNIVERSITY
DINBURGH

Good evening, UAT Rec

QUICK ACTIONS

Notifications

® INFORMATION REQUESTED

10 minutes age

Requesior?

i

Requesior

2l

Requesior?

AFPROVED

Requesior?

Tweek age

Tweek age

=

T week age

Load More llems 1-5 of 8 lems

3. Click on Actions and select Submit Information from the drop-down menu

D Expense Report Approval EXPO00532164646 for Requestor2 (99.00 GBP) - Work - Microsoft Edge

- (] X

a] https://elxw-devd.fa.em3.oraclecloud.com/fscmUl/faces/adf.task-flow?tz=Europe%2FLondon8idf=medium&dt=both&tf=shortilg=en&cy=&bpmWo... Il

Expense Approval

99.00 GBP

Expense Items

E Receipt Required

Expense Report Approval EXP000532164646 for Requestor2 (99.00 GBP)

UAT Requestor2

EXP000532164646 submitted on 29/08/2022

29/08/2022 Conference and Course Fees
Glasgow University - Course fee

View Expense Report [ Actions v

[l99.00

Reassign

Withdraw

| Submit Information |

Add Comments

Add Attachment

Add Assignee

View Approvals

4. Provide the information in the comment box and click Submit

PM-3422

Submit Information

Requested By UAT Approveri

Requested Information | piase provide further information about this course

* comment [it was the one dev course aareed at my annual raview

' Drag files here or click to add attachment  ~
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