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o By approving a Purchase Order, you confirm that you have reviewed it and that
i\w«po*'* ant the spend is in line with Unitec Policy and the relevant budgets.
It is a commitment to spend.
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PO Life Cycle

& Once a Purchase Order has been created, it is saved. PeopleSoft then sends
e note- an email with a link to the PO to the person with Delegated Financial Authority

plea (DFA) for approval.

Purchase Orders need to be approved before they are sent to the supplier.

Sequence of Events in the Purchasing Process

Requester Accept Quote or Pricing

a Generate PO
uyer
Is it necessary and
within Budget?
Approver
Approve the PO
Buyer - Change Order

Buyer or PS if set DISpatCh the PO

for email dispatch

Receive the Items Charge appears in
Receipt in PS GL/nVision

Buyer

Receive the Supplier

Accounts Payable ~ Process
Invoice
ends

Invoice Yes
Accounts Payable Match Invoice to paid?

Receipt

No

Month end
journaling
process

Accounts Payable Process Payables

PO Status is
Complete
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Approve a Purchase Order

Introduction

Before a Purchase Order is sent to a supplier, it must be approved in PeopleSoft by a PO
approver with the appropriate Delegated Financial Authority (DFA).

By approving a Purchase Order, you confirm that you have reviewed it and that the spend is
in line with Unitec Policy and the relevant budgets. It is a commitment to spend.

Workflows for PO approval are configured by IMS after approval from the Procurement
Team. There are two types of workflows:

The default is for the PO to take the routing configured for the cost centre the PO is being
charged to. However, if a PO is for more than one cost centre, or for the cost code 10ZX
(usually only associated with CAPEX purchases), then the Purchase Order will take the
secondary approval routing which depends on the buyer who raised the PO. This is buyer
routing.

If you feel that the routing for an order is incorrect, or you need to organise a temporary
change to the routing to cover for annual leave, please log a request via the IMS Self
Service link on the NEST, or ring the IMS Helpdesk, or send an email to the Unitec
procurement team.

Objective

Understand the different approval statuses that are available for a Purchase Order. Options
are:

e Approve
e Deny
e OnHold

Approvers will receive one reminder email if they have not actioned the approval after 60
hours. If the PO is still not approved, it will remain unapproved in the system. No further
emails will be sent.
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Accessing PO’s for Approving

You can access Purchase Orders awaiting your approval from My Work in the Buyer
Workcenter. This should be your preferred method of checking for and approving PO’s

Using My Work

indicates how
many PO’s are
needing
approval

1. Click on the
link

STEP MY WORK
Path Purchasing WorkCentre > My Work

My Work - in the WorkCenter will link you to any areas that need input from you.
Pending
AppI’OV8.|S - Buyer WorkCenter o «
Purchase Main R Express Purchase Order

28 My Work S o~
Orders Edil Filters Find an Existing Value || Add a New Value

< Pending Approvals
5 Purchase Orders (12)

- N Business Unit UNITC | Q
Suppliers Pending Approval

PO ID|NEXT
- Alerts

T Purchase Orders On Hold (2)

Find an Existing Value | Add a New Value

Although you
can see options
to approve,
hold or deny
the PO in this
view, these
options are
disabled

You need to
open and
review
individual PO’s
to be able to
approve them.

Approve Purchase Orders

“Approval Stanss [Panding |

To PO ID A,

PO Date From Pl Dade To H
Supplier 1D 3 supplier Name o

Buysr Q PO Reference
Search Clear
prcs cHion roen Bhe diopdown and dick Submil T
] PODate  Buyer P Redererce PO Tetal Supp Supgber Narme
W1 000063301 D4IAPDIE |

| 0002063321  CAMAD

* 0002063323 04/10/20

1 0002063484 FOA1I0NE

v ooozusasss 20n
~| 00020634
*~| 0002083434

! 0002063455

| 0002063496

| oou2063457 ALHETEL

| DOU0GIAGE VAN AIPARK

@ [Pending M OD0Z067433 1BM2201E  HAUYEUNG COMPLTD-003

v hpprave D hoi @ Deny

&

please note-

Disabling Mass Approval functionality is a business decision to ensure the
review of each individual PO before approving.

This also allows the approver to view PO Justification and any attachments to
the Purchase Order.
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Approving the

Purchase Order

STEP

APPROVING

From My Work,
click on PO’s
awaiting approval

1. Click the PO ID

Approve Purchase Orders
Search
Enter search criteria and hit the Search button
*Business Unit UNITC
From PO ID
PO Date From

pPEL L

Supplier ID

Buyer
Search Clear

Purchase Orders

“Approval Status
ToPOID
PO Date To

PE L

Supplier Name

PO Reference

To approve or deny one or more POs, select the appropriate action from the dropdown and click Submit. To

view the PO details, click the PO ID link,

Expand All Collapss All
Action/Status POID PO Date Buyer PO Reference PO Total Supp ID Supplier Name

e} 0002063301 04/11/2016 ORIZK 19500 NZD 0000001417  NOELLEE

el 0002063321 0411172016 HAUYEUNG 19120 NZD 0000001505  NZSALTD

© 0002063323 0411172016 ORIZK 91300 NZD 0000026447  INTERLA-001

c] 0002063484 291112016 HAUYEUNG Stationery for training 13610 NZD 0000024284  OFFIMAX-001

© 0002063488 2011172016 HAUYEUNG glue 156.00 NZD 0000000038  ADHETEC

el 0002063492 0141212016 HAUYEUNG Contract services for project 19,00000 NZD 0000035309  COMPGRO-001

© 0002063484 1201212016 HAUYEUNG Testing for approver attachmen 3000 NZD 0000024284  OFFIMAX-001

© 0002063495 1211272016 HAUYEUNG Viewing comment 8250 NZD 0000024284  OFFIMAX-001

el nnuznﬁzaguznzrzmﬁ HAUYEUNG Demo of comments and attachmen 2475000 NZD 0000022162  COMPENG-001

© 0002063497 16/12/2016 HAUYEUNG Enter PO Reference here 7000 NZD 0000000038  ADHETEC

© 0002063498 1611272016 HAUVEUNG Hourly rate contract 7200000 NZD 0000000081  AJPARK

el 0002063499 1611212016 HAUYEUNG Services as contracted 2000000 NZD 0000023921  COMPLTD-003

«#Approve @ Hola @ oeny

Review who has
already approved,
their DFA, and
who is still to
approve this PO

To view further
details:

Review
information

Justification for
buying

View PO
attachments

1.

View Line
Details

Action Approval

Purchase Order Approval

Business Unit UNITC
POID 0002063452 View Printabie Version!
PO Total 19,000.00 NZD
Supplier ID 0000035309  Compass Group New Zealand Lid
Buyer HAUYEUNG

PO Reference Coniract services for project

View PO Attachment o

Review Lines

PO Status Pend Appr
PO Date 01/12/2016

Justification Price change reflects keying eror in ul\ginnﬁl

Line Details Personalize | Find | View All | 2] [ First (¢ 10f1 ) Last
. - - q Merchandise Original -
Select  Line Item Description Quantity UOM Price mount Currency Substituted e DESCTiRtON
confracting services
O 1 fixed price over 3 1.0000 § 19,000.00000 19,000.00 NZD
months
< >
select Al [ Clearal View Lines Delails e
Review [ Edit Approvers
Unitec PO Workflow
Purchase Order 0002063492:Pending
Department
Skipped Skipped Skipped Pending Skipped
No approvers found ) No approvers found ) No approvers found ) muilliam »
2} PO Step 1/ Dapt - Max 1k 2} PO Step2 1 Dept - Max 1.5k 2} PoStep 31 Dept - Max Sk © 5O Step 4 Dept - Max 10k 2
Comment History
Approval Comments
@
| Deny

Approve o Hold

Return to Approve POs
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STEP

View Line Details

When you click on
the Button View
Line Details (3)
above

Review the
Purchase Order
opens in a new
tab

APPROVING
Unitec Institute of Technology Dispatched Dispatch Via Print |
Carrington Rd Purchase Order Date Revision
Mt Albert 0002062508 05-0CT-2016
Payment Terms Freight Terms Currancy
:Lelkalzsgla:'gzs 2Mh Mext Fraa nlo Stora NZLD
Buyer Phone
Sandy Naav 8154321 x BOES
Vendor: 0000038521 Ship To:  Inwards Goods Bill To:  Unitec Institute of
Mikaera Miru Gate 2 Technology
Camnglon Rd, Mt Albert Accounts Payable
_IN_IQalO;Ci’ Road Auckland 1025 Privala Bag 92025
N mﬁl d 0593 Neaw Zealand Aucklard 1142
orthlan Mew Zealand
New Zealand
Line- em/Description Quantity UOM Unit Price Amount Due Date
Sch
1 -1 Mikaera Miru CFS RE14029% project 1.00 s 15,180.00 15,180.00 05-0CT-2014
DIST: 1
Status Pel PO Qty Amount |
Open 100.0000 1.0000 15180.000 |
Accoun
URITC 273709 S0RP
PCBusUnit Project Activit
UNITC RE14029 00000000
0000001
BaseAmt BaseCurr Curr Location Consi
15180.000 NZD NID

INWARD GD N |
s

&

P|eaSe note...

Points to Review

1. Is there budget for this and have the relevant processes been followed?
2. Is the supplier and description correct and adequate?
3. Are Quantity and UOM correct?
4. s the total/price correct?
5. Check GL account and department, also project info if appliccable.
The PO openedin [ » oo LR (7 PoTa e e —" v I
™ v phesof Signin [ 5 - Pesplesslt Pregramme [1]

a new tab,

1. Click approval
tab to return to
the approval
screen

Unitec

Institute of Technology
TH WHARE WANANGA § WAINARA

Purchase Order Page: 1of 1

U

View PO Attachment will also open in a new tab. Close the tab to return to the
Approval Screen
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1. Click Approve

Daniel McCarthy-

O 1 Creation of biomass 1.0000 § 1,700.00000 1,700.00 NZD
estimation template
< >
Select All O cearan View Lines Details
Review | Edit Approvers
Unitec PO Workflow
Purchase Order 0002063288:FPending [#]start New Path
Department
Skipped Skipped Skipped Pending
No approvers found » Mo approvers found » Mo approvers found » mwilliam
2} Po Step 1/ Dept - Max 1k 2} PO Step 2 Dept- Max 1.5k 4 PO Step 37 Dept - Max 5k © PO Step 4 / Dept - Max 10k -

Approval Comments

r@@

Approve Hold Deny

Retumn to Appruvﬂ]s

If you are selecting “Hold” or “Deny”, you need to enter approver comments
before selecting the appropriate button. — Refer to Page 10 Other Options
section below

Viewing Multiple Approvers

If a Purchase Order is for a high value, there may be multiple approvers required. You can
view these within the PO Approval area

STEP

MULTIPLE APPROVERS

1. Click Multiple
Approvers

(& ViewlHide Comi
[#]Start New Path

Not Routed

Mulliple Approvers
| @ PO Step 9/ Dapt - 260k phus

Auto Approved Skipped Pending
James Burroughes ) No spprovers faund Multiple Approvers
50 Siep 6/ Depl- hex 50k 2 PO Siep 7/ Dest - Max 100K PO Step 8/ Dept - Mex 260k
0410118 - 11:37 AM

Skipped
No sppravers found
P2 PO Sien 51 Dept - Max2sk

Ihes
- Max 10k
AN

A pop-up displays
the approvers for
this PO at this
DFA.

1. Click Close

|
*

2 https:/frmsuat.unitec.ac.nzdd3/p...

Telephone:
Reports To Position Number:
Email 1D:

Approver #2
Mame:
Empl 1D:
Department:

Supervisor 1D:
Telephone:

Reports To Position Number:
Email 1D:

Approver #3

Name:

Empl ID:

Depariment:

Supervisor 1D:

Telephone:

Reports To Position Number:
Email 1D:

Graeme Archer

Leon Fourie

Close
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Accessing Orders via the Email Notification

You will also receive an email into your mailbox for each PO that you need to approve.
However, by using the My Work list, you are not relying on emails.

STEP EMAIL NOTIFICATION
Email From: no_reply@undecacns [mallono reply@undecang]

g . . Seei: Monday, 21 farasey 2007 Sl am
notification is ‘.': '1' r":lr.:l:l_'l.’_,:-'-:-:-J;l g.'.J_p'uﬁ,‘; u . L) Hanish Martin <hmartn2 @uniecacng
recelved that a Subject: Approval is Requested for Purchase Onder “0002063017 Business Uit “Unitec insttute of Technology®
PO requires & purchase order has been entered which reguines your attention
your approval. Busineds Ut Linited Inpibute af Teckaalogy

B Ik DOOZOSS0TT

PO Belference: Twratin hicecse renewal

1. Click on the i .
hyperlink in
the email to
be taken to | o s Ry e o
the ) )
approval
page

You may need

to log into U
PeO p|eSOft Institute of Technology

TE WHARE WANAKEA O WAIRAKA

¥ou Can navigate drectly 10 e approval page by diciing the hnk below

1. Enter your Secure Logon
Password for Unitec

Username
Password

Your username is the name part only of
your Unitec supplied email address.

Forgot Password?

study@unitec.ac.nz 0800 10 95 10

This will take you directly to the Purchase Order requiring approval.

Or

Navigate to Purchasing WorkCenter
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Other Options

As an approver, you may want more information before approving the Purchase Order, or

you may not want to approve the purchase order.
You can go back and approve a PO you placed on “Hold".

You will not be able to approve a PO you have chosen to “Deny”.

Purchase Order on Hold

If a PO requiring approval is put on hold the approver must enter a reason why
e The buyer receives an e-mail saying the purchase order has been placed

on-hold

e The buyer must look at the PO Approval screen to see the reasons why the PO has

been placed on-hold, and action accordingly.

STEP ON HoLD

1. Enter Approver
comments-
giving a reason
for your action

Review | Edit Approvers

Unitec PO Workflow
Purchase Order 0002063323:Pending

Approval Comments

Department
. Skipped Skipped Skipped
2. C“Ck H0|d o1 Mo approvers found ) o1 Mo approvers found » o1 Mo approvers found »
—+ PO Step 1/ Dept - Max 1k —+ PO Step 2/ Dept - Max 1.5k —+ PO Step 3/ Dept - Max Sk

Approval Comments

(el
Approve Hold Deny
Return to Approve POs

Waiting for more information| “ i
Approve Hold Deny
Return to Approve POs 9
y T T ) biomass estimation template) of Daniel McCarthy
If you don’t enter PO Reference Voucher EIA Ltd services s B T e e
View PO Attachment
a comment before
. . Review Lines
CIICkIng HOId or Line Details Personalize | Find | View Al | 2] ] First ‘4 10f1 &' Last
Deny’ you are Select  Line Htem Description Quantity UOM Price  Merchandise ¢ \rency gl
reminded Message
1 CIle O K O Enter comments explaining why you did not approve this purchase order, then, click "Hold" again. (10205,80)
Comments are required explaining why this purchase order was nol approved. If appropriate, please include details of
2 . Enter your ( what the buyer can change to get the purchase order approved >
S
comment T @
H Rev|
3. Click Hold :
Unitec PO Workflow
Purchase Order 0002063288:Pending [¥]start New Path
Department
Skipped Skipped Skipped Pending
N found N found MNa approvers found il
2 Pgﬂs‘::ﬂefrgeﬁ'jmw —* & Pgaspng:;aselmne:tuj vaxise 7 24 POStep!l'sDep::rMaxSk —+ O w‘st‘:pmdfneM—Maxmk -
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PO Denied

When a PO is denied the approver must enter reasons for denial
e The buyer receives an e-mail saying the purchase order has been denied
¢ The buyer must look at the PO Approval screen to see the reasons for the denial.
o The buyer can make the requested changes to the PO and re-launch it for approval.

STEP

DENY

1. Enter Approver
comments-
giving a reason
for your action

2. Click Deny

<

¥ Select Al Clear All View Lines Details

Review | Edit Approvers
Unitec PO Workflow
Purchase Order 0002063496:Pending

Department

Skipped
4 No approvers found
4 PO Step 1/ Dept - Max 1k

Skipped
4 No approvers found
2% POStep 2/ Dept - Max 1.5k

Approval Comments

Skipped Pending
4 No approvers found © muilliam
2% PO Step 3/ Dept - Max 5k PO Step 4/ Dept - Max 10k

This is no longer required. | o

@é

Approve Hold Deny

Return to Approve POs

Skipped
4 No approvers found
=% PO Step 5/ Dept - Max 25k

Confirmation of the
denied PO is
displayed.

View Approvals

Business Unit UNITC
POID 0002063495  View Printable Versiond
PO Total 24,750.00 NZD
Supplier ID 0000022162 Compusoft Engineering Ltd
Buyer HAUYEUNG
PO Reference Demo of comments and attachmen
View PO Attachment
Review Lines
Review | Edit Approvers
Unitec PO Workflow
Purchase Order 0002063496:Denied

Return to Approve POs

PO Status Denied
PO Date 12/12/2016

Justification Add PO Justification hers

&

please note-

If a PO has been Denied, the buyer will be able to make the requested changes

and re-launch the PO for approval.
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Viewing Purchase Orders with Status other than Pending

As an approver there will be times when you want to view PO’s with a status other than
Pending.

STEP VIEW STATUS

In the header ¢ Buyer WorkGantar Buyer WorkCenter
section of Approve | 57
Purchase Orders,
select the status of
PO’s you wish to
view.

Sasch Cnm

1. Select Approval
Status

2. Enter other
search criteria
to reduce the
search results
eg Supplier, or
Buyer

3. Click

Search

@ Entering limiting search criteria is particularly important when searching for
please note-- “approved” orders, as this search can return a very larger number of records
which will take a long time to process and tie up system resources.
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Approving an On Hold Purchase Order

STEP

APPROVE AN ON HoLD PO

1. Search for
Status = On
Hold Purchase
Orders

2. Click the PO ID

Approve Purchase Orders

Search
Enter search criteria and hit the Search button.
“Business Unit| UNITC
From PO ID
PO Date From

pPEL L

Supplier ID
Buyer (e}

Search Clear

Purchase Orders

To approve or deny one or more POs, select the appropriate action from the dropdown and click Submit. To
view the PO details, click the PO 1D link.

New Window | Help | Personalize Page | &=

*Approval Slﬂlus °
ToPOID a,
PO Date To
Supplier Name (e}

PO Reference

Comments

Approval Comments

Expand All Collapse All
Action/Status POID PO Date Buyer PO Reference PO Total Supp ID Supplier Name
@ On Hold 0002063364 07/11/2016 ORIZK 503.30 NZD 0000037381 GLOBSCI-002
€ On Hold 0002063475 24/11/2016 HAUYEUNG on hold po 18.00 NZD 0000000038 ADHETEC
@ On Hold 0002063477 25/11/2016 HAUYEUNG training test friday 24525 NZD 0000024284 OFFIMAX-001
€@ On Hold o 0002063479 25/11/2016 HAUYEUNG stationery 1070 NZD 0000024284 OFFIMAX-001
1. Review and oo pens - 2 boxes red 2.0000 EA 535000 10.70 NZD
Click Approve < >
selectal Ol clearan View Lines Details
Review | Edit Approvers
Unitec PO Workflow
o . @Wew}Hide GCommenis
Purchase Order 0002063479:Pending [#]Start New Patn
Department
On Hold
g Mwiliam
Skipped Skipped Skipped &1 PO Step 4/ Dept - Max 10k
o1 No approvers found o1 Mo approvers found o1 Mo approvers found 291116 - 812 AM
=+ PO Step 1/ Dept - Max 1k L Step 2/ Dept - Masc 1.5k ) Step 3/ Dept - Max 5k Information Request

88 hauyeung
Information Request

Bl

Approve Hold Deny

Retum to Approve POs
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