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|001 Requisition Workflow Approval

In Agresso there is a specific browser enquiry that allows you to check who has to approve a
requisition or who has approved a requisition.

To open the specific Browser Enquiries:

Select the Reports Tab that can be found depending on how the user’s individual menu
is set up.

If menu is shown select LI Reparts If menu is hidden select Reports ta &

E5 Menu| [ Reports | /2 Search
o 7| [&] Alert list (24/06/2010 10:23:32)
Ready

From the reports menu select
= Global Reports

2 01- Purchase Order Details
8] 001 Requisition Workflow Approval (double-click to open)

1. The following screen will be displayed:

M Enter parameters @

Column name | Type | From | To fo]'4

1 |Fequisitionfo, like 2063379

Requested by like

2. Enter your Requisition code or Username you require

3. The details will of your result will appear:

NB: If the results screen produces no value, then e  ither:

(a) The search criteria is inaccurate; e.g. Wrong r  equisition number
(b) There are no results for the particular search

(c) You do not have access to the results
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4.

[ 001-Requisition Workflow Ap.. ¥

the following screen should appear:

[

University
of Glasgow

Addfield Add/change expression Add relation Add flexi-field Addtree Bpand base Deletefield Deleteall fields Search conditions Column format Subtotal logic Properties Eventsetup Conditional formatting Add/change statistical expression Showworkﬂowpanef

1-sep e, 3-Results Workflow map
. Task Workflow Requested | [ ] [ unit [T ] PLTC . {8
Titefoces: " o ‘ mbv ‘ | Desaipton pre \ : : nﬂ‘(lb-l’p Co:P1 TCAT OrderMNo:2665630 Pos:1 #:1 ‘Logbook ‘
| 1 A Reqfequisit COONALDSO Workfow in progress | TMURPHY 266530 STAS  OfficeDepot 025 GBP L0071 10499 1348
| 2 |A Reqfequisit VROBIVSON Workfow in progress | TMURPHY 665630 5TAS  OfficeDepot  0.25 GBP 100770 10499 1348
| 3 |A RecfRequistTMURPHY  Workfowin progress | TMURPHY 2665630 STAS  Office Depot 0.25 GBP 1007170 10499 1348
| 4 |A ReqMequsitGSMITHL  Workfow in progress | TMURPHY 2665630 STAS  Office Depot 0.25 GBP 1007170 10499 1348
| 5 |A Reqlequsit WIGLEY  Workfowin progress |TMURPHY 265630 STAS  Office Depot  0.25 GBP 100 7170 10499 1348
| 6 |A Reqfequsit IWIGLEY  Workfow in progress | TMURPHY 26530 STAS  Office Depot 0,70 GBP 300710 10499 134,
| 7 A Reqfequsit COONALDSO Workflow in progress | TMURPHY 2665630 STAS  Office Depot  0.70 GBP 300710 10499 134,
| 8 |A ReqequsitGSMITHL  Workfow in progress | TMURPHY 2665630 5TAS  Office Depot  0.70 GBP 300710 10499 134
| 9 |A ReqfequisitVROBIVSON Workfow in progress | TMURPHY 266530 STAS  Office Depot  0.70 GBP 300740 10499 134
10 |4 ReqWequist TMURPHY  Workflow in progress | TMURPHY 2665630 5TAS  Office Depot 0.70 GBP 3007170 10499 1348 X
| 11 | ReqfRequist ROBSON tiorkfon nprogress | THURPHY 2665630 STAS nicedayligui 114 GBP LTI 10499 1349 @ Vald Value
| 12 |A Reqlequisit COONALDSO Workflow in progress | TMURPHY 2665630 STAS  nicedayLiguy 1.4 GBP 100 7170 10499 1348
| 13 |A Reqfequsit MURPHY  Workfow in progress | TMURPHY 266530 STAS nicedayLigun 1,14 GBP L0071 10499 1348 l
| 14 |A Regequist WIGLEY Workfiow in progress | TMURPHY 2665630 STAS  niceday Ligui 1,14 GBP 1007170 10499 1348
| 15 |A ReqMequsitGSMITHL  Workfow in progress | TMURPHY 66530 STAS nicedayligue 114 GBP L0071 10499 1348 @ Requisitions <=£100
16 |A ReqlRequisit CDONALDSO Workfow in progress | TMLRPHY 266530 5TAS  Office Depot  0.70 GBP 4007170 10499 1348
17 |A ReqRequisit IWIGLEY Workfiow inprogress | TMURPHY 2665630 5TAS  Office Depot 0,70 GBP 400710 10489 134Bi l
18 |A [ReqlRequisit TMURPHY  Vorkfow in progress | TMLRPHY 2665630 STAS  Office Depot 0.70 GBP 400 7170 104%9 134Bi
19 |A |ReqlRequisit VROBINSON Vorkfow in progress | TMLRPHY %6530 5TAS  OfficeDepot 0,70 GBP 4007 1049 134Bi 2. REQ PO APPROVAL
20 |A |ReqiRequisitGSMITHL | Workflow in progress | TMLRPHY 266530 TAS  OfficeDepot  0.70 GBP 400710 10499 134Bi
21 |A ReqiRequisit COONALDSO Workfow in progress | TMLRPHY 66530 5TAS  OffceDepot  1.04/GBP 400710 10499 134Bi m—
| 22 |A ReqRequisit WIGLEY Workfiow inprogress | TMURPHY 266530 STAS  Office Depot 1.04/GBP 4007170 10459 134Bi // 1 \
23 |A |ReqiRequisitGSMITHL  Workfow in progress | TMLRPHY %6530 5TAS  Office Depot  1,04/GBP 4007170 10499 134Bi Carlyn N Vi Gilian Srith B
24 |A ReqlRequisit TMURPHY  Viorkfow in progress | TMLRPHY %6530 5TAS  Office Depot 1,04/GBP MO 10 1 Donaldson(CD Robinsn (VRO [GSMITHY) @
25 |A ReqWequstVROBINSON Workfiow in progress | TMURPHY 2665630 STAS  Office Depot 1,04 GBP 400 7170 10489 1348 \
3 85.00
TR R
@-) Lpprove
t l
5. THhe screen is split into two sections as above.

The left screen shows you details of the Invoice and who the task is with.

The workflow status ¢

be seen and who the task is with for each row..

| Workflow status(T

uested by | RequisitionNo. | Product |

Description

| Unit | Unit descr | Unit price | Curr. amount

1 |Finished

14N

2068579 R13

Agresso Training Courses

OME | Unit

1,400,00

1,400.00 ¢
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The right screen shows you the Workflow Map



