Quick Reference Guide

Arizona's Procurement Solution

[y
o Invoice Approval Paths

A new feature in ProcureAZ version 10.0 is the addition of approval paths for invoices. Prior versions of
ProcureAZ send invoices to all the AP Supervisors, and any user with the role of AP Supervisor could approve
the Invoice. The new Invoice Approval paths will allow agency administrators to control which approvers are
designated to approve invoices, based on the familiar approval path parameters already in use for other
documents. The Internal Administrator or Organization Administrator role is required to configure the approval
paths.

Internal Administrators must create a new approval path specifically for invoicing.

Configure a New Approval Path for Invoicing

Be sure you are in the proper organization.

Navigate to the Internal Administrator tab,
Choose Administer Agency and click on the Department /Approval /Users tab.
Select Maintain Agency Approval Paths

nternal Administrator Home

Agency Settings  Dashboard [ERIC L Lo Document Settings  System Configuration  Maintenance Tables

Maintain Agency
Organizations/Departments/Locations

2]

This section is user to administer agency organization,
department and lacation information

Configure Approval Settings [ ee—
This section is used to configure system settings for —
approval path mairferance. | —mmammm—

Maintain Agency Approval Paths
Thiz ection iz uzed to administer agency approval paths

R

Click on the button Add new approval path..

Approval Path Maintenance for: State Procurement Office

Search Using: | | ALL of the criteria |Z|
Approval Path ID Approval Path Hame
Organization |Z|
Department |Z| @
Location |Z|
Search Fields:
Approval Type |Z|
Status |Z| Access Role |Z|
Document Type |Z| Doc Sub Type |Z|
Approver user @
ABCDEFGHIJKLMNOPOQRSTUVYWXYZ
Browse bz
012345678910

[ Find t [ Clear ]

1-250f 178
1234567 8
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The General Tab

At the general tab enter the following:
e approval path id,
e organization name,
description,
approval type,
and dollar range.
Be sure to have accounts payable checked under the Roles.

Approval Path APPR - AP invoice

Change Order Misc/Freight Department/Location Email MNIGP Code Account Segment Vendor Summary

Approval Path ID: APPR Descriptinn*:

|AF’ invoice |
Organization: ADSPO - State Procurement Office Approval Type | SPOBDGT - SPO Budget |Z|
Dollar Range™: |U 00 | to |U 0
Roles: Basic Purchasing Status: n

Department Access
Inventory User

“ Accounts Payable

Note: the approval path defaults to active. If you do not want invoices to trigger this path while you are still
editing it, it is recommended that you change the status to Inactive until you are ready to use the invoice
approval path.

Requisition Unposted Bid Evaluated Bid Purchase Order PO Change Order PO Receiving Invoice Credit lemo
Inventory Blanket Blanket Blanket Invoice with Change Order
Demand Contract Contract Contract Invoice-Regular
Open Market Open Market Open Market Direct Open Market
RPA Open Market
Release RPA
GZB Blanket
Release

On the General Tab of the approval path the roles that should be selected for invoicing are the two sub-types
invoice with Change Order, Invoice-Regular. Note: The invoice change order is a new functionality in BSO 10.0
allowing AP users to make changes to the accounting on a PO.

Add approvers to approve the invoices. Only users with the role Approver will be available to add. You may

select names from the drop-down menu or use the search feature to search for a specific approver.

Approver User

Type Delete

| |z| @ I:l (@ Primary (7 Alternate
| B ]

@ Primary @ Alternate

To search for an approver, click the eyeglass icon
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User Lookup for: AHRC Nassau

Search Using: | ALL of the criteria  » |

First Hame | | Last Hame | |

Login ID | |

Department | b |

Search Fields: | Location

User Role

Basic Purchasing
Department Access
Irventory Llser
Accounts Payable

ABCDEFGHIJKLMNOPQRSTUVWXY/Z

Browse by:
by: 012345678910
I Fine! It | Clear |
Close Windowy
Input desired search choices (First Name, Last Name, Login ID, Department, Location, and/or User role)
Click Find it
Select radio button next to desired approver, and click Select
O REEHART Rakin Erhart Active Departmert Access
SHABIB Zophie Hakik Active Department Access
{:} TBRAMCALE Trizh Brancale Active Department Access

| Select | Closs Window

Each approval level must have one primary approver. An alternate approver may be selected for each level.
Approvals will move in number order from lowest to highest approval level.

Approvers
Bpprover User Lewel Type Delete

O

| v| =] I:I @ Primary () Atternate

| v| = I:I @ Primary () Aternate

| Butler, Anthony v| @ @ Primary () Aternate 0

| Cullen, Paul v| @ (OFrimary  (3) Aternate 0
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Click Save and Continue

The Misc/Freight Tab

To configure an approval path to trigger if the Misc/Freight is changed, go to the Misc/Freight Tab.
Approval Path INV-1 - Invoice approvals all depts

General Change Order RBAEHFEET (M Departmemt/Location  Email  Vendor  Summary

Dollar Incresze: The wvalue ertered should be & dollar($)
atmount. This value will idertify the dollar amount change
from the Misc/Freight that triggers this approval path.

Dollar Incresse (5] |D.|:||:| |

Percent Increaze: The value ertered should be a percentage (%),
Thiz value will identify the percent change
from the Misc/Freight that trigaers this appraval path.

Fercentage Incresse (%) |D.|:||:| |

Input dollar change and/or Percent Increase that will trigger the approval path.
Click Save & Continue

The Department/Location tab

At present time, routing invoice approvals by department and location is not supported. Do not make
any entries at this tab, or the approval path will not trigger for invoices. (sidenote: this means that you
cannot simply tack Invoice on to the document types of other approval paths, for those typically trigger
based on department and location because the invoice path will never trigger)

The Email tab

The Email tab is used to designate whether email notifications will be sent notifying users that the invoice has
been submitted for approval.

Updated 6/27/2012 BSO 8.5

Periscope



BuySpeed

Quick Reference Guide

Select whether to Send " et NVt e e oot 100

il o oo
If no add|t|0na| Se|ect|ons General Change Order Mise/Freight Department/Location m Vendor Summary

are chosen, a default
notification email will be sent
to the approvers that an

Format email to be sent to the approvers for this path
Zend Email
[ customize Email Cantent

Mext Approver

. . . . . To
Invoice 1S In thelr queue for User 1D jzer Mamne | Emnail | Delete
approval. r g

. . i
TO customize the emall BCC User D iser Name | Email | Delete
select ‘Customize Email g
Content’ —_—

ubject

Email will always be sent to Emiil Message™
the next approver. You may
also select additional system [ Aaperavact |
users to receive notifications

by CC or BCC that the

invoice is ready for approval.

(NOTE in th|S case the @ 2t the time the email i sent, $3D0C_IDES will be replaced with the resl document ID prefixed with document type (2.6, Open Market Purchase Ordsr 000005:1)
system users do NOT have
to be approvers. They will -
not be asked to approve, they will simply be natified that the invoice has been submitted for approval).

£

Completing the approval path
The Change Order and Vendor Tabs are not applicable to the Invoice Approval Path, and are not active.

Go to the Summary Tab, review all your entries.
Return to the General tab, set the status to Active, and the approval path will be available for use.

The Invoice approval process

When an invoice is submitted for approval, just as with other documents, BuySpeedOnline will display the list of
approval paths that the invoice will hit.

Once the AP User selects ‘Submit’, the routing tab on the invoice document will be populated with the approval
paths and approvers. If configured, an email to the first approver on the invoice will be sent. As the invoice
progresses through approval, information about the approver that approves the invoice, the approver type, level
and the date that the document was approved or canceled will be added to the routing tab, and also to the
summary tab of the invoice.

General Iltems Credits s A @ Notes i Change Order Summary Back to PO

Approval Path

‘ Approved/DisapprovediCanceled
by

Approver ‘ Level ‘ Approver Type ‘ Date Requested ‘ Comment View

Date.
ApprovediDisapprovediCanceled

There are no approval paths found for this purchase order.
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