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Approval Process

When a document is created and enters the workflow, it must be approved by one or more approvers. The
approval process works the same regardless of the type of approver or the type of document.

Once a document is ready for approval, a notification will be sent to the approver via the SWIFT Worklist email
notification. The notification email will include basic information about the document needing approval as well as a
link to approve it at the bottom.

1. Click the approval link at to navigate to the SWIFT worklist

Subject: Approval required for Sourcing Event B0401 - 2000000690
The following Event requires your approval. Use the URL provided below to approve or deny this Event.
Event Information

Event Name: KM Approval TEST
Descrption: Approval Test

Business Unit: B0401
Event ID: 2000000630
Round: 1
Version: 1

Approval URL:
https://fms.swift.state. mn.us:7420/psp/fms91sa/EMPLOYEE/ERP/c/AUC_ADMINISTRATION. AUC_WF_APPROVAL GBEL?
Page=AUC_AW_APPROVAL&Action=U&BUSINESS_UMIT=B0401&AUC_|D=2000000620&AUC_ROUND=1&AUC_VERSION=1

If you are not already, you will be asked to log into SWIFT and will be directed to the worklist.

The email notification is not required to access the SWIFT Worklist; you can also navigate directly there when in
SWIFT by clicking the Worklist link.

Flnanc'al Management SyStEI n Home | Workist | MuliChannel Console | AddtoFavortes |  Sign out
Favorites ~ Main Menu

My Page|| Dashboards
Persenalize Content | Layout Help
Menu [=] My Reports [=]
Search: @ Report Folder

| AUCPDF General

[> MN Conversions 20t 10 T 4e s

[> MN Environment i

[ MM Integrations AUCPDF General

[ Employee Seli-Service 201401712 4T 4

[> Manager Self-Service .

I Supplier Contracts AUCPDF General

[> Switch User 2012-10-17-12.46.2

[ Customers AUCPDF General

I> Products St21 s 42

[» Promotions e

2. Locate the specific document you wish to review for approval
a. From: Document creator or previous approver

b. Date From: Date approval was initiated
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c. Work Item: What needs to be accomplished by the work list user
d. Worked by Activity: What action is being taken

e. Priority: Importance assigned by the Work list user

f.  Link: Click to access the approval page for the document

3. Click the Link to navigate to the document approval page

Worklist for PT_COORD_APPR: Johnny PT Coordinator Approver

Detail View Work List Filters: | v [ Feed
From Date From Work ltem Worked By Activi Priority Link

Event Approval, 801, Event Appraval, |- ke
MelcherKelly T 11/02/2012 Approval Routing | Approval Workflow 2-Medium |w | 2012-09-25, M. 0, Event ID Wartorkedw| | meeReassion

2000000690 is awaiting approval.

Once on the document approval page, you will see an overview of the document needing approval as well as a
link to see additional details about the document.

Approve a Document

1. Review the document as appropriate by clicking the document ID number
2. Enter any comments in the Approval Comments box

3. Click Approve

Financial Management Systen

Favorites Main Menu > Worklist > Worklist

Home | Print | Workizst | MuttiChannel Console | AddtoFavorites |  Signot

L.El Mew Window @ Help [,«/ Customize Page E http

Event Approval
Business Unit: BO401 Event ID: 2000000690 Round: 1 Version: 1 Event Fo
Event Name: KM Approval TEST Event Status: Pending Post Approval

Description:  Approval Test

Event Type: RFx Start Date: 11/06/2012 9:23AM C5T
Entered By: Melcher Kelly T End Date: 1072012 9:23AM CST
Event Approval

= Approval Status:Pending

Buy or RFI for Professional

Pending Not Routed Not Routed Not Routed Not Rq
@ Multiple Approvers —E—’ Multiple Approvers —E|—’ & Multiple Approvers —E—’ =) Melcher. Kelly T —E—’ =)
=1

Ewent Approval with role Event Approval with role Event Approval with role Auc Roleuser by Buyer ID

(]

| Approve | Deny

A confirmation message will appear to verify the approval.

4. Click OK
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Event Approval

Approval Confirmation
“ Are you sure you want to approve this event?

Once approved, the document will be routed to the next approver, or continue in its lifecycle.

Event Approval
Business Unit: BO401 Event ID: 2000000890 Round: 1 Version: 1 Event F
Event Name: KM Approval TEST Event Status:  Pending Post Approval

Description:  Approval Test

Event Type: RFx Start Date: 11/06/2012 9:23AM CST

Entered By: Melcher Kelly T End Date: 10712012 9:23AM CST
w Reviewl/Edit Approvers
Event Approval

— Approval Status:Pending

Buy or RFI for Professional

Approved Pending Not Routed Not Routed No
Johnny PT Coordinator Approver ) Multiple Approvers Multiple Approvers Melcher Kelly T
¢ Event Approval with role G) Event Approval with role _E_’ @ Event Approval with role _E_’ @ Auc Roleuser by Buyer ID _E_’ @

110212 - 9:37 AM

Deny a Document

If there is a problem and the document should not move forward, it can be denied. The document creator will
automatically be notified by SWIFT via an email. The document creator can fix the problem and resubmit it for
approval, or cancel the document.

1. Review the document as appropriate by clicking the document ID number

& new Window (2 Help [ Customize Page |

Event Approval
Business Unit: BO401 Event ID: 2000000690 Round: 1 Version: 1
Event Name: KL Approval TEST Event Status:  Pending Post Approval

Description:  Approval Test

Event Type: RFx Start Date: 11/06/2012 9:23AM CST
Entered By: Melcher Kelly T End Date: 11/07/2012 9:23AM CST
Event Approval

= Approval Status:Pending

Buy or RFI for Professional

Approved Pending Not Routed Not Routed
Johnny PT Coordinator Approver » Ty Multiple Approvers Multiple Approvers Melcher Kelly T
Event Approval with role Event Approval with role _E_’ @ Event Approval with role _E_’ @ Auc Roleuser by Buyer D _‘E‘

110212 - 9:37 AN

i

Approve Deny

2. Enter any comments in the Approval Comments box
3. Click Deny
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Add agency required hidfad-3r5|

Apprave | Deny |

4. Confirm the denial by clicking OK

Event Approval

@ Are you sure you want to deny this event?

0K Cancel

The event has now been denied and will be returned to the event creator.

Event Approval
Business Unit: B0401  EventID: 2000000890 Round: 1 Version: 1 Event Format: Buy
Event Name: KM Approval TEST Event Status: Qpen

Description:  Approval Test

Event Type:  RFx Start Date: 11/06/2012 3:23AM CST
Entered By: Melcher Kelly T End Date: 110712012 8:23AM CST
-
Event Approval
I~ Approval Status:Denied (& ViewHide Comments

Add an Ad Hoc Approver or Reviewer

If an additional approver or reviewer needs to be added to the chain, it can be done by an existing approver
during their review. If an ad hoc approver is added, the document will not proceed forward until they have
approved it. If, however, the individual is listed as a reviewer, they are still able to make comments and approve
the document, but it is not required. The document will still move forward in the process without their approval.

1. Click the Insert Approver icon [+]

Note: The ad hoc approver will be inserted between the two approvers in the chain where the Insert
Approver icon was clicked.
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Event Approval

= Approval Status:Pending

Buy or RFI for Professional

Approved
Johnny PT Coordinator Approver
Ewvent Approval with role
11/02/12 - 9:48 AM

I Comment History

Pending

@ Multiple Approvers

Event Approval with role

Not Routed

Not Routed

Multiple Approvers Melcher Kelly T
[m) @ mms., @o) e Moo

Event Approval with role Auc Roleuser by Buyer ID

7

2. Locate the approver to be inserted

Select if they should be an approver, or a reviewer

Click Insert

Insert additional approver or reviewer

Choose an approver or reviewer to insert
User ID: GR&NT_COORD_APPFOJ Brad Grant Approver

Insertas: (& Approver
() Reviewer

Insert Cancel

Once the current approver has approved the document, it will be routed to the next approver in the approval

chain.

If the additional approver was added in error, it can be removed by clicking the Remove icon. [=]

Event Approval

= Approval Status:Pending

Buy or RFI for Professional

Approved
Johnny PT Coardinator Approver
Event Approval with role
1170212 - 9:48 AN

I Comment History

Pending

@ Multiple Approvers
Event Approval with role

&

Mot Routed IE‘
Brad Grant Approver
=

Inserted Approver

Not Routed
E‘ & Multiple Approvers

Event Approval with role

Start a New Approval Path

Any approvers in the original approval chain will be routed the document to approve in sequence. If an additional
approver should review outside the sequence of the current approvers, an additional approval path can be added.
Additional paths will process in parallel of the first path so as not to disrupt the original sequence. The document

will only continue moving forward after both paths are approved.

If an additional approval path needs to be added, it can be done by an existing approver during their review.

1. Click the Start New Path icon
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Event Approval
(2 View/Hide Comments
— Approval Status:Pending estinf jon
Buy or RFI for Professional
Pending o Not Route_d Not Roule_d i Not Routed Not Routed
@ Eugﬁlt])‘:\i:.rzizﬁfr{:mla lE‘ @ él\:t!:tjﬂl’-ﬁl:rju:ra?lfi{:ru\e E @ Lt!:tﬁ:r;iralljfi[:mle E @ L\Iic:;;ﬁ?rll.t.)lﬂuyar D li‘ @ Eflggj:fl:g:;ﬂequeslur E
2. Locate the approver to be inserted
3. Select if they should be an approver, or a reviewer
4, Click Insert

Insert additional approver or reviewer

Choose an approver or reviewer to insert

User ID: @

Insertas: 3 Approver
' Reviewer

Ingert Cancel

The name of the approver who added the new path will be shown above the path.

Once the current approver has approved the document, it will be routed to the next approver in the approval chain
as well as the first approver in the new path(s).

If the additional approver was added in error, it can be removed by clicking the Remove icon [=]

Event Approval

G ViewHide Comments

= Approval Status:Pending € Request Information
[#]start New Path

Buy or RFl for Professional
Pending Not Routed Not Routed Not Routed Not Routed
Multiple Approvers Multiple Approvers Multiple Approvers Melcher.Kelly T Melcher Kelly T
@ Event Approval with role E @ Event Approval with role li‘ @ Ewvent Approval with role li‘ @ Auc Roleuser by Buyer ID E @ Auc Role User by Requestor

PT_COORD_APPR, 1

Not Routed =]
E =) Chromey.Ed

Inserted Approver
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