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Welcome! 

Thank you for taking time  

to complete this course 
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Course Navigation 

Course Navigation 

The information in this course is presented on a series of animated slides.  Select the NEXT button 

when you are ready to view the next slide.  Select the PREVIOUS button to see a previously 

viewed slide. 

PREVIOUS NEXT 

The buttons appear when the animation is complete. 

Select the NEXT button now to start the course. 
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Course Objectives 

• After successfully completing this course participants 

will be able to: 

– Identify major differences between SRM 5.0 and SRM 7.0 

– Access the SRM screens used to fulfill approval processes 

– Understand processes in the approval workflow 

– List the steps required to review/approve a shopping cart 

– List the steps required to review/reject a shopping cart 

– Edit a shopping cart 
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Topics of Discussion 

• Approver Workflows and Business Processes 

• Approving shopping carts 

• Editing shopping carts 

• Adding approvers 

• Approving/rejecting a shopping cart/line item 
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Differences 

SRM 5.0 vs SRM 7.0 
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Differences – SRM 5.0 vs SRM 7.0 

Category SRM 5.0 SRM 7.0 

Enterprise Inbox Existed in SRM Agency 

Purchaser Role 

Does not Exist, Use 

Universal Inbox 
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Approver Workflows and 

Business Processes 
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Operational Procurement Review 

Operational Procurement consists of the following processes: 

 

 

 

SRM Operational Procurement 

3.  
Goods 
Receipt 
standard carts 
only 

2.  
Approve 
Cart 

  
  

1. 
Requisition 
Goods 
with standard  
or P-Card cart 

–The next slide shows the Operational Procurement workflow 
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Goods Receipt 

Requisitioner 
Requisitions are created with shopping carts. 

Approver 
When approval is needed, the approver reviews the shopping 
cart to determine if the request is appropriate, within budget, 
and meets the agency’s procurement policies and procedures 
(Approval Workflow and Agency’s Procedures). 

Receiver 
Confirms the receipt  
of the ordered goods. 

P-Card ? 

Card Order 

Ware- 
house 
Item? 

STO 

Approval 
Workflow 

Agency’s  
procedures 

PO 

AutoPO 
? 

Carry Out Sourcing 
Approval 
Workflow 

Agency’s  
procedures 

Create 
Cart 

Operational Procurement Review 

No 

Yes 

No 

Yes Yes 

No 

Operational Procurement Workflow Diagram 

SRM sets workflow 
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Operational Procurement Review 

• The tasks found in the approval workflow ensure the three 
approval processes are completed: 

1.  
Access 
shopping 
cart 

3.  
Approve 
or reject 
shopping cart 

2.  
Review 
shopping 
cart 

The approver’s Universal 

Worklist shows carts waiting 

for approval. 

The approval workflow is 

automatically in compliance 

with the agency’s 

purchasing policies and 

thresholds. 
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Approver Business Rules and Processes 

• When approving a cart, the Approver: 

– Reviews shopping cart awaiting approval to ensure that it is 
appropriate, within budget and meets the agency’s 
procurement policies and procedures  

– Validates the cart’s account information 

– Edits shopping cart as needed 

– Approves or rejects shopping cart 

– Adheres to the agency’s established procurement procedures 
and policies 
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Approver Business Rules and Processes 

– Total cart value  

– Items requested 

– Cost assignment 

– Delivery Address information 

– Source of supply/contract 

– Notes for approval 

• During approval, the Approver needs to review: 



14 

Approver Business Rules and Processes 

• There are three types of carts that will need approval: 

– P-Card 

– Standard cart 

– Special categories  
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Approver Business Rules and Processes 

• Workflow business rules 

– Individuals within the agency’s organizational structure have 
SRM roles granting them an L1, L2, or L3 approval level 

– Requisitions needing approval are assigned by SRM 
approval role level and NOT by a name or position 

– If more than one person is assigned to an approval level 
within an organizational tier (e.g. unit, division, bureau), each 
person at that level receives the shopping cart for approval   

• Whoever approves the item first is the only approver for  
that particular approval level 
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Approver Business Rules and Processes 

• Workflow business rules continued 

– If SRM does not locate an approver within the organizational 

tier; it looks for an approver at the same level within the next 

organizational tier. 

• After performing an agency-wide search for an approver, SRM routes 

the cart to an IES-monitored workflow inbox.  The workflow 

administrator notifies the agency for a resolution before releasing the 

cart back to the agency. 
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Approver Business Rules and Processes 

• P-Card approval workflow options: 

– 0–Step: no approval for all carts 

– 1–Step: approval for all carts 

• Approver is considered to be a Level 1 (L1) Approver 

– A combination of the above 

• 0–step for shopping carts within a specific dollar value range and 

1–step approval for carts above this value 
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Approver Business Rules and Processes 

• Standard cart approval workflow options: 

– 1–Step (Level 1 Approver (L1)) 

– 2–Step (Level 2 Approver (L2)) 

– 3–Step (Level 3 Approver (L3)) 

– Or any combination of the above 

• The maximum number of approvers on the standard shopping  

cart is 3 

• All carts must be approved by the Agency Budget Office 
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Division Division 

Approver Business Rules and Processes 

Secretary 

Deputy 
Secretary 

Bureau Bureau 

Division 

Section Section Section 

Deputy 
Secretary 

Bureau 

Division 

Section 

SRM 

SRM 

1. User creates 

shopping cart 

3. Each L1 approver 
receives the 
approval request. 
Only one needs to 
approve the cart 

L1 

1-Step Approval Example 1 

SRM 

Note:  
• Depending on Agency need and dollar amounts, the 

workflow can be tailored 

2. SRM looks within the 
organizational tier for 
L1 Approver.  If found, 
SRM waits for 
approval L1 L1 
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Division Division 

Approver Business Rules and Processes 

Secretary 

Deputy 
Secretary 

Bureau Bureau 

Division 

Section Section Section 

Deputy 
Secretary 

Bureau 

Division 

Section 

SRM 

SRM 

1. User creates 

shopping cart 

3. If not found, SRM 
looks at the next 
tier for L1 approver 

L1 

4. SRM continues to 
follow the 
organizational  tiers 
until it finds an L1 
Approver 

1-Step Approval Example 2 

Note:  
• Depending on Agency need and dollar amounts, the 

workflow can be tailored 

2. SRM looks within the 
organizational  tier for 
L1 Approver   No 

Approver 
Found 

No 
Approver 
Found 
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Secretary 

Deputy 
Secretary 

Bureau Bureau 

Division Division Division 

Section Section Section 

Deputy 
Secretary 

Bureau 

Division 

Section 

SRM 

SRM 

SRM 

1. User creates 

shopping cart 

L1 2. SRM looks within 
organizational tier for 
L1 Approver and stops 
for approval 

L2 
3. After L1 approval is 

granted, SRM looks 
at the next tier for 
the L2 approver 

2-Step Approval Example 1 Note:  

• SRM follows same logic, as shown,  for 3-Step 

approval process 

• Depending on Agency need and dollar amounts, 2-

steps could occur at higher levels within the 

organizational structure 

• Approval levels always start at the level the cart was 

created 

Approver Business Rules and Processes 
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Approver Business Rules and Processes 

4. Because SRM can 
not find an L2 
approver in the 
organizational tier, it 
searches Agency-
wide to find an L2 
Approver 

Secretary 

Deputy 
Secretary 

Bureau Bureau 

Division Division Division 

Section Section Section 

Deputy 
Secretary 

Bureau 

Division 

Section 

SRM  

SRM  

SRM  

1. User creates 

shopping cart 

3. This is 2-Step approval, 
therefore, SRM continues 
looking within the 
organizational tier for the 
L2 Approver 

L2 

2. SRM looks within 
organizational tier for 
L1 Approver and stops 
for approval   

L1 

2-Step Approval Example 2 
Note:  

• SRM follows same logic, as shown,  for 3-Step 

approval process 

• Depending on Agency need and dollar 

amounts, 2-steps could occur at higher levels 

within the organizational structure 

• Approval levels always start at the level the cart 

was created 

No 
Approver 
Found 

No 
Approver 
Found 

No 
Approver 
Found 

No 
Approver 
Found 
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Approver Business Rules and Processes 

• Process changes 

– Auto-POs are created for carts under $10,000 whose items 

are requisitioned from identified suppliers through catalogs 

and punch-outs 

– P-Card purchases are not processed over $10,000 
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Approver Business Rules and Processes 

• Ad hoc business rules 

– Additional approvers can be added by requisitioners or approvers any 

time the defined strategy does not meet the approval needs of the cart 

– Because special material approvers (the highest level approver for 

special category carts) are the last approver in the workflow sequence, 

they cannot add additional approvers 

• They can forward a cart or create a substitute approver if required 

– Additional approvers can be used for Federal Grants, funds, project 

approvals, etc.  

Select the 

Display/Edit Agents 

link to Ad Hoc 

additional approvers 
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Approver Business Rules and Processes 

• Special category cart approval workflow is predefined based on 

Commonwealth policies: 

– The approver and the number of required approvers is dependent on the special 

category, for example:   

• Requisitions for computer hardware must be approved by the IT Director 

• Requisitions for training must be approved by the Training Officer 

• Requisitions for both computer hardware and computer training must be 

approved by the Information Technology (IT) Director and the Training 

Officer 

– Approval of the cart is not complete until each approver approves the appropriate 

item 

– Ad hoc approvers can not be added to a special category cart after the cart 

reaches the final approver 
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Approving Shopping Carts 
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Approving Shopping Carts 

Approver SRM home page 

The Universal Worklist on the 
home page lists the carts that are 
waiting to be approved.  Select the 
link to access the cart. 
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Approving Shopping Carts 

Cart details 

To review item details such as texts, attachments, 
and cost assignments, select the Details button. 
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Approving Shopping Carts 

The details of the cart appear.  Each section 

of details is tabbed.  Select the tab to see 

information represented in each section. 

Cart details 
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Approving Shopping Carts 

Review the cost assignment for 

each item in the cart by selecting 

the Cost Assignment tab. 

Cost assignment details 
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Approving Shopping Carts 

Cost assignment item details 

Review the cost assignment item 

details by clicking the line number or 

the DETAILS button. 

Review the cost assignment item 

details by selecting the line number 

or the DETAILS button. 
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Approving Shopping Carts 

Cost assignment item details 

Review the cost assignment item 

details for accuracy. 

Review the cost assignment item 

details for accuracy. 
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Approving Shopping Carts 

Review the remainder 

of the items, (e.g. 

Delivery Address, 

Sources of Supply, 

Approval Process 

Overview) by 

selecting on the 

appropriate tab. 

Accessing additional cart details 
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Approving Shopping Carts 

Internal and Vendor notes 

View vendor and internal notes in the 

Documents and Attachments section.  Click 

on either Vendor Text or Internal Note to see 

the corresponding message. 

View vendor and internal notes in the Notes 

and Attachments section.  Select either the 

Vendor Text or Internal Note to see the 

corresponding message. 
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Approving Shopping Carts 

Select the EDIT button at any time to change any detail of the cart.  
The resulting dialog box is due to the document being in workflow.  
Changes to the document may send it back to the originator.     

Editing carts 
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Approving Shopping Carts 

After making the changes click the CHECK button.  Review and 
address any resulting messages and errors and then click the 
CONTINUE button. 

After making the changes, note the changes that were made in 
the Approval Note field with your initials and the date of the 
change. Select the CHECK button.  Review and address any 
resulting messages and errors. 

Editing carts continued 
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Approving Shopping Carts 

Select the Inquire button to save the 
changes.   

An edited cart is returned to requisitioner who can accept or reject the changes. If 
accepted, the cart re-enters the approval process.  If rejected, the cart is deleted. 

Editing carts continued 
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Approving Shopping Carts 

Select the Approve or Reject button for 
the appropriate action on the shopping 

cart. 

Approving/Rejecting carts 
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Approving Shopping Carts 

A message will display indicating the 
action was successfully performed. 

Approving/Rejecting carts 
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Approving Shopping Carts 

• What happens after approval? 

– If additional approvers are part of the cart, the cart goes to 

the next approver in the sequence. 

– After final approval: 

• If the purchase order is system generated, the order is sent to the 

supplier 

• If the purchase order is processed by a purchasing agent or DGS 

commodity specialists, the cart is transferred for further processing 
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Summary 

• This overview addressed the Approver functions as they relate to 

SRM with a focus on: 

– Accessing the SRM screens used to fulfill approval processes 

– Approval workflow 

– Reviewing/approving a requisitioned shopping cart including the approval 

of special materials 

– Reviewing/rejecting a requisitioned shopping cart  

– Editing a shopping cart 

• Please conclude this course by completing the following 

Knowledge Check 
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Knowledge Check 

1. When approving a cart, the Approver: (select all that apply) 

a. Reviews shopping cart  to ensure it is appropriate, within budget 

and meets agency’s procurement policies and procedures 

b. Validates the cart’s account information 

c. Edits shopping cart as needed 

d. Approves or rejects shopping cart 

e. Adheres to the agency’s established procurement procedures 

and policies 
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Knowledge Check 

2. To approve, edit or reject a cart, which of the following 

must be reviewed? (select all that apply) 

a. Items requested 

b. Cost assignment 

c. Ship to information 

d. Source of supply/contract 

e. Notes for approval 
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Knowledge Check 

3. For process changes, which of the following is 

correct? (Select all that apply) 

a. Auto-POs are created for carts under $10,000 whose items 

are requisitioned from identified suppliers through catalogs 

and punch-outs  

b. P-Card purchases are not processed over $10,000 
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Knowledge Check 

4. The maximum number of approvers on the standard 

shopping cart is 3. 

a. True 

b. False 
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Survey 

Select the link below to complete an 

online survey. 

https://www.surveymonkey.com/s/V8T7D55 

https://www.surveymonkey.com/s/V8T7D55
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You will receive credit for 

completing this course within 24 

hours.  Please select the “Log 

Off” button in the lower right 

corner to close this course.   



 

 
 

Thank you! 

SRM 7.0  

Approver for 

Shopping Carts 


