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Welcome!

Thank you for taking time

to complete this course
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Course Navigation 3

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.

O O

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 u

* After successfully completing this course participants
will be able to:

— ldentify 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



Differences

SRM 5.0 vs SRM 7.0
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® Differences — SRM 5.0 vs SRM 7.0 3

Categoy | ____SRM50 SRM 7.0

Enterprise Inbox Existed in SRM Agency Does not Exist, Use
Purchaser Role Universal Inbox



Approver Workflows and
Business Processes
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E Operational Procurement Review ]

Operational Procurement consists of the following processes:

SRM Operational Procurement

3.
Reqmsmo Approve Goods
Goods Cart Receipt
with standard standard carts
or P-Card cart only

—The next slide shows the Operational Procurement workflow
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# Operational Procurement Review ]

Operational Procurement Workflow Diagram

o Approver :
Requisitioner . , , Receiver
. : , When approval is needed, the approver reviews the shopping . ,
Requisitions are created with shopping carts. L . . s Confirms the receipt
cart to determine if the request is appropriate, within budget,
. . of the ordered goods.
and meets the agency’s procurement policies and procedures
Create (Approval Workflow and Agency’s Procedures).
Cart
No y
P-Card ? Approval »| Agency’s Goods Receipt
Workflow procedures -
Yes
v Y SRM sets workflo
Approval are- "/\
Workflow house 2 AUt,?PO o, Carry Out Sourcing
i ltem? '
LIRS » Card Order Yes ves
procedures
A 4 A 4
STO PO <

10



pennsylvania
DEPARTMENT OF GENERAL SERVICES

= Operational Procurement Review

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

The approver’s Universal The approval workflow is
Worklist shows carts waiting »| automatically in compliance
for approval. with the agency’s

purchasing policies and

1. 2. 3.
Access Review Approve
shopping shopping or reject

cart cart shopping cart

11
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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

12
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@ Approver Business Rules and Processes @

» During approval, the Approver needs to review:
— Total cart value
— |tems requested
— Cost assignment
— Delivery Address information
— Source of supply/contract

— Notes for approval

13
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@ Approver Business Rules and Processes @

* There are three types of carts that will need approval:
- P-Card
— Standard cart

— Special categories

14
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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

15



pennsylvania
?jﬂl‘.‘ DEPARTMENT OF GENERAL SERVICES

® 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.

16
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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

* O-step for shopping carts within a specific dollar value range and
1-step approval for carts above this value

17
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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
cartis 3

* All carts must be approved by the Agency Budget Office

18
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@ Approver Business Rules and Processes @

— -Step Approval Example 1

Note: Secretary
+ Depending on Agency need and dollar amounts, the
workflow can be tailored

Deputy Deputy
Secretary Secretary
I ' ] |
Bureau Bureau Bureau
3. Each L1 approver

receives the
approval request.

Only one needs to -
approve the cart Division Division Division Division

2. SRM looks within the

organizational tier for

L1 Approver. If found, I Section
SRM waits for -\T-'r -\H'
approval L1 L1 L1

Section Section Section

1. User creates
shopping cart

19
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@ Approver Business Rules and Processes @

'—'I-Step Approval Example 2

Note: Secretary
+ Depending on Agency need and dollar amounts, the

workflow can be tailored

Deputy Deputy
4. SRM continues to Secretary Secretary
follow the [ ' | |
3:‘2; ?tuzf?;:sn::l tﬁrs Bureau Bureau Bureau
Approver [
3. If not found, SRM No
looks at the next ?(';'3;3"” Division Division Division Division
tier for L1 approver
2. SRM looks within the Section
organizational tier for
L1 Approver No
Approver Section Section Section
Found

1. User creates
shopping cart

20
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@ Approver Business Rules and Processes @

Note: 2-Step Approval Example 1

+ 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 Deputy Deputy
created Secretary Secretary

Secretary

3. After L1 approval is [ ' | l
granted, SRM looks
at the next tier for
the L2 approver |

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

for approval

1. User creates |
shopping cart

Bureau Bureau Bureau

Section Section Section Section

21
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® Approver Business Rules and Processes @

ﬁZ-Step Approval Example 2

Note:
. :Rl\lrlofsillllov:z::snsle logic, as shown, for 3-Step 4. Because SRM can
pprove P not find an L2 No
+ Depending on Agency need and dollar . A
; approver in the pprover|  Secretary
amounts, 2-steps could occur at higher levels . . .. Found
within the organizational structure organizational tier, it
+ Approval levels always start at the level the cart s‘?arCheS_ Agency- No |
was created wide to find an L2 Approver Deputy Deputy
Approver Found Secretary Secretary
|
. | ] I
3. This is 2-Step approval, No
therefore, SRM continues ?PP"‘;"” Bureau Bureau Bureau
looking within the oun
organizational tier for the
L2 Approver No
é\pprzver Division Division Division Division
oun
I I
2. SRM looks within _
organizational tier for Section Section Section Section

L1 Approver and stops

for approval Csrm
1. User creates @
shopping cart @

22
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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

23
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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.

Display Shopping Cart
[ gar] | [PrmtPreden] | [ Ciose |[ Retresn |[ Copy |

Select the
Display/Edit Agents
Imk_tc_) Ad Hoc e oz (75558
addltlonal approvers Mame of shopping carnt | PO044EA50 0042013 1014

Approval Process:  Dilsnlay | (E0R Agents
Document Cranges.  Dilsplay

Mumbsr 11511035 Document Mame  POOLEEED PU4LB0NE 10014 Status Sawed Created On  C/042013 11415 Created

Gyl Anderson Aol Mot

24
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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

25
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Approving Shopping Carts

Approver SRM home page
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- Approving Shopping Carts

Cart detalls

Approve Shopping Cart
(agproee || et [ 7t | | [Pt Pretew | [ Ciee | Sae [ creek [ inqure |

Number 11510303 DocumentMame Tiesfr Tranng Agprol  Status AvEngAporosl  CreatedOn (SOMNTSOT3ES2  Crestad By Cyriha Ancereon

w Cenera O N
By By | TE Cyinla Angerson Agproil Not:
Name of shogping cat | Tives for Traiing Azoral
Agproval Process: Dlsglay | 0t Agerts
JCIJ.I'TH'I‘.‘:P‘E'QSS olsply
v bem Oy -
Pzt || capmear g L i by ocess All e =t9'5131|'g5

o | ProcuctiD | Description | Produet Category | Procuet Category Deserigtion | Cuenily | Und | NetPrice Lt | Curency | Option Type | Per | Onder Tipe | Celery Date | Notes | Alachments | lmsghs | Suppler

MIEORIE I5ITHO4 AUTOMOBLELGHT TRU 100000 EA st i 1 [ iriiik] 2 i Awalting Approval - GOCDYERR TIRE & RUBBER COMPANY INC[1B1302)

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

TotalValus | 20560 | USD
Taxamount 1M | usD
Total VaL (Gross) | 20500 | USD

28
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- Approving Shopping Carts

Cart details

Approve Shopping Cart
[ npproe |[ Regeat | #Eom | | [ Prntpreview | | [ Cucee || sae || chees || ingure | .

Number 11510508 Document Name  Thres for Training Approvel status  Awaming Approval Created On 00042013 073552 Created By Cynihia Anderson

acd ltem . | Cogy || Faste || Cuptieate |[Detete | | [ Frocess A6 ems Fiter Sefings | |*
Ty | Line Numeer | mem Type | Procustin | Deseripion | Procuct Category | Procuet Category Desenipion | Guanmy | une | metPrice/ Lme | Gumrency | opaon Type | Per | omer Type | Demeny Date | Motes | Atachments | em stans Suppilier
ERNIN Material ASEORIE  FITISM AUTOMCBILELUGHT TRU 100.000 EA nEse UsD 1 AIZIE z 1 Awalting Approval SOCDYEAR TIRE & RUBEER COMPAMNY INC{161307)

Total Valus 058600 UsD
Tax amount 00l | uUsD
Total val {Gross) | 205300 | USD

Detalls for ftem 1 24560R 18 [x]
Ttem Data Account Assigrment MNobes and Allzchments Delvery Addness Sources of Supply Approval Process Oveniew Redated Documents Tabile Extersions
Identification
fem Type: | Materzl Each
Descriphion: * | 24560R13
Procuct Categon” | 25172504 AUTOMOBILELIGHT TRU F
orgenzaton =g 1NE details of the cart appear. Each section
PurcnEzsing Grour |DGS Central Purchase Furchasing Group Show Members 0 0
o o (S0 | COMMOREATA O A pf deta|l§ is tabbed. Selgct the tab tq see
Furtner Propertes « information represented in each section.
Supplier Procuct Number:

Proceed Using P-CARDE




Approving Shopping Carts

pennsylvania

iy
il DEPARTMENT OF GENERAL SERVICES
—

Cost assignment details
Approve Shopping Cart
[ Approe || Repect|[ 7 Eam | | [ PrvtPrevew | [ Cioze || saie || Creck || inguire |
Number 11510503  DocumentName Tiesfor TraiingAgproel  Status Awsling Approval  Created On ONOM/Z013073852  Created By Cyninia Ancerson
 General Dtz =]
Buy on Behalfor | 705508 Cyniniz Anderson Aporoval Nete
Mame of shopping cart. | Tires for Training Agproual
Approvel Process: Disoiay | EoR Agents
Document Changes:  Tlspisy
-
Filer Seffings

W e Ovensew

-1 Miaterial

Dotalls Tor fem 1 245E0R 13

MemDatz . Account

Number Ascounting Line Number
2001

Capboard

TASEORAS  EATEO4

Wiou C2n S8 wiho Deans e Costs and, IF necessan, Youl c2n aistribute e cost ko saveral

Cost Distribution Acid Line

[Cetete | || [ Frocess Al tems

AUTOMOBILELIGHT TRU

Motes and Altachments Dellvery Address Sources of Supply

COER CEnbres
Account Assignment Categary
10000 Cost Center

Percantage

Percentage | Account Assignment Description | Account Assignment | General Ledger Account

100,000 EA

HESE UsSD

aaa ttem . |[ Copy || Paste tems
| e Mumger | memType | Procuctio | Descripnon | Procucs Category | Procuct Category Descnpoon | cusntmy | une | metPrice s ume | Cumency | opoon Type | Per | oroer Type | Cemery Date | Mots | Amachments | em stans
1 10013 z i Awalting Approval GOODYEAR TIRE & RUBBER COMPANY INC{161303]

Review the cost assignment for
each item in the cart by selecting
the Cost Assignment tab.

Appoual Process Quentew Feiated Documents
Assign Mumber Account Azsignment Description
1544001000 Dep Sec for ATmin

Tabie Exenslions

General Ledger Account
380713

Suppter

Total Valus MSE0 | USD
Tax amount a0l | usD
Total val {Gross) | 20500 | USD
Flter  Sefings
General Ledger Description EBusiness Area
Tires & Tubes 1=
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Approving Shopping Carts B

Cost assignment item details

Item Cata account Assignment .| Moles and Altachments Dedery Address Sources of Supely Aporoval Process Ovendew Fetated Cocuments Table Extensions

Yiou can see who bears the costs and, I necessany, you can disiribube the cost o several coel cenfres

Cost Distribution [Fercentzge [ S [ Aac une J[ copy | Peste || Cupticate [ Cetete BN st Ceetricution [ Change Al items | Flter  Sefings
oLt Azsigrment Description eneral Lefger Acoournt eneral Lediger Description Eusiness Area

DCepi Sec for Admini 6330713 Tires & Tubes 15

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

Ihem Dats Account Assignment I| MNobes and Altschments Delery Address Spurces of Supely Approval Process Queniiew Felsted Documents Table Extensions

Yiou c2n see who bears fhe costs and, If necessary, you can disbribute fhe cost o several cost centres

Cost istribution [Percertzge « [ Cetaiz | ["aca Line [ Cogy [ Faste | Cupsicate |[ Cetete [N o Districution || Crange A e | Fller  Semngs
Mumber Accounting Line Mumber Perceniage Aceourt Assignment Calegory Assign Number Aceourt Assigrment Descrigticon eneral L edger Account General L edger Description Eusiness Ana

|_| 0001 10000 Coet Center 1544001000 Dep Sec for Asmin B3B07T13 Thres & Tubes 15
Detalts Tor Hem 0001 : Cost Canter [x]
Basic Data Fung 1007413000 Gen God Cperaticns

Percentager * | 10000

= Commiiment llenr | 6380710 Ifioborired Exquipment

AoOUnt ASSigRmEnt Cateqory. | Cost Center

Cost Conger. = 1544001000 Dep Sac for Admin

Fund Canter 1544001000 GOt Operations
Eurctionl Are. 1310 Facil, Prog & Comm Mgt

Review the cost assignment item
details for accuracy.

‘Conbroling Arear  |COPA

\General Lesger Account | E380T13 Thres & Tubes

Business Arear |15
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Accessing additional cart details
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© Detalls for em 1 24580R13

SOUMCsOT SUpp | Approual Process Chenden Fiedalied Documents

Tahie Exenzions

“The temm ¥Will e Ctered rom the Following Suppiier

Suppller: | 161302 GOODYEAR TIRE & RUBEER COMPANY INC

Purchzasing Info Recond
Loeafion / Plant: (DGS Burneay of Procurement

Review the remainder
of the items, (e.g.
Delivery Address,
Sources of Supply,

Contract / lter | 44000085131
Dedery Dater | 10222013

33

Approval Process
Overview) by
selecting on the
appropriate tab.
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Approving Shopping Carts EY

Internal and Vendor notes
|

Approve Shopping Cart
Liieace | Raga | 7 Eon | [ Brageoprg || [ Coba ) Savs | Craei Rhermanen || Croine
Wumber 10012838 Desiusmeent Bame 1517 Trea B S BRRE SR Created O GLOLIETY B8 Ja g Created By Cyoma ssmpss

Buy oo Bengryr | F1TREN Dok Srderibt St il fatie
Hama of wnnpegoatt 31T Ties |

-
apprtail Procwin. Daciry o) 2opsty
Boiget [aci

Doemest Craspb CECHY

Figer Trsrgn

| | ootean J s . [ oy | P [ oochease § comen [ erocens nmem
Fon | Guantty | Wnt | et PrcedLmt | Comency | Opton Type | Per | Oroer Type | Cwvery Code | licom | ASschmpcts | e Sates Swopier

P T 8 msteescoe s WRLewE TP SoBeny mEIThelSTSR0 0D |
View vendor and internal notes in the Notes
and Attachments section. Select either the
Vendor Text or Internal Note to see the
corresponding message.

Toisl Vo IIEEM | W50
Vi wmvmaant S0 | B
Tolal Vall [Creia) | 1808 | kD

m“"l‘&fhﬂ':{mrl’:{ﬁﬂl

34



W pennsylvania

11}
,(i‘ﬁ‘i'u
L' DEPARTMENT OF GENERAL SERVICES

- Approving Shopping Carts ®

Editing carts

[Rgproe ] [ Repat | Emt | T | 73
humoer i ocmentiems Tes e sepme | RS- Select the EDIT button at any time to change any detail of the cart.
e — | The resulting dialog box is due to the document being in workflow.
Changes to the document may send it back to the originator. ]
(et ] [ i e[ ooy | [Pzt | Supcee | ete] || [Frocese e | i setngs |
D ) S e rar e T

=
Total Valus 58600 UsD
Tax amount o) | usD

Total Val (Gross) | 205300 | USD

- M_w—iﬁ DeberyAccress  SccssOiSwEl AppomlFrocsssOvendew  ReoDocments TadkEdensins |

e seangs
|cag:y |nm=1-

:l Vendor Text Fialsed While Lefters

_| ntemal Note Justication: Needed for OGS Garage

Fiter Settings

[#] 1] docx 33 POM4ESED O3
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- Approving Shopping Carts

Editing carts continued

Approve Shopping Cart
[Approve |[ Regect |[ 7 Em | || [ Print Prevtew | | [ Cicee |[ save |[ check || inquire |

Humber 11510803  Decument Name Tires for Training Approval status Awaling 13073552 Created By Cynihds Ancerson
w General Data 7]
Bujon Berar e | 10338 Cyniniz Ancerzcn Approva Nete

Name of shopping cart: | Tires for Training Approwal
Aporoyal Process.  Display | B Agents
Document Chenges: Tieplay

After making the changes, note the changes that were made in

—_——————— the Approval Note field with your initials and the date of the E‘

| Lremer | e Tpe | Pt | Desenpn | e catmgry | o caegen oereeen | cunty | une | neneium. CNANQE. Select the CHECK button. Review and address any
e L *9 resulting messages and errors.

Total valus 5N UsD
Tax amount 00l | UsD
Total Val (Gross) | M0SEE00 | USD

Ditalis for item 1 2456013

fhem Data Account Asshgnment MNotes and Attschments Delery Adness Sources of Supply Approval Process Ouendsw Fedated Documents Tabie Exensions
ot =]
Fiter Sefings
Category Cescriphion
Wengor Test Faksed While Lefiers
Intemal ote Justmcation: Needed for DGS Garage
w AnEnTERE =]

36
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Approving Shopping Carts

Editing carts continued

change Shopping Cart amd Proceed

e R

- e v

Dnp | kg

4

Tatui = Bleg 2005

Select the Inquire button to save the
changes.

| Cagy | Paite || Coplcane | Coutin
Ty Leefieber | mTyoe | Preces D | Descretes Prodedl CoRegery | Frodec Colegary Sesorgien | Copmly | Ual Mt Prow/Lmd | Comendy | 0poen Tye | Per | Croer Type | Gebvery Dite | hoies | asacheseis | bem Sutes Seaia
1 ] LLETIRIT Sacai Tioey 72500 TRLS & TRL TUBLS T0R2EE [ IM ¥ U ! ETRRITS i 4 Askbes Al LACCOLIAES TER

i Depraty doe it 1 JURTERIT Radial Tores

fee Dt

Al ARSgre

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.

o W PrilgBBe VG PRy Ny

L sl
Sk O BT

reastcaics Tops rapded i rppnan Bieti B 0G5 R

il TS
Fort! Vbt 50
an wmeunt 5D
g |
racing 0=
]
]
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Approving Shopping Carts =

Approving/Rejecting carts

Approve Shopping Cart
[Approve | Refect || 7/ Eott | | [[Frint Freview | | [ Ciose || Save || Check | inguire | P

Mumber 11510808 Tires for Tralning Approval Status Awaling Approvl Created On 0900475013 073852 Created By Cyninia Ancerson

W Ceneral Data Ij
] Cyninis Approual Motz
e e Select the Approve or Reject button for
e === the appropriate action on the shopping
- cart. ]
acd item . |[ Copy || Paste || Cupseate || Detete ||| Process A items Fliter Selfings
iy | Line Number | ftem Type | ProductID | Description | Product Category | Product Category Description | Quantlty | Unit | MetPrice /Limit | Cumency | Option Type | Per | Onder Type | DelberyDabe | Motes | Attachments | lbem Stabs Supplier
|_| = 1 Material MSEORTE SIS AUTOMOBILELICHT TRU 100000 EA B3 USD 1 AEEIE I 1 Awalting Approvel GOODYEAR TIRE & RUBEER COMPANY IMC{16130%)

Todtal value 058600 UsD
Tax amount aod) | usD
Total Val {Gross) | 2058600 | USD

38
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Approving/Rejecting carts

Display Document:

i
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DEPARTMENT OF GENERAL SERVICES

®

| Print Preview | [ Choze || Show my Tasks || Refreen |

A message will display indicating the
B At s sccessaay perormes - action was successfully performed.

Humber 11510805 Document Name Tires for Training Aporoal Status Awaling Aporoval Created On 0042013 073852 Created By Cynihia Anderson
w Ceneral Data

Buy on Berare | 10058 Cynihia Anderson Approuzl Noke

Mame of Shopping cart | Tires for Training Approval
Approval Process:  Dlspiay | Bt Agents
Document Changes:  Clspiay

w fhem Cuendew

#ad (tem - | Copy || Faste || Cupicate || Ceiete | | [ Frocsss A6 e

Wy | Line Number | lem Type | Product D | Description | Product Cabegory | Product Cateqory Description | Cuzntty | Uni | Net Price! Lim® | Cumency | Option Type | Per | Order Type | Deliery Dt | Mobes | Atachments | ltem Stahs
« 1 Matertal MSEDRIE 2517504 AUTOMOBILELIGHT TRU  100.000 EA 53 USD

1 10222013 2 1

Suppier

Awalting Approval  ZOODYEAR TIRE & RUBBER COMPANY IMC{161302)

o

Filter Settings

Total Valus IS0 UsD
Tax amount a0l | usD
Total val (Gross) | 205600 | USD
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k 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:

* Ifthe purchase order is system generated, the order is sent to the
supplier

« Ifthe purchase order is processed by a purchasing agent or DGS
commodity specialists, the cart is transferred for further processing
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Summary 3

* 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 B

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

44
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Knowledge Check s

4. The maximum number of approvers on the standard
shopping cart is 3.

a. Tlrue

b. False
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»

Select the link below to complete an
online survey.

https://www.surveymonkey.com/s/VV8T7D55
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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.
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Shopping Carts

Thank you!



