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Requisitioners — Adding Ad Hoc Approvers to a Rejected Cart

Once a shopping cart approver has rejected a shopping cart, the cart will workflow back to the
requisitioner’s Universal Worklist for action.

1. To manage ad hoc approvers, the requisitioner should select the Rejected Cart
Universal Worklist

- Tasks (1/1) Alerts

Show: |New and In Progress Tasks (1/1) w|[Select a Subview... v ||Al

M5y | Subject
|_| Your ghopping cart 11512250 'Reject Cart’ changedirejected in part. Pleaze check.

[

2. Select the EDIT button to open the cart and make changes

Accept Changes to Shopping Cart

| ﬁEd'rt | | | Print Preview | | | Close || Accept || Save |@

Number 11512250 Document Hame Reject Cart

3. Adialog box will display. Select the OK button.
Additional Infermation

The document i in approwval
Any document changes may lead to an adaptation
of the workilowe process

I S

4. Select “Display / Edit Agents” link at the top.
On a rejected/changed cart, ad hoc approvers cannot be managed from the Approval
Process Overview tab of the Item Details.

Accept Changes to Shopping Cart

[ Print Preview | | [ Close || Proceed || Save |[ check ||

Number 11512250 Document Name Reject C

Buy on Behalf of | 714526 Co

Mame of shopping cart: |Reject Cart

Approval Process: Dizplay / Edit Agents

Document Changes: Display ".l E
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5. Initially the Add Approver button will be grayed out as shown below.

Approval Process Overview

Current Status: | Active Header Approval Mote

Current Process Step: | SRM Shopping Cart Completion

Currertly Processed By: | Connie Barbes

Approval Process Datar Dovenload as XML

" Header ftem

Header Approval Status

[ cd Approver o || Remove Approver |

Sequence Process Step Status Processor
|_‘ L] SRM Shopping Cart Completion  Rejected
I:‘ b 004 SREM Shopping Cart Completion  Rejected
l:‘ = 0oy SRM Shopping Cart Completion  Cpen (Mo Decizion Made) | Shawn Barnes; Theresa Sigr

a. However, once the requisitioner selects where they want the entry of the current workflow
task to occur, an ad hoc approver can be added.

Approval Process Overview

current Status: | Active Header Approval Note

Current Process Step: | SRMW Shopping Cart Completion

Currertly Processed By: | Connie Barbee

Approval Process Data:  Download as HL

~ Header L =]

Header Approval Status

[ Acd approver 4 || Remove 2pprover |
Add Approver &hove Selected Line

Process Step Status Processor
|—_|Add Approver Below Selected Line SR Shopping Cart Completion  Rejected
l:‘ k004 r\[b SR Shopping Cart Completion | Rejected
|_| = 007 SR Shopping Cart Completion  Open (Mo Decision Made)  Shawn Barnes; Theres

6. Make desired changes to shopping cart and select Proceed

Accept Changes to Shopping Cart

| Print Preview | | | Close || Proceed || Save || Check || Delete |

Number 11512250 Document Hame Reject Cart



