REQUISITION PROCESSING STATUS

This document explains the processing status of arequisition based on the release and workflow status of the
requisition. The processing status of arequisition can either be one of four values that are listed below:

1. Release Status X Blocked - Requisition created and saved, but not released — Pages 2 — 4. Associated
workflow information when requisition is status “X” is aso presented.

2. Release Status Y Awaiting Approval - Requisition created, saved, released to an approval officia but
not yet approved — Pages5— 9. Associated workflow information when requisition is status “Y” is
also presented.

3. Release Status 2 RFQ/Purchase Order — Requisition has been created, saved, released and approved
Pages 10 — 11. Associated workflow information when requisition is status “2” is also presented.

4. Release Status Purchase Requisition not subject to release strategy - Requisition has been assigned to
abuyer Page 12 — 14.

WORKFLOW OVERVIEW: It isvery important to note that the processing status of the requisition
changes systematically based on the approval processes of the workflow program used for requisition
approval. The requisition status and the workflow process work together, hand- in-hand, in the processing
status of arequisition. To accurately determine the status of arequisition it is very important that you have a
working knowledge of how to read the release status and know how to interpret the associated requisition
workflow overview. Additional information on how to interpret workflow overview information is also
presented through the following examples:

EXAMPLE 1. Requisition with more than one workflow event; requisition rejected and resubmitted. Pages
15-17.

EXAMPLE 2. How to display and interpret the technical workflow logs Pages 18 — 20.

WORKFLOW APPROVERS: When the account assignment category of arequisition is either an A or a
K, workflow notification is directed to approvers who are responsi ble/accountable for the funds listed in the
account assignment of arequisition. When the account assignment category of arequisitionisaU,
workflow notification is directed to approvers who are responsible for the organization funding source of the
individual who created the requisition. To display the approver(s) that is associated with a fund source in
IRIS, use the ZAPPS - Display Approver/Reviewer Responsibilities report transaction. The transaction is
found in the SAP menu path under Tools>> Business Workflow>> Development>> Reporting>> ZAPPS -
Display Approver/Reviewer Responsibilities. See Pages 21 - 22.
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1. Release Status X Blocked- Requisition created and saved, but not released.

From the ME53 Display Requisition transaction, select the release strategy (green flag) icon If the pop up
box displays a status of X Blocked, in most cases this means the requisition has been created, saved, but not
released. IMPORTANT POINT: TO UNBLOCK A REQUISTION AND TO BEGIN A
WORKFLOW, THE DEPARTMENT MUST RELEASE THE REQUISTION USING THE ME54
RELEASE REQUISTION TRANSATION.

CAUTION: Be awareit is possible to have arelease status of “X Blocked” even if the requisition has been
released, approved and assigned to a buyer if the requisition has been returned to the department by the
purchasing department. |If the department desires to resend the requisition back to purchasing, the
department must make the necessary changes to restart the workflow event for approval of the changes using
the MES52 change requisition transaction. If the material group in line item 1 of the returned requisition is
equal to "XX" change the materia group to "99" along with any other changes that are necessary and save
the changes. Proceed immediately to release the requisition again using the ME 54 release requisition
transaction. If the materia group in item 1 of the returned requisition is equal to "99" change the material
group to "X X" along with any other necessary changes and save the changes. Immediately after saving,
using the MES2 change requisition transaction, change the material group back to "99" and save the
requisition again. Proceed immediately to release the requisition again using the ME 54 release requisition
command. It isimportant that changes to the material group be made, as these actions are the catalyst used
to start a new workflow event. 1n addition to reviewing the rel ease status, the workflow overview should
also be reviewed. See the next page for instructions on how to review the workflow overview.
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Workflow Overview for Status X - Blocked

To view the workflow overview of arequisition, use the transaction MES3 Display requisition, and select the
System>>Workflow>>Workflow overview command as shown below. See the next page for display results.
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If the requisition has a status of X Blocked, no workflow overview screen will be displayed and a message at
the bottom of the requisition screen “There are no workflows that have aready worked with this object” will

be displayed.

If you have a requisition that has a release strategy of X Blocked and a workflow overview screen is
displayed, thisis an indicator that the purchasing department has returned the requisition. To reinitiate a
workflow event, refer back to instruction in page two.
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END OF INFORMATION FOR RELEASE STATUS X —BLOCKED. SEE NEXT PAGE FOR
INFORMATION REGARDING RELEASE STATUS Y- AWAITING APPROVAL.
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2. Release Status'Y Awaiting Approval - Requisition created, saved, released to an approval official but
not yet approved.

From the MES3 Display Requisition transaction, select the release strategy (green flag) icon. If the pop up
box displays a status of Y Awaiting Approval this usually means the requisition has been created, saved, and
released and is in the approver’ s workplace inbox for review.

Caution: If an approver rejects the requisition, notification of rgjection is sent back to the individual who
created the requisition, but the release status of the requisition will remain at “Y”. The workflow overview
must be reviewed to determine if the approver rejected the requisition. If a department desires to make
corrective actions and resend the requisition back to the approver, the department will need to take the
necessary steps to reinitiate the workflow using the ME52 change requisition transaction. Along with any
changes made to the requisition, to restart the workflow the material group in line item 1 should be changed
from 99 to XX and saved. Immediately after saving the requisition change, using the ME52 change
requisition transaction, go back and change the requisition material group of line item one to 99 and save the
requisition. After saving the requisition, release the requisition again using the ME54 release transaction.
This action will start a new workflow event.
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Workflow Overview for StatusY Awaiting Approval

The workflow overview is displayed with the MES3 Display requisition transaction using the
System>>Workflow>>Workflow overview command. (If necessary review page 3 for additional information
on displaying aworkflow event) The example below shows a workflow overview when arequisition status
Is“Y”. From the example below, one can determine that the requisition was released on 9/19/02 at 9:33 and
awork item event was created occurred notifying the approver that a requisition is ready for review and
approval or regjection. To see who the approver (i.e. Agent) is for the requisition, select the Information field
as shown below. See the next page for resullts.
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Information on Workflow Notification

A work item message has been sent to the workplace inbox of the individuals displayed below notifying
them that the requisition is ready for review and approval or rejection. One of the individuals displayed will
reserve and will either approve or will reject the requisition. For additional information on who approves
funds used in conjunction with requisitions, see pages 20 — 22.
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Additional Information: How to determineif arequisition has been released. You can determineif a
requisition is released by using the Goto>>Stati stics>>Changes Command while in the MES3 display
requisition command. See the next page.
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Requisition Release: Using the MES3 Display transaction, Select the Goto>>Statistics>>Changes
Command to determine if the requisition has been released — See the next page for results of the command.
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Requisition Changes Shown Below:

From the display below, one can determine that the requisition was released. On 9/19/02, an individual with
auser ID of IBOOKERS released the requisition using the ME54 transaction. The release status was
changed froman X toay.
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END OF INFORMATION FOR RELEASE STATUSY — AWAITING APPROVAL. SEE NEXT PAGE
FOR INFORMATION REGARDING RELEASE STATUS 2 RFQ/Purchase Order
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3. Release Status 2 RFQ/Purchase Order — Requisition has been created, saved, released and approved.

From the MES3 Display Requisition transaction, select the release strategy (green flag) icon. If the pop up
box displays a status of 2 RFQ/Purchase order this usually means the requisition has been created, saved,
released, approved and is ready for assignment to a buyer. Only requisitions with a release status of “2” can
be processed by the purchasing department. To view the associated workflow overview, select the
System>>Workflow>>Workflow overview command. See next page for display of workflow overview.
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Workflow Overview for Status 2 RFQ/Purchase Order

The workflow overview is displayed with the MES3 Display requisition transaction using the
System>>Workflow>>Workflow overview command. (If necessary review page 3 for additional information
on displaying a workflow event) The example below shows a workflow overview when the requisition
processing status is “2”.

The following pertinent information can be interpreted by reviewing the workflow overview displayed
below:

A work item was created at 18:06 on 9/18/02. Thisis the date and time the workflow notification went to the
approver’ sinbox. In the example below Davisis the approver. The approver approved the requisition on
9/19/02 at 11:25 — the status of the requisition would than be changed to a“2”. The earliest that a requisition
can be processed by the purchasing department is when the requisition status is changed to “2”.
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END OF INFORMATION FOR RELEASE STATUS 2 — RFQ/Purchase Order. SEE NEXT PAGE FOR
INFORMATION REGARDING NO RELEASE STRATEGY STATUS.
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4. Purchase Requisition not subject to release strategy.

From the MES3 Display Requisition transaction, select the release strategy (green flag) icon. If the pop up
box displays a status of Purchase Requisition not subject to release strategy this usualy means that the
requisition has been assigned to a buyer. The workflow log is available for review and can be reviewed with
the MES3 Display Requisition transaction and using the System>>Workflow>>Workflow overview
command. (If necessary review page 3 for additional information on displaying a workflow event) The
workflow overview screen should look like the overview screen when the requisition processing statusis
equal to “2".

To determine when purchasing assigned a buyer to the requisition please see the next page.
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Using the MES3 Display requisition transaction select the Goto>>Statistics>>Changes command as shown
below. Results of the command are displayed on the next page.

n - Edit Goto

mOag EE @
Detailz F2
Lspigy FPurchase |
EB@@%&Q Texts b
h . Release information +
Purchase requisition Statistics v General Shift+F5
h s | Acoount assighments Shift+F 2 Changes
P_urc ase requisttion I Services Shift+F4 = =
| Itemn | |4 Shorlt text Disfvery address ChlF4 C|Deliv. date FGr |Matl group Fint  |D ||
| | RoptiPlex G R , plags26/s2002/c0u19-205-11C [+]
- [-]
I Configuration ]
| Cazh budget mgmt. B
| Back F3
| Linked documents
|
|
|
|
|
|
|
|
|
|
|
| |
| B
» En (<[]
Item 1
[ HEEE
gl start|| | BFI_MM_Rea- Reauistion Fr..| @i S4P Logan 510 || Display: Purchase Re... | N S teee 1014 4M
FI_MM_REQ Req Release and WF Status  Page 13 9/24/2002

David Mark File Path: W:\1 ASAP Project\3 Realization\Finance\BPP\MM\3 Finished BPPs



Requisition Changes — Buyer Assignment

Find the change event that changes the purchasing group from 999 to avalid buyer code. From the display
below, the requisition was assigned to a buyer on 9/12/02 at 7:46. Note the release status is changed from “2”
to blank.
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ADDITIONAL EXAMPLES OF WORKFLOW OVERVIEW EVENTS

An example of arequisition that has been rejected and resubmitted is shown below. Usually if there is more
than one workflow event, it is a good indicator that the requisition has either been regjected by the approver or
returned from purchasing and resubmitted for processing. Each workflow event stands on its own. In the
example below, because the requisition was rejected and resubmitted, two workflow events appear.

To display a particular workflow overview event, place your cursor on an event line and highlight the
workflow event. The highlighted event with a creation date of 9/5/02 shows that the requisition has been
rejected during review by asset management and returned to the department. Thereis also a message that
explains why the requisition was rejected. Click on the Office Document Reason for rejection. See the next
page for rejection notification document.
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5 F /
6 ¢ Dl / [ |[[+]
7 | [ered iy Raua ney ] LAUM ST B TRCL / I |
| \g\ f Step name Status Time stamp Agent
| g —fmd a9/05/2002 -
Requisition 8810887783 for $166,510.00 Completed 13:-58 -84 Lora HcPhatter
I \\ UT Requisition Reject {Background) Completed ﬂ:;“ﬂ?s? " wf-batch
| i Logically 69/06/2082 -
| McPhatter, Lora L *xx deleted B8:47:12
|
| |InFnrlatinn ohjects address:}d so fFar
| s Purchase requisition 8810067783
| + Office Document Reason for rejection
| =l
| v 2]
|_| ; ; — — — ; =
[ ]l [ IL<l¥]
Item 1
[ D | 200 P2 3appd | INS
g Start ||| ofi 54P Logon B10 | g Invcice/Credit Me... |[gg Display: Purch... (3] Evplaing - C:\My .. | BReq - Fequistion 5. INGH@ O 8r 244pm
FI_MM_REQ Req Release and WF Status  Page 15 9/24/2002

David Mark File Path: W:\1 ASAP Project\3 Realization\Finance\BPP\MM\3 Finished BPPs



Reason for rejection is furnished. See the next page for display of the second workflow overview event for
the requisition.

Document  Edit  Goto

Extras  Folders

BldH Sae EHE Ohon BE @m

Redsarn for refection

Ol i | | &) el | T (2R e | 2| (56 e i (| | |

[«]
Reason for rejection .
Created....... =] Lora HMcPhatter on @9/86/2002 B8:46:55
Hello,
Purchasing will not be able to create your purchase order because you have a
conflict with your asset class and the dollar value assigned to your item.
I apologize for the inconvenience, please call me at {865) 974-2598.
Thank you,
Lora McPhatter, Controller's Office
Imcphatti@utk.edu
[«
(]
LML

L[]
[ B EEE
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Note that the second event line is highlighted. This is the workflow overview event that shows the requisition
resubmitted for approval. The workflow overview displayed below shows that the workflow event started on
9/17/02 at 15:21with notification to asset management. Asset management reviewed, approved and released
notification to the final approver’ sworkplace inbox at 9/17/02 at 15:36. The approver made fina approval
on 9/19/02 at 12:39. When approved, the requisition processing status is changed to “2”.

Purchaze requiziion  Edit  Goto  Epwironment  System  Help
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Purchase reguisition 108087783
Drata on Linked Workflows
Purchase re | 9| & | % |0 B2 D %) _
rem 1]t . [
I - | Workflows for object: 0010007783 g
2 ¢ | Title Creation date Creation time  |Status text
[=]
| 3 ¢ |UT Requisition Felease 09/05/2002 1358:04 Completed -
| M y [T Requisition Pelease 0941772002 15:21:49 Completad
[ s i
| s P I [ |[J[]
I I N
| 8 | Current data for started workflow: UT Requisition Release
I |Steps in this precess so far
| Step name Status Time stamp Agent
| Requisition 0010007783 for $166.510.00 completed “3;1;;’?332 = Lora McPhatter
I Requisition 0010007783 for $166.510.00 completed 93/17/2062 = popgy THOMAS
I UT Requisition Release {Background} Completed 3321352322 " wf-batch o
|
| |[Information objects addressed so far | |
| v B
|_| . : — — — : =
I L[+
Item 1
[ [ | 2300 P2 (3app1 | INS
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READING THE TECHNICAL LOG

It is possible to read the technical step-by-step processing log of a workflow overview if desired. To access
the workflow overview log, highlight the event line item in the workflow overview then right click the
mouse and select the display workflow log command. The screen as shown on the next page will be
displayed when the display workflow command is executed.

Purchaze requizsiion  Edit  Goto Spstem  Help

A H @& I BHEB S0 O8 EEI®
Dispiay: Purchase Reguisition. Hem Overview
B@w%@uﬂ &l scot. assgts. ﬁ@gg

Purchase requisitian 108087783

Erviraniment

[D'ata on Linked Workflows
E
EINGIh BIEHL -
" Woork flows for object: 0010007783 [+]
|: Title Creation date Creation time |Status text E‘
|_ UT Requisition Felease na/06/2002 135804 Completed —
|7 UT Requisition Felease 09/417/2002 15:21:49 Completed
|7 Detailz
e Find [ |[«][+]
| Set Filter... —
|7 Current data for started wor Display workflow log ion Release _
I
|7 |Steps in this precess so far
|| [step name Status Time stamp Agent
I, Requisition 0010007783 for $166.510.00 Completed “3;1_;‘1'?332 " Lora McPhatter
||| |Requisition se16007783 for $165.510.00 completed /1742082 = poppy THOMAS
I' UT Requisition Release {Background} Completed 32’2'1332322 " wf-batch o
I
I_ [Information objects addressed so far | x| | |
[l v
K] |[4][+]
Item 1
| D | 300 P2l | i3app1 | ING
g Start ||| off 54P Logon E10 | gl Invice/Credit Me... |[ e Display: Purch... | [3) Esplaing - C:\My .. | BF)Req - Requistion 5. INGH@ Ol 8r 257rm
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Select the technical details icon. The screen as shown on the next page will be displayed. From this screen
you also see the results of the workflow overview in the results column.

Log Edit Goto Estraz  Sustem Help

& ajd H eSS HE anan | FAR @
Waﬂ({ﬁawiag
Gl [H B S
B View: Workflow Chionicle | @h View: Workflow Agents | B2 View: Workflow Objects | '
‘whorkflow and task Graphic Agent Statug Result ' Date Time
< 2auT Reguisition Release E.'E Completed Wworkflow stated 09472002 15:21:49
Requisition 0010007783 for §166.510.00 BB Completed  Approved by Asset Person 09/17/2002  15:21:49
< {3 UT Requisition Deparment Head SubiWF BB Completed 09417/2002  15:36:58
Requisition 0010007783 for §166.510.00 BE Completed  Approved by DeptHead  09/17/2002  15:36:59
8 UT Requisition Grant & Contract SubWF E.'E Completed 0841942002 12:39:05
UT Requisition Release (Background) BR Completed Marked as Approved 09/9/2002  12:39:.068
an| [[ERD]
Choose Detailz to dizplay more detailed information
Agent |Executed action |Date Time Ohbject |Obje|:t na
K] KD

[ D | 200 P2 3appd | INS
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To view the workflow program step-by-step events, click opens the folders to the left.

Click here to expand all folders.

Edit

Gota

Log

AR Oo0 RE @m

i

Workifipw [ og View With Technical Delgrs)}

G Agery  EF Object B Graphic 3] Optimize v 14 4 P Pl B [ Choose [B Save  Activex
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@2& wf-batch Wait step created 09/17/20802 15:21:49
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uf-batch Execution started automatically @9/17/20082 15:21:58
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988 Determine Document Type Requisition
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= BE @p B 4428362 922 Requisition 86818867783 for $166,516.00 npproved by Asset Person
@0@ wf-batch Dialog work item created 09/17/72002 15:21:49
@2@ Lora McPhatter Work item reserved 89/17/2802 15:36:49
@0@ Lora McPhatter Execution started 8971772002 15:36:56
@0@ Lora HcPhatter Work item processing complete 89/17/20082 15:36:56 R3_PRD_
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HOW TO USE THE ZAPPS REPORT TO FIND APPROVERS IN IRIS

To display approver(s) associated with a fund source in IRIS, use the ZAPPS - Display Approver/Reviewer
Responsibilities report transaction. The transaction is found in the SAP menu path under Tools>> Business
Workflow>> Development>> Reporting>> ZAPPS - Display Approver/Reviewer Responsibilities. The
screen as shown below will be displayed.

If the fund center is known, list informetion in the Funds Center field. If the fund center is not known, assign
either aWBS element or Cost center to Fund field as shown below. If you want to also know the approver’s
substitutes, select the show substitutes box. Once all information is entered, select the execute button.
Results of the report are displayed on the next page.

Frogram  Edit  Goto  Spstem  Help
& sldH I e SHEIETDOH BE @ M
Lispiay ApproverReviewer Responsibiires
@
Pararneters
Funds Center [ ] Eﬂ
Fund RO736681869
Uzer ID
As of Date 09/19/20882

Responsibilities
Approvers @

Reviewers

Show Substitutes

[ NEEETEE
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The approver(s) of any requisition line item that has an account assignment of R073601069 is displayed
below.

B H @@ CHEB Othon BE @
Lispiay ApproverReviewer Responsibiities

Report: ZUF_APPROVER_RESP The University of Tennessee Page: 1 =
User: DHARKS Responsibility Report Date: 89/
Sys/Clnt: PRD/388 Approvers Time: 17:
Funds Center: U870336001 Administration-coll of pharm
Fund: RB73681869 USDA-RUS-DLT Grant-2-Gourley
User 1D Hame
BTHOHAS BOBBY THOMAS
KINGRAH Karin Ingram
2 entries found
I e €TI0
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