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Quick Reference Card
Approve Requisition Line Item

Business Workplace — Approve Requisition Line Item

Requisition line items that are non-grant and over $1000 require the approval of the person
responsible for the cost center. All grant line items, regardless of the dollar amount, require the
approval of the grant Pl and Barb Smith in the Office of the Comptroller.

e Once logged into https://mynku.nku.edul/irj/portal, access Business Workplace within
SAP GUI (A).
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ZFBC - Budget Consumption Report
Pl Z6RE  Grant Project Budgef Consumption
ZGBC - Grants Budget Consumption Report
= 4 User menu for Instructord! Training
[ Budget Reports
[ Fl Asset Management
[ FI Fund Centar Managermant
[ Miscellaneous
] MM Material Management
[ FI Change Document Display
[l FI Grant Master Display
[ FI Grant Report
] MM Material Management
17 MESTN - Create Purchase Reguisition
2 MES2M - Change Purchase Requisition
) MES3N - Display Purchase Requigition
) MES3 - Display Purchase Reguisiion
2 MESA - Purchase Requisitions: List Display
2 MESJ - Purchase Requisiions for Project
[ MESK - Requisitions by Account Assignmeant
2 MESR - Archived Furchase Requisitions
2 MESYY - Resubmission of Purch. Requisitions
) MES4N - Release Purchase Requisition
1T MESS - Collective Release of Purchase Regs.
2 MESF - Release Reminder: Purch. Requisition
) SBWP - Workplace
) SMX - Display Own Jobs
2 5000 - 5APofiice: Shart Message
2 5001 - SAPofice: Inbox
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e Click Inbox (B).

Note: The number appearing beside “Workflow” represents the number of items
requiring your approval/rejection.
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Budg Trans: £ 21 29 Repeiiel unzuny Workflow System

CRIEDCIHEEE Requisilion Release. 10019364 00030 07/02/2009
ai:r”r‘;':xj:s:i% @ Requisiion Release: 10018363 00010 07/02/2008

b ﬁ} Outhax Requisition Release: 10018362 00010 07/02/2008
b ﬁﬁ Foarmisaian Requigition Release: 10018361 00010 07/02/2008
b ¢ Private folders Requisition Release: 10018360 00010 07/02/2009
b @ Shared folders Requisition Release: 10018358 00010 07/02/2009
b tﬁ Falders subseribed to Requisition Release: 10018358 00010 07/02/2008
T Trash Requisition Release: 10018337 00010 06/26/2009

T Shared trash Requisition Release: 10018330 00010 06/22/2009
Budget approval far docurment 272130 10571572009
Budget approval for docurnent 272128 1051 5/2008
Budget approval for document 272126 1051 572009
Budget approval for document 272125 10511572009
Budget approval far docurment 272124 105/15/2009
Budget approval for document 272123 1051 5/2008
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Budg.Transf 272129 Rejected

Dear Sir or Mam.

Your Budget Request with number 272129 in year

2009 has been rejected. Please read all

attachments to verify the reason for rejection and re-submit if needed.

To view this document please use transaction code FMEDD.
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e Click Workflow (C).
e Double-click the appropriate requisition line item (D).
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= - Title [
Requisition Release: 10018364 00030 3183085
Requisition Release: 10018363 00010 3183083
ﬁ??i‘:ﬂﬁ:ﬁ% 0 Requisiion Release: 10018362 00010 3183081
b E}Outhnx Requisition Release: 10018361 00010 3183089
> @Resunmwssmn Reguisition Release: 10018360 00010 3183087
b @Prlvalem\ders Requigition Release: 10018359 00010 3183085
b ¢@ Shared folders Requisition Release: 10018358 00010 3183083
b &b Folders subscribad 1o Requisition Release: 10018337 00010 3
T Trash Requisition Release: 10018330 00010 3
T shared trash Requisition Releage: 10018267 00030
. Requisition Release: 10018267 00020
EREqu\smnn Release: 10018267 00010 3178337

10018261 00030 3178318

Reguisition Release:

[«

Requisition Release: 10018364 00030

Description
What is this?

It's a work item triggered by creation of Purchase Requisition.

& Tips & tricks: Overdue work items...

Objects and attachments

« Requisition item: 001001836400030
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Note: The requisition will open to the Release Strategy tab for the appropriate line item.
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Release Purchase Req. 10018264
'Regu\arRequllmn =161 8264
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2 Header note
[«][¥]| Continuous-text 121
&|=F ||| [Ez =] = | FDefault Values
|1 [Shor Text Quantity[val. Price|=Total val. [unit|c |DelivD_[Matl Group [Plant [PGr|Desve [Requ [Tr [Porg|Req. [infar_|
AEDs 10 3000 300.00 EA D 0B/30/200 SUPPLIES-O NKO1 107 100874 [training  NKOT 047207
First Aid Books 10| 7500 750.00 EA |D O0B/30/200 SUPFLIES-O NKD1 107 100874 |training  NKOT 047207
Resuscitation simulators 10 110.00 | 1,100.00 EA |D 06/30/200 SUPPLIES-O NKO1 107 100874 |training  NKOT 047207
MKO1 107 ingtruc [
NKO1 107 instruc [+
tem | ROEED y [a]+] |
Material Data | QuantitiesDates | Valuation |, AccountAssignment | Source of Supply | Status |, Contact Person Tedts | Delivery Address
Release group E1| PR Release Group Code | Description [stat_[rer_|
Release Strategy %2/ instructoro1 X1 |instructorDt o | B
84  BMITHBA
Release indicator % Blocked
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e Click the Pencil with the Green Check Mark to approve (release) the requisition line
item (E).

e Click the “Red X" (Reject) button to block the release of the requisition line item (F).

Note: Click the Texts tab and enter Release Notes with the reason for the rejection. See
next screen shot.
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Release Purchase Req. 10018264

Regular Requisition 110018264

2 Header note
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=B =] EXE B G | [EDefaut values
|1 [shart Test @uantity[val. Price[=Tatal val[Unit| > [Deliv.0., [mat Groun [Plant [PGr[Des.ve, [Requ [Tr.. [Pora|Rea,, [ino R, |
10 K AEDS 10 30.00 300,00 EA (D 0B/30200 SUPPLIES-O NKO1 107 100874 training NKD1 D4/207%
20 K First Aid Baoks 10| 7500| 750.00 EA (D 0630200 5UPPLIES-O NKO1 107 100674 |taining  NKDT 047200
a0k Resuscltation simulators 10| 11000 1,100.00 EA |D 0630200 5UPPLIES-O|NKO1 107 100874 [training | NKDT 047201
K NKO1 107 instruc =
K MNEDT 107 instrue: E
[ term [101AEDs n [«[+]
Material Data 1 GuantitiesiDates 1 Valuation 1 Accaunt Assignment 1 Source of Supplyl E 1 Contact F’Efﬁﬂl’! Texts 1 Delivery Address
Release graup [£1| PR Release Group Code | Description stat, |Re
Release Stratagy %2| instructorol \instructornl oAl %
F SMITHEA
Release indicator % Blocked
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o Release Notes example for a rejected line item.
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Release Purchase Req. 10018264

Regular Requisition ¥ 10016264

B Header note
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|| ¥lDefault Values

st [ [a |1 [shorTest | Quantiy[val. Price[=Total val[Unit|c [Deliwn_|[wati Group [Piant [PGr|[Desve |[Requ [Tr [Pora|Req. [inar_|
10 K AED3 10| 3000| 30000 EA D 083000 SUPPLIES-O NKD1 107 100874 |training  NKO1 0472012
20K First Aid Baoks 10| 7500| 75000 EA |D 08302200 SUPPLIES-O NKO1 107 100874 |training  NKO1 041201
0K Resustitation simulators 0] 110.00| 110000 EA [D 0630200 SUPPLIES-O NKD1 (107 [100874 [taining  NKO1 047205
K NKO1 107 instrue, =
K MKO1 107 instrue’ =]

ltem [10]AEDS ] Elz‘

Material Data | Quantities/Dates | Valuation |, AccountAssignment - Source of Supply | Status | ContactPerson Ralaasestrategym Delivery Address

Itermn Texts Ay Not an allowable cost for this grant.
[E) Autharity umber (¢
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B Deliverytesxt

[ Release Motes
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o Release Refused: example of Rejected Line Item.
e Click Save (G) to return to the list of workflow items.
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|@ = eae CHE fnos B0 9B
Release Purchase R 264

Document Overview On
Regular Requisition
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[«J[¥]| Continuous-text 1
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|| FlDefault values

|1 [Short Text

GQuantity[val. Price[=Total val[Unit|c [DelivD_[Mati Group [Plant [Por|Desve_[Requ [Tr [Porg[Req. [infar_|

0]

AEDs 10 30.00 300,00 EA |D 06/300200 SUPPLIES-O NKO1 107 100874 |training MNIKO1 0472012
First Aid Books 10 75.00 750,00 EA |D 06307200 SUPPLIES-O NKO1 107 100874 |training MKO1 0472012
Resuscitation simulators 10 11000 1,70000 EA | 0630200 SUPPLIES-O NKD1 107 100874 |training MKOT 0472072
K MKO1 107 instrue’
K MO 107 ingtrue
[Htem [10]AEDs 7] [a[=]

Material Data | Quantities/Dates , Valuation | AccountAssignment - Source of Supply | Status

1| PRRclease Goup [Gone
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| Contact Person

Release group
Release Strateay

Release indicator X Blocked

Texts | Delivery Address

F@ Release refused |
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e Release: example of Approved Line Item.
e Click Save (H) to return to the list of workflow items.
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|l [shartText Quantity|val. Price|=Total val | Unit| ¢ [DelieD_[mat Group [Plant [PGr[Desve |Requ [Tr_[Porg|Res. [infar_|
10 K AEDs 10 30.00 300,00 EA (D 0B/30i200 SUPPLIES-O NKO1 107 100874 training NKD1 D4/207%
20 K First Aid Books 10 75.00 76000 EA (D 0B/30/200 SUPPLIES-O NKOD1 107 100874 training NKD1 0472072
30K Resuscllalion simulators 10| 110.00| 1,100.00 EA |D 08300200 SUPPLIES-O NKD1 107 100874 |waining | NKO1 047207
K MO 107 instrue =
K MNEDT 107 instrue: E
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Release Strategy %2| instructor01 R instructordt v | D
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Procurement services will create the purchase order once all approvals have been obtained. Any
rejected line item will need to be deleted from the requisition so that the funds are available in the
budget. Otherwise, the funds will continue to be encumbered for the funds center.

Refer to the Quick Reference Card for Deleting a Purchase Requisition at PRISM.nku.edu for
step-by-step instructions for deleting a line item. Fl users are encouraged to take the monthly FI
trainings to fully understand the SAP system and FI business processes at NKU.
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