FORT HAYS STATE UNIVERSITY
PROCESS FOR APPROVING IFAS PRS

Budget Authority or Backup Budget Authority

To change the Budget Authority or Backup Budget Authority, complete and submit the Lotus Notes
Account Changes New form.

Options 1 through 3 are for approving PRs only. If changes are needed on the PR before
approving, go to Page 4.

Three options to approve IFAS PRs

PR approval will need to be completed within two business days. An email notification will be sent
every two days until the PR is approved. If there are two or more accounts listed for the budget
authority, they will receive an email for each account and they must reply to each email or approve
the PR for each account while on IFAS.

FIRST OPTION — Approving PRs through Lotus Notes Email — On Campus

Step 1. Review email notification from sgwfp@fhsu.edu in Lotus Notes Inbox.

Email message will contain:

A. Instructions for approving the PR
B. Detailed information about the PR
C. History of the approval cycle

< sgwip@fhsu.edu To |agregg@fhsu.edu
07/18/2008 03:53 Ph cc
hee

Subject \WORKFLOW/ACtion PR_APRY created by

WORKFLOW Information

To approve this, simply reply and type Y, YES, or OK in the first line.
To reject this, reply and type N or NC in the first line.

on subsequent lines, you may type up to 255 characters of comments.
Please include this message in vour reply for correct processing.

Description:

Purchase Request# = MT70441

Purchase Order# =

PR Totals = 5455.00

Requested By = Gloria Pfeifer

Request Date = 7/18/2006

Entry Date = 7/18/2006

Vendor Name = VONLINTELS REFINISHING INC

Ttem# Quantity Price Item Total Description split Amount
Kev(s) Object (s} Project{s] Percent

oool 1.00 5455.00 5455.00 Resurface Wood Floors CH Hall

gBgeE0e88EE 59999
PR Notes

Print After Notes

Resurface Wood Floors in Cunningham and
Gross Coliseum. 2006 action plan #J
HHPATH 0Z J06& Charged to Acct. #114201.

History:

Who 1 Gloria Pfeifer
gtatus : Yes

When : 7/18/2006 3:50:35 PM

User=AGREGGE

Model=PR_APRV

Activity=AZ 0728
Key=140608C4-07B2-4AD3-B52D-8CECEALIDRFOF
Version=15

Revised 06/30/2010



FORT HAYS STATE UNIVERSITY
PROCESS FOR APPROVING IFAS PRS

Step 2. Select Reply with History
A. Type in ALL CAPS a Y, YES, or OK, to approve the PR
OR
B. Type in ALL CAPS a N or NO to deny the PR
C. Hit Enter after the Y or N to add additional comments

| Rachel DepenbuschiFHSU To [sowip@thsu.edu

\

| * - 04/18/2004 01:42 P o | ‘
e | \

\

Subject |Re. WORKFLOWIAction PR_AFRY created by NUSER

t -
| T E
| ‘Thls purchase is acceptakle

w sgwip@fhsu.edu

!

1 sgwip@fhsu_edu

| g 04/15£2004 01:39 Ph To [rdepenbu@thsu.edu
| D |

{

{

{

Subject IWOF{KFLOWﬂAcﬂnn PR_APRY created by NUSER

WOREFLOW Information

Please review this Purchase Requisition
(this could also be done from
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FORT HAYS STATE UNIVERSITY
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SECOND OPTION — Approving PRs through Lotus Notes Email — Off Campus

Log on to Internet Explorer and open Lotus Notes Email.

Step 1. Review email notification from sgwfp@fhsu.edu in Lotus Notes Inbox.
Email message will contain:
A. Instructions for approving the PR
B. Detailed information about the PR
C. History of the approval cycle

Step 2. Select Reply with History
A. Typein ALL CAPS a Y, YES, or OK, to approve the PR
OR
B. Type in ALL CAPS a N or NO to deny the PR
C. Hit Enter after the Y or N to add additional comments

Step 3. BEFORE submitting the email, CHANGE THE FORMAT from Rich Text to Plain Text. This
option only appears AFTER you have clicked Reply with History.

3 Message - Microsoft Internet Explorer _18]x]
m Save 4s Draft | Cancel | Priority = | Options o

#l To: Isgwfp@fhsu.edu

Plain Text Format

cc: |
boe: I
Subject: IRe: WORKFLOW/ Action PR_APRY created by AKEISWET

[Sansseit =[x B &) W W I =9 LH BHYS

|»

¥

sgufpffhsu.edu
04/16/2004 04:01 PN

Ta: mdreesi fhau. edu
co:
Subject: WORKFLOW/ Action PR_APEV created by AKEISWET —

WOREFLOW Information

Please review this Purchase Regquisition

(this could also be done from
https:/fsgl.fhsu.edu/ifas?/workflow/tasklist/default .. asp

To approve this, simply reply and type ¥, YEI, or COKE in the first line.
To reject this, reply and type N or NO in the first line.

On subsequent lines, you mway type up to 255 characters of comments.
Please include this message in your reply for correct processing.

Description:

[T add attachments:
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FORT HAYS STATE UNIVERSITY
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THIRD OPTION — Approving PRs from IFAS Website

Log on to Internet Explorer and type in the web address SG1 or sgl.fhsu.edu
Enter assigned IFAS User ID and IFAS Password.

Step 1. Open Workflow folder and select Task List

Address Ig‘] https:{{sgl.Fhsu.edufIFAST[Screens/Mucleus/Home, asp j Go Links

Favoritesy Jobsw [

[ [_] Favorites

- 2 wirkflowe

- [E TaskList (12 tems Waiting)
B2y Fas

E R L]

Step 2. Budget Authority ONLY: Click on PR from “Records waiting on your approval” on the left
side of the screen
Backup Budget Authority ONLY: Click on “include tasks waiting on role approval” for the
list of PRs waiting to be approved.
A. The right side of the screen will show history of the approval cycle and the detail of the
PR.
B. Select one of the below approval options:
1. Green Check Mark = Approve PR
2. Red “X” =Deny PR
3. Blue Arrow = To add an additional approver to the approval cycle
a. Forward = Adds an additional approver. The PR will return to the original
approver.
1. Click blue arrow
2. Select the individual’'s name
3. Click Submit
OR
b. Reassignment = Transfers approval authority to the individual selected. The PR
will not return to the original approver.
1. Click blue arrow
2. Click reassignment only box first
3. Select the individual’'s name
4. Click Submit

Notes:

1. The “Set Out of Office” can be clicked when the budget authority is going to be gone or unable to
approve PRs. Once that box is marked, the backup budget authority will receive email notification
for PRs awaiting approval.
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FORT HAYS STATE UNIVERSITY
PROCESS FOR APPROVING IFAS PRS

g Processing - Role Assignment}
4 - USER ID NAME ROLE
Model/Version: [Purchase Requisition Approval-21 = PSTUDENT Physical Plant Student .
MBARNETT Mike Barnett g
d | @ PSTUDENT Physical Plant Student '
DCUNNING Dana Cunningham wf Dir Facilities Planning B1  +#
All Pendi sks DCUNNING Dana Cunningham wf Dir Facilities Planning B1
PR PO Vend Stal Role it KHERRMAN Kathy Herrman wf Purchasing Agent 01 g ® 3
r L13785 BID PR WFPA01 KHERRMAN
M 113787 BID PR WFPAO1 KHERRMAN
13788 BID PR WFPAOT KHERRMAN Purchase Request# = L13785
r L13791 BID PR WFPAG1 KHERRMAN EESUERE GitEs S
PR Totals = 70000.00
LSES Reguested By = Physical Plant Stude
qiEWQSt Date = 11/6/2007 LILI
Cone [T T T [ @ nternet [R100% ~
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MAKING CHANGES TO THE PR BY
BUDGET AUTHORITY OR BACKUP BUDGET AUTHORITY

Log on to Internet Explorer and type in the web address SG1 or sgl.fhsu.edu
Enter assigned IFAS User ID and IFAS Password.

Select the folders PO, UP, PR or type in the Mask “POUPPR”.

Step 1. Click on the Double Arrows on the top left of the screen.

Step 2. Select Workflow to view the list of PRs awaiting approval.

Step 3. Select the PR by clicking on the PR#.

Step 4. Go to the PR on the right side of the screen to make changes. Hit Enter to save the
changes. “Record Accepted” will appear at the top of the PR.

Step 5. Under the Workflow bar, click on the green check mark to approve.

3 POUPPR - SunGard Bi-Tech - Production - Microsoft Internet Explorer

0O i B Record 1 of

PR: IR40596 PO: I l Status: Iﬁl Sec Cd: ICAR:I Apry: I Nt
Yendor | ShipTo | BillTo Reqst'd Apr/'d | Printed iDetails Blanket/Dates | Req. Codes | Misc.

lvoooossar [l Adrfocll| Byferisten Lingsl
Purchase Document W Date: 05,/ 06/ 2018 ACCBDi;n; — PO Typedp]
LJSER MODEL Contract# [ Tems: I—
KLINDSTE Purchase Requisition Approval - SALINA KS 67402 PO Total 529 82 End Use:
DRICE v Purchase Requisiion Approval - Buyer. —l
AGREGG ¥ % Purchase Requisition Approval -

[tern Mur Quantity Units ( Arnount T MUMBER Extended A

Purchase Document records waiting my approval o001 12 ADVERTISING FOR TEACEER CAF  29.82 5350612035-52240 2
FR PO 000z 0 0.00

R40561

R40598

Ra0644

R40546

R40554

DANRAL

Record 1 of 1
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