Tyler Topic: Workflow Approvals

Any items waiting for approval (like Purchase Cards, Invoices, Purchase Requisitions, etc.) that are
available for your approval will all be included under the Approvals tile on the Munis Landing Page. The
below shows 295 items for approval.

Munis Landing Page

i

Approvals

295

Notifications

1) Click on the Approvals tile and the below screen will come up showing the individual items for
approval. The dropdown options at the top allow sorting by Process Codes or Dates. Otherwise,
Approvals will be sorted alphabetically by Process Code, then by date from most recent to least recent.

Approvals

l All Process Codes - All Dates

- ‘ APC: AP Purchasing Card Statements Pending Approval [P

Select all Refresh

APC: AP Purchasing Card Statements Pending Approval

kO 523

APC: AP Purchasing Card Statements Pending Approval

APC: AP Purchasing Card Statements Pending Approval
o Sl

O APC: AP Purchasing Card Statements Pending Approval

(07298)  wed Mar 29 2023

Reason
' Not available

3/20/2023
3/28/2023 Card

¥ SHERRI DANELSON
3/22/2023 60604

2

3/20/2023

¥ $318.00
3/15/2023 "
3/14/2023w
3/2/2023

2). Click on an item and hit the square in the upper right corner to go to the detail screen. In this
example, the Process Codes were sorted for APl (Accounts Payable Invoice) so it will take us to the
Invoice Entry screen to review the entry (including the attachments in TCM).

Approvals

Al Process Codes

[ 1 option selected < ‘ ‘ All Dates

- ‘ API: Invoices pending approval XXX

©

API: Invoices pending approval XXX
$0676.09 - ATHLETIC FIELD MARKER

O API: Invoices pending approval XXX
$4.96 - PEPPERRELL PONY BEAD LACING CONNECTORS

O API: Invoices pending approval XXX
$285.91 - ARSENAL WINDOW CLEANER

API: Invoices pending approval XXX
$957.60 - PAYMENT FOR MARCH 2023 BALLET CLASSES

O API: Invoices pending approval XXX
$1,757.00 - PAYMENT FOR MARCH TENNIS CLASSES

O API: Invoices pending approval XXX
$618.16 - MURIATIC ACID - MINI BULK

API: Invoices pending approval XXX
$127.34 - JANITORIAL SUPPLIES

(7271) Wed Mar 29 2023

3/29/2023 ' amount of this invoice is greater than the threshold -999,999,999.99
3/29/2023 endor N
484
3/29/2023 HORIZON
1X278120
3/20/2023 ——
30501
3/29/2023 THLETIC FIELD MARKER
3/29/2023
3/29/2023




3) Click on the Attach Paperclip icon to review the attachment in TCM. Based on if the invoice was
entered correctly, the actions can be taken from the buttons at the bottom of the screen.

":ﬁ-. Invoice Entry [City of Fairfield ~CA | TRAIN | 03/29]

dre 0
Terme
CITY OF INDUSTRY CA 91716-8248
Document * 31565
Invoice * 1X278120 Description
Gross 576.09 Swatus 1 0501
Work order
Discount date Disc basis 00 CHECK RUN Work order task
Discount % 000 Dizcamt 00 Allocation
7¢ Requisition
Sovcilbandling - (S vitnholding (o)
Accounts Line ltems
Line | Org Object Froj Fo Iny amount | 1099 A | Description Bud | Work order
1 10130501 8319 576.09 N ATHLETIC FIELD MARKER 1
Total Amount 576.09  Payment Amount 576.09

Last Change

McCockran-Lester, Ladaija RELEASED this invoice on 03/20/2023 a1 19:23:45

Workflow

[y approvais Q[ Approve [ Reject J[ Forward [ Hold 1D Approvers ]

Approve: No changes needed, Approve Invoice so it moves to next step in Workflow. When hitting
Approve, the below screen will appear. A comment is Optional for this. Hit Accept.

.
& Enter Optional Comment
E

< v 9

Invoice Entry [City

airfield ~CA | TRAIN | 03/29]

Reject: Invoice has a problem and needs to be updated, this will Reject it back to the Originator. When
hitting Reject, a Comment is required to explain why this invoice is being rejected. Hit Accept.

"E::-. Enter Rejection Information

Invoice Entry [City of Fairfield ~CA | TRAIN| 03/29] > Enier Rejection Information =

Comment entry

Comment for this sstion (Required) [ WRONG AMOUNT|

Forward: Forward to a different Workflow Approver for review. This will no longer show in your
Approvals if it is forwarded. Select another user to forward this to from the drop down, and enter a
Comment as to the reason (required).



)
'-s_:-. Enter Forward Information

Invoice Entry [City of Fairfield ~CA | TRAIN | 03/29] Enter Forward Information 7

Comment entry

["mdixon - Dixon, Myles -

Comment far this action (Required) PLEASE APPROVE|

Hold: Place the invoice on Hold for further review. A comment will be required for this action as well.

'-:'5-. Enter Hold Information

Invoice Entry [City of Fairfield ~CA | TRAIN | 03/29] > Enter Hold Information > #°

Comment

Comment for this action (Required) [ NEED MORE INFO ON CHARGE]|

To remove this Hold, Click on Release Hold. Do this before Approving an Invoice that had been
previously placed on Hold.

Workilow

[ My Approvals ][ Approve Il Reject H Forward QL Release Hold JD Approvers

Approvers: Hitting this button will show all the Workflow Steps, including who has already approved the
invoice and who will be approving at the next steps, as well as any comments entered by previous
Approvers.

Workflow

[ My Approvals ]l Approve ” Reject J[ Forward ]I Hold G[ Approvers D
"::E'. Work Flow Status

Invoice Entry [City of Fairfield ~CA | TRAIN | 03/29] Wark Flow Siatus
QOriginatol
Nme Commant

McCockran-Lester, Ladaija

Approvers’ comments

Hame Actiontaken date | Action take( Action Commant

Weihe, Kristan 04/03/2023 16:43 Held NEED MORE INFO ON CHARGE
Steps

Step Status Activated Date Activated Ti

- 35 Complete (Approved)

« By source business rule - Any Group Complete
Phillips, Stacy Complete 03/29/2023 16:25
- 60 In Progress

= By source business rule- Any Group Current

de Guzman, Julie 03/29/2023 16:25
Weihe, Kristan 03/29/2023 16:25
Dixon, Myles 03/29/2023 16:25
Rendon, Ruth 03/29/2022 16:25

Gangnay, Tenzin 03/29/2023 16:25



4) After Approving the invoice, the Close X button can either be clicked in the top left corner to go back
to the Approvals tile, or more invoices for approval can be viewed using the arrows at the bottom of the
screen to move to the next record. This shows there are 271 total invoices currently waiting for approval
for this approver.

Workflow

My Approvals ] Reject P Hol :}Appmve!s
: Line number
Sofart. ¢ ¢ >

5) If the Close X button is used, the main Approvals screen will come back up. Click Refresh in the top
left corner to see that record disappeared from the available Approvals. This will also wipe out any
Sorting that was done by Process Codes or Dates.

Approvals

— All Process Codes
1 option selected -

Select al( @

6) Items can also be Approved/Rejected/Held/Forwarded from the main Approvals tile using the button
below (not recommended as it does not show a lot of detail on the item).

Approvals
— All Pracess Code:
‘ 1 option selected - Al tes -
Refresh | (1/270)
rw
API: Invoices pending approval XXX 3/29/2023 .

$4.96 - PEPPERRELL PONY BEAD LACING CONNECTORS

API: Invoices pending approval XXX 3/29/2023

U $285.91 - ARSENAL WINDOW CLEANER

0 API: Invoices pending approval XXX 3/29/2023
$957.60 - PAYMENT FOR MARCH 2023 BALLET CLASSES

0 API: Invoices pending approval XXX 3/29/2023
$1,757.00 - PAYMENT FOR MARCH TENNIS CLASSES

0 API: Invoices pending approval XXX 3/29/2023
$618.16 - MURIATIC ACID - MINI BULK

API: Invoices pending approval XXX 3/29/2023
$127.34 - JANITORIAL SUPPLIES

0 API: Invoices pending approval XXX 3/29/2023
$8,278.77 - JANITORIAL SUPPLIES

Gppmve ‘ Reject H Forward H Hold ‘

7) Go through all the items in the Approvals tile periodically to keep things moving in Workflow. Below
are examples of the other common Approval items and how to Approve them from the detail screens
(see Step 2).




Requisitions: After reviewing the Requisition, click on the Actions/Approvers Stoplight Icon.

'-;.'\. Requisitions

Requisition: 2023

i, Bunch, S

- Requisition
Vendor Quotes (0)  General Notes (0}

Fiscal Yea mbes

2023 =]
Department*

(25103) IT ENTERPRISE BUSINESS SYSTEMS -~ View

Select the from the options listed, enter any Comments in the Comments box, and hit Save. This screen
will also show you the approvers at all the other steps in the workflow.

Workflow Approval

Steps REQ
? Step10- Approvers (4

> St Approve
o5 Approve e
> Approve
) Reject
v

O Hoid
Y de Guzman, Julie [f4 Relzase Hoid

D Weihe, a Forward

@ Card

Purchase Cards: This looks very similar to the Invoice Approval, with the Available options at the bottom
of the screen.

Purchase Card Statements [City of Fairfield ~CA | TRAIN | 03/29]

3 Dispute Comments

Import Date Vendor Deseription

02/17/2023 02/28/2023 AWWA.ORG AWWA PUBLICATIONS / M52 WATER CONSERVATION PROGRAMS 202.50
02/17/2023 02/28/2023 AWWA.ORG AWWA PUBLICATIONS/FILTER EVALUATION PROCEDURES FOR GRANULAR 11550

Workflow

My Approals | Approve [ Reject ) Forward [ Hold 1 Jnpprovers |




