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Approvals viewed on a Purchase Requisition
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Buyer Approval is required for: vendors who do not accept electronic orders and orders placed on your behalf with use of your credit card:
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[bookmark: _GoBack][image: ]

From Leigh Penn, when you use the Gold Card, Lpenn will typically look for the contract number within the PR prior to approval.

Approval Overide for TSRC Contracts and message is auto printed in Comments section:
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Approvals for eVA Change Orders follow the same path. When editing the change order, add information into the Comments section to let the Approver know what has changed. Change orders are usually manually entered into Banner by TESS dept due to different manners of handling version changes.

[image: ]PO Version numbers do not feed in2 the download.  
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UTube video on entering Change Orders: https://www.youtube.com/embed/9Tof0XZEylQ?rel=0

Questions and Comments??
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When Requisitions are Denied….
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Purchase orders requiring edits are Denied in eVA by the respective Approver and returned to the buyer.  Approvers use the Comments section to provide guidance: 
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When an order is Denied, 
Users receive notification via Outlook.  Once logged into eVA, you will be on the landing page or land on the Portal. Once on the requisition,  scroll down to view Comments for guidance on edit requirements.  
[image: ]
Choose Withdraw to retract and delete or save the order for later (maybe the devil made you do it), or Edit to adjust and resubmit for Approval.
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Arin denies all the time for the following: Incorrect Fixed Asset Code, 7 expense code incorrectly, lack of descriptions,….
Because we are working in two systems, our Banner, which is version 9, can create multiple problems across the various departments in Business and Finance if we are not careful with data and reporting needs.



Outlook Notifications
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Login to eVA and land on the eMall Summary Tab….sometimes.  Other times I would land within the Portal then navigate to the eMall.
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Summary Tab Comments
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When navigating in the eMall, scroll down to window titled Requisitions Submitted this Month in Denied Status
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 Requisition Tab views:
Approval Flow Tab
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History Tab
[image: ]


		When we come back, Glenda the good witch will provide a few treats..
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Order No. EP3013794-V2
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Comments:

Line
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CONFIRMING ORDER; DO NOT DUPLICATE

Edited account code for line tem one to match descrption in comments

Invalid fund # (P.Tagger)

‘Online education gaming platform for the professor to use in classroom for students to learn Cabinet approved IT approved #TICK: 120409 Already paid vendor with SPCC 1111-205310-712225-10110

'SPP exemption B10 s applicable to this purchase.
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PROD Ariba Q
Notfication: PR2990777 -B...  12:43PM
PR2990777 - BUG Demo was
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PR2990777 - BUG Demo was denied by Kishpaugh, Melva,

o view tis reques inthe eVA EMall o your computer, ik here)
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PR2990777 - BUG Demo

‘These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request. Review your request and

Status: Denied

(

[y J o J o]

m Approval Flow

Orders.

Receipts

History.
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Comments m

Visible to Supplier Mark as Proprietary and Confidential (This checkbox does not apply to approvers)
Kishpaugh, Melva  This order does not contain an adequate description of the goods or services being ordered No No

£ create an effective purchase order. Remember that orders should be placed at the point

of contact with the vendor, not when an invoice has been received.
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» Date Created ¢ Status Title Total

PR2950777 2/11/2009 Denied BUG Demo $100.00000 USD
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Legend: [ Denied

PR2990777 42| —[E] Kishpaugh, Melva (A215-QMGT) ™ Approved
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Summary | Approval Flow __ Orders | Re

Date User Real User. Action Summary.
Mon, 19 Oct, 2020, 12:42 PM Kishpaugh, Melva Kishpaugh, Melva Denied PR2990777 denied. Comments .

Mon, 19 Oct, 2020, 12:16 PM Chapman, Vickie Chapman, Vickie Submitted PR2950777 submitted for approval.
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Session Session Name & Date Word Share
Number
1 Systems Overview Cardinal- 7 across
Tuesday, Sept 8 10 AM MyTime-12 down
2 Small Purchase Procedures Small Purchase Procedures-16
Wednesday, Sept 23" 10AM across
3 UMW Finance V SPCC Charge Card & Funding Sources | SPCC-15 down
Tuesday, Oct 6% 11 AM Gold Card-5 down
Fund Sources-14 across
4 Information Required on a PO Encumbrance-1down

Wednesday, Oct 14t 11AM
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Requisition Approvers

Roason Approver (Rols) Approved By Approve DatarTime
Expenditre approver must approve(40) A2150MGT Defomard, Tracy Thu Oct 01 13:47:10 2020
Account Code Approver must ApproveAccount Code Approver must Approve(50) A215-Fixed Asset Approver Dosrler, Arin Thu Oct 01 15:43:53 2020
Dol 1 Approver must approve(60) A215Budget Taggen, Pamela FriOct02 092625 2020

Dollar 3 Approver must approve(80)

A215-Director of Purchasing

Kishpaugh, Melva

Tue Oct 06 16:16:24 2020
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Requisition Approvers

Roason Approver (Role) Approved By Approve DaterTime.
Expenditure approver must approve(40) A215-QMGT DeBernard, Tracy ‘Tue Oct 06 12:58:31 2020
Purchase order must be manually printed and sent to vendor(99) Carter, Pamela Carter, Pamela Wed Oct 07 08:06:20 2020
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Requisition Approvers

On behalf of notification(10)

Bezdan, Rebecca

Reason Approver (Role) Approved By Approve Date/Time
Ounerof the Peard must approvel(s) Bezdan, Rebecca Bezdan, Rebecca Wed Sep 30 16:37:54 2020
Expendiure approver must approve(40) A215QMGT Fare, Lindsay Wed Sep 30 16:42:35 2020
Account Code Approver must ApproveAccount Code Approver must Approve(50) A215-Fixed Asset Approver Dosrler Arin Thu Oct 01 07:45:39 2020

“Thu Oct 01 07:45:40 2020
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Line

Comments:

A215-QMGT was removed from the approval due to the contract approval override for UVA1507501




