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How to View and Action a My Requisition Approval

This procedure outlines the process of how to view and action a My Requisition approval.

a) View and Action an Approval directly from your JCU Outlook Email (pages 1 to 3)
b) View and Action an Approval from your CiAnywhere My Workflow Inbox (pages 4 to 10)

c¢) How to Delegate your Approvals before commencing planned absences (pages 11 to 15)

View and Action My Requisition Approvals from your JCU Outlook Email

1. When a user clicks Submit for Approval for a My Requisition which requires your approval, an automatic
email will be generated to your personal JCU email address from sender myrequisitionapproval@jcu.edu.au.

MyRequisition MRPU,/0200004969 has been added to the JCUA_SK resource pool

T

Comments made by the last person
F— to review the My Requisition

You have been assigned task Financial Approval

This My n has been o you for app Please reler below lor details. —

The mest recent comment was: Good to go - Procurement —

Please choose one of the following options J Email Approval OptiOnSI
« Approve S * Approve
+ Decte — —— i —1i — 0@

S ¢ Decline

== JAMES COOK
= UNIVERSITY

MY REQUISITION

UNAPPROVED

Requisition r0004%E0

[p— Name of person requesting
i —— ~__ the goods or services
Riequitition Total N
Supplier Purchase Request
Prockat Crsantity Uit Haene Ui Aot
Details of the product or services being k
requested
e Supplier Purchase Request — request for

Toal “sn goods or services directly from the Supplier
[ — ¢ Uni Store Stock Request — request for
Prosket ity Unit Hame e At goods from the University Stores inventory

Total 2030
Comting Sumemary .
i — p— ‘ Details of how the
i requested products or

E — services have been coded |
Total 4672 ' Link to view the submitted My\

Requisition from within your
e —— Workflow Inbox

To view this in Ci Anywhere, click hars, ————— — m— —

TREAREEFFONE CONME COMnIton IV TOTLK]


mailto:myrequisitionapproval@jcu.edu.au

Please Note — Email approvals via smart phone or tablet

To ensure you are able to perform email approvals via smart phone or tablet correctly, please use one of the following
options:

a. JCU Staff Outlook Web App
i. Login to the JCU Staff Outlook Web App on your smart phone or tablet -
https://outlook.office.com/owa/?realm=jcu.edu.au

b. Outlook App
i. Download and install the Outlook app from the Apple or Android Store onto your smart phone or tablet (if
you do not already have this installed)
a. Setup your JCU email account - https://www.jcu.edu.au/information-and-communications-
technology/connect/email/email-setup-for-mobiles

Approval Options:

a. Approve

i. If youwish to Approve the My Requisition from your Outlook email, click on the Approve link

Action ltems

You have been assigned task Financial Approval

This MyRequisition has been assigned to you for approval. Please refer below for details..
The most recent comment was: Requisition good to go.

Procurement Team

Please choose one of the following options:

ii. An Approval Command email will be generated to send back to the My Requisition system. To
finalise the approval, click on the Send button

Note — Do not make any changes to the email, including email recipient or body text

7

\ From - Melanie Chappel
[ Ta.. myrequisitionapprovaltest@jeu. edu.au
{ Ce.
Bee.
Subject MyRequisition MRPU/0200004397 has been added to the 142_2M resource pool

The following commands will be sent to TechnologyOne Connect for processing. Review the details below the line and then send this email.

#BPM
#Action Approve
#Comments

TechOneConnect Conversation [6TWH7EOIAH]

If you have performed this in error, simply delete this draft email and review the original response to try again.



https://outlook.office.com/owa/?realm=jcu.edu.au
https://www.jcu.edu.au/information-and-communications-technology/connect/email/email-setup-for-mobiles
https://www.jcu.edu.au/information-and-communications-technology/connect/email/email-setup-for-mobiles

b. Decline

i. If you wish to Decline the My Requisition from your Outlook email, click on the Decline link

Action Items

You have been assigned task Financial Approval.

This MyRequisition has been assigned to you for approval. Please refer below for details..
The most recent comment was: Requisition good to go.

Procurement Team

Please choose one of the following options:

. i aAal
+| Decline

c. An Approval Command email will be generated to send back to the My Requisition system. To
finalise the decline, click on the Send button

Note — Do not make any changes to the email, including email recipient or body text
¢

{ From = Melanie Chappel

[ To... myrequisitionapprovaltest@jcu.edu.au

Subject MyReauisition MRPU/0200004397 has been added to the 142_2M resource pool

The following commands will be sent to TechnologyOne Connect for processing. Review the details below the line and then send this email.

#BPM
#Action Decline
#Comments

TechOneConnect Conversation [6TWH7EOIAH]

If you have performed this in error, simply delete this draft email and review the original response to try again.

View requisition details and action approvals online

i.  If you wish to view more of the My Requisition details from your CiAnywhere Workflow Inbox, click
on the click here link at the bottom left of your automated email

Costing Summary

Ledger Code Account Number Exclusive Inclusive

00 1420.11100.0001.8439 B8363.64 9200.00

(1] 1420.11100.0001.8130 2.85 3.14
Total 9,203.14

To view this in Ci Anywher

TechnalagyOne Connact Conversation [ETWHTEQIAH]

ii. Forlogin and detailed approval instructions, refer to next steps starting on page 4 “View and Action
an Approval from your CiAnywhere My Workflow Inbox”



View and Action My Requisition Approvals from your CiAnywhere My Workflow Inbox

3. Loginto Ci Anywhere by entering in your Login ID in the User Name field and enter your usual PC login
password in the Password field then click on Log on.

Ci Anywhere

Any device. Any where. Any time.

Log on with

Or log op with your user name

‘ User name ‘

Password
-

Keep me logged on

4. From the Home page, click on the My Workflow tile.
s = Search Ci AnyWhere . Melanie Chappel + +«}»

Home | me

My Purchase Orders My Requisitions

. Melanie Chappel v  +}+

E

My Workflow Inbox Melanie Chappel ~

Options X

#~ (Categories

IMPORTANT

AS5IGNED TO ME
nbox

RESOURCE POOLS

PHMVS up to $50k [ 1 ]

OTHER




Submitted My Requisitions will appear in your resource pool workflow inbox descending from most

My Workflow Inbox

PHMVS up to $50k (1 of 1)

! @ (1) TISSUE CULTURE FLAS... - AUD7,887.30

summary
MyRequisition: Financial Approva
With Pool: PHMVS up to $50k Task to Perform
From: Melanie Chappel TODAY, Financial Approva
From

Melanie Chappel

Received
11-Feb-2015 07:12:27

Latest Comment
Hi PHMVS Approver,

Cheers

current. To view a particular My Requisition, click on the item listed on the left hand side of your screen.

(1) TISSUE CULTURE FLASK 270ML ... - AUD7,887.30

This supplier isn't where we'd normally get our stocks from, but |
notice that the price is much cheaper in this catalogue.

oe Bloggs (Melanie Chappel, 11-Feb-2015 07:12:27)

Melanie Chappel ~

Workflow item Sections Information:

a. Summary

summary

Task to Perform
Financial Approva

From
Melanie Chappel

Received
11-Feb-2015 07:12:27

Latest Comment

Hi PHMVS Approver,

This supplier isn't where we'd normally get our stocks from, but |
notice that the price is much cheaper in this catalogue.

Cheers

oe Bloggs (Melanie Chappel, 11-Feb-2015 07:12:27)

i. Tasks to Perform

A brief description as to why you are receiving the My Requisition for approval

ii. From

The full name of the staff member who has created and submitted the My Requisition.

ili. Received

The date and time the My Requisition has been received in your resource pool workflow inbox.

iv. Latest Comment

This is text entered by the My Requisition submitter (the ‘From’ staff member) as a means to add any
additional comments or narrative about the request upon submission of the My Requisition.




b. JCU MyRequisition Workflow

l JCU MyRequisition Workflow I ~

UNAPPROVED

KN

My Req for PHMVS Requisition 0200000568

Reference PHWMVS Consumables
Date Issued  70-Feb-2015

Date Required Feb-2015
Requisition User JC205010

Unit
Product Quantity Name Line Amount
TISSUE CULTURE FLASK 270ML CANTED HEC 30 carton TEET.20
Total 7,887.30

i. Document View
This image is what is termed the ‘Natural View’ of the My Requisition request. The information
contained on this document makes up the bulk of what will be produced on the final Purchase Order
to the supplier. The document gives the Description of what submitter is wishing to purchase, the
Quantity and the Amount (Inclusive of GST), both for each item being requested and Total of all
items.

ii. Expand
The Expand icon will appear at the top right of the section anytime the approver hovers over the
document. This allows the approver to view an enlarged view of the My Requisition document.

c. Details

:

Requisition Date
10-Feb-2015

Date Required
11-Feb-2015

Priority
MNormal

Purchasing Location
MyReq Purchasing

Purchase Lines

TISSUE CULTURE FLASK 270ML CANTED NEC 7,887.30
LIVINGSTOMNE INTL PL 7.170.27 (EX)
Quantity 30.00 Unit Name CARTON

DISSECTIONS Bl CO ENTS B

Dissection Summaries

2111.11100.0001.8430 7,887.30

015A - Public Health &. PHTM Gen Op. Operating. Consumables - L. Division of Tro. College of 7.170.27 (EX)
Publ. Academy Divisio




i. Requisition Date
This is the date the My Requisition was created by the submitter. This is not the date the My
Requisition was submitted for approval.

ii. Date Required
This is the date that the submitter has requested that the full order be completed by.

iii. Priority
This is the Priority level the submitter has indicated that the full order be given. Choices for this
selection are Normal, High, Urgent and Emergency.

iv. Purchasing Location
This field will always show a location of MyReq Purchasing.

v. Purchase Lines
This area sets out the details of the items being requested, including the Description of the items, the
Supplier name, the Quantity and the Amounts (Including and Excluding GST).

vi. Dissection Summaries
This area gives the account information (including the account description) the items have been
requested to be expensed to.

d. Attachments

l Attachments (1)

MyRequisition

i
4

I'd

e
A~ | My Requisition Attachment.pdf

Workflow Item

:

i. MyRequisition
This is where the submitter has added attachments prior to submitting their My Requisition. These
attachments are generally supporting documentation for the purchase request and it’s not
mandatory to add attachments. To view the contents, simply click on the name of the attachment.
You may also drag-and-drop additional attachments of your own, however attachments in this area
are generated along with the final Purchase Order and automatically forwarded to the supplier.

ii. Workflow Item
This is where the Approver has an opportunity to add additional attachments or notes if required.
The Approver can either drag-and-drop or use the Add icon to add Files, Notes or a URL.



e. Process View
Process View gives the approver a step-by-step listing on the workflow details of the submitted My
Requisition. A step highlighted in orange show where the approval is currently sitting within the
workflow. There may be more information to be viewed after the completion of each step by clicking on
the Information icon (if present) at the top right of each step.

Process View ~

Submit Requisition Melanie Chappel 18 €

Created (D 15:11:50 m 11-Feb-2015
Melanie Chappel

Assigned to Melanie Chappel (© 15:11:50 r:| 11-Feb-2015
Melanie Chappel

Submit for Approval (@ 15:16:28 m 11-Feb-2015
Melanie Chappel

B Hi PHMVYS Approver, This supplier isn't where we'd normally get our stocks from, but | notice that the
price is much cheaper in this catalogue. Cheers

Financial Approval PHMVS up to $50k

Shorten Sup Name
Send Purchase Order
Approve Notification

Process Completion

f. Workflow Information

[Workﬂow Information ] ~

Item
243

Due

12-Feb-2015 15:16:28

Age

16 hours

Process

JCU MyRequisition Workflow
Resource Pool

PHMVS up to $50k

MyRequisition Keys
MRPU/0200000597

Originator
Melanie Chappel

i. Item
Every My Requisition submitted for approval is given an item number starting at number 1.

ii. Due
This is the date that the submitter has requested that the full order be completed by.

iii. Age
The age in hours from when the My Requisition has been received into the Resource Pool Workflow
Inbox for approval actioning.

iv. Process
The workflow process that the My Requisition is following through the system.

v. Resource Pool
The name of the Resource Pool that the workflow process is currently sitting with for approval
actioning.



vi. My Requisition Keys
This is simply the Purchasing Location combined with the My Requisition Number.

vii. Originator
The full name of the staff member who created and submitted the My Requisition.

9. Approval Options:

a. Approve

i. If, after reviewing the My Requisition details, you wish to Approve the expenditure, click on the
Approve button at the top right of the screen.

My Workflow Inbox Melanie Chappel ~ «

3

(1) TISSUE CULTURE FLASK 270ML ... - AUD7,887.30

ii. Insert any comments you wish to add (not mandatory) in the Comments field, then click on the
Submit button at the top right of the screen

My Workflow Inbox

(1) TISSUE CULTURE FLASK 270ML ... - AUD7,887.30

This will complete the current task Financial Approua_l. The next task is: Shorten Sup Mame

Comments

fyou wish, you may enter comments within this field. The
comments within this field do not get printed on any generated
documents, but are simply saved within this My Requisition to be
viewed at any later time for reference

b. Decline

i. If, after reviewing the My Requisition details, you wish to Decline the expenditure, click on the drop-
down button at the top right of the screen and choose the Decline option.

l Decline l

Save Attachments

(1) BioCision CoolCell LX - pink - AUD10,098.00

summary Open MyRequisition -




Insert any comments you wish to add (not mandatory) in the Comments field, then click on the

Submit button at the top right of the screen

My Workflow Inbox

(1) TISSUE CULTURE FLASK 270ML ... - AUD7,887.30

Comments

If you wish, you may enter comments within this field as to why
the request has been rejected. Rejecting a My Requisition will

simply send the request back to the submitter where they may
either re-submit with updated details or leave the request as nul
and void

equisition

10



How to Delegate your Approvals before commencing planned absences

The JCU Financial Delegation Policy relates to a position, not to the individual in that position. If the

individual holding the position is absent, the power may be exercised and the duty performed by an
individual acting in the position.

For an individual to be formally acting in a position, the request must be lodged with Human Resources. It
is recommended that the request be lodged one week prior to the absence commencing to ensure that
the relevant systems are ready in time of the absence.

For more information on the Financial Delegation Policy, please follow the link below:
https://www.jcu.edu.au/policy/procedures/university-delegations/financial-delegations-management-
procedure

1. To formally lodge a Request to HR to provide an individual Acting Financial Delegation, click on the
JCU ServiceNow icon found on the Desktop.

JCU

senficeMow

2. Once logged into ServiceNow, select Log a new HR Request and then select Appointment

= Uiy | Service Management Suite

Welcome: Glen McGregor

Self-Service

HmHR Catalog
17 Homepage

kg
Position Establishment
ifLog a new HR Request ) "

Raise a request to have a new position created or an existing position changed or
s ended.

Y7 Open IT Jobs
ﬂTPending IT Jobs
1< Closed IT Jobs x Recruitment and Selection

Submit your request to advertise and also seek advice on appropriate selection
tools and methodologies.

i\-TMy HR Requests
Y.\.TMy Closed HR Requests

A Y Appointment
Submit a request for appointment

Salaries, Superannuation & Salary Packaging
For any requests or enquiries relating to salary, superannuation or salary
packaging

11


https://www.jcu.edu.au/policy/procedures/university-delegations/financial-delegations-management-procedure

3.

From the Appointment Screen, select Request for Higher Duties Allowance

e JAMES COOK

AusTRALIA

b4

Self-Service

g Homepage

17 Log a new IT Job

Y7 Log a new HR Reguest

= Onvisiy | Service Management Suite

Welcome: Glen McGregor

77 Open IT Jobs
Y7 Pending IT Jobs
Y7 Closed IT Jobs

77 My HR Requests
Y7 My Closed HR Requests

[EI Request for Higher Duties Allowance

Q-

[3 HR catalog > Appointment

A Appointment

Submit a request for appointment

Items

H Appointment
Appointment

Submit a request for Higher Duties allowance

Form

From the Submit a request for Higher Duties Allowance screen, click on the link Request for Higher Duties

== JAMESCOOK

AUSTRALIA

Welcome: Glen McGregor

7

Self-Service

¥f Homepage

Y7 Log a new IT Job

Y7 Log a new HR Request

= Unversiy  Service Management Suite

-

2 HR catalog > Appointment > Request for Higher Duties Allowance

Submit a request for Higher Duties allowance

Thi Eequest for Higher Duties Form}weeds to be completed and approved in full prior to prior to submitting via HR
Se

o,

Click [ here to add the completed form.

5. Complete the Form and have the form signed by a Dean, Director or equivalent. A key aspect of the form is
the Acting Options which are:

Higher Duties — Acting staff member to undertake work at a higher level for a continuous period will be

paid at the higher level.

Financial Delegation — Acting staff member to have the authority of the position to approve financial

transactions (including My Requisition Approvals) as per the financial delegation register

12



Request for Higher Duties & Financial Delegations
Human Resources Directorate

Higher Duties Allowance Guidelines
Higher Duties is paid in accordance with Schedule 2 of JCU Enterprise Agreement 2013-2016

Professional and Technical Staff
« HEWL 2 io HEWL 8 sialf: musi be for & confinuous period of at beast § warking days and is paid as the difference bebaeen he
salary of the persan perfanming the higher duties and the st incremental paint an the higher level,

= HEWL 10 staft: must undertakes work al a higher level for & cantinuous period of more than 10 working days and is paid as the
difference betwean (he stalf meamber’s ordinary rate and ihe ordinary rate of the pesilion lemporasily filed an a proportionale basis

Academic Staff
® Work performed al a higher level for a cortinuous period of mare han 20 working days and is paid 8 the higher kevel.

Mote: Higher duties arrangemenls do nal dles superarnualion arangements.

Staff Member Detzils:

Name Joe Blogs Empioyes Mumber 12345

“If tihe subatantive poaiton (s 10 be vacand for Mis perod and Mere @ subordinale 2aff or casusl stalf reparing fo e substamive postion, please
eniELTe & dalegation has been sefup for hts pesod in Y HR Onlina

Please selact from the options below

Higher Dufies and Financial Delsgation: DHL}MM;MJFH’EM&ID&WD Financial Delegation Onfy:

Period of Acting Appointment (wate: Aztisg agosintmanrs shous gasorally nat ba far Janger thas T moaths, reler i RAS Sear Fractive Guide).

From [1-Jen-Z016 | To |31-Jan-2l:l‘|E |

Details of pasition to be replaced:
Mame of staff member being temporarily replaced P'" Smith

Pasition Mumber FDDDD' 235 |
Puasifion Tida lLurec!nr. Callege Operations J
HEWL 10 Only; Percentage of Higher Dufies payable %
Acoount Code (If different from cumrent) h,q |

Reason for Higher Duties Allowanca:

The usual oocupantis an leave []  Exiensionof eisting Higher Dues Allowance
|| Temporary amangement whie position is advertissd

|| Other: (Please specit)

Jarmiess Ciook Liniwersly | Request for Higher Duies: and Financial Dedessation v

Approval of Delegated Manager i.e. Dean, Director or eguivalent:
| approve this request.

Posi@on Titks Name Signature

Please submit form wia ServiceMow

13



6. Once the form is complete and approved, go back into ServiceNow and complete the request:
a. Attachment

Click the here hyperlink to add the completed and approved form

b. Opened for
Type the name of the person this request is being completed for. It defaults to the person logged into
Service Now but can be changed

c. Short Description
Type in a short description of why the acting request is being submitted.

d. Long Description
Type in a long description of why the acting request is being submitted.

e. Submit

Once the attachment has been added and the mandatory fields completed, click Submit to formally
lodge the acting Request to HR.

JAMES COOK

= Unvesity  Service Management Suite

AUSTRALIA

Welcome: Glen McGregor

-

g = [@ HR catalog > Appointment > Request for Higher Duties Allowance @
Self-Service Submit a request for Higher Duties allowance

W Homepage The Request for Higher Duties Form needs to be completed and approved in full prior to
17 Log a new IT Job prior to submitting via HR. ServiceMow.

W Log a new HR Request Clickﬂhejlto add the completed form.

17 Open IT Jobs
17 Pending IT Jobs
7 Closed IT Jobs

| opened for
P oo ioformation

|Joe Blogs Q, Fg

5
T7 My HR Requests | short description

77 My Closed HR Requests 4 Jebloccdiofocooation

[ Acting Financial Delegation for Joe Blogs ]

| pescription (=]

» More information

[Acting Financial Delegation for Joe Blogs ]

Submit

14



