(3
7 |

. OKLAHOMA

b td Office of Management
PO~ & Enterprise Services

Viewing prior purchase order approvals in PeopleSoft user guide

Overview

This guide provides steps to view prior approvals on a purchase order (PO) in Peoplesoft. Select the hyperlink
for the most appropriate example option for your situation.

e Example 1. How to check prior approvals on the PO.
e Example 2. How to review a PO pending approvals.
e Example 3. How to review a requisition attached to the PO to see if it has been approved by CP.

Procedure

Example 1. How to check prior approvals on the PO.
a. Login to PeopleSoft. Add/Update POs
b. Select the Add/Update PO tile from My Homepage screen (Figure 1).

ORACLE'
PEOPLESOFT

Figure 1. Add/Update
PO Tile.

c. The Purchase Order screen displays, defaulting to the Add a
New Value tab (Figure 2).

Purchase Order

Add a New Value

[ Eind an Existing Value

*Business Unit {99999 Q,

“POID |NEXT

Add

Figure 2. Purchase Order Screen.
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d. Select Find an Existing Value tab (Figure 3).

(1) Enter the PO ID in the text field.

(2) Select Enter or Search to open the Maintain

Purchase Order screen (Figure 3).

Purchase Order
Enter any information you have and click Search. Leave fields blank for a list of all values.
I Find an Existing Value I ‘ Add a New Value |
+ Search Criteria
"Business Unit | = v| 99999 Q|
POID | begins with v||] |
Purchase Order Date | = v |
Posaws (= | | v
Short Supplier Name | begins with | | aQ |
Supplier ID | begins with | | qQ |
Supplier Name | begins with v/ | Q|
Buyer | begins with v|| Q|
Buyer Name | begins with v | | aQ |
o[- ] | v|
Purchase Order Reference | begins with v | | ‘
Hold From Further Processing D
) Case Sensitive

Save Search Criteria

Clear Basic Search [

Figure 3. Find an Existing Value Tab.

e. Select View Approvals at the bottom of the Maintain Purchase Order screen (Figure 4).

Sreetings! PeopleSoft version 3.2.48
[ < iy Homepoge | AddUpdate POs
Maintain Purchase Order
Purchase Order
Business Unit 40500 PO Status  Pend Appr A X
POID 4058005045 Budget SEtUs sy
Change Order 1
Copy From [ Hold From Further Processing
- Header (3
PO Date |B67312024 | suplier Sesron Doe Tl Status Valid
Backorder Status  Not Backorderad Creste BackOrder
*Supplier | OMES-L01 Supplier Details
0002000080 OFFICE OF MANAGEMENT & ENTERPRISE SVGS Receipt Status  Not Reovd
ssupptiernp o SEEICROLMAROEMENT A SHIRRCRIAE YR
“Buyer | TOEVETT Tina Dewey
PO Reference | ©'2% OMES 5D
. Amount Summary @
Header Detalls Activity Summary
PO Defaults Edit Commen's Merchandise 103.001.25
o . echan 122
Requisiions Dozument Status FreightTauMise.
¥ Astions Total Amount 102.061.25 USD
Encumbrance Balance
Notavaiasie |
Add ltems From @ Select Lines To Display @
Catalog tem Search Search for Lines w94 -
Purchasing kit Line To Retrieve
Lines ()
[5)[a] esv | e
Details || Flags | Ship TolDue Date | ‘ Statises ‘ | Hem Information ‘ | Aributes | BFQ [ Contract ‘ [ Recsiving } I
F Merchandise
Line tem Desoription POGly *UOM  Category Price handise | Status
1 M Y25 Master Service Agreement [ 10000 EA so101507 100.000.0000 100000.00| Fending o
2 s 25 Kofix Imaging License a 10000 EA 0101507 220000 Pending o
3 B SOWDODZ508 Network Cabling & 1.0000 EA B01507 1,781.25| Pending @
ﬂumwpmﬂ ' Glase Shart Al Lines Goto [ More ... -
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Figure 4. Maintain Purchase Order Screen.
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f. Select Yes when prompted “Do you wish to save the current document?” (Figure 5).

o = selectlines ToDisplay(?)

Do you wish to save the current document? (10250,345)

If you choose Yes, document will be saved and submitted for approval. The approval monitor will be displayed. If you choose No, document will not

be saved.
Ii Yes I[ No

Figure 5. Prompt to Save.

g. Select Comment History at the bottom of the View Approvals screen to expand the menu (Figure 6).

i. Select the arrow next to Purchase Order if necessary to expand the screen to show the approval
path.

Greetings! PeopleSoft version 9.2.48
‘ < My Homepage ‘ View Approvals

View Approvals

Business Unit 40500
View Printable Version

POID 4059005045 PO Status  Pend Appr
PO Total 103,961.25 USD PODate 05/31/2024
Supplier ID 0000000080  OFFICE OF MANAGEMENT & ENTERPRISE SVCS Budget Status Valid
Buyer TDEWEY01 Justification |No.justification entered by buyer.
PO Reference FY25 OMES ISD F
4

Edit PO

» Review Lines

View Comments and Attachments.

¥ Review / Edit Approvers
IT PO APPROVALS

]
v [Purchase Order 4059005045:Pending %gzx’ﬁ:;%rmenb

PO Amount Approval

Approved Auto Appmved Auto Appmved
Julia Southwick Jul\aSoumwwck JullaSoumwwck Mum le Approvers
A il zpprovr st | | ] mm‘i.,,,.upp &
s e s

Comment History

Return to Purchase Order

Figure 6. My Homepage Screen.

(1) The Comment History dropdown displays any prior approval paths for review (Figure 7).
i. Select the arrow under IT PO Approvals next to the purchase order, if necessary to expand the
path.
ii. Selecting the list item’s View History hyperlink will display the previous approval chain.
iii. You may have to review several links to verify if there was a CP approver in any path.

View Approvals

Business Unit 40500
View Printable Version

POID 40598005045 PO Status  Pend Appr
PO Total 10396125 USD PO Date  05/31/2024
SupplierID 0000000080  OFFICE OF MANAGEMENT & ENTERPRISE SVCS Budget Status Valid
Buyer TDEWEYO! Justification Vo ustfication entared by buyer. b
PO Refersnce  FY25 OMES ISD r
Edit PO 2

View Comments and Attachments
» Review Lines
~ Review / Edit Approvers
IT PO APPROVALS

m Order -Pending R g;:m"'s
ot Approa

[Approved Auln Approved. Auto Approved
Julia Soutfwick Julia Souuick s[ v JuliaSoutvick e Appmvers
v Y oo naLave sopoer Lt ¥ o 0 31 Love pprover st @ 7.CI0 Appro E
borrriret e

Comment History

Julia Southwick at 11/12/24 - 11:31 AM
View History

Julia Southwick at 11/08/24 - 6:21 PM
Miewist

Return to Purchase Order

Figure 7. Comment History.
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(2) The Approval History screen displays showing previous approvals.
i. Selecting the arrow next to Purchase Order expands the screen to show the approval path.
ii. Inthis example, the fourth tile in the PO Amount Approval path, IT Buyer Approver shows a
buyer from (090) has already reviewed this PO (Figure 8).
e Note, the title of buyer may vary (e.g., CP buyer, IT buyer, 7t" level approver, etc.). Ifin

doubt, contact your CP buyer or someone on the workflow team for assistance.
e Note, the IT CIO approver is not the same as a CP Buyer approval.

Approval History
Definition ID 00000
Purchase Order 4059005045

Approval Process  PyrchaseQrder
Business Unit 40500
IT PO APPROVALS
Purchase Order 4059005045: Approved

PO Amount Approval

Approved
o Julia Southwick
New PO 1st Level Approver List
07405724 - 7:57 AM

Auto Approved Approved

» Julia Southwick
v New PO 3rd Level Approver List
07/05/24 - 7:57 AM.

Auto Approved
» Julia Southwick
¥ e aLevl Approver List
07/05/24 - 7:57 AM

IT Buyer Approver (OK)
070724 - 351 PM

Comments

Karen Philbin at 07/11/24 - 10:52 AM
Reviewed and approved by ClO Delegate

Debbie Ives (090) at 07/10/24 - 3:51 PM
Interagency PO approved by di (090) 7/10/24

o Debbie Ives (090) |, o Karen Philbin

View/Hide Comments;

Approved

IT CIO Approver (OK)
07i11/24 - 10:52 AM

Figure 8. Previous History Display.

Example 2. How to review a PO pending approvals.
a. Select the Approvals tile from the My Homepage screen (Figure 9).

My Homepage ~

My Worklist - Detail View

ORACLE
PEOPLESOIT

Approvals

Figure 9. My Homepage Approvals Tile.

b. Select the purchase order for review. In the example below, PO 5579001567 is selected (Figure 10).

Last reviewed date 04/17/2025
Last revised date 04/17/2025

Pending Approvals

My Homepag
vie - ¥

@ A . =

1 Frchase Onder D | Remisiion
70000 LS

W Resnision '
Purchase Order
5000 USD
Purchsse Order
e LS
Purchaze Order
4309700 USD

oq 557000037 - G570 5570051667 { Dariene Salizrman (089) I

Siom
Reuie
cames
Roued
03212025
Haied

031242025 ’

Roed
eamrss
Roued
o302
Rosled
oS

Figure 10. Select Purchase Order.
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c. Select Approval Chain at the bottom of the screen (Figure 11).

Purchase Order

e
[ Heter is pending your approval
S — e o
" oo s o
e 8t St 1581 i Pt 10 PSR
 Lines
Line Number Mem Description Merchandiss Amount Sole Source Details Stotutory Exemption Details Contract Details =
1 ‘SERVICE: AdIing Services 90.00000 USD N Z:,;Lgf;:;;i::ﬁ:; ciment Cangutas & Acuaris >
I Appraval Ch >I
Figure 11. Approval Chain.
d. The Approval Chain screen displays (Figure 12). o -
(1) Select Comment History at the bottom to display additional Nc*fcsmwuncwm
rchase Order 5579001567 Pending
comments and any prior approval paths for review. Sar e path
i. If necessary, select the drop-down arrow next to Purchase P
Order at the upper left side to expand the screen to show T — ,
the approval path. © Approvec
& Approved
Darciz Gordon
H o] et prver Lt ?
Z Pending ﬂ
Mulliple Approvers
New PO Tih Level Approver List 3
¥ Comments
Darcie Gordon at 03/27/25 - 9:30 AM ‘
Additional Funds added
» Comment History

(2) Selecting View History will bring up the previous approval

chain (Figure 13).

i. You may have to review several links to verify if there was

a CP approver in any path.

Last reviewed date 04/17/2025
Last revised date 04/17/2025

Figure 12. Comment History Expanded.

Approval Chain

AGENCY |/ CENTRAL PURCHASING

~ Purchase Order 5579001567 Pending

Start New Path

PO Amount Approval
& Approved

Darcig Gordon
HNew PO 15t Level Approver List >
03427125 9:30 AM

@ Approved

Darcie Gorden
HNew PO 2nd Level Approver List >
03(27/25 9:30 AWM

& Approved

Darcie Gordon
New PO 3rd Level Approver List >
03427125 9:30 AM

Z Pending

Mulliple Approvers
New PO 7th Level Approver List

~ Comments

Darcie Gordon at 03127/25 - 9:30 AM
Additional Funds added

~ Comment History

View History

IIJan:[e Gordon at 03127/25 - 9:28 AM ‘ I

Figure 13. View History.
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(3) The Approval history (Example, Figure 14) displays the previous approvals, and that a buyer from
(090) has already reviewed this PO.
i. Ifthere is not a comment, selecting the arrow next to Purchase Order expands the screen to
show the approval path.

reetings! PeopleSoft version 9.2.48
P — | Approval History View

Approval History

Approval Process PurchaseQrder Definition 1D 00000
Business Unit 55700 Purchase Order 5579001567
AGENCY / CENTRAL PURCHASING
[ ¥ Purchase Order 5579001567 Appi

w Comments

FY25 Auditing Services and GASE 68 Audit, according to Title 74 FY25 Audit - $52,500, F24 GASB 68 - $16,500 + escalation for FY25, and extra $5,250 for election services and any ad hoc request due to legislative request. Exempt

‘ Darlene Saltzman (090} at 06/24/24 - 2:35 PM

Figure 14. Example of Previous Approval.

ii. Inthe Figure 15 example, the fourth tile in the PO Amount Approval path, the new PO 7t" Level
Buyer Approver, shows a buyer from (090) has already reviewed this PO.

iii. Note, the title of buyer may vary (e.g., CP buyer, IT buyer, 7th level approver, etc.). If in doubt,
contact your CP buyer or someone on the workflow team for assistance.

iv. Note, the IT CIO approver is not the same as a CP Buyer approval

Approval History

Approval Process  PyrchaseOrder Definition ID 00000

Business Unit 55700 Purchase Order 5579001567
AGENCY / CENTRAL PURCHASING
Purchase Order 5579001567: Approved @View/Hide Comments
PO Amount Approval
Approved Auto Approved Auto Approved Approved
‘, Darcie Gordon ¢ Darcie Gordon ‘, Darcie Gordon ‘, Darlene Saltzman (090)

MNew PO 1st Level Approver List Mew PO 2nd Level Approver List Mew PO 3rd Level Approver List New PO Tth Level Approver List
06/21/24 - 11:26 AM 06/21/24 - 11:26 AM 06/21/24 - 11:26 AM 06/24/24 - 2:35 PM

Comments

Darlene Saltzman (090) at 06/24/24 - 2:35 PM
FY25 Auditing Services and GASB 68 Audit, according to Title 74 FY25 Audit - $52,500, FY24 GASB 68 - $16,500 + escalation for FY25,
and extra $5,250 for election services and any ad hoc request due to legislative request. Exempt.

Figure 15. PO Amount Approval Path.
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Example 3. How to review a requisition attached to the PO.
a. Login to PeopleSoft.

b. Select the Add/Update PO tile from My Homepage screen (Figure 1).
c. The Purchase Order screen displays, defaulting to the Add a New Value tab (Figure 2).
d

Select Find an Existing Value tab (Figure 3).
(1) Enter the PO ID in the text field.

(2) Select Enter or Search to open the Maintain Purchase Order screen (Figure 4).
e. While in the Maintain Purchase Order screen, select Requisitions (Figure 16).

MMaintain Purchase Order

Purchase Order

Business Unit 55700
POID 5579001567
Change Order 2

~ Header (@

PO Date |0B21/2024 = Supplier Search

FINLEY & C-001

*Supplier Supplier Details
*Supnli 0000072353 FINLEY & COOK PLLC
upplierlD =" 77T soEESeSRSEsRESRemE
— s, Darlene Sallzman (190)

PO Reference Online Src From Req 5570000379

Header Details Activity Summary
PO Defaulls Edit Comments
PO Actyilis Add ShipTo Comments

Document Status

Requisitions
¥ Aclions

Add Items From (3
Calalog Iltem Search
Purchasing Kit

PO Status  Pend Appr A X
Budget Status  Valid Bom

[IHold From Further Processing

Daoc Tol Status Valid

Backorder Status Mol Backordered Create BackOrder

Receipt Status Mot Recvd

Amount Summary @

Merchandise 90,000.00
Calculate
FreightTax/Misc. 0.00
Total Amount 80,000.00 USD
Encumbrance Balance ot Available | epy

Select Lines To Display @

Search for Lines Line Q To Q Retrieve

Figure 16. Requisitions.

f. The PO Header Requisition Page displays showing any requisition(s) tied to this PO (Figure 17).

(3) Copy the requisition number to use in the next step.

(4) Return to the Peoplesoft homepage.

Maintain Purchase Order
Requisition Details -- FINLEY & C-001

Business Unit  §5700 FOID E57000156T

Requisition Details

(5(a]
Requisition Details .H.eaumergeballs 113
Line Sehed Dist Request BU  ReqID Req Req
Line Sched
. . . ss700 §5TO00037S . ;

PO Header Requisition Page x|

Help

1w View All

PO Qty Ampunt amcﬁm Req Oty Final

1.0000 50,000,000 75,000 000 1.0000

Figure 17. PO Header Requisition

Last reviewed date 04/17/2025
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g. Select the eProcurement tile from the My Homepage screen on

PeopleSoft (Figure 18).

eProcurement

i

© ©

Figure 18. eProcurement Tile.

h. Select the My Requisitions tile (Figure 19).

My Requisitions

2=

=

Q]

Figure 19. My Requisitions Tile.

The eProcurement screen displays. The screen appearance will vary, depending on your settings
(Figure 20 or Figure 21).

(1) Select Update Filters (Figure 20).

‘ Requisition Search ‘

Mo Requisitions match the filters applied. Update filters to find Reguisitions

| Update Filters

Figure 20. Update Filters.

(2) Alternatively, select the button above the Action column, if this matches your settings (Figure 21)

sreetings! PeopleSoft version 9.2.48

£ eProcurement.

My Requisitions
Requisition Search

Action

Requisition Name & Business Unit/Requisition ID < Requisition Date < Requester < Request State < Budget Status < Total Amount &
55700/5570000379

0612/2024 DGORDONO1

©  Finley & Cock

PO(s) Created Valid 75,000.00 USD ‘ » ‘

Figure 21. Alternative Screen.

Last reviewed date 04/17/2025
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j.  The Filters screen displays (Figure 22).

Filters

Cancel

Business Unit 55700 a ‘

Requisition 10| 5570000379 Q
From Date B
Requester a

Request State | A1l bul Complete v
swprers | a

Item 1D Q

Ship To Location Q ‘

(1) Enter the Business Unit in the text box.
(2) Enter the Requisition ID in the text box.
(3) Select Enter or Done.

Clear

Requisition Name aQ
PO Number Q
To Date |03/27/2025
Entered by a
Budget Status V|
Supplier Name |
Item Description

Supplier item 1D ‘

Figure 22. Filters.
k. The My Requisition screen displays.

(1) Select the arrow under the Action column to provide available actions (Figure 23).

My Requisitions

Requisition Search

E

Action pequisition Name <

Finley & Caok

Business UnitRequisition ID < Requisition Date © Requester © Request State

55700/5570000379 0611212024 DGORDONOT PO(s) Created

Budget Status <

Total Amount <

Valid 75,000.00 USD >

Figure 23. Requisition Search Screen.

(2) Select View Approval from the Actions popup menu (Figure 24).

My Requisitions

Copy

Business Unit/Requisition ID ¢ Requisition Date ¢

55700/5570000379 06/12/2024

@] view Approval

Requester & Request State ©

DGORDONO1 PO(s) Created

Figure 24. Actions Popup Menu.

|.  The Requisition screen displays.
(1) Select the Approval Chain at the bottom of the screen (Figure 25).

Creetings! PeopleSaft veraion 9.2.48

Requisition

Request for Finley & Cook
7500000 USD

& Avproved on DG202024

Summary

Business Unit 55700 Requisition ID 5570000379

Routed Date June 12, 2024 Requisition Date June 12, 2024

Requester Darcie Gardon Entered by Darcie Gorden

Approval Justification FY?5 Aucifing Services and GASE 63 Audit, sccording fo Tl 74 Y25 Audit
552,500, FY24 GASE 68 - $16,500 + cscalabon for FY25, and cxtra 55250 for
aléction Services and any ad hc request due 10 logislatve request

Budget Header Status Valid

~ More Information

View Printable Version >

~ Lines

Line Number Item Description lise A nt. Sale Statutory Exemption Details
v
1 SERVICE: Auditing services 7500000 USD N 73-715-740.8. §857A8a.

OPPRS - Fund Managors, Investment Consultants & Actuarics
OPPRS - Fund Managers, Invastmant Consultants & Acluaries

Approval Gnain 1

Contract Details

Figure 25. Approval Chain.

Last reviewed date 04/17/2025
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(2) Select the arrow under the Approve Requisitions
box (Figure 26) to expand the approval path.

Approval Chain X

Agency Approval Steps
» Finley & Cook Approved
» Comment History

Approve Requisitions

b Finley & Cook Approved

¥ Comments

Darlene Saltzman (090) at 06/20/24 - 7:07 PM

FY25 Auditing Services and GASB 68 Audit, according to Title 74 FY25 Audit -
$52,500, FY24 GASB 68 - $16,500 + escalation for FY25, and extra $5,250 for
election services and any ad hoc request due to legislative request. Exempt

» Comment History

Figure 26. Approve Requisitions.

(3) Select the Comment History arrow to review

Approval Chain X
comments and see if a CP buyer has reviewed (Figure Agency Approval Steps
27) ) » Finley & Cotl)k Approved
» Comment History
Approve Requisitions
~Finley & Cook Approved

Requires Central Purc Approval
& Approved

Darcie Gordon
Agency Buyer/CPO >
06/13/24 11:22 AM

@ Approved

arlene Saltzman (090
Buyer Assignment (OK) >
06/20/24 7:07 PM

~Comments

Darlene Saltzman (090) at 06/20/24 - 7:07 PM

FY25 Auditing Services and GASB 68 Audit, according to Title 74 FY25 Audit -
$52,500, FY24 GASB 68 - $16,500 + escalation for FY25, and extra $5,250 for
election services and any ad hoc request due to legislative request. Exempt.

» Comment History

Figure 27. Comment History.

(4) Select the list item’s View History hyperlink to

. . . Approval Chain x
display the previous approval chain.
. . . Agency Approval Steps
i. You may have to review several links to F—— Pa—
verify if there was a CP approver in any path. b Comment History
(5) The Approval history screen displays showing Approve Requisitions
. . Finley & Cook Approved
previous approvals (Figure 28).
i. Inthe example, the second name in the PO Requires Central Purc Approval
. & Approved
Amount Approval path, Buyer Assignment e s
arcie oraon
(OK), shows a buyer from (090) has already ST T 22 A ’
reviewed this PO. © Approved
ii. Note, the title of buyer may vary (e.g., CP Bayer Kssipnment (o) ;

06/20/24 7:07 PM

+Comments

buyer, IT buyer, 7th level approver, etc.). If
in doubt, contact your CP buyer or someone Dariene Saltzman (090) at 06/20/24 - 7:07 PM 7
. FY25 Auditing Services and GASB 68 Audit, according fo Title 74 FY25 Audit -
on the workflow team for assistance. $52 500, FY24 GASB 68 - $16,500 + escalation for FY25, and exira $5,250 for
election services and any ad hoc request due to legislative request. Exempt.
iii. Note, the IT CIO approver is not the same as
a CP Buyer approval.

¥ Comment History

Darcie Gordon at 06/13/24 - 10:32 AM
View History

Figure 28. Approval Chain.

Last reviewed date 04/17/2025
Last revised date 04/17/2025 Page 10 of 10



	Overview
	Procedure
	Example 1. How to check prior approvals on the PO.
	Example 2. How to review a PO pending approvals.
	Example 3. How to review a requisition attached to the PO.


