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Approving Requisitions in UD Exchange

After a Requester submits a requisition, UDX will route the requisition for financial approval.

Financial approval is given by an employee who has been assigned the UDX COA Approver
role on the SpeedType by his or her department (through coa-finance@udel.edu).

In order to approve the requisition’s line(s) using their SpeedType, the Approver will need to
give approval for the entire requisition. The Approvers for any other SpeedTypes on the
requisition will receive the requisition for their own SpeedType review.

Financial approval is required for all requisitions regardless of dollar amount.

While the COA is the most common type of Approver in UDX, an employee may have the
Approver role to perform commodity approval, DPS approval, or a specialized departmental
approval step.

Approvers will receive an email notification from UDX when a requisition is pending their
approval.
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Shop * Shopping Home Page 0 o+

Orders IR Q Action Items My Resources P

Search My Resources

MY ASSIGNED APPROVALS
Q Product Release Library (8 | procuremeni@udel.edu
My Orders Site M
Change Requests to Approve 1e integrations are set up to use the FITST PeopleSoft instance, ) § ite Map
m ojects, work orders and speedtypes, or supplier active/inactive Requisitions To Approve 2
Procurement Requests to Approve e current as of that date.
s des and the production site. The integration with catalog Vouchers 10
Requisitions Recentl oved By M
‘ isiens oy ke s Amazon) do not have a test site and are not in this catalog. The
Purchase Orders Recently Approved By .. ' and while building new guides. Please email
onit!
@ Change Requests Recently Approved By ... ORDERS
Procurement Requests Recently Approv... Quick Links
_H._ Assign Substi Appr Requisitions My Returned Requisitions 1 Zun Exchange How To Guides
Assign Substitute Approvers-Purchase 0... @ How Do | Buy 777
ﬁ Assign Substitute Approvers-Procureme... CONTRACT & commodity Code-Account Crosswalk
Approval Notifications & Non-PO Payment Matrix
ﬂ Contracts eSignature Errors n Non-Catalog ltem

& NEW Waiver of Bid Form

Catalog & Forms Showcase (Under Development) Request Contract

Procurement Forms

=
1 L \ \IH
i i My Draft Caris
Non-PO Payment Request Honorarium Payment Request Subaward Request NIIMBL Subaward Request
Showing Results 1-16 of 16 20 Per Page =

-

=) = - -
ElEIE] - @ NUMBER CART CART TYPE DATE . TOTAL

RFX Request (Option 2) NSB Customer Setup NEW Waiver of Bid Request
! Keen June 2023 My Drafts 2/7/2023 211.20USD
3703294
Q Office/Misc Supplies v
I
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a L EXCHANGE TEST SITE All v Search (Alt+Q) 21120usD W (VA e 3

Approvals L o Submit Date Newest First w

Requisitions o Purchase Order Change Requests Vouchers 10 Procurement Requests Contract Requests AP Requests Sourcing Event Requests supplier Requests

Q Your Selections e Showing Results 1-9 of 9 Display 20
Date Range REQUISITION NO. SUPPLIERS ASSIGNED APPROVER PR DATE/TIME REQUISITIONER AMOUNT
All Dates v ’
3523210 TRI-STATE CARPET INC Margot Martin 5/19/2022 2:54 PM Jennifer Simms 9,880.00 USD 9 r_, ‘b
‘ View Approvals For o
Requisition Name Non Catalog Test Folders 372 Days in folder [My PR Approvals]
v
w My Approvals No. of lin
This PR h;
Filters 3515800 7 3,
Requisiti
# SUPPLIER
ﬂ No. of lin
LOWE'S HOME CENTERS ING 2l This PR h;
DIGITAL OFFICE SOLUTIONS 1
NCURA 1 3100253 NCURA Margot Martin 10/30/2020 3:07 PM Rachel Requester 190.00 USD & 17 Jb
TRIDIM FILTER CORPORATION 1
Requisition Name NCURA Membership Dues Folders 904 Days in folder [My PR Approvals]
FASTENAL COMPANY 1
No. of line items 1
See all Supplier | Select Multiple [
This PR has notes ~
7~ DEPARTMENT 3089544 PHILIP ROSENAU COMPANY INC Margot Martin 10/23/2020 9:57 AM Kristen Pickering 406.07 USD [ %
PROCUREMENT SERVICES (04750) 6 L
Requisition Name test hosted Folders 875 Days in folder [My PR Approvals]
No Department 2
No. of line items 3
FACILITIES-BLDG MAINT & OPER (05848) 1
Select Multiple (2 3087701 3DFORTIFY INC Margot Martin 10/22/2020 11:38 AM Kristen Pickering 5,330.00 USD [ N
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™ Approvals & @  submitDate NewestFirst w
Requisitions o Purchase Order Change Requests Vouchers 10 Procurement Requests Contract Requests AP Requests Sourcing Event Requests supplier Requests
Q Your Selections e Showing Results 1-9 of 9 Display 20
Date Range REQUISITION NO. SUPPLIERS ASSIGNED APPROVER PR DATE/TIME REQUISITIONER AMOUNT
All Dates v ,
TRI-STATE CARPET INC Margot Martin 5/19/2022 2:54 PM Jennifer Simms 9,880.00 USD @ r_, j,
‘ View Approvals For —
Requisition Name Non Catalog Test Folders 372 Days in folder [My PR Approvals]
v
w My Approvals No. of line items 2
I Click a requisition number to begin your review.
Filters Kristen Pickering 600.00 USD [ N
Requisition Name attempt 4 combo edit Folders 392 Days in folder [My PR Approvals]
# SUPPLIER
ﬁ No. of line items 3
LOWE'S HOME CENTERS ING 2 This PR has notes ~
DIGITAL OFFICE SOLUTIONS 1
NCURA 1 3100253 NCURA Margot Martin 10/30/2020 3:07 PM Rachel Requester 190.00 USD 2 [7 j,
TRIDIM FILTER CORPORATION 1
Requisition Name NCURA Membership Dues Folders 904 Days in folder [My PR Approvals]
FASTENAL COMPANY 1

No. of line items 1
See all Supplier | Select Multiple [

This PR has notes ~
7~ DEPARTMENT 3089544 PHILIP ROSENAU COMPANY INC Margot Martin 10/23/2020 9:57 AM Kristen Pickering 406.07 USD [ %
PROCUREMENT SERVICES (04750) 6 '
Requisition Name test hosted Folders 875 Days in folder [My PR Approvals]
No Department 2
No. of line items 3
FACILITIES-BLDG MAINT & OPER (05848) 1
Select Multiple (2 3087701 3DFORTIFY INC Margot Martin 10/22/2020 11:38 AM Kristen Pickering 5,330.00 USD [ N
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Requisition « 3523210

Summary PO Previ Comments

General
Status Pending
Procurement Approval (Margot Martin)
Submitted 5/19/2022 2:54 PM
Cart Name Mon Catalog Test
Description Carpet Installation
Priority Mormal

Prepared by Jennifer Si

Prepared for Jennifer Si

Purchasing Business  UODO1

Unit UNIVERSITY
Payment Term >
Override

eBuilder Process no value
Instance

Ad-Hoc Approver Select
Multi- v
Inveice/Payment

After-The-Fact x

Purchase

Technology Request  no value
#

Attachments

1 Histary

Shipping s
Ship To

University of Delaware

Attn: Jennifer Simms

Room: 1154

30 NEW LONDON ROAD
HOUSING OPERATION CENTER
Newark, DE 19716

United States

Bill To

Accounts Payable
accountspayable@udel.edu
222 South Chapel Street
Newark, DE 19718

United States

Billing Options

Al Search (Alt+Q)

® = 9 s l Approve/Complete & Show Next | - 10of 9 Results

Total (3,900.00 USD)

Shipping, Handling, and Tax charges are calcu

dget checking, and workflov

Subtotal

PR Validation
Completed

COA Approver
Approved
" Margot Martin

Dept Purchasing Specialist
Approved
' Margot Martin

Commaodity Approval
v Approved

Powered by JAGGAER | Privacy Folic,

211.20UsD W AV

d and charged by

ch supplier. The values shown here are for estimation purposes,

3,900.00

3,900.00

¥



& VI EXCHANGE alw Search (At+Q) 21120usD W Q| ey |
. Requisition + 3523210 = @ = @ LR Approve/Complete & Show Next E] 1 of 9Results » 4 >
Summary PO Preview Comments Attachments 1 Histor Approve & Next
E Approve
g General & Shipping &S Billing P AR _ Return to Shared Folder -
Total (3,900.00 USD) v
m Status Pending Ship To Bill To Place on Hold
Procurement Approval (Margot Martin Shipp andling, and Tax chy ib
University of Delaware Accounts Payable each supplier. The values show Return to Requisitioner |es
* Submitted 5/19/2022 2:54 PM Attn: Jennifer Simms accountspayable@udel edu budaet checking. and workflo
Room: 115A 222 South Chapel Street I
Cart Name Non Catalog Test 30 NEW LONDON ROAD Newark, DE 19716 arhinta 10.00
@\ HOUSING OPERATION CEMTER United States T Reject Requisition
Description Carpet Installation Newark, DE 19716 ’
United States 3,900.00
.|‘I. Priority Normal Billing Options
Prepared by Jennifer Simms Delivery Options . g . . v
at You will also see some additional available actions on the )
Prepared for Jennifer Simms Hpedie - . . . ey a8
s Actions Menu if you have assigned the requisition to yourself.

uQDo1 Ship Via

ng Business
“Forward” means you

Purchasi

Requested Delivery

are abdicating For example, there may be items on the requisition that you think

responsibility to should be reviewed by a different Approver.
someone else.

If you want to approve .
and add someone else as In this case, you can select Forward to from the Document

an additional approver, Actions drop down menu.
choose Ad Hoc Approver e
on slide 10.

Q

—
javascriptvoid(Q); Powered by JAGGAER | Privacy Policy
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New Search

Name T User Name Email Phone Action

Pickering, Kri 700456604 ud-mart@udel edu +130 -

Pickering, Kri kpickering kpick@udel.edu

i 08
8
g
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Forward To - Pickering, Kristen

| don't feel comfortable approving th

expand | clear

Characters beyond the limit are not saved, i.e, the note is truncated. Once the

Forward Cancel
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Requisition + 3523210 — e = 9 .- Approve/Complete & ShowNext |+  10f9Results w < >
Summary I PO Preview Comments Attachments 1 Histary
'y iank ' 4 '
- &, Shipping &, Billing &~
Total (3,900.00 USD) ~
Status Pending Ship To Bill To
Procurement Approval (Margot Martin) Shipping, Handling, and Tax charges are calculated and charged by

Q'H:F-Q#Hnal.i

eBuilder Process no value
PR Validation
Instance v ) completed
[ Ad-Hoc Approver Select ]
COA Approver
Multi- v o Approved

Invoice/Payment v Margot Martin

AfterThe-Fact >
Dept Purchasing Specialist
Purchase v Approved n

 Margot Martin
Technology Request  no value

Q ’ Commedity Approval

Approved
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Ad-Hoc Approver

After Procurement Approval
Ad-Hoc Approver

Comments

1000 characters remaining 3

) Save | Close

SITY or

EIAWARE T
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Requisition + 3523210 = o = @ - Approve/Complete & Show Next | 1ororesuns < >

Summary PO Previ

Comments 1 Attachments 1 Histary Ad-Hoc Approver is added

General # . stipping s siling -

Total (3,900.00 USD) v
Status Pending Ship To Bill To
Procurement Approval (Margot Martin) Shipping, Handling, and Tax charges are calculated and charged by
University of Delaware Accounts Payable 1 supplier. The values shown here are for estimation purposes,
Submitted 5/19/2022 254 PM Attn: Jennifer Simms accountspayable@udel.edu budget checking, and workflow approvals.
Room: 115A 222 South Chapel Street
Cart Name Non Catalog Test 30 NEW LONDON ROAD Newark, DE 19716

N Subtotal 3,900.00
HOUSING OPERATION CENTER United States

Description _
3,900.00
Priority '
Prepared by ~
Prepared for O &

aa;@#nma.a

Purchasing Business
Unit

Payment Term
Override

eBuilder Process
Instance Ve

Completed

[ Ad-Hoc Approver Kristen Pickering ]

.. COA Approver
~" ) npprovea
Multi- v T v Margot Martin
Invoice/Payment
Dept Purchas ialist
After-The-Fact > v il ing Spec
Purchase v Margot Martin
Q Technology Request  no value
# Commodity Approval

Approved
- Powered by JAGGAER | Privacy Policy
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Prepared by Jennifer Sim|

Prepared for Jennifer Sim|

. Requisition = 3523210 = e ®w @ - Approve/Complete & Show Next 10f9Results ¥ <
Summary PO Preview Comments Attachments 1 History Approve & Next
l Approve
© General # .-~ Shipping & Billing #$ v Return to Shared Folder
Total (3,900.00 USD) ~
Status Pending ShipTo Bill To Place on Hold
m Procurement Approval (Margot Martin) shipping, Handling, and Tax ch; by
University of Delaware Accounts Payable each supplier. The values show|Return to Requisitioner Jies
Submitted 5/19/2022 2:54 PM i i
“ 119/ Attn: Jennifer Simms accountspayable@udel edu budget checking, and workfloy
Room: 1154 222 South Chapel Street Forward to ...
Cart Name Non Catalog Test 30 NEW LONDON ROAD Newark, DE 19716 Subtotal
fecel HOUSING OPERATION CENTER United States Reject Requisition
Description Carpet Installation Newark, DE 19716
United States 3,900.00
]‘._ Priority Normal Billing Options

Purchasing Business  UODO1 d steps
Unit UNIVERSITY O
Payment Term » PM
Override
eBuilder Process no value
Instance
Ad-Hoc Approver Select

COA Approver
Multi- v v Approved
Invoice/Payment " v Margot Martin
After-The-Fact b D Pu ing Specialist
Purchase v

Approved
v Margot Martin
Technology Request  no value

#
Q Commodity Approval
. Approved
javascriptvoid(Q); Powered by JAGGAER | Privacy Policy



https://www.udel.edu/content/dam/udelImages/procurement/trainingresources/udx/approval/returning-rejecting-reqs.pdf
https://www.udel.edu/content/dam/udelImages/procurement/trainingresources/udx/approval/returning-reqs-shared-folders.pdf
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Shop * Shopping Home Page

Orders Quick search Q

Search I Requisitions to Approve
Purchase Orders to Approve
Change Requests to Approve

My Orders

'e integrations are set up to use the FITST PeopleSoft instance,
ojects, work orders and speedtypes, or supplier active/inactive
e current as of that date.

des and the production site. The integration with catalog

s Amazon) do not have a test site and are not in this catalog. The
1 and while building new guides. Please email

onit!

Requisitions Recently Approved By Me

Change Requests Recently Approved By ...
Procurement Requests Recently Approv...

Assign Substitute Approvers-Requisitions

Assign
ASSigr

\ppi urchase 0.

Assign Substitute Approvers-Procureme...

o " FE B 5 B ©

E

RFX Request (Option 2)

NEW Waiver of Bid Request

-
&«
NSB Customer Setup

Q Office/Misc Supplies v
—

https://usertest sciquest.com/apps/Router/ReqMyApprovals?tmstmp=1685668531092

All =

Action ltems

MY ASSIGNED APPROVALS

Requisitions To Approve L)
Vouchers 10
ORDERS

My Returned Requisitions 1

CONTRACT

NUMBER CART

! 3703204

Search (Alt+Q) Q

CART TYPE

Keen June 2023 My Drafts

211.20UsD W Q| ISy §

My Resources o

My Resources
Product Release Library (4 | procurement@udel.edu

Site Map

Quick Links

& UD Exchange How To Guides
& How Do | Buy 777

& commodity Code-Account Crosswalk

DATE | TOTAL

2/7/2023 211.20USD

Powered by JAGGAER | Privacy Policy
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Orders » Search » Reqguisitions

= My Recent Approvals

Quick Filters My

<

Supplier

FISHER SCIENTIFIC COMPANY
3DFORTIFY INC

FASTENAL COMPANY

BAYSHORE FORD TRUCK SALES INC

CHRISTINA SCHOOL DISTRICT

¥ See More

Requisition Status

Completed
Pending

000 .

Rejected

Department

PROCUREMENT SERVICES (04750)
No Department

FACILITIES-BLDG MAINT & OPER
(05848)

000 . :

3 Show More

Prepared For W

Shopper, Sam
Requester, Rachel
Bristow, Coleen
Pickering, Kristen

Martin, Margot

(Modified)

Submitted Date: All ~

Approved Date: All =

[m |

O OO0 0 O 000 o0o0o0ooao

1-17 of 17 Results

Requisition Number

3523210

3263413

Quick search

% Approved By: Martin, Margot =

My Action

Requisition approved
My Other Actions

Requisition approved

Requisition approved

My Approval Date/Time ¥

5/25/2022 1:21:21 PM

5/6/2021 7:23:55 AM

12/9/2020 3:57:22 PM

My Workflow Steps

Commeodity Approval

COA Appraver

COA Approver

-

Qe

Add Filter »  Clear All Filters

Supplier

TRI-STATE CARPET INC &

FASTENAL COMPANY @

NEW ENGLAND BIOLABS INC @

All =

Reguisition Status ¥

Click on the

requisition number

you wish to view.

3100155

3100130

3089830

3089792

3087930

3068708

Reguisition approved
Requisition approved
Requisition approved
Reguisition approved
Reguisition approved
Requisition approved
Requisition approved
Reguisition approved
Reguisition approved

Requisition rejected
My Other Actions

10/30/2020 2:58:07 PM

10/30/2020 2:43:15PM

10/23/2020 2:55:54 PM

10/23/2020 2:43:04 PM

10/22/2020 4:32:07 PM

10/22/2020 4:05:18 PM

10/8/2020 2:01:20 PM

10/8/2020 1:48:13 PM

10/8/2020 1:35:26 PM

10/8/2020 10:16:48 AM

COA Approver

COA Approver

COA Approver

COA Approver

COA Approver

COA Approver

COA Approver

COA Approver

COA Approver

COA Approver

3DFORTIFY INC @

FISHER SCIENTIFIC COMPANY &

3DFORTIFY INC &

FISHER SCIENTIFIC COMPANY &

3DFORTIFY INC @

FISHER SCIENTIFIC COMPANY &

CHRISTINA SCHOOL DISTRICT @

BAYSHORE FORD TRUCK SALES INC &

FISHER SCIENTIFIC COMPANY &

CHRISTINA SCHOOL DISTRICT @

jegpeqag

Search (Alt+Q) Q

K} save As

Prepared For

Jennifer Simms

Margot Martin
Alice Approver
Kristen Pickering
Rachel Requester
Rachel Requester
Rachel Requester
Sam Shopper
Sam Shopper
Coleen Bristow
Coleen Bristow
Sam Shopper
Sam Shopper
Sam Shopper

Sam Shopper

211.20UsD W

- # PinFilters

Submitted Date &)

5/19/2022 2:54:44 PM

5/6/2021 7:02:06 AM
12/9/2020 1:39:41 PM
12/3/2020 8:52:27 AM
11/11/2020 8:27:52 AM
10/30/2020 1:38:23 PM
10/30/2020 1:33:05 PM
10/23/2020 2:55:02 PM
10/23/2020 2:33:30 PM
10/22/2020 4:26:47 PM
10/22/2020 4:01:33 PM

10/8/2020 2:00:46 PM

10/8/2020 1:47:34 PM

vl

Bexportal -

ﬂ 20 Per Page +

Total Amount ¥

9,880.00 USD

6,000.00 USD
95.00 USD
326.50 USD
602.60 USD
160,500.00 USD
40.55 USD
160,500.00 USD
40.55 UsD
160,500.00 USD
40.55 USD
500.00 USD

39,525.00 USD

10/8/2020 1:25:06 PM 40.55 UsD
10/7/2020 2:48:28 PM 0.00 USD
Powered by JAGGAER | Privacy Policy
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Requisition - 3089830

Summary PO Preview Comments
General
Status Pending

Commedity Approval
Submitted 10/23/2020 2:55 PM
Cart Name 3D Printer for GSB

Ing

Mul
I

After-The-Fact hd
Purchase

Buyer Information

Buyer Information

Attachments

Ve

2 Histary

Shipping
Ship To

University of Delaware

Attn: Shopper Coleen

Room: 104

222 SOUTH CHAPEL STREET
GENERAL SERVICES BUILDING

Billing U

Bill To

Accounts Payable
accountspayable@udel.edu
222 South Chapel Street
Newark, DE 19718

United States

All = Search (Alt+Q)

Assign To Myself -

211.20UsD W

< ey §

80f 17 Results w < bl

Suominea
LW 10/23/2020 2:55 PM
Rachel Requester
On behalf of: Sam Shopper

Start- Parallel Steps

PR Validation

Completed

Wait for Validation Response

Approved

v
End - Parallel Steps

COA Approver
Approved
' Margot Martin

Dept Purchasing Specialist
Approved
 Alice Approver

Commodity Approval
Active

v Krista Murray

VP/Dean

Future

e W Start - Parallel Steps

PR Validation 2

Powered by JABGAER | Frivacy Policy




Questions:
e procurement@udel.edu

Resources:
* Procurement Services Website

e |nitiating Email Approvals

e Assigning and Removing Substitute Approvers

e Returning and Rejecting Requisitions

e Returning Requisitions to Shared Folders and Placing Requisitions On Hold

A


mailto:procurement@udel.edu
https://www.udel.edu/faculty-staff/procurement.html
https://www.udel.edu/content/dam/udelImages/procurement/trainingresources/udx/approval/email-approvals.pdf
https://www.udel.edu/content/dam/udelImages/procurement/trainingresources/udx/approval/assigning-removing-sub-approvers.pdf
https://www.udel.edu/content/dam/udelImages/procurement/trainingresources/udx/approval/returning-rejecting-reqs.pdf
https://www.udel.edu/content/dam/udelImages/procurement/trainingresources/udx/approval/returning-reqs-shared-folders.pdf
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