	POXRQERQ & POXPOEPO - How to Setup Purchasing Document Approvals (Cookbook for Purchasing Document Approvals Setup)


	· Goal: How to Setup Purchasing Document Approvals

· Goal: Cookbook for Purchasing Document Approvals Setup

· Fact: POXPOEPO - Enter Purchase Orders

· Fact: POXRQERQ - Enter Requisitions.
Fix:
If HR is a shared install, access the Job and Position forms via the  PO >Setup> Personnel menu.

1. 0           In the HR Responsibility:

1.1 
Navigate to Work Structures > Job > Description.

1.2 
Enter a date range.

1.3 
Create a Job name.

1.4 
Enter min and max salary information.

1.5 
Enter further job information.

1.6 
Save the job definition.

2. 0
In the HR Responsibility:

2.1 
Navigate to Work Structures > Position > Description.

2.2 
Enter a date range.

2.3 
Create a Position name.

2.4 
Enter an organization for this position.

2.5 
Associate the Job created in step 1.3 with the position.

2.6 
Enter a value of 'Valid' in the status field.

2.7 
Save the Position.

2.8 
Repeat this process to create other Positions linked to the same Job.
Note: If Positions are not used, navigate to Setup > Organizations > 

Financial Options and uncheck the use approval hierarchy checkbox or positions will be required. 

In this case the HR flex field is designed to have a code for the Job and the Position so create the following structure: 
                  Job:700 Manager


Position: 701 Assistant Manager


Position: 702 Assistant to Assistant  Manager 


Position: 703 Management Admin

3.0 
In the HR Responsibility:

3.1 
Navigate to People > Enter and Maintain.

3.2 
Create a new Employee and save.

3.3 
Click on the assignments button.

3.4 
Enter the Organization selected in step 2.4.

3.5 
Select the Job created in step 1.6.

3.6 
Select the Position created in step 2.7.

3.7 
Save the employee.

The start date for the employee must be after the creation date of the Job and Position, otherwise APP-PAY-7600 errors will be encountered.

4.0 
In Sysadmin Responsibility:

4.1 
Navigate Security > User > Define.

4.2 
Create new user.

4.3 
Link the employee created in step 3.7 to the new user.

4.4 
Assign the user a PO responsibility for the Organization they were Assigned to in the 
                 HR definition.

4.5 
Save the new user.

5. 0 
In PO Responsibility:

5.1 
Navigate to Setup > Personnel > Buyers.

5.2 
Create a new buyer using the employee created in step 3.7.

5.3 
Save the new buyer.

6.0 
In the PO Responsibility:

6.1 
Navigate to Setup > Approvals > Approval Groups.

6.2 
Define an Approval Group. 

6.2.1 
Name the Approval Group.

6.2.2 
Put in a Description for the Approval Group.

6.2.3 
In the Object field select  Document Total.

6.2.4 
Set the Type for this line to 'Include'.

6.2.5 
Enter an approval limit in the Amount Limit field.

6.2.6 
In the Object field select Account Range.

6.2.7 
Set the type for this line to 'Include'.

6.2.8 
Enter the Amount Limit. 

6.2.9 
Enter the Account Low and Account High.These values are sourced from the   

                Accounting Flexfield.

For authority to approve all, enter all zeros for low and all 9's or Z's for high.  If the accounting structure uses Alpha, use Z's.  If it is numeric only, use 9's for high value.  For example:

Low:

00.000.00.0000.0000.00 

High Alpha:
ZZ.ZZZ.ZZ.ZZZZ.ZZZZ.ZZ

High Numeric:
99.999.99.9999.9999.99



6.2.10 Save the Approval Group

7.0 
In the PO Responsibility:

7.1 
Navigate to Setup > Approvals > Approval Assignment.

7.2 
From the List of values Select the Position Assigned to the Employee 

                 in step 3.6 (the Job and Organization should default in).

7.3 
Select the Document type to be approved.

7.4 
Select the Approval group defined in step 6.2.10.

7.5 
Save the Approval Assignment.

8.0    In the PO Responsibility:
8.1    Navigate to Setup > Purchasing > Document Types.

8.2    Query the Document Type selected in step 7.3.

8.3    Set the parameters to an approval method of Direct or Hierarchy    depending on how approvals are to be handled.  If the buyer is to approve his/her own PO, enable the 'Buyer Can Approve'.

At this point the ability to create and approve a purchase order for the document type defined is complete. The document approval manager and the workflow background process must be  running for approvals to succeed.

The Document Approval Manager is launched from 
SysAdmin>Concurrent>Manager>Administer.

The Workflow Background Process is launched from (SA) > Requests >Run.

If there are still issues getting the PO to approve, run wfdirchk.sql to identify conflicting employee information. This script will identify duplicate users tied to the same employee.  This is not acceptable since the notification mailer will not know which user to forward to.
. 

	 
	 
	 


