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UMSYSTEM.E.DU AdvancingMissouri 

Project Overview 

» The PeopleSoft Finance/Supply Chain upgrade is scheduled for 
May 20 (at 5pm) thru May 25, 2015 

» Current software version since Dec 2008; support ends June 2015 

» Goals: 
› Decrease costs & technology support through modification reduction 

› Leverage new functionality 

» Result: 
› New features 
› Improved functionality 

› No changes to policy 

› No changes to “Payment Reference Guide” 
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UMSYSTEM.E.DU AdvancingMissouri 

Responsibilities of Employees in Fiscal Roles 

» Understand and comply with University Policies and Procedures 
› Collected Rules & Regulations, BPM, APPM, Purchasing Policy, etc 

» Proper Internal Controls including accuracy, timeliness and 
authorization 

» Preferred method for purchasing goods and services for business 
» Segregation of Duties 

› Should not be an entry delegate and approver on transactions 

» Security 
› DO NOT give you user name/password to others to complete workflow of 
transactions in the system 

» Confidentiality of information 
› Redact/exclude: SSNs, date of birth, credit card information, etc 
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UMSYSTEM.E.DU AdvancingMissouri 

New Look, Same Features 

»Accounts Receivable/Billing 
› Option to email invoices based on customer or individual 
invoice 

»Asset Management 
»Grants Management 

› Work Center 

»Commitment Control/UM Budget 
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Menu 1:1 

Searcn: 

.....,11 ~----.----ll ® 
l> My Fa'IOrit~ 
l> UM Apphca ons 
""'Acco, nts Payable 

-::,,VO che 
Add/Update 
- Regular Enlry 

- nt 
[> Payments 
l> Batch Poocesses 
l> Review Accounts aya'b e, 

1nro 
[> Repo s 

l> Coo'1 ilmen1 Co 
l> General Leager 
l> Pu 
1> M '-Servk:e 
1>Ve 
I> eProcurement 
l> Proj t Costing 
l> Tra el and Expense$ 
[> Emp oo Self-Service 
l> Supplier Oo acts 
l> Se Up Financials/Supply 

Voucher ·oun 

LJ~~~~~~~~~~~[j ______________ l•ST.•·•b•l•ll---.1111 

B'!.l!fness Unit: 
Voucher m· 
Voucher Style: 

Shm1. Vendor Name: 

v,endo' D: 

v,enao l,ocatton: 

Voucher 

frnd an Exts 

AO'i!lress Sequence N rn Bus'nes Uni: 

In oice Number: voucher ID: 
lnvobce Daite: Voucher rv 
1Gr,oss lnvo :ce Amournt: l!P ier N m 

Es mated No •. of lnvo c hort uppli Name: 

UP ier ID: 

up ier Loatio : 

Address Seque11c.e Number: 

vJ 

PeopleSoft 9.2 Look and Feel 
• Design of Menu • Menu path displays along top 

• Recently Used now Favorites on left • Menus cascade as navigate 

» 9.0 Page » 9.2 Page 



             
                     

         
 
 
 

   

   

 

My Work 

EdllFilters 

"7 Pre Process Exceptions 

..r;:i Billing Events Not Processed 
(2127) 

~ Milestones Due (8733) 

AR Action ll ms 

? Pending Item Groups o Posl (244) 

Lm~s 

"7 Enter and I lain -n Proposals 

V 

V 

CJ Create Proposal 
Enler Budget Detail 
Copy Proposal 
Submit Proposal 

egot111te 1111d Gene 
i;:, Generate Award 

le Award 

Establish and I lnt.aln Award 

Award 
Contract 

,9 Project 
,9 Project Acbvl 
~ Project BudgelS 

Welcome to the Grants WorkCenter 
Weltome to Hie WorkCenter_ This WorkCent r has ooe ,as Panel and one -Work ¾ea·_ The ,as 
Pan er Is. on Dle side d1spla}'lng the ,pagelets assigned to the WorkCenter page and Dle Wort.Area· 
displays ll"arisacbon pages such as lhls 11ag 

Each pagelel may have lhe following adlons depencllng on Its configura on: Hlde/Show. Reload 
Personalize_ 

O Displays the menu ror the pagelel aellons ava1lallle 

Within each pa,;ielet lherie may Ile the following a I0n icons dependlng on the p.111eIe1-
Opens Hie content in a new window 

,;, CoUapses a 9roup of links 
C> Expands a grnup of links 

AdvancingMissouri 

Work Centers 

» Configurable pages of PeopleSoft elements by module 

» Commonly used tasks on central page to minimize drilling through menus 

Work Centers will only be 
Available for: 
General Ledger 
Accounts Payable 
Buyer 
Inventory 
Grants Management 
Billing 
Accounts Receivable 
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E itR e,r 

Pre Prooe.ss Exoe,p--o s 
·11 ng E nt ot Proms d 

(2 21 
Ou (B 3 

m 
m Group,s to Pos (24 • ) 

Enter d - i Propo lis 
C - aJ 

lall 

ne 

cs 

Work Centers 

» Main Tab 
› My Work Pagelet 

› Links to events & notification alerts 
› Prioritized items needing immediate attention 

› Worklist tasks for workflow 

› Links Pagelet 
› Additional links to pages & other areas of interest 
› My include links external to University 
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Gran W rkC 

lanag r 

T 

Award 
rent Valid 
no bUCI e 

ral Fl nan c:tai R . port 

S Bi ID 

Pro ss Billing lnterfa 
Re nnt Invoices 
Upi:1 ·te Contr 

0 

R: -e Grants Prooessin Errors 

ComrnJ enl Contr I Errors 
F & E:rro s 

onlt 

Pro ss Ion tor 

Work Centers 

» Reports/Queries Tab 
› Queries Pagelet 

› Links to Query Manager/viewer containing public and 
private queries. 

› Reports/Processes Pagelet 
› Access to reports and processes frequently used 

» Links take you directly to Run Control page 
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UMSYSTEM.E.DU AdvancingMissouri 

UM Web Applications 

»FIN Authorization 
› Electronic Workflow will be based on Approval Authorization in FIN 
Authorization 
› CSD NODE will not be the source of approvers for T&E, Vouchers or ePro 

› ALL approvers at the designated levels will receive email notifications of the 
transaction 

› Approval or View Authorization will apply to all transaction types, not just 
one particular module 

»Viewing Attachments on Vouchers 
› Will be available for viewing in FIN Search Options 

› Ability to see will be secured to: Creator, Approvers, or those with FIN Authorization for the 
DeptID/DeptNode. 
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UMSYSTEM.E.DU AdvancingMissouri 

General Ledger 

» Work Centers 
» Queries 

› Changes to some tables: new fields, field length changes, or fields 
from 9.0 no longer available 

» Allocations 
› Allow the use of excluded values or exceptions in pool values 
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Sil!"'• 

·lluloe•lloil 

"Qll,_F!.....,. 

Fl1octrtto-t,'S1 

CA;lntl<il­

coirtKtml 

'SMf10ttcnptlon 

'L..,Pn<,lpl!on 

"""""" 

-•-- ,.....,_,,.._...,.i.w.sn 
mt' s.~ bm;Jw. It M'Jd'.11-. ,n;,,bt-l'J"lill'l.d'tntd finm .anodN!r .-oun:• ro -~"'°"' prvv.m,,.. ,_51JUP1:W r., lftll 

r::1111 ............ _ 

,,,._~---.,foml•-~lf>o-...-.lor• 
oowc.bar~ID r11111 s,ac:11-lK!fl>w~ 

Mon, lnJOffllll!lo!t 

Wlll.._0..-.,. ■ lie<I ,._ P ..... } 

·- ~ 
--•l 

-Oiflllrtme"I 

111-Clas -
HC$COff 

Soura at Jund.t. 

_., If 11'~.Jl'ilgl l'ro,ec~ CNlntlil~ n:leart- $fMT Jllt<I Md d.»D.. •­

S<lll'l tlol• 

Eo!l t11i. 

.... ..., ... "'""',.,_°',,...,cll•----,,,.,Dopild• _,., ..... ..,.,,~--.,. ... 
ruoo 

DojHIO 

•·• For~Q..-aUN Qn,y-· 

Ntwt n.iat<OOto<I 

Addl C"""'fi■kl tt.ol.00 

Maw r.lDCod•Cinlllladl 

AdvancingMissouri 

Chartfield Request Form 
Form 
tab 

» Navigation 
› Main Menu > 

› Employee Self Service > 

› Chartfield Request Form 

» No longer use Outlook form 

» Electronic workflow 

» Lookup features 
» Can upload attachments 

12 



   
 

R~.:,1ruut. Form 
(Amp/et as mucb Nllonnalion as IMJ,5S'.lblt! reaardlDU Ille chilAf~k#sJ you Jra ,equesr"'l)I, Fields Iha! are flNlu/red am marlted wrdl ~" as:r.erls1<. 

Pri<mt'r • Slasldard is ll'l!Hlefaull May cha~ r a 

Bu!ilM:s9 U□il jReQufr d) • Business u1111 assoa.al~d lne 

Clla- Reque,sti11g [Reqltl~)- ~e-ct ~;pe ol cMrtllell!I ri;1111~s1In,;i ar set~ comt:linat1011 dia111lelds 11 re l!"Sbng mare !It.an ooe 

EIIIPC!rl 

C.oJtlitel ?er!illl1 - lnelr.fdual to coritad 11 tnare e ques~ons re,;rJ• BIi lhIs IIIIJn 

t:ontni;I Emniil • Em.ill a~au tor COC\lael Person 

SllGt11 Descnp11o,i !R~qulredl - 10 Ch3ra~r 10 

W II lbl:s Oeptllf be uSl!ld for Payroll? - t1111k3te dted:ir111 Ille !Im; tr IIUs charttiel~ De u:s~d In cayrllll ll'ansadlans 

~ ReQu:r > Coll e/Seilo01n:Jr s1r;nrup0nsI111 or1nI1 wort C1ckGC111\1m1onI~11'1Q!lfau311e1cnoo11trom1nedto OOwnlmorttP• 
t.ne tJOl ton rrow Irle n Ch 0nd th n cucr on your tll.OICf ll\1$ nel4 WI be UHd YI 1111 wlllf: now i:,roc:us a I$ rtqul11d 

llepa1tme1n -Oep:!/trnent 1espons1tte ro~ s en . d Olek on ll'le 
uarcn II lhen ell Oii l'Olll cnoI 11 mo"'n 

rt1 r1w ltttl! n 

s;lf~Depa.rtme~l - Sul:I-Oe!Nl erilft5'PDnsIble 1>1lhts at· et!llll 3ppll!;allle) CIJP'oolhe ma~n ,1n11 gl~ss an(lcboos:e trom ine dr Iler"'" lls.tortfpe Ille- rs1 rew fli! EIS 

In ihe, seard'l bn lo nmo the 111st ana 111e11 ci1clc on :,our clW>lc:e, knO'NJ'I 

Proa~ Cle IDc:IITIOII • Cl 

SSCS Calle .Scl!OOt Si>eollc Class nwi on Struc:IIJre usell In H1J1e1t0nlor data ri-an~ISbon tor Ile Lang Range Plannln~ .i caaooanll-ous repons. 

5-ource 01 fl!l'!Cls • sousee of rune!I~ ror 111, eta Selec:t 1tom 111, drop do bO 

UMSYSTEM.E.DU AdvancingMissouri 

Chartfield Request Form 

Instructions Tab 
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form II ln2tructions 

Chartfield Request Form 

•subjed '-------------------------------------------__J 

Download Templates 

Description 

Upload your attachments 

t 
1 

*Des cri pti on 

1~ Notify 

Form I Instructions I Attachments 

UMSYSTEM.E.DU 

Attached file 

Attached file 

Personalize I Find I View All I ~ I HI 

Personalize I Find I View All I ~ I HI 
Attach 

Attach 

First ■ 1 of 1 ■ Last 

Open 

Open 

First 1 of 1 Last 

Open 

Open [±JE] 

AdvancingMissouri 

Chartfield Request Form 
Instructions tab 

Attachments Tab 

14 



     

UMSYSTEM.E.OU 1515 

Accounts Payable Shared Service 



           
               

     
   
   
     

       

 

UMSYSTEM.E.DU AdvancingMissouri 

Accounts Payable 

»Changes resulting in better business processes 
and efficiencies for both the end user and 
University 
› “Vendor” is now “Supplier” 
› Supplier Request Form 

› Payment Request Form 

› Electronic Workflow for Approvals 
› No printing vouchers, including IRB 
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UMSYSTEM.E.DU AdvancingMissouri 

Supplier Request Form Request Form 

» Navigation 
› Suppliers > Supplier Registration > Register Suppliers 
› Payment Request Form step 2 

» Form is designed to prompt for necessary information 
› Different prompts for New vs Existing 

› Option for Student Supplier 
› Enter Direct Deposit information on the form 

» Electronic Workflow for Approvals 
› Department Requester 
› APSS Approval 
› System Approval 

17 



         

□-------1□-------1□----___,□ 
Welcome Identifying Information Addresses Contacts 

To complete your regtstration, please fill rn the information for each step of the registration process_ 
Use the navigation buttons " ext" and "Previous" to move between steps or "Save for Later" to 
save your work to be resumed later_ Once you have provided all the required informa~ion, proceed 
to the "Submir step where you may submit your regis~ration for consideration. You wm receive an 
email confirmation shortf'{ after submittaL 

llf you have any questions or feedback on the registration process, please call the Finance Support 
Center at: 

MU Campus - 882-3201 
UMKC Campus -235-1371 
MO S&T Campus - 341-4266 
UMSL Campus - 516-5366 

or eman: financesupport@umsystem_edu 

Select an activity belo 

UMSYSTEM.E.DU 

of supplier are you regist 

ew Supplier 

Payment Information Submit 

AdvancingMissouri 

Supplier Request Form (1 of 6) 
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~----[Q]---______.□,__ __ ______.□,__--______.□,__---------<D 

Welcome !Identifying Information Addresses Contacts 

Identifying Information - Step 2 of 6 

Unique ID & Company Profile ? , 

Tax Identification Number 

• Entity Name ~IT_E_S_T,_TI:_S_T _____________ ~ 

Profile Questions ? , 

• Classification 

• Supplier Short Name 

Please attach a direct deposi[ form if 
applicable 

~ Attachment 

Comments ? , 

• Requireci field 

UMSYSTEM.E.DU 

Payment Information Submit 

Exit 11 I ◄ Previous 11 Next ► I 

Exit 11 I ◄ Previous 11 Next ► I 

Supplier Request Form (2 of 6) 
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- Step 3 of 6 

Primary Address ? , 

• Country ~O... United States 

Address 1112345 BARNEY DRIVE 

Address 2 

Address 3 

City !COLUMBIA 

County IBOO E 

State l~M_O_~I"'- Missouri 

Email ID 

Postal 165203 

~-----------------------' 

D Override Address Veriification 

Other Addresses ? , 

Check boxes below to indicate addresses ttlat are different from your Primay Address above: 

□ ~emifTi5"Adclressi 
Address for remitting payment 

D lnvo·ce Address 
Address from wllich you send invo·ce 

UMSYSTEM.E.DU 

Exit 11 I ◄ Previous 11 Next 

AdvancingMissouri 

Supplier Request Form (3 of 6) 
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Contacts - Step 4 of 6 

Company Contacls ? , 

You have not added any contact information to your application. Click "Add Contacr button to add new contact information. 

r·······Md·contad 

~=============:::-::--...._.._ __ 1_~c:ontact I formation ? 
1 

~----------------~ 

Contacts - Step 4 of 6 

Company Contacts ? 

Primary Name Phone 

TINA TEST 555/555-5555 

• Required field 

"'First Name :=================================:::: D Primary Contact 
"'Last Name 

Title 

"'Email D 

"'Te e,phOlile 

Fax Number 

Contact Type 

Exit I I .___Pr_ev_io_u_s__, .___N_ext _ ___, 

Designate Address 

I Primary Address 

Exit 11 I ◄ Previous 11 Next ► I 

Ext~--~ 

V 

AdvancingMissouri 

Supplier Request Form (4 of 6) 
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Information - Step 5 of 6 

Direct Deposit Information 

Bank Account Type 

Routing1 Number 
(See Below) 

Account Number 
(See Below) 

Confirm .Account 

Email ID 

f Whe,e to Find RouOog aod ll<oouot Numbe,s 

me muting number 
~ thi. 9 dglts between 
the 1: symbols. 

The acicount number is to The ctiecik number 
the le11 of the ,~ !l\lfl'lbol. tMti:fu!s b'le oomber 

ill the upper-right C()rner, 

UMSYSTEM.E.DU AdvancingMissouri 

Supplier Request Form (5 of 6) 

» Only completed if Direct Deposit is established; not foreign vendors 
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Submit - Step 6 of 6 

Click the "Review" button to review the registration infonnation. 

Click the "Submir button to submit your registration after reviewing and accepting the Terms of Agreement below. 

Email communication regarding this registration will be sent to: 

Review 

Exit 11 I ◄ Previous 

Submitted 

,,I' You have successfully submitted your registration. 

Your registration ID: 

OOOOOIHIOZ5 

Any eman regarding tne regiistratton status will .be sent to: 

HAS SUE IRD@M SSOU RI .E0U 

Register New Supplier 

UMSYSTEM.E.DU AdvancingMissouri 

Supplier Request Form (6 of 6) 

Can add more than 1 email 
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UMSYSTEM.E.DU AdvancingMissouri 

Payment Request Form – NPO  VR 

» Form is designed to prompt for necessary information 

» NO PRINTING 

» Once submitted, it will create voucher behind the scenes 
» Electronic Workflow for Approvals 

› Project Manager, if applicable 

› Fiscal Reviewer 
› Based on Approval Authorization in FIN Authorization 

› Split Funded: All are emailed, only requires 1 from the group to approve 

› Prepay Audit by APSS 

» “Saved” Payment Request can be cancelled by creator 
› Has not received a voucher number 

24 



 

             

D UM Applications 

D Employee Seff-Serv1ce 

D Supplier Contracts 

D Suppliers 

C:J Procurement Contracts 

t:J Purchasing 

The menu is no eProcurement 

get started. D Travel and Expenses 

D Accounts Payable 

D Real Time Bottom Line 

Recently Use• C?:J Enterpnse Components 

under the F ave Reporting Tools 

the top left_ C?:J People Tools 

Breadcrumbs visually display your 
navigation path and give you access 
to the contents of subfolders. 

Menu Search, located under the 
Main Menu, now supports type ahead 
which makes finding pages much 
faster. 

UMSYSTEM.E.DU 

Pl 
D 

Travel and Expenses 
Travel and Expense Center 
Payment Request Center 

1in Menu to 

E . 
. . 

AdvancingMissouri 

Training Instance ‐ http://www.umsystem.edu/ums/fa/finance‐
support‐center/peoplesoft_financials 

» Main Menu ‐> Employee Self Service ‐> Payment Request Form 

25 
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1 01/24/2015 lo 04/24,12015 

~proveci 

voucticred 

ti Oaretimi. 

00 000026 0,U21Cf.W 1 - 1 Q_0-tAt.1 

UMSYSTEM.E.DU 

- mbltr o RcQ1Jc!ils 

5 

1 

Supp r ID Stlp i!r 

O 1000 13~2 IIDW\NCED cor PUTER 
SOWTI NS 

0001005512 

w I me: 

No R ee 1e sa s 

Oi!!!lt pfio11 e 
co put rs ill 

1.3 300.00 SD Approved COLU I 

AdvancingMissouri 

Payment Request Form 

» Main Menu > Employee Self Service > Payment Request Center 
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Summary Information - step 1 o 4 

RaQueS'I ID 

DoGCrlpti L ___________________ ~ 

"'Cost Sufi Totill, 

isc Cl'la rge Amo1ml 

F~ighl Amoual 

Tobl.lAmoual 

UMSYSTEM.E.DU 

rrv-oic. Det□1 s 

E.ul l sa•~fa Lt, JI 

Entered By Tr in ll'iJ I - /PO 

EDI 17 d llilta1i ,;i fl015 11.0!A.I l 

e:) 

AdvancingMissouri 

Payment Request Form (1 of 4) 

1. Summary Information Page 

Hold Check, Express Check, 
Separate Check, 
Payment Handling Code 

27 



     

         

mma __ "t_l_nfu_rma_at:_1_on ______ ~j S1..1ppll r lufo1ma!.lon 

Supplie•r Information S ep 2 or t1 

h1stn:11:tion-9 ? 

flrVolce rf11mber 12 56 

I O 12 201 

s p er Se h 

COUl!tl'y U 

Suppl] I' P i!m nl iel I n 

ppl E<r I sL 

Supp r I I rm, Address 

r RFI LO NN Coi m aMDffi 

r RI LD N 2401 E BO'h S 

UMSYSTEM.E.DU 

Per on 11!9 I ndl I 
Cify 

Coiu bia 

100mm 1or, 

er r 1 r l Nell 

oqmry 

10 

SA. "I 

AdvancingMissouri 

______ 

Payment Request Form (2 of 4) 

2. Supplier Information Page 
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Summary Information 

Invoice Details - Step 3 of 4 

Line 

Business Unit COLUM 

Request ID 

Description 

UMSYSTEM.E.DU 

Supplier Information Invoice Details Review and Subm~ 

~ I Save for Later 11 I ◄ Previous 11 Next 

Invoice Number 465456465 

Invoice Date 05/07/2015 

dnstructioos 7 

Entered By Training ID -AP/PO 

Entered Datetime 05/07/2015 8:00AM 

Line Amount 

'Cost Sub-Total C ::IooJ 
Misc Charge Amount~==~ 

LIDII 
1 
~ ouon 
Ro0mr1e 

·uno moom 
210 00 

Ace uni ng Details 

S1)00C!Cihan KIi\' 
A0388 

line 'Amount Fund Code Department Proqram Code PC Bu111neBB Unit ProJeel 

[II El 0000 p. 1O 

+ - 2 105.00 0000 Oll 

AdvancingMissouri 

Payment Request Form (3 of 4) 

3. Invoice Detail Page 
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lnforma 10n 

Review aind Submit • Step 4 of 4 

lnslructioo !i ? ) 

eus111ess UIII MSYS 
RCQllc'St ID 

De.scr1PIIOl'.1 Bu.sin e.ss mce lno c pe se 

Slll!Oli r FAJRFlEl.D INr 

TotalAmounl 285. 0 USD 

IReq,uesl Status e"H 

Su ppl1 er In' ormat1on 

11VOlce mner 12 56 

ln'IOI~ Date 04l2 1201 -

c11c1c: ne "Re:Yle llUltOn to re ew me de all eo re quest 

Cllclc: ne ·sub 1>u1ton 10 sutim 1 our ro<1 st 

nvoi,: e eta1ls Revi w and Submit )~--­

L save tor Later~ I ◄ 

E.111 r Cl 8\1' Train n,;i I - 1W o 
E11 ere(! Date mC' i24f.2015 11 :OJN,1 

uMsvsrEM.E.ou AdvancingMissouri 

Payment Request Form (4 of 4) 

4. Review and Submit Page 
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UMSYSTEM.E.DU 

University ofMissouri Syste 
COLI - BlA KANSA..", Cn"Y I ROLLA I ST. LOUIS 

Voucher Approval AF 

Enter any information you have and click Search_ Leave fieldls blank for a list of all values. 

I Find an Exis ·ng Va ue 

[ ,.- Search Criteria 

Business Unit: I= vi 
Voucher I IJ: begins with V 

lnvo·ce Number: be,ginswm1 V 

Short Supp er Name: begins with V 

Supplier Ill: begins with V 

Supplier Name: begins with V 

Approva status: vi V 

D Case Se1111 siil:ive 31

Non‐PO Voucher Workflow 

» Accounts Payable > Vouchers > Approve > Approval Framework ‐
Vouchers 

» Can still navigate to the approvals page by: 
› Hyperlink in the email notification 

› Work Center 



   

 
 

Approval ]I Wne lnformatio !,,harge lnformatio 

Business Unit COlUM 

Voucher 0254099~ 

Invoice Date 0412512015 

Vouchet" Details 

Transaction Currency USO 

Total 00.00 

Misc Amt 0.00 

Details 

Freight 0.00 

Sales. TilllC 0.00 

llseTilllC 0.00 

Entered VAT 0.00 

FIIB II seflD RB II SIU:Jl'llller Remllfl□g A.ddJeH 

l!OFMO 001B1ffi4:0B Remitting ress 

UMSYSTEM.E,DU 

Invoice N:umbl!lr LBC2014CS i1S-8 

Su;pplre.r ~!'!l.~-~-~!f:~ 
0 00161~6 09 

Tenns. Due Immediately 

Approval Status PeooiB.g 

Added By llRADSHAWSTRAUBL 

E'ersonaliz.e I F111d I Vie\'f All I bi] ] first ◄ 1 of 1 last 

Sclllldultld to 
Pay 

04f.27 J2'015 

Grose Amt C□lll8□ «:y suppler NBJ1 

50.0□ lJSl) SlMS.CJ..NI# 

Fiscal Reviewer Approval 

BUSINESS_UNIT=COLUIM, VOUCHER_ID=Oi2540994!:Pending 
f'l~ca'I R:e'llll"W&I o!lppOOYBl 

Pending 
(9 CFIISCJ.:EVlEW ~ 

Heal A,PPI<ll(.31 

Accounting Offiice Appr,ovall 
Srart 

BUSINESS_ UN IT =CO LUIM, VOUCH E R_ID=U540994:Awaifi n g Further Approva Is ~New 
Palh 

A-ceounllng o ce Approval 

NotR~ted 
M111tipl'e Appr,oVeJS ~ 
Ac:I Olr.e;! A~pr~'o'al No -He<~() 

Appro'ie AddConW11ents Hold 

Non‐PO Voucher Workflow 

Fiscal 
Reviewer 
Screen 
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UMSYSTEM.E.DU AdvancingMissouri 

T&E Expense Report 

» Attachments – No  longer email to queue 
› Use Attachment hyperlink to upload receipts and support 

» Hotel Wizard 
› Option to use Hotel Wizard or itemize manually 

» “Notes” replaces “Comments” 
› Hyperlink on Summary and Submit Page 

» Certification Statement 
› Necessary for University business 
› Traveler personally paid; not receiving reimbursement from 3rd party 

› Meet University policies 
› Alcohol benefit statement 

» ER can be “Withdrawn” if it has not been approved yet 
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Create Expense Report 

Expense Report Entry 
Danelle Hassler 

Quick Stan: 

•Description: 

•eusiness Purpose: 

Default Location: 

Copy Selected 

Employee Expenses: 

I A Blank Report 

OeleteSelected 

Non-Reimbursable Expenses: 
Prepaid Expenses: 
Employee Credits: 
Vendor Credits: 
Cash Advances Applied: 

Repon ID: NEXT 

Comment: J 
Reference: 

Q. 

I New Expense •I~ Check For Errors I 

0.00 USO Due Employee: 0.00 USO 
0.00 USO Due Vendor: 0.00 USO 
0.00 USO 
0.00 USO 
0.00 USO 
0.00 USO 

QefinitionofTotal1,i: Update Totals 

By clicking submi~ the traveler certifies that these expenses were necessary for University business, that the traveler personally paid 
these expenses and has not been nor will be reimbursed by any other person/entity, and to the best of hiM!er knowledge, these 
expenses are correct and are eligible for reimbursement under University policy 

UMSYSTEM.E.DU 

Create Expense Report 

111 RIWtlUI A I vtJ.; N I 

·-= Purpcl!il! 

'Reparl Des.r.r1IIOOII L 
llr.[DrDn-r.cC 

Expenses ~, 

CollapselJJI Add: I [~ W, Wallet (0) I i/ let, • 

•o.,1e 

I Conapse All 

OlllckSlar1 '■j 

Ta!ah;tO l.8191 

O-e5{f!P1]Dn 

lotalstO LIil I 
34

T&E Expense Report 

9.0 Page 

9.2 Page 



   

CTRA\rELER ClltA.VELER rf ! 

'Bm:tmu:s Purpor.e, Me .nng 

"R11port DGsc p~lon ~lc_a_m~pu_s_!_ile_.n n~g~-----~ 

0 Reference~----------~ 
E.xp@m;; 

Eiipand All I Cctllapse All Ad : I ~ Mt wallet (0) J ~ QUICK-Fill 

Q •oate +Expense Type ---------------
04!19/2015], Trans -l\lileage (Per.:nl\/eh) 

•Bi ing Type I • 

••or1:111 na.~1na Location [c . 
""De-stina~ion Location ~IKAN_s __ lTY _______ ~ 

"llil~~ 11 o.~ o 
ed. raurd miles to the garns Jg_ 

General Le-daer C~artfields B 

.,. 

MO LJS/l, 

MO USA 

Delaul Locattoo IQl,NSAS CITY 

" Attachmenis 

Descri on 

Amount -CL Unit A t Currency bd1ange 
onetaiy mou11 C R te' 

MO USA 

•Pa~menl T~pe 

:@= Cash/ heck 

~ Defau It Ra.te, 

IE] ~on-Rei lilllmrsa.b 

IE!! ~ Re-cei111 

Fund llep1 

Total!. (11..Jine) 100.00, 

.... 01+ 

oun1 

• EX mange Rate I 
R!!ir□llllrS!!rtli!'DllllTlt 

Program Clllas 
PC BtJS 
U11i1 

1 ]9 o: 

109.00 

uso, 

+currenc'f 

~ [±] 

,.., • 
USD 

109 ool COLUM I 109 00 USO 1.00000000 [1210 o I 0000 It.\ c11osoo1 I o7 o7~ coLUM~ [oo ~ + El 

UMSYSTEM.E.DU AdvancingMissouri 

~ 

T&E Expense Report 
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Es 

Ref r nee 

11es) 

s Adv ces Ap 'ed 

ent 

iew rintatl e ers1on 

J27 3 USO 

0 00 USO 

Amount !Due: to Em,ployee 

on 

321.33 USD 

Report 000017 01 F'en I g 

ere ed 031 312015 TR 

L st Up,d ed O 31201 

~ e Aila 

bu 

PrewJ: peases 

JRAV ·~ 

~ 
D 00 U D 

0 DO USO 

Amount Du,e to Supplier 

~By ~heckling n's .boxj the travel:er certifies t~ese expenses were necessary for Un vers!ty 
~tmsmess n th t Ute tr v.el'.er persona.Dy p 1d th se ,e: e ,es and has not beell'II nm I Ile 

rambursed by an other person/enti , and lo the hesl of hi sJher knowled • , Ulese· expenses 
ar • rre and re er gj I • for r imbu ment _nder un,ver rty policy If ubm In .1 a, 
Busi ess. Meal ·for reimburs lhe tra er attests ·IJla.1 any a1co I pu ch • sed '~ s, a. 

-------tl!!IGgll"I, iiliib-3~end1 ura to promote lhe Ullivers, 's i nl:eres1s. 

Aciloos 

fflO)'ee' 

Sup ier 

(UJ01 USD 

UMSYSTEM.E.DU AdvancingMissouri 

T&E Expense Report 

» Save & Submit Page 
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UMSYSTEM.E.DU AdvancingMissouri 

Reminders: T&E Policies & Procedures 

» Business Meals: Business purpose, traveler + guests, attendees 
› Per diem when only traveler 

» Meal – Extended Work Day: No overnight stay 
» Per Diem: Enter start/end time on first/last days of travel 
» Expense Type: Miscellaneous should be last resort 
» Hotel Folio (Unnecessary Charges): Mark as non‐reimbursable 

» Moving Expenses: 1 line only 

» Receipts Required: Must show proof of payment (cash, cc, etc) 
» Supplies: Show‐Me Shop, Pcard, PO 
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Supply Chain 

eProcurement Module 



   

 

UMSYSTEM.E.DU 

Menu 1:1 

[> My Favorites 
[> UM Applications 
[> Accounts Payable 
[> Commitment Control 
[> General Ledger 
[> Grants 
[> Purchasing 
[> Manager S.elf~.ervice 
[> Items 
[> Vendors 
[> Inventory 
fl41•AHi4H@,il _____ -j 

[> Bu1e r Center 
- Create Requisition 
- Manage Requisitions 
- UM Print Requisition 
- Approve Requisitions 
- Receive Items 

Top Menu Featu 

The menu is na 
Main Menu to , 

Recently Use 
appear under t 
menu, located 

Breadcrumbs 
display your m 
and give you a 
contents of sul 

UM Applications 

Employee Self-Service 

Manager Self-Service 

Supplier Contracts 

Procurement Contracts 

Purchasing 

eProcurement 

Travel and Expenses 

Accounts Payable 

Commitment Control 

Real Time Bottom Line 

Set Up Financials/Suppl 

Enterprise Components 

Worklist 

Tree Manager 

Reporting Tools 

People Tools 

► 

► 

► 

► 

Buyer Center 

Requisition 

Manage Requisitions 

UM Print Requisition 

Manage Requisition Approvals 

Receive Items 

Reports 

Manage Templates 

► 

► 

AdvancingMissouri 

Creating a Requisition 

» Beginning Navigation 
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1. Define Requisition 2. Add Items and Services 

Specify requisition name, requester, and other information that applies to the entire requisition. 

Business Unit: 

'Requester. 

Requisition Name: 

... Line Defaults 

UMSYS 0. System Administration 

[@_WARDSMELI IQ. EdWards,Melinda Ellen 

3. Review and Submit 

•currency: USD 

Note: The defaults specified below will be applied to requisition lines when there are no predefined values for these fields. 

Vendor: Q_ Vendor Location: 

Buyer. Category: 

',. 
ShipTo: 1§15 IO. 

Due Date: c--llEI Attention: 

UMSYSTEM.E.DU 

Q_ 

Q_ Unit of Measure: LO. 

~ University ofMissouri System 
~ cou \1RI.I u.,sAscn-v ROil.A I s-r.wns 

Business Unit IUMSYS ~ 

'Requester HEMEYERT 

*Currency~ 

System Administration 

1~ Hemeyer.Tylisha Michelle 

Requisition Name 

Custom Fields 

Default Options ? 

@ Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these 
fields. 

~ Override If you select this option, the defaults specified below will override any predefined values for these fields.only non-blank values are assigned. 

Line Defaults ? 1 

Supplier 

Supplier Location L 
Buyer 

Shipping Defaults 

Ship To 

Due Date 

Accounting Defaults ---~-----~ Chartfields1 [ Qetails II 8,sset Information I ~ 
Location GLUnit Account 

Category 100001 

Unit of Measure ~~ 

Attention ~------~ 

Personalize I Find I ~ I • First ◄ 1 of 1 • Last 

Fund Dept Program Class PC Bus Unit Project ACI 

AdvancingMissouri 

Creating a Requisition – Step  1 

» Define Requisition » Requisition Settings 
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Create Requisition 
LL 1. Define Requisition 2. Add Items and Services 3. Review and Submit 

Add lines to the requisition, specifying the information necessary to procure each item or service. 

Q. Search I 
Show-Me Shop iitfflMiffiiffli 

Logo Merchant ~ 

SHOW ME SHOP Punchout to Catalogs 

Welcome Hemeyer,Tylisha Michelle 
~}' My Preferences Requisition Settings 

Request Options 

Enter search criteria or select 
from the menu on the right to 
begin creating your requisition. 

UMSYSTEM.E.DU 

Search All 

Show-Me Shop 

Browse Supplier Websites 

SHOW ME SHOP 

Non-Catalog Re-quest 

Create a non-catalog request 

0 Lines 

Search I Advanced Search ~-----~ 

Templates 

Browse Company and Personal 
Templates 

AdvancingMissouri 

Creating a Requisition – Step  2 

» Add Items and Services 

» Home 
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* Price: 

* Quantity: 

* Category: 

Vendor ID: 

Vendor Item ID: 

Manufacturer Name: 

Manufact Item ID: 

Additional Information 

ID Send to Vendor 

Olear 

UMSYSTEM.E.DU 

*Currency: 

*Unit of Measure: 

Due Date: 

a.. 

ID Show at Receipt ID Show at Voucher 

USO 

L 
L 

lo., 

'[JI 

Enter information about the non-catalog item you would like to order: 

Item Details 

*Item Description 

*Price •currency luso 
~--~ 

*Quantity *Unit of Measure ~=~~ 
*Category 

Due Date ~--~IBl 

Supplier 

Supplier ID ~ 

Supplier Name ~ 

Supplier Item ID 

Manufacturer 

Manufacturer Name 

Manufacturer 

Mfg Item ID 

ICI Send to Supplier ICI Show at Receipt ICI Show at Voucher 

AdvancingMissouri 

Creating a Requisition – Non‐Catalog 

» Define Requisitions » Requisition Settings 
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Reviewlhedetailsofycurrequisition.makeanynecessaryct,anaes,andsubmit~forapproval 

Business Unit UMSYS SystemAdITTnistra~oo 

'Requester. [EDWAROSMEU 0.. Eat.'ards,Melinda Ellen 
-------

RequisitionName: 

-.,J 1 ~ 

ConsoidatewithotherReqs CM!rrideSuggestedVendor 

Shippin9Line:1 

Status: Active 

O,eOate C---io 
'ShipTo:~0.. 

Ouanti(y: ftoooo 

Attention: [Eoords,MelindaEnen 

'LiQuidateby Ami 

'Currency; USO 

l±IEI 

4-0.00000~Q[jjiooolQ§Jo, 1106002QL<\D 

[1 Seled>JI/Deseled>JI Total.Amount 40,000.00USO 

L ~ AddtoTemplate(s)IG;101MyUne/S/lipping/Accounting I QDeletel 

[ISendtoVendof ElShowatReceipt [IShowatVoocher 

Do you need a jui 

UMSYSTEM.E.DU 

Review the item information and submit the req for approval. 

Requisition Summary 

Business unn luMSYS " System Administration 

'Requester ~IH_EM_E_Y_ER_T ____ ~:" Hemeyer,T~isha Michelle 

•currency ~ 

Cart Summary: Total Amoont40,000.00 USD 

Expand lines to review shipping and accounting details 

Requisition Lines 

Item ID Supplier 

Select lines to: 

!J Send to Supplier !J Show at Receipt !J Shown at Voucher 

Enter approval justification for this requisition 

,/; My Preferences f.l Requisition Settings 

Requisition Name ~--------~ 

Add More Items 

Quanti~ UOM 

1.0000 Each 

Price 

40000.0000 

Total 

40000.00 

Total Amount 40,000.00 USD 

Details Comments Delete 

0} Edit 1:J 

1:1 

AdvancingMissouri 

Creating a Requisition ‐ Review & Submit 

» Review & Submit » Checkout‐Review & Submit 
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- Review and Submit 

Review the item information and submit the req for approval. 

Requisition Summary 

Business Unit juMSYS ~ System Administration 

*Requester IHEMEYERT I~ Hemeyer,Tylisha Michelle 
~=;;;------~ 

•currency juso 

Cart Summary: Total Amount40,000.00 USD 

Expand lines to review shipping and accounting details 

Requisition Lines ? 1 

Line Description 

,.. [Cl 1 ~ Truck 

~1 

Item ID 

*Ship To 

Address 

Supplier 

I .__C_00_31_8 ___ _,I~ 

Procurement Operations 
1105 Carrie Francke Dr 

Columbia, MO 65211-3100 

~ IHemeyer,Tylisha Michell~ 

Due Date '--------~□ 

► Acoounting Lines 

I" My Preferences 0 Requisition Settings 

Requisition Name ~-----------~ 

Add More Items 

Quantity UOM 

Each 

Price 

40000.0000 

Total 

40000.00 

Details Comments Delete 

1.00001 

Quantity 1.0000I 

Prioe 40000.0000 Price Adjustment 

Pegging Inquiry 

Pegging Workbench 

() Edit i 

[Cl Select All I Deselect All Select fines to: ~ Add to Template(s) mf Delete Selected !~Mass Change 

Total Amount 40,000.00 USO 

Creating a Requisition ‐ Review & Submit Options 

» Shipping, Attention To, Access to Accounting Fields
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Line Description 

It Truck 

Shipping Line 

li"'.'I Select All/ Deselect All 

,.. Accounting Lines 

•Distribute By 

Accounting Lines 

Account Fund Dept 

Qty 

Item ID Supplier Quantity UOM Price Total 

40000.00 

Details Comments Delete 

*Ship To '--lc_oo_3_1B ____ __,I~ 

Address Procurement Operations 
1105 Carrie Francke Dr 

Columbia, MO 65211-3100 

Attention To IHemeyer,Tylisha Michelle I 

Due Date 

Accounting Lines 

*Distribute By Qty 

1.00001 Each 
~--~ 

SpeedChart 

40000.0000 

Quantity 1 000~ 

Price 40000.0000 

*Liquidate By Arnt 

Price Adjustment 

Pegging Inquiry 

Pegging Workbench 

0 Ed~ 

Personalize I Find I View All I~ I • 

I Qetails II Dejails 2 II ~sset Information Asset jnformation 2 !ludget Information I ~ 

Lin:e MoCode Status Di st Type "'location Qu~ntity Peroent Merchandise Amt Gl Unit Entry Event 

~--~l~Open ~lco_o_31_s __ ~I~ ~I ___ 1_.o_oo~ol 100.00001 40,000.00 IUMSYS I~ 

Select lines to: ~ Add to Template(s) fil Delete Selected ft,.Mass Change 

SpeedChart *Liquidate By Ami 

m 

Personaliz:e I Find I View All I iGD I lg First ◄ 1 

Dejails 2 

Program 

~sset Information Assetjnformation 2 

Class PC Bus Unit Project 

!;!udget Information I EB 
Activity Source Type Category Subcategory Affiliate 

~ I~ I ~ 

Creating a Requisition ‐ Review & Submit Options 

» Accounting Fields – Chartfields 1 vs 2 (and Personalization) 
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UMSYSTEM.E.DU 

dd More Items 

Requested For Hemeyer,T~isha Michelle 

Requisition Harne 0000012302 

Business Unit UMSYS 

Status Open 

Budget Status Not Checked 

ePro Approval 
Requisition 0000012302:lnitiated 

ePro Approval by auth signer 

Not Routed 

~➔ Multiple Approvers -~ 
Campus Department Approver 

Return 

68 Preview pprovals 

Humber of Lines 

Total Amount 40,000.00 USO 

~Start New Path 

Aavanc,ngr-1issouri 

Creating a Requisition – Review  and Submit Options 
eating a Requisition – Review  & Submit Options 

46 
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UMSYSTEM.E.DU 

Your requisition has been submitted. 

Requested For Hemeyer,Tylisha Michelle 

Requisition ~~ame 0000012302 

Requisition ID 0000012302 

Business Unit UMSYS 

Status Pending 

Budget Status Not Checked 

ePro Approval 
Requisition 0000012302:Pending 

ePro Approval by auth signer 

Pending 
IL\ Multiple Approvers -{±] 
\J Campus Department Approver 

r,;'f 
IE' Create New Requisition ~ Manage Requisitions 

Number of Lines 1 

Total Amount 40,000.00 USD 

~ Check Budget 

[±]start New Path 

Creating a Requisition ‐ Confirmation 

» View Printable Version, Edit this Requisition 



 
Manage Requisitions 
.... Search Reqms1t1ons 

To locate requisitions, edit the criteria below and click the Search button. 

Business Unit: ~SYS ]Q. Requisition Name: 

Requisition ID: Q. Request Status: Budget Status: 

Date From: [@0112015 ], Date To: ~08/2015 ]~ 
Requester: ~MEYERT ]Q. Entered By: L ]Q. POID: 

To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go. 

Manage Requisitions 
~ 0000012403 0000012403 

~ 0000012338 Heinkel Supplies 
Collapse section Search Requisitions Search Requisitions 

To locate requisitions, edit the criteria below anel click the Search button. 
~ 0000012337 Rolla Supplies Business Uni~Ul,ISYS !Look up Business Unit (Alt+5)Requisition Look up 

Name~---------------------------------~ 
Requisition I ~-----~Look up Requisition ID (Alt+5) Request All but Complete Budget Status 

State 
0510112015 Choose a elate (Alt+5) Date T~,-0-5/_0_8/_2_01-5-------,IChoose a elate (Alt+5) 

Requeste YOUNGKRI Look up Requester (Alt+5) Entered B_'- _______ ..,Look up Entereel By (Alt+5) POID 

Search Clear Show Ac!vanceel Search 

Requisitions Help 

To view the lifespan ancl line items for a requisition, click the Expanel triangle icon. 
To eclit or perform another action on a requisition, make a selection from the Action clropelown list anel click Go. 

ReqlD Requisition ~1ame BU Date Request State Budget Total 

Expanel sectionooooo12500 0000012500 UMSYS 05/06/2015 Pending Not 100,035,292.00 USO [Select Action) ·~ 
Chk'd 

Expanel Section0000012485 EP 41 - copy of EP22 UMSYS 05/0412015 Pending Not 100,035,292.00 USO [Select Action) ·~ 
Chk'd 

Expanel Section0000012484 EP3 &EP34 UMSYS 05/0412015 Pending Not 2,938,928.00 USO [Select Action) ·~ 
Chk'el 

Expanel SectionQ000012483 Test EP33 UMSYS 0510412015 Pending NotChk'el 1,000.00 USO [Select Action) ·~ 
Expanel Section0000012476 TestEP22 UMSYS 05/01/2015 Pending Not 100,035,292.00 USO [Select Action) ·~ 

Chk'd 

UMSYSTEM.E.DU Expanel Section0000012471 TEST EP30 again UMSYS 05101/2015 Pending NotChk'el 1,462.00 USO [Select Action) ·~ 

Manage Requisitions 
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ck the Search button. 

Requisition Name: 

Request Status: 

Date To: 

Enter,ed By: 
All but Complete 
Approved 

-----~ Cancelled 
Complete 
Denied 
Open 

~uisirfion Name.__ ___________ _ 

R1eq;u es.t Al I but Comp I ete 

Sta 
Date-U:o • 

Approved 
Canceled 

,-------1 Comp I ete 
Show • Denied 

Open 
PO Partially Canceled 
PO Partially Cormpleted 

. . . . PO Partially Created 
iangle ICO~ PO(.s) Canceled 
m the Actl PO(s) Completed 

Reqiu PO(.s) Created 

051061201 PO(.s) Dispatched 
Partially Dispatched 
Partially Received 

051041201 Pending 

Received 
051041201 See Lin es 

Chk"d 

..... 

Oharnge ReqLJJest 
Co PY Re q LJJ Ls iti o rn 
Recei e Or er 
Retu rm to Veirn or 

• ppro als 

[.Select ciion 

als 
Cancel 
Check Bu get 
Cop 
E it 

Go 

Manage Requisitions Options 
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 To locate requisitions that require your approval (or requisitions that previously required your a 

Se arch button. 

Requisition 10: L ]Q. Requisition name: 

Busloess Vnit 

Date from: 

Requester: 

search Clea, 

·status: Pending 

Date To: 

Q. Entered Dy: 

To view 111e complete details aM appro,e a Requisition, diet( 111e requisition ID link. 

"' ~ I t> Collapse ,6,11 

Ac:tiOllJStZ1tus Re ID Re uI:sIbon tl,11ime 8u:s Un11 Dl&te Re ue:s 

~ © Pending 0000003857 Supplies UMSYS 06/0412008 Request 

~ © Pending QQQQQQJS7J 0000003873 UMSYS 07/0812008 Reques 

~ © Pending 0000003878 0000003878 UMSYS 0712512008 Reques 

~ 0 Pending QQQQmm Textbooks UMSYS 07129/2008 Reques 

UMSYSTEM.E.DU 

ruv rsity of Missouri Sys em 
1.11 ltllL-\ I !u\.'\~.•.~r:tr)· I JUJLL\ s1:u,11~ 

Manage Requisition Approvals 
• Search R.equi~it10ns 

Ta loca:e re-:iuIsIaons ll'la re Jlre yaur 8.l)proval (or reQul·31Uons 11lat pre llU9I~ reciulr~m 1·our 3pproval~ edll :Ile c ,erla bela•N and dlctc Ille searcn bi; .. on. 

l I Seardl 

Rl?lpJisilitm ll 

lklslne&s Unit 

Dal rom !0.312512015 

Cle• 

T"l1iqu ;1l1t 1~ 

1!41q I JOO N1 me ___________ ~ 

•!'.Ullu_. Pendalg 

Date o 03/26!2-015 

Entereo by 

lo\lWA' e camJMet 1181- an.;1 alll)ra ea R6Qu1s1 on, cilc~ ne reQIJl5Ibon ID Im~-

EI!):;:nd I ► ca ,apse 

ArnonJSmlus A qlll) R I uon rn" BUfl, Un Dill A Bl r Ell em 6)' 

[t; Pendlnq 000012324 GJmE ~Ipment UrA3Y3 Olr.l~'2015 ePra ReQ- ePro ReQ- 2,300.00 
Re~eIvmg User ec.eMnD 

5er 
(!) P n:liny l!JOIJ,J01232J5 Tes11n~ CP1 UMSYS 0312~,'2015 7,1.W.OD 

(!) Penilm~ l)Q0,".1012327 Te~ EP'2, EP 3-2 UMSYS Ol/2f..1201- 165 OD 

~ PenjlnD 000012328 Test E ~ UM Y 031.2 2015 20,000.00 

(!) P~ndlng 1!000012329 TestEPS UrA3Y3 0312&'2015 2,700.00 

Tocal 

u 

U~:} 

LI 

u 
u 

Approving a Requisition ‐ Navigation 

» eProcurement > 
Approve Requisitions » eProcurement > Manage 

Requisition Approvals 

» Can still navigate to the 
approvals page by: 
› Hyperlink in the email 
notification 

› Work List 
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Requisition Approval 

Req !lame: TextlJooks 

Total: 35,000.00 USO 

Requester. Requester 

Entered on: 07/29!2008 

Status; Pending 

Requester's Justification: 
National Bookslore 
123Broa(!way 
Anywhere. ldO 999 99 

IL Edit ReQu1srtlon 

.... Line fnfonnation 

Business 
Requisi. 

Priortty: 

bfil ,~ ~ Q.r,: !!QI 

D 1 Textbool< Bioloav 200.0000 EA 

D 2 Texlbook. 
~ 

200.0000 EA 

D 3 Textbook Anatom, 200.0000 EA 

Enter Approver Comments 

Ii:' Approve I 0 Deny 

UMSYSTEM.E.DU 

Requisition Approval 

Bu&i□IISS Unii Ul.tSYS 
R11qvl:sinon 0000001987 

Requ~llkln r ii GymEqu menl 
lb!-ques.ler i-!l!me1er,f ltSha 

Ell Qll G:i,112J2015 
S.tliius ,. _ng 

'~llllrt!J General 
Bod el Statu:s ~Cnea.1111 

R ,,~ .. ,, IIRL!IICD 1011 

Notus• :an'oo e.ntemd' b ,eque,sl'l!,r 

n nfonna!Jon 

m Dltl.i:rt bon 

Tr ad 

2 

SIi Cl.ll IOIS lid ilill 

lchel e 

5&1ppJl4/I r me UIII[ ly 

Totai Amount 2 :lOO 00 USO 

'JI pnnlable vtrs10n 

Pers1mataze I r111d I~ First 

Pnct1 

00009, 

100001:A 

1500 00000 USO 

800.00000 USO 

1-2 or2 LasL 

R quest t"s 
cam_n .. 

AdvancingMissouri 

Approving a Requisition – Approve/Deny/Hold 
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UMSYSTEM.E.DU AdvancingMissouri 

Invoices 

»Continue to send invoices received at the 
department level via email to 
› UM Procurement Imaging Vouchers 

› umprocimagingvouce@umsystem.edu 

› apsspoinvoices@Missouri.edu 

› apsspoinvoices@umkc.edu 

› apsspoinvoices@mst.edu 

› apsspoinvoices@umsl.edu 

› apsspoinvoices@umsystem.edu 
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ece111e,d Date 

Busl ess Lllllt UUSYS 

PO II 11it ~ 

To !Qm11201s]. 
ecetpllD 

POID 

Sl10 Stat s Ret:eive(ll'/Open 

Snip To 

SeaJcil 

... 

Clear 

Process Receipls lf'lspecticn Review ASN Receipt r1anage Relum To Su1pplier 

ch Crtl r 

Searcn 

PO Or11 LJ i!SYS 

ID 

Line I dtedu e 

Item ID 

StlipTo 

s i Vi' 

J 
-----~ 

t[ 

[l] Retriev Open F'O Schedules 

o can eel [R rresh ] 

No Order Qty 

Days /. Today [ 30 

smrt Date [ 5J2O1 l • 
Eml Dale @:!&6f2015 ~ •1 

5,y l N meL 

Sup!pl1 r Item ID [ 

M1muracturer IDL 

nufllct rer's Item ID 

uppl ier Loolru 

~---------------~ 

OrderedQ , PO Rem iain11 Qty 

Receiving ‐ Navigation 

» eProcurement > Receive Items > Add New Receipt 
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Ur11 U ,1 YS .R ipl. 

ecepl EXT Md H a Cler Comm nls 

f-1 a,d r laJt 

► H ad r 

RJ uester 

Department pl. pp HR/FYRL 

Loca.oon Code cog J Lo rust E st-Rm IT 

Ad ress Lille 1 □rvisl n r 
Addrie s Lm , 2 15 Locus! St 

Ad re Un,J 

eu li:lint C3a 
Cf:ty Cotumbia 

Po I Cod 211 

S led. Purchase Orcf r L 

Lore De - Is r LinkS _)Id sta.hL II ltem' g D ta H Qp 

De cripti 

~ Krona INTOU H 0 

[CJ r n erfaoe e-cecp • R,u 1Q se. hrt 

R cer U)ly 

1.0000 

_ Open 

Actlvr es 

X 

urce-lnl rm tJ n Ir:'=: ►) 

Rec ip Price 

20 □-00000 

Accept Qty Statu 

.oo a 0(1 n 

I terface set In orm tion 

Receiving 
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UMSYSTEM.E.DU AdvancingMissouri 

Open Labs 

June 1st Columbia & 
System 

General Services Building 
Room 25 

June 2nd St Louis Express Scripts Hall 
Room 106 

June 3rd Missouri 
S&T 

Engineering Management 
Room 235 

June 4th Kansas 
City 

Education 
Room 34 
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UMSYSTEM.E.DU AdvancingMissouri 

Resources 

» Finance Support Center 
› Email – financesupport@umsystem.edu 

› Phone – Toll  Free at 1‐877‐752‐3334 

» Training Guides 
› http://www.umsystem.edu/ums/fa/finance‐support‐
center/peoplesoft_financials 

» Accounts Payable Shared Services 
› http://www.umsystem.edu/oei/sharedservices/apss 

» Campus Accounting Office 
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