New York State Office of General Services
Business Services Center
Empire State Plaza
Albany, NY 12242

Approve a Requisition in SFS
Deny a Requisition in SFS

(Phone) 518-457-4272
(Fax) 518-486-9166

Submitted requisitions are forwarded to the supervisor for approval. The supervisor is responsible for reviewing the

requisition for accuracy and appropriateness.

| ‘& Employes-facing registry conten

)
&

In this module
you will learn

| ] hitps://nysissfs.ny.gov/ psp/ SFS/EMPLOYEE/EMPL/R 2%

i Favorites | @ Employee-facing registry content

how to approve
ordeny a
requisition.

Welcome

STATEWIDE
FINANCIAL
_ SYSTEM

Click SFS

Applications.

Enterprise Menu

SFS Communications =
Welcome to the
Statewide Financial System (SFS)
Agency User Portal!

& SFS Applications

# My Content

# Reporting Tools

- My Instant Messaging
- Change My Password
- My Personalizations

- My System Profile

First time logging in? See the "BEFORE usmg the SFS"
section below for i steps and i
your password.

See the 2/7 issue of Enterprise Connection for i

My Reports

Report
NYGL0363

NYGRO029

NYGL0363

e

Folder
NY_BOR

General

NY_BOR

NY CSHBAL AE General

2012-0208400.21.3

2/13 FDR Preparation Workshop for FYE: Updated OSC Calandav
Added to Resources on FYE Dashboard Web Page: OSC AP
Advisory 21: Master Contracts; New Business Unit GAMO1
Replaces LTY01 and RWB01; new items posted to SFS website.

12/18M2, SFS SYSTEM ALERT: The SFS Program will be making
changes to the way file attachments ars scanned before they are
saved to SFS Financials Praduction (PCAS) beginning today. These
changes may result in users receiving messages they have not seen
before. Please read the System Alert e-mail for full information.

1172712, SFS SYSTEM ALERT: Agency users may experience
problems in the SFS Production Reporting (OBIEE) application
caused by an incompatibility issue between Adobe Acrobat and a
nsars weh hrowser (i o Internat Fynlarer 7 & nr 0 I vini have

NY CSHBAL AE General

2013020822205

Report Wanager

Home | Sign out il

€ Internet | Protected Mode: On

=

v ®100% v
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Next, click SFS
Financials
(either location).

/ Base Navigation Page - Microsoft |

/SFS/EMPLOYEE/EMP!

Ko ke = 21 https://perftest sfs.ny.gov/ps

/WEBLIE_PTPP_SC.HOMEPAGE.FieldFormulalScript_AppHP?pt_fname=NY_PAPP_SFS_APPL v g 5| X EBmg
— —

s Favorites | {& Base Navigation Page

Welcome

STATEWIDE
FINANCIAL
| SYSTEM

ﬁ SFS Applications
SFS Applications

= Wy Instant Messaqin: E SFS Financials
- Change My Password SFS Financials.

- My Personalizations
- My System Profile

The Worklist
page is used to
view and take
action on
pending
approvals
routed through
workflow.

Click Worklist.

Menu =

Search:

@

(> My Favorites

- Employee Self-Service
[ Manager Self-Sernvice
[ Supplier Contracts

[> Customers

[» Promotions

> Order Management

[+ Vendors

[» Maintain Vendor Information
[: Purchasing

[» eProcurement

[> Semvices Procurement
[» Lease Administration
(> Travel and Expenses
(> Billing

[> Accounts Receivable
[ Accounts Payable

(- Banking

[> Commitment Control
(- General Ledger

[: Statutory Reports

(> Set Up Financials/Supply Chain
[> 8FS Processes

[+ Worklist

- Tree Manager

> Reporting Tools

- PeopleTools

|~ Tax Center

|~ My Personalizations

= My System Profile
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Collapse the
menu pagelet —
Click the
minimize
button.

[ & Workist - Microsoft Intern

i Favorites | & Worklist

5/

®

Menu
Search:

> My Favorites

> Employee Self-Service

> Manager Self-Service

[ Supplier Contracts

[> Customers

> Promations

> Order Management

[> Vendors

[+ Maintain Vendor Information
(> Purchasing

[» eProcurement

[> Services Procurement

[> Lease Administration

[ Travel and Expenses

(> Billing

[» Accounts Receivable

(> Accounts Payable

> Banking

[ Commitment Control

[ General Ledger

(> Statutory Reports

[ Set Up Financials/Supply
Chain
[> 8FS Processes
 Worklist

orl
orklist Details
> Tree Manager
- Reporting Tools
> PeopleTools
Tax Center
Iy Personalizations

|~ My System Profile

vided by Mew )

Worklist

Detail View

From

JONES,
MICHAEL K

SMITH, JOEM

SMITH, JOEM

% Refresh

., g, https://prifin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP /w/WORKLISTIICAction=ICViewWorklist&Menu=Worklist&Market=GE + g 2| X Bing
— —

Date From Work ltem

Work List Filters:

Worked By Activity

Voucher Approval
09/06/2012 Level 3

01/21i2013 Approval Routing

02/06/2013 Approval Routing

Approve/Deny/Reject Vouchers

Approval Workflow

Approval Workflow

Link
PERO1, 00000154, ISKALD

2-Medium

-

ELECTRIC TOWER LLC, ashley] Iark Wol e

5024.58. ashleyi

Requisition, 128451
BUSINESS UNIT.O0GS01
REQ 1D:0000000386

ERApproval, 431519

2-Medium

SHEET 1D:0000045478
RDCRA 1A

MNew Window | Help | &,

Wark Worked

m
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The Detail View
shows the
worklist in table
format.

The From field
shows the
person who
began the work
item.

The Date From
field shows the
date the item
was started.

The Work Item
shows the status
of the item.

The Worked By
Activity shows
the next step in
the process.

The Priority field
shows the
default.

The Refresh
button can be
used to update
the page with
the most recent
changes.

The Mark
Worked button
is used to
remove an item
from the
worklist. If it is
greyed out, the
work is still in
process.

The Link opens
the Requisition
Approval page.

[ /& Workiist - Microsoft Internet Explorer provided by New York State OGS

o =
e Q E. https://prffin.sfs.ny.gov/ psp/fscm/EMPLOYEE/ERP/w/WORKLISTZICAction=ICViewWorklist&Menu=Worklist&Mar » (54 | 45 | X Bing 2 v
i Favorites | @ Worklist | |

$ Home Workist _Add to Favorites _Sian out |

Waorklist

Detail View

Erom

JONES,
MICHAEL K

Voucher Approval
09/06/2012 Level 3

SMITH, JOE M
SMITH, JOE M

WHITE, SCOTT R

& Refresh /

Worked By Activity

Approve/Deny/Reject Vouchers -

02/06/2013 Approval Routing Approval Workflow

03/08/2013 Approval Routing Approval Workflow

03/08/2013 Approval Routing Approval Workflow

Work List Filters: M

Customize | Find | Vie:

Link
PERO1, 00000154, ISKALO

ELECTRIC TOWER LLC, ashley|

502458, ashley]
ERApproval. 431519
SHEET |D:0000045478
RDCRA1A

Reaquisition, 128851
BUSINESS UNIT.OGS01
REQ ID:0000000287
Requisition, 128852,
BUSINESS UNIT0GES01
REQ ID:0000000388

2-Medium -

2-Medium =

2-Medium

First |

New Window | Help | &

1-4 of4 "/ | asi

€ Internet | Protected Mode: On

fa v ®100% -
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Each item on the
list must be
reviewed before
it can be
processed
further.

The Work List
Filters is used to
sort the items
awaiting
approval.

Click the Work
List Filters drop
down arrow.

Worklist

Detail View

From

JONES,
MICHAEL K

SMITH, JOE M

SMITH, JOE M

2 Refresh

Work List Filters:

Priority

PERO1, 00000154, ISKALOQ

Approve/Deny/Reject Vouchers

~ ELECTRIC TOWER LLC, ashley] Mark We

New Window | Help | /&

5024.58. ashlevi
Requisition, 128451

01/21/2013 Approval Routing Approval Worlkflow

2-Medium v BUSINESS UNIT.0GS01 Mark W\

REQ ID:0000000386
ERApproval, 431519,

02/06/2013 Approval Routing Approval Workflow

2-Medium ~ SHEET ID:0000045478 Marik &

RDCRA1A

[E]

Next, choose
Approval
Routing.

Worklist

Detail View

From

JONES,
MICHAEL K

SMITH, JOE M

SMITH, JOE M

% Refresh

Work List Filters:

Priority

Approve/Deny/Reject Vouchers

01/21/2013 Approval Routing Approval Workflow

Approval Routing iz
Voucher Approval Level 3

PER01. 00000154 ISKALO

~ ELECTRIC TOWER LLC, ashleyj Mark W

5024.58, ashley|
Requisition, 128451

2-Medium ~ BUSINESS UNIT.OGS01 Mark W\

REQ 1D:0000000386
ERApproval. 431519,

02/06/2013 Approval Routing Approval Workflow

2-Medium ~ SHEET 1D:0000045478 Mark W

RDC.RA1A
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Click the Link to
review the
requisition.

Worklist

Detail View Work List Filters: APproval Rgating -

From Date From Work Item Worked By Activity Priority Link
Reguisition, 128451
SMITH, JOE M 01/21/2013 Approval Routing Approval Workflow 2-Medium ~ BUSINESS UNIT:0GS01 Mark Waorked | Reassign |
REQ 1D:0000000386
ERApproval, 431519
SMITH, JOE M 02/06/2012 Approval Routing Approval Workflow 2-Medium ~ SHEET I1D:0000045478 Mark Worked | Reassign |
RDCRA1A
% Refresh
TO add an | /& Worklist - Microsoft Intem ovided by New Yo =2 e X
dditi I - g, htps://prfin.sfs.ny.gov/ psp/fscm/EMPLOVEE/ERP /w/WORKLISTAC Action=ICViewWorklist&lMenu=Worklist&Market=GE + I |45 | X Bing L~
aaditiona A== —

person to the
approval chain
the Insert
Approver
button{#] is
used to insert an
additional
approver called
ad hoc
approver.

The Insert
Approver
button can also
be used to add a
Reviewer. The
reviewer does
not add a step in
the approval
chain, itis an
FYI.

i Favorites | & Worklist

Requisition Approval ]

=

Req Name: Printer for BSC Finance

Total: 113244 USD

Requester: SMITH, JOE M Business Unit: 0GS01
Entered on: 01212012 Requisition ID: 0000000386
Status: Pending Priority: Medium
Requester's Justification:

No justification entered by requester.
~ Line Information

Requester's

Comments

Lexmark E460dn
|

Printer Pant CUSTOM COM-002

566.22000 USD G2

[F] Select Al / Deselect All

L [ Wiew Line Details

~ Review/Edit Approvers
All Requisition Approvals

mn

= Printer for BSC Finance:Pending [#sta

Agency Requisition Approval
Pending Not Routed Not Routed Not Routed Not Routed Not Routed

&5, DANIELS, JEFF K &= Multiple Approvers = Multiple Approvers &= Multiple Approvers lultiple Appre|
_‘E‘_’ Department Manager _‘E‘_’ Procurement Manager _‘i‘_’ Budget Unit _m_’ Finance Office _E_’ @Buyer

G) BRADY, JACK W
Requester;s Supervisor

Enter Approver Comments
-

[ Approve

Return to Waorklist

@ Deny

<] i
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Toadd anad
hoc approver or
reviewer,
choose where in
the process you
want the
approver/review
er and click

{+.

i Favorites | & Worklist

sfs

Requisition Approval

=

Req Name: Printer for BSC Finance

Total: 113244 USD

Requester: SMITH, JOE M Business Unit: 0GS01
Entered on: 01212012 Requisition ID: 0000000386
Status: Pending Priority: Medium
Requester's Justification:

No justification entered by requester.
~ Line Information

Requester's

Comments

Lexmark E460dn
|

Printer Pant CUSTOM COM-002

566.22000 USD G2

[F] Select Al / Deselect All

L Wiew Line Details

~ Review/Edit Approvers

All Requisition Approvals

mn

= Printer for BSC Finance:Pending

[Flsta

Agency Requisition Approval

Pending Not Routed Not Routed Not Routed
BRADY, JACKW g Multiple Approvers g Multiple Approvers
—{#]—p | Mullicle Approvers | _{gl ) | g Mulliple Approvers

G) Requester;s Supervisor Department Manager Procurement Manager Budget Unit

Not Routed Not Routed
&= Multiple Approvers lultiple Appre|
_m_’ Finance Office _E_’ @ Buyer

Enter Approver Comments
-

[ Approve

Return to Waorklist

@ Deny

Enter the
reviewer/approv
er’s User’s ID.
The user’sid is
their employee
number.

If you do not
know it, click <.

Insert Cancel

€ Internet | Protected Mode: On 45 v H100% ~
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Enter the user’s
last name and
click Search.

Select the
correct user.

Approver/Reviewer Search

Mame: jones

User ID:
aearcnﬂ/ Clear | | Cancel |

Search Results

m

User ID Name
000000000 JONES, MELISSA
n00000000 JONES. KEITHR
n00000000 JONES, LAURINE
n00000000 JOMES, DAVID
n00000000 JOMES, NANCY
n00000000 JONES, GERARD b |
n00000000 JONES. ANITA
n00000000 JONES, EDWARD L i
ANNNNNNNN INMEC DADCDTA 1
Ll F [T} | 3
& Internet | Protected Mode: On 3o 1% -

Choose
Approver or
Reviewer.

An Approver will
have to review
and approve or
deny the
requisition in
order to
continue the
process.

The Reviewer
can review the
requisition, but
cannot stop the
process.

Click ™= xxx

€] https://prffin.sfs.ny.gov/psc/fscm_3/EMPLOYEE/ERP/s/WEBLIB_P

Insert additional approver or reviewer

Choose an approver or reviewer to insert

User ID: no?éooooo @ JONES,
MELISSA
Insertas: g Approver

© Reviewer

Insert Cancel |

0 Internet | Protected Mode: On
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Check to see
that the
additional
approver was
inserted in the
approval chain.

Next, click

5] Apply Approval Changes

OYEE/ERR)

LISTACAction=1CVi

T Foverites | g8 Warklit

sfs

]
No justification entered by requester.
~ Line Information

ion

Vendor Hame

Lexmark E460dn
1 Brter, Part.. CUSTOM COM-002

17l Select All [ Deselect Al
L [ View Line Details
* Review/Edit Approvers

All Requisition Approvals

=3
Requisition Approval
Req Name: Printer for BSC Finance
Total: 1,132.44 USD
Requester: SMITH, JOE M Business Unit: OGS01
Entered on:  01/21/2013 Requisition ID: 0000000388
Status: Pending

Priority: Medium

20000 EA 586.22000 USD ()

= Printer for BSC Finance:Pending

Agency Requisition Approval

BRADY, JACKW
Requester,s Supanisor

ANIELS, JEFF K
partment Manager

=

Mulbiple Approvers
Procuremant Manager

E » MuBliple Approvers E » | Multiple Apg
B Dudgat Unit Finance Offic

H— Apply Approval Changes ’

The Line
Information
should be
reviewed before
approving the
requisition.

To view the Line
Details, select
the check box

.
Click
|_=§I|EI

View Line Details

LISTACAction=1CVi

T Foverites | g8 Warklit

Requisition Approval

=3

Req Name: Printer for BSC Finance
Total: 1,132.44 USD
Requester: SMITH, JOE M
Entered on:  01/21/2013

Status: Pending
Requester's Justification:

No justification entered by requester.

~ Line Information

Lexmark E460dn
! Bruter, Part...

Select All / Deselect All
L [ View Line Details

* Review/Edit Approvers

All Requisition Approvals

Business Unit: OGS01
Requisition 1D: 0000000388
Priority: Medium

566,22000 USD ()

= Printer for BSC Finance:Pending

Agency Requisition Approval

BRADY, JACK W
Requesterss Supsnisar

©

[ ONES_MELISSA
B e Appraver

DANIELS, JEFF K
Departmert Manager

il

[} .| Multiple Approvers | F— Multiple Approvers
Procurement Manager B Dudgat Unit

E >| Multiple Apg
Finance Offic

Enter Approver Comments
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All information
should be
carefully
reviewed to
make sure it is
accurate.

If the requisition
is okay as is,
move on to the
Approve section
(see page 13).

If the requisition
requires more
information or
alteration, it
must be
returned to the
requestor. Move
on to the Deny
section (see
page 13).

If the requisition
is no longer
needed, move
on to the Deny
section.

Click the exit
button B

NOTE: at this
stage the
Budget Unit is
the only
approver that
can alter
ChartField
information.

f https://prffin.sfs gov/psc/fscm/EMPLOYEE/ERP/: FQ.FieldFo zoft Internet Explorer |

| € | https://prffin.sfs.ny.gov/psc/fscrm/EMPLOYEE/ERP/s/WEBLIE_PV.PV_PRINT_REQ.FieldFormula.l5cript_PVPrintReq?distrinfo=true&FAVROW=1

Requisition: Printer for BSC Finance
Requester:SMITH, JOE M Business Unit: 0GS01 Requisition ID: 0000000386 Date: 1/21/2013

Comments:

Line Description Qty Price Curr UOM  Total

1 Lexmark E460dn Printer, Part 2.0000 566.22000 UsD EA 1,132.44
Number 3450

Line Comments

<= OGS Contract PT58730 Quote number: 1649 B1184 number: OGS01001 PTP:789 >>

Sched Line | Ship To Attention Due Date Qty Total
Off of Alchl & Substance Abuse John Doe 20000 | 113244

1
Bud Ref
201213

100 2 113244 | OGS0 DAS01 1140321 26287 10050 | 51033

Line ‘Pc‘l Req Qty ‘ Amount | GL Unit | Location | Dept ‘ Program ‘Fund ‘ Account

0 Internet | Protected Mode: On
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Approve

Enter Approver
Comments
regarding the
decision, if you
wish. This field is
not required.

Click Approve.

OYEE/ERR)

LISTACAction=1CVi

oM WORKLIST

T Foverites | g8 Warklit

To view
Comments, click
drop down
menu.

The requisition
has been routed
for further
approval. The
Budget Unit,
Finance Office,
and Buyer
follow the same
process.

sfs

Line |ltem Description  Vendor Name Price |Curr f:’::::':l':
W 1 Lexmark E460dn o) \5rom coM-002 2.0000 EA 568 22000 USD
= Printer, Part... e
7] Select All/ Deselect Al
L [, View Line Detaits

~ Review/Edit Approvers

All Requisition Approvals

~ Printer for BSC Fi Pending
Agency Requisition Approval
Mot Routed = Mot Routed Not Ruuled Mot Routed
BRADY, JACK W [#—p JONES, MELISSA [#—p DANIELS, JEFF K [#]—b i [#—b [#]—b
Requester,s Supenasar & Inserted Appraver & Department Manager & procuroment Manager E Hudget Usit E}-u...m e O

Enter Approver Comments

Requsition approved - JWB 02007113,

E.’J'\Pmﬂvef

Heturn o Workhst

@ Deny

LISTACAction=1CVi

V Printer for BEC Finance has been routed for further approval.

RevicwEdil Approvers

All Requisition Approvals

= Printar for BSC Finance:Panding

Agency Hequisition Approval

BRADY, JACK W
‘Rpquester; s Supervisse
72013 4 12 PM

DANIELS, JEFF K JEFF K
| O e

Wultiple Approvers

¥ Multipls Approvers
L] fluumr aifee

INII‘IDle -"DFTCWH — |
Pracurement Wanager E

—|=

Multicde Approvers
Hu or

[~ Comments

BRADY, JACK W at 2/7/2013 - 4:12 PM
Requisition approved — JWB 02/07/13.

[\ Cosmment History

Buhum to Worklis!

@ Internet | Protected Mode: On & » Rwoxn -
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Deny

To deny, itis
required that

LISTACAction=1CVi i i GBL

s e OYEE/ERP/ spharne= WORKLIST

i Faverites | g Worklist

sfs

=3
Approver Line [ltem Description  Vendor Name Price Curr f:’::::':l':
@ Lexmark E46i0dn
comments be Wl 1 PrinterPan_ CUSTOM COM-002 2.0000 EA 56822000 USD ()
entered [7] Select All/ Deselect Al
. L 8, view Line Detais
regarding the e
L. ~ Review/Edit Approvers
decision. All Requisition Approvals
~ Printer for BSC Fi Pending
C“Ck De ny Agency Requisition Approval
' Mot Routed = Mot Ruted Mot Ruled Mot Ruted
gt Supenssr | P [ @ JONESMELSSA |01 | @ 0 e | [t [P | @ e |1 | @ RGN
Enter Approver Comments
Three printers are now required, please alter the requisition — JWB 02/07/13. - @
[w Approve | @ Deny !
Heturn to Waorkhst
To view
. LISTAC Action=1CVi
Comments, click - . =
i Faverites | g Worklist
drop down sl-s
menu. -
Requisition Approval

The requisition
has been
returned to the
requester. The
requester can
access the
denied
requisition and
edit or cancel
the requisition
depending on
the need.

Confirmation
@ Printer for BSC Finance has been denied.

Review/Edit Approvers

All Requisition Approvals

= Printer for BSC Finance:Denied

Agency Requisition Approval
Denled Not Routed Not Routed
BRADY, JACKW 3 ONWES. MELISSA DANIELS, JEFFK Muttipl
equester; s Supenizor & Insered Approver E‘ Depanment Manager Procurement Manager

2712013 - 2 54 PM

Not Routed Mot Routed
Multiple: Appeavers |y Mutigle Approvers |y
Budget Unit Finance Office

BRADY, JACK W at 2/7/2013 — 4:12 PM
Three printers are now required — JWB 02/07/13.

Retum to Worklist
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