San Jose/Evergreen Community College District
How to Approve Requisitions in Datatel

As a budget manager, you will need to approve requisition requests using Datatel. By logging
into the approval queue you will be able to view outstanding requests waiting for approval. You

will also be able to view details about the requisition including requestor, amount, and account
numbers.

APRN — Approvals Needed

1. Login to Datatel. Enter your username and password provided to you by ITSS. Then select OK to continue.

' =
Datatel Login .

Enter a Uzer 1D, Pazsward and Environment:

zer ID: =awan

Fazaward: | e

E revironment: [FH 2Prod v]

2. A FERPA privacy notice will appear. Select OK to open Datatel.
Alert s

MOTICE: You are attempting to access information that is protected by
a Federal Privacy Law. Disclosure to unauthorized parties violates
the Family Educational Rights and Privacy Act [FERPAL ou gshould not
attemnpt to proceed unless you have been specifically authaonzed o do
20 and are informed about FERPA,

“When acceszing Colleague, vau must access only that infarmation needed '
to complete pour aszigned or autharized task. You may communicate the
information anly to other parties authonzed by the SJECCD to have
acceszs ih accordance with the provisions of FERPA.

IInauthonzed use or releaze of thiz information is prohibited.
Arw wiolation of this palicy iz subject to dizcipline and
pozzible prozecution.
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3. Datatel will open to the homepage. To access the financial module, Select Apps On the Tool Bar and then select CF.

Options
Quick Acce ur _EGD | m HQ x & ﬁ @ @

[

Help

AP - Accounts Papable
. GL - General Ledger
_J PU - Purchasing

. UT - Utility b aster Menu

1t Favorites

4. To access APRN, either Type APRN into the Quick Access Field, or Select Purchasing on the left hand side of the
screen, then APR-Approvals, then APRN-Approvals Needed

ea Datatel - R18Prod - CF

File Edit Apps Favorites Options Help
Quochceess T )0 | B @ X®& F @ @
=-d CF

- AP - Accountz Pa.

- GL - General Ledger
-l PU - Purchaszing

WEND - Vendor Maintenance

WEMH -Vendor Histary Maintenance
WEIM - Wendor Inguiry

WENI -Yendor Activity Inguiry
WEMNC - Vendars by Commodity List

ggogg

+ YEM -Yendor Maintenance

- APF - Appravals

: |a APPW - Approval Pazsword Maintenance
(O AP oo oo e
RED - Requisitions

POM - Purchass Orders

BPM - Blarket Purchase Orders

O e OO e RO

OO0 U

G5R - Goods and Services Receiving
DING - Procurement Dates Inquiry
WEI - Wendaor Wouchernwoice Ing

WING - Yendor Voucher/rvoice Select

F-ld  UT - Utility Master Menu

- Lt Favortes
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5. Enter your Datatel User Name in the Authorization Lookup popup. Then select OK.

NOTE: Your username is most commonly your first initial and last name (one word)

{4 Datatel - R18Prod - CF

File Edit Favorites Tools Help

Quick Access |APRN B R d@Q xX& g @ @

g3 CF
i AP -Accounts Payal
4 Gl - General Ledger
= PU - Purchasing
4 VEN -Vandor b
L APR - Approva
i) BPPW -4
APRM -4
L REQ - Requisit
Lo POM - Purchas
£ BPM -Blanket
L+ GS5R-Goodsa
{as DING -Procure
o4 VEI -Vendar
& WIND -Vendor
& UT - Uity Master M

@

m

BB E- B

Favorites

APAN-4pprovals Mesded |

Approval Password

Type Document ID MName Date Met  Approve

FEEEEREEEEEPERE
ARFAARAIIIFIIAD

Autharization LookUp

sawar|
CE) (o)

besl | [ ) lml]

6. Enter the correct fiscal year. Then select OK.

APRAN-&pprovals Meeded

Type Document (D

SEEEEERRRREEEEE
AAAAARRAIRIARAD

Approval Password

Mame Date Met  Apprave

Fiscal ear LookUp

2014 é
=
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7. Enter your Requisition Approval Password. Then select OK to continue.
NOTE: This is NOT the same as your Datatel password. This must be created in APPW in Datatel.

APRMN-&pprovals Meeded

eeded From Seher Awan

Approval Password

Type Document [0 Mame Date MNet  Approve
[EREE @ 0028304 Lids Team Sparts 07/24413 151665 Mo
[2] rEQ t] 0028913 SARS Software Produ 07/26/13 594000 Mo
(3] req IF] |oozgsze Sport & Cycle, Inc 07/29/13 143238 Mo
[4] FEQ @ 0028835 Freedom Scientific 07/22/13 460985 Mo
(5] req [P |Do2este Ai Squared 0742513 203775 MNo
[E]FEQ @ 0028931 Sportdecals Inc 07430413 808.78 Mo
[7]rEQ t] 0028838 ALCT, Inc 07411413 1.987.02 MNo
[&] FEQ @ 0028897 Freedom Scientific 0742313 588835 Mo
[ERGE @ 0028314 Troxell Communicati 07/26/13 523501 MNo
[10] FEQ [ |oozesis D3 Sparts, Inc. 07426113 14267 No
.

2 [
S
SO

sl

=

Enter vour appraval password

( QK )] Cancel Dretail Finish Help ]

8. You will now be able to access all of the requisitions waiting for your approval. You should begin by drilling down to
view the details of each requisition. You can select F2 or your keyboard or select the blue Drill Down icon.

Approvals Meeded From Seher Awan Fizcal Year: 2014

.‘f-".l:ll:ln:l\"al Pasewond e

Type Document |0 Mame Date Met  Approve
1] 00258304 Lidz Team Sports 07/2413 151665 Mo #
[2]REQ 0023313 SARS Software Produ 07/26413 594000 Mo
[3] REQ @ 002aaz2 Sport & Cycle, Inc 07423173 143238 Mo
[4] REQ E] 0023335 Freedom Scientific 072213 480985 Mo
[5] REQ @ 0023306 Al Squared 0772543 203775 Mo
[6] REQ @ 0028931 Sportdecals lno 07430413 BORFE Mo
[7]REQ @ Q0z2ag3g ACT, Inc 07113 198702 Mo
[8] RED E] Q0zaa9y Freedam Scientific 0772313 HEBE3R Mo
[3] REQ E] Q02585914 Troxell Communicati 07/26413 523801 Mo
[10] REQ E] 0023319 D3 Sparts, Ine. 07426113 1TH2EF Mo

ud
ud
ud
ol
o
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9. Once you drill down, you will be able to view the requestor, the number of line items, and the approval queue.

Requisition: 0 : Statusz: Mot Approved Statuz Date: 0
Requisition Date  07/24/13 [@] Maintenance Date | | i [@
TET A drir B amic Requizsition Amt 151665
Desied Date  07/26/13 (L)
YWendar ID OFE5963 Types (1] OTH Other =
Mame [1 ] Lids Team Sports =
Address (1] 15865 S 74th Awe, Ste 110 @ =
Cty/StZp  Tigard OR 97224
Country
Currency Terms N3 Met 30
Ship To DWW SJ/ECCD Warehouse t] FOB
ShipVia Comrnodity
C.-‘-‘-.ppmvals m Duncan Graham @) \$ Gne ltems 3 E]
ETer Printed Comments [1] &
Expire Date @ \ Comments [1] Pleas @ =
AP Type 0011 Reqular Accounts Pay Priority 3 Routin -

Iren Store @ Requizition Done g

10. It is recommended that you drill down in the line items to view the details of what are being purchased and the
accounts being used to make the purchase.

Statuz: Mot Approved Statuz Date: 07
Wendor....: am Sports
Drezcription [ uantiby E stimated Price Extended Price Tax

m@ Mike Victor Wiaven 4.000 A0, 5000 20200 Yesx -
El Mike Victor Waven 3.000 A0, 5000 151.50  Yes
D @ Mike Wictor Wioven 2.000 50.5000 151.50  Yes
(4] @ Mike Coaches Hat Jacket-0 4.000 40,7500 16300  Yes
(5] @ Mike Coaches Hat Jacket-0 2.000 40,7500 12225 Yes
(6] @ Mike Coaches Hot Jacket-0 3.000 40,7500 12225 ez
El @ Mike Coaches Cap-0 12.000 18.0000 21600 Yes
8 @ Hike Sideling Enit-0 12.000 167000 20040 Yes
(9] E] S&H Charge 1.000 71,4500 71.45
10)
S0 .
12) )
13 I |

Taxes Arnounts [tern Toatal 1.400.35
|I| A& Santa Clara Sales Tax 11630 - Tax Tatal 116.30
(2] - Req Total 1,516.65
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11. You can view the account numbers for each line item by drilling down. The account number is listed at the bottom
of the screen. You can also view a detailed description for each line item.

Fequizition; 0028330 Status: Mot Approved Status Date:

YWendor Mame |i| Lidz Team Sports

1k

Commodity
I Itern
Description [1] E] -
(2] Jacket-0 Black. Size XL E - e
Est Price 50.5000 (] F) Desired Date  07/26/13
Duantity 4.000 [ Fived Aszet -
Unit of lzsue EA Each Yendor Part
Trade Disc Amt @@ Form/BoxrLoc -
Trade Dizc Pt [E] Comments [[1 ] E] -
Extended Frice 202.00
whork, Or/TupedFlg - -
Tax Codes (1) C4 Santa Clara Sales Tax =
GL Account Mo Fercent [uantity
@ 10-11-0822-00000-54100 100.000 4.000 -
GL Amt 202.00
Froj 1D 7

12. Once you have reviewed the details. Exit out of the screens by selecting F10 on your keyboard or the single X on the
tool bar. You should return to the original requisition information screen. Here, you can access the approval queue.
You will be able to view who the last approver was. To access the approval queue, F2 on your keyboard or Drill Down
by selecting the icon.

FRequisition; 00 : = Mot Approved

Requisition Date  07/24/13 Maintenance Date
Initiator EXalTREEY Requisition Amt 1.516.E5
Desired Date  07/26/13

Yendor ID 555953 Types (1] OTH Other =
Marne [1 ] Lids Team Sports =
Address [1 ] 15865 5w 7dth Ave, Ste 110 @ =
Ctw/St/Zp  Tigard OR 97224
Country
Currency Terms M3 Met 30
Ship To D SJ/ECCD Warshouse @ FOB
Ship YWia Commodity
C.-‘-‘-.ppru:uvals Duncan Graham @) Line ltems 9 E]
BTEr Printed Comments |i| @ =
Ewxpire Date [E| \ Comments |i| Pleas @ =
AF Type 00171 Regular Accounts Pay Priority 3 Raoutin -

I Store @ Requisition Done e
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13. Once you access the approval queue, you will see the individuals who have already approved the requisition in the
left column. The right column will show all of the approvals still needed. To approve the requisition, enter your
username in the next field available in the Approvals Column, then press the down arrow on your keyboard.

NOTE: You should always ensure that the requisitions are being sent to your business office. You do this by entering
their username in the next approvals column. The Next Approvals Column should never be blank.

Approvals [Dates Mext Spprovals
lII [Duncan Graham 07726413 = lII Seher dwan #
lZJ sawar| lZJ Pegay Graham

(3]
4
(5]
E
(7]
[&]
(9]

o [ fo]
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[

-,
[T

-,
-

-,
L]

-,
Ec

[
L]
1

14. You will be prompted for your requisition approval password. Enter your password and select OK.

ITENAMCE

Approvals Dates Next &pprovals
E Duncan Graham 07/26413 - [IJ Seher Awan
(2] sawan EJ Pegaoy Graham

EFEHEEEH
EEE

=

=]

]

=

o
1

Contioller Approvals Adding Yalue 2

Enter Password

sessssanss @
( OK ) Lancel Detail Einish Help

APRN — Approvals Needed, Datatel 7




15. Once you select ok, you will see your name appear in the approvals column along with the approval date. You will
also notice that your name disappears from the Next Approvals column.

REQUISITION MaAINTEMANCE

Authorizations

Approvals Dates M et Approvals
[[1 ] Duncan Graham 07/26/13 -
Seher Awan 07/30/13 )

Peagagy Grakham *

-
SEREIE

EElRRE

[
]

[
|-

[
L]

[
Lh

A
=

[
n
|

16. It is very important that you save your approval. Select F10 on your keyboard or select save on the toolbar. Then
select Update to save your approval.

Approvals Dates Mext Approvals
Duncan Graham 07/26A13 -+ lIJ Peggy Graham
Seher Awan 07/3013 =
=
&8
? -

HEHEEEEE

=

)

e

I

=
1

Alert

Update record, Cancel record or Returm to editing

[ Cancel Return
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17. You will be returned to the original requisition information screen. You will be able to see that your name is entered

as the last approval in the approvals field.

Job Approw

Desiied Date  07/26/13

Yendor 1D
Mame
Address
Chy/Step
Country

0ER59E3
Lids Team Sports

Tigard
Curmrency

Ship To
Ship*ia

D SJ/ECCD Warehouse )

15865 Sw! 7dth Ave, Ste 110

Maintenance Date  07/24/13

R equizition Amt 1.516.65

Types OTH Other

97224

1k

OR

Terms M3 Met 30
FOB
Comrmadity

Govorss EmE 1 )

il

Line ltems 9

Buper
Expire Date [ﬂ
AP Tepe 0011 Regular Accounts Pay
I Store

\ Frinted Comments W -
Comments Fleaz E] ‘ol
Friority -

3 Raoutin

il

Fequizition Done

18. To save your approval, select F10 on your keyboard or select the save icon. Then select Update to save the

approval.
{4 Datatel - R18Prod - CF
File Edit Favorites Tools Help
Quick Access | APRN Bco B d@a x& g @ @

APRH-Appravals Needed | REQM-Requisiion Maintenance |

- Aecounts Payal

- General Ledger

Status Date:

- FUEHEE Requistion Diate 07724713 Maintenance Date  07/24/13
WEM -Wendor b Initiator T Renquisition &mt 151665
AP - Approva Desied Date  07/26/13
APP -
i VendorID 0655963 Types OTH Other =
. . Mame Lids Team Sports =
REQ - Reuisii Address 16865 Sw/ 7dth ve, Ste 110 =
POM - Purchas Cty/StiZp Tigard OR 97224
BPM - Blankst Baniiy
Cuirency Tems N3 Net 30
G5R - Gonod:
e Ship To D'’ SU/ECCD Werehouse ) FoB
1N - Frocue Ship Via Commaodity
WEI - Wendor
<% VING -Vendor Approvals Seher Awan E - Lineltems 3 )
S LT - Uty Master M ) Buyper Printed Comnments E =
H Expire Date [El Comments Pleas E =
@ 4. Favoites AP Type 0011 Regular Accounts Pay PFriciity 3 Foutin -
I Store ] Requisition Done T

Alert

Update record, Cancel record or Retun to editing

([ Update ])

{ Cancel FRetumn I
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19. You will be returned to the Requisition Approval Queue. “Approved” should now appear in the Approve column
verifying that your approval has been saved. You can continue to approve the remaining requisitions within your
queue.

Approvals Meeded From Seher fuvan Fizcal Year: 2014

'&pprl:l,v,al PaSSWDfd EREE R

Type Document D Mame Date Met  Approve

1) REQ [F) 0023304 Lids Team Sports 07/24/13 151665 oo A
(2TREQ M| 0028513 SARS Software Produ | 07726713 5.340.00 '
(3] req W] nozaszz Spart & Cycle, Inc 07/23/13 1.432.38

(4] req W] 0023895 Freedom Scientific 07422413 4,609,585

(5] Rreq WF] 0028306 Ai Squared 07/25/13 2,037.75

(6] req M) 0028931 Spartdecals Inc 07/30/13 808,75

(7] req W] nozasss ACT. Inc 07113 1,987.02

(2] req W] nozassy Freedom Scientific 07/23/13 5,868.35 =
(9] req ) o02ad14 Trowell Commuricat 07/26/13 5,235, 01

(10) REQ F] 0028319 D3 Sparts, Inc. 07/26/13 141267

11 )

12 )

13 E

14 )

15 F -
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