To approve Requisitions in Datatel, you must first create a password for your approvals. You

San Jose/Evergreen Community College District
How to Create an Approval Password in Datatel

can also use this form to update or change your password.

APPW - Approval Password Maintenance

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, Pazswaord and Environment:

zer ID: =anan

Pazsword: | e

E revironment: IFH SPrad v]

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

pr

Alert

MOTICE: You are attemptling to access information that iz protected by
a Federal Privacy Law. Dizclosure to unauthorized parties violates
the Family Educational Rights and Privacy Act [FERPA). You should not
attemnpt to proceed unless pou have been specifically authorized to do
g0 and are informed about FERPA,

“When accesszing Colleague, vou must access only that infarmation needed
to complete pour azzigned or authonized tazk. You may communicate the
infarmation anly to other parties authanzed by the SJECCD to have
access in accordance with the provizions of FERPA,.

Inauthaorized uze or releaze of thiz infarmation iz prohibited.
Arw violation of this policy is subject to discipline and
pozsible prosecution.
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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
(B | R d@ X® 7§ @ @

Help

_J AP - Accounts Papable

ayable _J GL - General Ledger
dge _ PU - Purchasing
a . UT - Utility M azter Menu
sher Menu

M- Lf Favorites

4. To access the Approval Maintenance Screen, type APPW in the Quick Access Field or select Purchasing,
Approvals, then APPW-Approval Password Maintenance.

{4 Datatel - R18Prod - CF

File Edit Apps Favorites Options Help
Quick Access TR ) EGo | a d\.a o W ﬁ @ @

WEM -%endor Maintenance
APR - Approvals

REM - Requisitions

POM - Purchase Orders

BPHM - Blanket Purchase Oiders

AP - Accounts Payable
GL - General Ledger

- Purchasing

~I_d  WEM - Vendor Maintenance

- APR - Approvals /
@ APPW - Approval Password Mainlenance)

Ia APRN - Approvals Needed

REQ - Requistions

POM - Purchase Orders

BPM - Blanket Purchase Orders

z

G5R - Goods and Services Receiving

DIMO - Procurement D ates [nguiry

WVEI - Wendor Youcher/lnvoice Ing
WING - Vendor Voucher/Invoice Select

' AR ARVEVEVEVEVRY
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G5R - Goods and Services Receiving
----- DIMG - Procuement Drates [nquin
WEII - Wendor Youcherrvoice Ing
WING - Yendor Youcher/|nvoice Select

b UT - Utility Master Menu

b ¢ Favorites
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5. The Approval Maintenance Screen will appear. Enter your Datatel Username when prompted for the Approvals
Look Up. Then select OK to continue.

{4 Datatel - R18Prod - CF

File Edit Favorites Tools Help
Guick Access | APFW Bso B d@ X% 79 @ @
o-i3 OF APPw-Appraval Password Maintenance |

i 8P - Accounts Payal
it GL - General Ledger
=, PU - Purchazing
i WEM -Wendor b Approval D
i APR - Approva Hame

Y APP A Pazsword
i APRN-A
+ FREQ - Requisit
# POM - Purchas
4 BPM - Blanket
+ [GS5R -Goodsa
I DIMO - Procure
WEI - Wendor
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et UT - Utility b aster b
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Approvals LookUp
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6. You will be prompted to enter a password. This can be any password you would like to use to approve
Requisitions. This does not have to be the same password you use to login to Datatel. Once you choose and enter a
password, select OK to continue.

APPW-Approval Password Maintenance |

Approval I SAWAN
Name Seher Awan

Password

Enter the password for the approval 1D if pou want security applied.

..........|e
Detail Firish
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7. You will then need to Re-Enter your password to confirm. Select OK to continue.

APPW -Approval Password Maintenance i

Approval ID SawAN
Mame Seher fwan
Pazswaord

Fie-enter Passwaord

sssssnsnns e
( Ok ) Cancel Detail Finizh Help

8. Select F10 on your keyboard or select save on the toolbar to update. Select Update, and then exit the screen.

APPwW-approval Pazsword Maintenance |

Approval ID | SAMWEAN
Mame  Seher Awan
Password

Alert

Update record, Cancel record or Return to editing

LCancel FRetum
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