WES Wesleyan Financial System

Workflow

Approval From E-Mail
Approving a Transaction From an E-mail

Financial transactions can be approved directly from the link in an e-mail sent to the approver. Clicking
the link takes the approver to the document in the system so that it can be reviewed.

Summary of steps:
1. Click the link and login to WFS with your e-mail user name and password (if you are already logged
in, this step will be skipped).
2. Review the information on the document.
3. Review attachments (a pop-up blocker might prevent you from opening an attachment).
4. Make a workflow comment, if appropriate. If the transaction will be denied, a comment should always
be entered.
5. Take the appropriate action:
a. Approve - sends the transaction to the next approver
b. Deny - returns transaction to the initiator (be sure to make a comment)
¢. Hold - hold making an action to review at a later time.

Procedure

Sample Workflow Approval E-Mail
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From: ebelow@wesleyan edu
To: Below, Edwin
Ce
Subject: Youcher 00001031 has been routed to you for approval
Vendor MName: MODERN POSTCARD INC CIICk Llnk
Invoice ID: ABCOSY
Invoice Date: 2089-06-19
Invoice Amount: $600 .88
Use the link below to view the voucher approval page
http://pstuxd.wesleyan.edu/psp/PFIBTRN/EMPLOYEE/ERP/c/SH DC SMARTDOC APPR.SM DC WCHR ENTRY.GBL?
Page=5sM DC WCHR APPR PG&Action=USBUSINESS UNIT=WSLYN&WVOUCHER ID-6660816318VOUCHER LINE NUM=1&DISTRIE LINE MNUM=1

Step Action

1. Click the link in the e-mail to enter WFS to approve the transaction. If you are not already
in your portfolio, you will need to log on with your e-mail user name and password. See
sample Login Page below.
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Step Action

2. Click the Sign In button.
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Add to Favorites

Search: New Window | Help | Customize Fage | B, &

[ 1y Favorites
> Smart Solutions

Voucher Entry

& Wesleyan Menu Voucher ID: 00001031 Entered By: USER1 Training User 1
> Grants o Werkdiaw
[> Commitment Control Voucher Style:  Regular Voucher Approval Status 10 CLOTAIOW

[ Reporting Tools Budget Status  valid Post Status: Unposted
= Change Wy Password [~
= Iy Personalizations
- Wy System Profile Invoice Number:  ABC987 PayTerms: 20DAY Due in 30 Days
Invoice Date:  05/19/2008 Scheduled Date:  07/19/2009
Vendor: MODERN POS-001 Handling Code: U3
Vendor ID: 00000015718
Address: 1 MODERN POSTCARD ING

1675 FARADAY AVE b
CARLSBAD, CA 92008
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Message o Vendor Instruction for AP
Total Invoice Amount: £00 00 =

Step Action

3. The document will open. This might take a few seconds. Review the information on the
voucher
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Step

Action

4, To view any attachments, click the View button in the Attachment area.
Wiew
Be sure any pop-up blockers are turned off.
5. Click the Open button to download and view the attachments.
6. Check to see if there is more than one line.
ﬂ 1-2 of 2 |I|
I

7. Click the View All link to open all the lines
View 1

8. A comment can be entered in the comment field at the bottom. A Deny action requires a
comment.

Enter Comment. Deny
requires a comment.
Standard Comment Type: Q Comment ID: l:IQ l
Comments:
Approve Deny Hold Fush Back Print |
Click an action button.

9. Once the Approve or Deny button has been clicked the buttons will gray out. If you want
to go to your Approval Inbox to review additional workflow requests, click “Home” at the
top of the page.

et
Voucher Entry
Voucher ID: 00034971 Entered By: AHOWARL
10.

End of Procedure.
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