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~ Document Approvals

Document Approval links are available through the
MDC Employee website, Odyssey Web.

There are two ways to retrieve documents pending
approval:

e Approval Overview Web (via the calendar)
e Approval Queue Web (via Campus link).
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oyes Name: Ms, Zeraida
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Current Tithe: Manager

o Change Contact Info
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Campus: Kendall Campus

» Paycheck Date Department:
BS2RZ010
| ¥ Paycheck Date
% calendar || & Approval Queue
The following t shows the number off documents in your Approval Queus.
Please click on the nt which you would like to view or approve.
Drocument Type Current Count Future Count
Budget Transaction Approval Path Through Campus Meanu 1 ]
Department Reguisition 0 2
Disbursement Request 4] 1

The following shows your current Designated Aliases.
aliases are those you indicate can approve Financial documents on your behalf,




Approvals Overview Web
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The following table shows the number of documents in your Approval Queue.
Please click on the document type for which you would like to wview or approve.

Document Type

Current Count Future Count 1*_

Budget Transaction Approwval Path Through Campus Menu 1

Department Requisition

Disbursement Request

The following shows your current Designated Aliases.
Aliases are those you indicate can approve Financial documents on your behalf.

Start Date

End Date

Your Aliases are

03/07/2004 03/07/2098 Gregory Knott

0
0

<

The following shows people that hawve designated you as their current alias.

YWou can approve Financial documents on their behalf.

Start Date

04/01,/2010
04/14/2010
04/01,/2010
04/01,/2010
04/01,/2010
11/01,/2009
04,/01/2010
04/14/2010
04/10,/2010
04/01,/2010

End Date

05/01/2010
05/14/2010
05/01/2010
04/30,/2010
05/01/2010
11/01/2098
05/01/2010
05/14/2010
04/15/2011
04/01/2011

You are an Alias for

Eugene H Lewvering

Gloria Baez

Karl Herleman

Richard A Chance

Roman Martinez

Pcard Gl Appr

Mayra E Alfonso

Judy L Schmelzer
Christopher F Starling
Ramon 5 Bristol-Castrillon

-+

0
2
1




e e /
_—— Approvals Overview Web

The information on this screen includes:

The type of documents pending approval, current or future.
The number of documents pending approval, current or future.
The users that can approve documents on your behalf (your aliases).

The users that you can approve documents on their behalf (you are
their alias).

Alias information is only displayed if today’s date falls between the
start and end date of the delegation.

The alias listed here reflect the first 10 alias.

View only cannot select an alias from this chart.



Type -Budget Transaction Approval Path- you
will see the BT’s pending current approval.

| & calendar | | Approval Queue |

The following table shows the number of documents in your Approwval Queue.
Please click on the document type for which you would like to wiew or approve.

Document Type Current Count Future Count

Budget Transaction Approwval Path Through Campus Menu 1 O -—
Department Requisition 0 2
Disbursement Request ] 1

The following shows your current Designated Aliases.
Aliases are those you indicate can approve Financial documents on your behalf.

Start Date

End Date

Your Aliases are

03/07/2004 O0O3/07/2098 Gregory Knott

The following shows people that have designated you as their current alias.

You can approve Financial documents on their behalf.

Start Date

End Date

You are an Alias for

04/01/2010 O5/01/2010 Eugene H Lewvering
04/14/2010 05/14/2010 Gloria Baez

04/01/2010 O05/01/2010 Karl Herleman
04/01/2010 0O4/20,/2010 Richard & Chance
04/01,/2010 O5/01,/2010 Roman Martinez
04/01/2010 O5/01,/2010 Mayra E Alfonso
04/14/2010 05/14,/2010 Judy L Schmelzer
04/10/2010 O0O4/15/2011 Christopher F Starling
04/01/2010 04/01,/2011 Ramon S Bristol-Castrillon
04/14/2010 05/14,/2010 Armando J Ferrer




automatlcally be filled in. CI|ck on ”Get Records”
so the BT transactions can appeatr.
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Home  Staff * Miscellaneous * Logoff

Document Approval

Select a Person | Zeraida Camps v 4
\Document Type |Budget Transaction # <
Getrecords Future records ‘

Detail Status “a Doc Type “a Date " Document Id & Reguestor “a




BT pending approval list

Miami Dade
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Home Staff *  Miscellaneous * Logoff

Document Approval

Select a Person | Zeraida Camps v

Document Type | Budget Transaction — +

Getrecords Future records
Detail Status Doc Type Y Date Y Document Id Y Requestor Ya
R
Current BUdoet 04/19/2010 U2010048T0003500001H ZSr3ida Approve | | Reject | [ Status |
Transaction Camps



" From hereyoucam:

View Detalils, which is the information to be
reviewed. You can approve or reject from the detail
screen, as the options are available at the bottom of the
page.

Approve or Reject, from this very same screen.

Please note that rejecting any item will prompt you to
leave a note.

Status, which is the approval path or record.



rapproval will be displayed hiS SCrr

You can view “Details”.

Miami Dade
College

Home  Staff * Miscellaneous * Logoff

Document Approval

Select a Person | Zeraida Camps v

Document Type BudgetTransaction

Getrecords Future records
Detail Status Doc Type Ya Date Ya Document Id Ya Requestor Ya
Sy
Current  BUdgEt 04/19/2010 U201004BT0003500001H Z2rd2 | Approve | [ Reject| [ Status |
Transaction Camps
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tailScreen- has the detaili mation. ¥ an-Approve or
~ Reject from here. Any rejections will automatlcally bring up a
note screen for your rejection notes. If no action taken, you can

click on “Browse Approvals” to take you back to the approval
queue.

’\dmm Dade
College

Home Staff *  Miscellaneous ¥ Logoff

I Browse Approvals ]

Budget Trans No: U201004BT0003500001H
Budget Transaction Information

Header Description: TEST
Account Information
Line State Org.Unit Qual 1 Loc GLC Qual 2 Account Name Amount Description
00001 16114000 D61142 a0 60501 V.P. Business Affairs - 100.00 TP-REALL
Qo002 16220000 D6220A a0 60501 Finance Coa & Security 100.00 TP-REALL

—_— [ Approve ] ’ Reject] -
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in the Approval qeue, you can “A pproiié”uor
“Reject” from here as well. “Status” displays the
approval path.

Miami Dade
College

Home Staff * Miscellaneous * Logoff

Document Approval

Select a Person |Zeraida Camps V|

Document Type |BudgetTransacﬁ0n V|

Getrecords | Future records |
Detail Status Doc Type “a Date & Document Id “a Requestor
Y
Current BUdgst 04/19/2010 U201004BT0003500001H 2573192 Approve | | Reject | [ Status |
Transaction Camps

12
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e document status and approv

isplayed. To return to your approval queue click on
“Browse Approvals”. Or you can click on “Document
Inquiry" which we will review later.

Mmm Dade
College

Home Staff *  Miscellaneous * Logoff

Document Approval Status

\ Document Inquiry | Browse Approvals | /

System Id Budget Approval System
Document Type  Budget Transaction
Document Id U201004B8TO003500001H
Document Status In Progress
Status Date 04/19/2010
Date Submitted 04/19/2010
Date Finalized

Seq Person Status Date Submitted Date Finalized
1 Christopher F Starling Approved 04/19/2010 04/19/2010
2 Zeraida Camps In Progress 04/19/2010
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m on Department Requisitions pending future

approval.

& calendar Approval Queue

The following table shows the number of documents in your Approval Queue.
Please click on the document type for which wou would like to view or approve.

The following shows your current Designated Aliases.
Aliases are those you indicate can approve Financial documents on your behalf.

Start Date End Date Your Aliases are
03/07/2004 03/07/2098 Gregory Knott

The following shows people that have designated you as their current alias.
Youw can approve Financial documents on their behalf.

Start Date End Date You are an Alias for

04/01/2010 O05/01/2010 Eugene H Lewvering
04/14/2010 05/14/2010 Gloria Baez

04,/01,/2010 05/01/2010 Karl Herleman
04/01/2010 04/20/2010 Richard A Chance
04,/01,/2010 05/01/2010 Roman Martinez
04/01/2010 O0O5/01/2010 Mayra E Alfonso
04/14/2010 05/14/2010 Judy L Schmelzer
04/10/2010 04/15/2011 Chnstopher F Starling
04,/01,/2010 04/01,/2011 Ramon S Bristol-Castrillon
04/14/2010 05/14/2010 Armando J Ferrer

Document Type Current Count Future Count
Budget Transaction Approval Path Through Campus Menu 1 0

Department Requisition 0 2 -
Disbursement Request 0 1
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When we click on Department Requ|5|t|ons pendl

future-appra 18-S splay Click

g

on "Future Records” and the documents pending
approval in the future are displayed.

Miami Dade
College

Home Staff *  Miscellaneous * Logoff

Document Approval

Aty by,

Select a Person |Zeraida Camps V|
Document Type |DepartmentF<'!eq V|
Getrecords | Future records | B
Detail Status “a Doc Type " Date ™a Document Id “a Requestor “a
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“Details” or “Status”.

Miami Dade
College

Home Staff * Miscellaneous ¥ Logoff

Document Approval

Select a Person |Zeraida Camps V|
Document Type |DepanmentReq V|
Getrecords | Future records |
Detail Status "« Doc Type Y  Date Y DocumentId Ya Requestor %

Future  Department Req 201000004169 Alicia Brito Status

Future  Department Req 201000004170 Alicia Brito Status

£ +—

N~
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~—"Details” will show the requisition info. Here you see
the req. # and status. Since the screen has a lot of

____________

[ Browse Approvals ] -

Department Requisition Header Maintenance

Requisition Contact/Delivery/Notes Information

Requisition Number 201000004169 Pending Approval *_____ Notes
Reference Type Reject ¥
Requestor™ | | Department i
Contact Person® | | Buyer 2.
Contact Phone Mumber® | || || | Extension l:l Vendor ¥

Contact Fax Number | || || |

Contact Email Id | | PrePay/Add

Deliver To™* | | Requisition Amount  $10.00

Deliver To Campus/Site™ | Committed Balance $10.00

Aftachment Attachments

|
|

Deliver To Building™® | | [ Requisition ltems ] Number of Items 1
|

Account Detail Number of Header Accounts 1

Deliver To Location™® |

Deliver To Room™ |




The bottom of the screenw istory is—
displayed. You can see who entered the item. Notice
you cannot “Approve or “Reject”. Not in your queue
yet...Scroll to the top and click on “Browse Approvals
to return to your queue.

14

A A U B O B N O

Audit - Status Information

Date Ctatus User Id
04/15/2010 Pend Item Alicia Brito

04/15/2010 Pending Alicia Brito

04/15/2010 Pend Approval Alicia Brito
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~ Back in the approval queue click on “Status”
and the approval path is displayed.

Miami Dade
College

Home Staff =  Miscellaneous * Logoff

Document Approval

Select a Person |Zeraida Camps V|
Document Type |Depar1mentReq V|
Getrecords | Future records |

!

Detail Status Doc Type a Date “a Document Id

Future  Department Reg 201000004169  Alicia Brito Status
Future  Department Req 201000004170  Alicia Brito Status

Y Requestor “a

Y A

) e—
g

\ovs

.*“*."m’-n....‘n\\ ,\““'x J‘*n"‘) \.r‘.#ﬁ@“._’
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since it is not in your queue yet. Select the “Browse Approvals”
to return to your pending approvals list.

\/D

Miami Dade
College

Seq Person

1 Judith Garcia

2 Richard & Chance
3 Zeraida Camps

DO NeD

Home Staff - Miscellaneous * Logoff

Document Approval Status

Document Inquiry | Browse Approvals |

System Id Purchasing
Document Type Department Requisition
Document Id 201000004169
Document Status In Progress
Status Date 04/15/2010
Date Submitted 04/15/2010

Date Finalized

Status Date Submitted Date Finalize
Approved 04/15/2010 04/15/2010
In Progress 04/15/2010

i it . | G 5 o AL a2 AR LM St

Yy ‘u" ‘. Fwe

Kw""\/\-*‘\-o L2 W L TN

pproval status of the requisition. You cannot approve from here
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Back in'your ueué\s‘creenyoucan click
p down arrow and select an alias. You can also
change the document type to all or a specific
transaction type. We will cover alias in the next few
minutes.

Home Staff *  Miscellanecus * Logoff

Document Approval

ami Ihu.h.
{ ollege

Select a Person Zerawda Camps

Document Type 'fEugeneHLemn
Gloria Baez
Kadl Herleman

Richard A Chance
Roman Marbnez
Mayra E Alfonso
Detall Status "a Doc Type ™ Date " Docul judy L Schmalzer a
Chnstopher F Starh
il [TE]

Future Department Req Zﬂlmtnamon S BristolCast Sta
Amando J Femer

Future  Department Req 200000, 2 shatar
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Miami Dade
Collepe

Home staff - Miscellaneous * Logoff

Approval Queue Web

Student Finances Regusition

r
E 3 Paystub Info i;s':l;}lr;gternent
-»":.- Laava Balamncas Docuement Inguiry
E:' Raguast Leave DAFo10 Purchasmg Cards
¥ Paychack Data W Wamoor
% Change Contact Info

oyee Hame: Ms. Zeraida Camps

Person rl:l-‘

Current Title: Manager

S a0 010
¥ Paycheck Dats
DSIZEZ010
B Paychack Date

r& Calendar | |E Approwal -aue-ue ]

Campus: Kendall Campus
Department:

MAVA AL

The followmg table shows the number of documents n your Approval Cuess,
Please chck on the document type for which you would ke to view or approve.
Document Type

The following shows your current Dasignated Aliases.

Current Count Foture Count

Budgel Transaction Approwval Path Through Campus Menu 1 (1]
Department Reguisition o 2
Disbursement Requast o 1

;| %Maseilr_g_w;!ﬂ indbcatﬁwﬁarwiz.?{?liﬁcmnt Eh.a.flf_ r.

ZZ



/

When you click on “Staff” a drop down list is displayed.
Select “Campus” and another list is displayed, select
“Approval Queue”.

The Approval Queue tab will show:

A list of document requiring your approval.

The users that you can approve documents on their
behalf (you are their alias).

All of the alias will be displayed.




r you select “Approval Queue” this screen’is displayed. Your
name will auto fill. You can select all document types or a
specific type from the drop down list. Click on “Get Records”.
Items will be listed. Same process as previously reviewed on
how to approve, reject and view status.

Miami Dade
College

Home Staff = Miscellaneous * Logoff

Document Approval

Select a Person |Zeraida Camps V| )
Document Type | All b |
Getrecords | Future records |
Detail Status Doc Type ™ Date ™a Document Id ™ Requestor ™
T
Current Budost 04/19/2010 U201004BT0003500001H 2o =143 | Approve | | Reject | | Status
Transaction Camps

il AT s I N T
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down list or aII Click on “Get Records”. The screen
below will be displayed reflecting the person’s pending
approval queue.

Miami Dade
College

Home Staff = Miscellaneous = Logoff

Document Approwval

Select a Person | Ramon S Bristol-Cast Vl .“___——

Document Type | Al e | ,,*— ’
Getrecords | Future records | )

Detail Status ™ Doc Type ™ Date ™a Documen t Id ™ Requestor ™a ’
Current f::rr‘éhas”—'g 04/16/2010 2010A009798  Delgado, Antonio [ Approve | [ Reject | | Statusi
Current pCLa‘Irr‘éhas'ng 04/16/2010 2010A009408 Delgado, Antonio [ Approve | [ Reject] [ Staws-y

\I.
Current E:gartme”t 04/12/2010 201000004154 Charm Stone [ Approve | [ Reject | [ Status«®
Current E:gartme”t 04/13/2010 201000004155 Charm Stone [ Approve | [ Reject| [ Status

D rt it Ch
_[jJ_ ﬂ\%re‘:}-‘_fga men OWOW aaaaaaa MW@&? ﬁe]ect M
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" From hereyoucam:

View Detalils, which is the information to be
reviewed. You can approve or reject from the detail
screen, as the options are available at the bottom of the
page.

Approve or Reject, from this very same screen. Please

note that rejecting any item will prompt you to leave a
note.

Status, which is the approval path or record.



The End...

This presentation and manual are posted on the
Business Affairs Website.

Training will be provided by CTD.
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