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What are my responsibilities as the Department Approver?

As the department approver you are verifying that department purchases and any
disbursement of funds are made in accordance with the State of Texas laws, applicable statutes
and regulations, the State Comptroller's guidelines (Expendit), Texas A&M System
regulations, Texas A&M Rules and Standard Administrative Procedures and Texas A&M
University Disbursement Guidelines which are derived from the sources above.



https://fmx.cpa.state.tx.us/fm/pubs/purchase/
http://www.tamus.edu/offices/policy/policies
http://www.tamus.edu/offices/policy/policies
http://rules-saps.tamu.edu/
http://disbursement.tamu.edu/purchase/general/
http://disbursement.tamu.edu/purchase/general/

2.

Back To Table of Contents

How do | locate documents that | need to approve?

There are multiple ways to get to the documents that are waiting for your review and approval
1. Click on the Action Items Icon — if items are needing approval a number in red will show

next to the action items icon.
a. My Assigned Approvals

i. These are invoices and requisitions that you have assigned but have not

approved
b. Unassigned Approval

i. These are invoices and requisitions that need to be reviewed and

approved
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Note: If an invoice is awaiting approval it will appear just below the Requisitions

ilts

dng

My Assigned Approvals
Requisitions To Approve

Unassigned Approvals
Requisitions

Invoices
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Approving Documents

To review the document for approval simply select the document number. Note: The approver
can view results as a list or by folder. If folder is selected it will show each folder and the user
can then select the document number from each folder. The list view will show them all in the
sort by order. It is recommended to change the “Sort by” to “Submit date oldest first”.

broup Results By: *—-——

Showing|1 - 3 of 3 Results All Dates [Assign M| Go|
1 Results Per Page Sort by:‘Submit date newest first V| | 4|Pagelofl|x ?
Filtered b)’ Hide regluisition details
Type: Requisitions Requisftion No. Suppliers: Assigned PR Date/Time Requisitioner Amount  Action [
Date Range: All Dates Approver
View Approvals  Training ol Cindy's Deli Not 2/16/2017 9:38 AM Training Shopperl? 85.87 USD LB O
17763804
For: Approverl Assigned
State [remove 2l CartName 2017-02-16 Shapperl7 03 Folders [Department Code Final Approver: 02-
™ Not Assigned No. of line 2 0 Days in folder \GIC:LD )[E]'}The Gold Ming): (All
items alues
1776351 0, MONOGRAMS &  Not 2/16/2017 9:36 AM  Training Shopper17 6.75 USD O
y MORE Assigned
Filter My Approvals ? ¢
CartName 2017-02-16 Shopperl7 02 Folders [Department Code Final Approver: 02-
Type No. of line 1 0 Days in folder GOLD (02-The Gold Mine): (All
items Values) ]
Requisitions ﬂ
993473, CTBIOMEDICAL  Not 6/25/2013 3:22 PM  Training Allocatorl 412.50 USD 0
SUPPLY INC Assigned
Date Range

The document summary will appear as shown below.

Training Allocator25 v d¢ w20 4% W 6375 ysp QI

) Documents Approvals My Approvals =
¢ Back to Approvals 4| 1of509 Results * Requisition Number(s) 1744099 ¥
Available Actions: | Assign to myself v m

Requisition PR Approvals | PO Preview Comments Attachments History

Summary General Shipping Billing Accounting Codes External Notes and Attachments Supplier Info Taxes/S&H (ST

Hide header Hide value descriptions
General & Shipping 2 Billing 2
Status Pending Ship To Bill To
Department Allocator Attn Training Allocator10 Texas A&M University
Submitted 1/10/2017 9:18 AM ARCHITECTURE BUSINESS OFFICE Financial Management Operations
Ordering Department  02-GOLD (02-GOLD) LANGFORD BLDG. A ATTN: Accounts Payable ‘
Cart Name 2017-01-10 Allocator10 01 ROOM 206 750 Agronomy Road - Suite 3101
3137 TAMU 6000 TAMU

Share cart x COLLEGE STATION, TX 77843-3137 College Station, TX 77843-6000
Prepared by Training Allocatorl0 United States United States
Cart
Sole Source (attach x
justification) &) User does not have the necessary permissions to
Contract Number view the custom fields associated with this section.
Do Not Encumber x View/edit by line item...
Start Date
End Date
Rush the Pymt Process %
Special Payment
Method
Trade-In x
Create Asset Manually %
Add to Asset Number
IFR (Item for Resale) x

Bypass Dept Allocator  false

View/edit by line item...
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1. Assign the requisition to yourself (optional)
2. Verify that the purchase/payment request is within disbursement guidelines and
allocated to the appropriate account(s).
3. Then select Approve/Complete & Show Next from the Available Actions drop down and
click “Go”. If an approver will need to return (preferred method) or reject a requisition
the approver must “Assign” the requisition to see those available actions.
Training Allocator25 s [m520 44 ‘w00 usD al

& Documents ~ Approvals My Approvals =

{1, Back to Approvals 4| 50ofllResults * Requisition Number(s) 1744099 v

Available Actions: | Approve/Complete & Show Next ¥ m

Add Non-Catalog Item
Requisition PR Approvals PO Preview Comments Attachments History

Summary General Shipping Billing Accounting Codes External Notes and Attachments Supplier Info Taxes/S&H & -
Hide header Hide value descriptions

Training Allocator25 4 [w320 4% w00 USD Q]

& Documents Approvals My Approvals =

) Back to Approvals *| 5o0f1lResults * Requisition Number(s) | 1744099 ¥

..-—»Ava\'\able Actions:| Approve/Complete & Show Next ¥ E
Approve/Complete & Show Next |8

Add Non-Catalog Item Approve/Complete Step
Return to Shared Folder

Requisition PR Approvals PO Preview Comments Attachments History i\ Requiit
eturn to Requisitioner

Summary General Shipping Billing Accounting Codes External Notes and Attachments Suppli¢ Forward to .. bz
Hide header Copy to New Cart ptions
R Add C t
General ? Shipping ? omment ?
Add Notes to History
Status Pending | edit | ship To | edit | Bill To Reject Requisition dit
Department Allocator Attn Training Allocatorl0 Texas A&M University

1. Approve/Complete & Show Next
a. This will approve the current requisition and automatically open the next
requisition to be reviewed
2. Approve/Complete Step
a. This will approve the requisition but you will stay on the current document
3. Return to Shared Folder
a. You have assigned a document but will not be processing it. Returning it to the
shared folder allows another approver to assign and process document
4. Return to Requisitioner
a. Returns the document to the creator for revisions (please remember to add
notes to identify why it is being returned to requisitioner)
5. Forward to
a. You forward the document to another user to review
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b. ***If the other user has turned off notifications then they will not know this has
been sent to them so you may need to let the other user know that they need to
approve the document

Copy to New Cart

a. Creates a new requisition exactly like the document you are reviewing
Add Comment

a. Add a note or send a comment to another user
Add Notes to History

a. Adds a note to the history tab of the document

b. This is basically the same thing as adding a comment only you do not have the
ability to send the note to a user

Reject Requisition
a. Rejecting the document is cancelling it. The creator is not able to resubmit
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How to Locate AggieBuy Documents in FAMIS
Enter the AggieBuy document number to screen 295 in FAMIS in the SciQuest Document Id field

Requisition
B m TEXAS A&M

Cindy Glover ¥ 4 "% & W 708000USD QI

UNIVERSITY

) Documents ~ Document Search  Search Documents & O 8 Logout

Available Actions: | Copy to New Cart ¥ m

Requisition PR Approvals Comments Attachments History

295 Scifuest Document Xref @1/29/17 12:15P
FY 2017 CC 04
Screen: I SciQuest Document ID: +— FAMIS Doc:

S Document Scifuest Doc ID Doc Description / Error

Purchase Order
& Documents Document Search Search Documents &

PO/Reference Nao. AB0300343 Revision 0 Available Actions | Add Comment v E
Supplier E eFFICE PRODUCTS INC

Status Purchase Order Revisions PO Approvals Shipments Receipts Invoices Comments Attachments History

295 SciQuest Document Xref U1/29/17 12:25PM
Fy 2817 CC B2
Screen: SciQuest Document ID: 4+— FAMIS Doc:

S Document Scifuest Doc ID Doc Description / Error

o7UB20A

L Ll-ETH

Non PO based invoices

Enter the last 7 digits of the AggieBuy invoice number (not the same as the supplier invoice
number) on screen 167 in FAMIS
[

[l Accounts Payable ~ Invoices and Receipts Search for Invoices = O 8 Logout

Invoice Number 45616416 Supplier Account No. Available Actions | Mark as In Process ¥ E
Supplier Invoice No. 01031702004922
Supplier Name CITIBANK TAMU TC =

Buyer Invoice  Approvals Matching Comments Attachments (1) History

—— = 1 B |- N Ol 1 Py = ?
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F2321 Make selection to proceed to screen 168
167 Voucher Inquiry by Dee& Ref B1/29/17 12:30
FyY 2817 CC B2
SCENT | Dept Ref: Fiscal Yr: Pg of 1 Viewed Pgls)

Dept Vch
S Ref Youcher Lns Yendor Name Stat  Net Amount Description
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How to Locate FAMIS Documents in AggieBuy

Requisition or Purchase Order
Enter the FAMIS document on screen 295 in the FAMIS doc field

295 ScifQuest Document Xref {1/29/17 12:19P
FY 2817 CC @4

Screen: I SciQuest Document ID: FAMIS Doc:

S Document Scifjuest Doc ID Doc Description / Error

83560050 - Requisitions

es Extern

Hide value descriptions

LT =

Non PO based invoice
Find the supplier invoice number from the voucher
F2321 Make selection to proceed to screen 169
168 Voucher Total Inquiry g1/28/17 12:
Fy 20817 CC
Screen: I Voucher: Fiscal Year:
Status: PAID
Vendor: 14603583606 CITIBANK TAMU DC Hold: N Pend:

Alt Yndr:. Encl: Hire:
Due Dt: B1/25/2817 Desc: TAMU (B2) CITIBANK MONTHL 5t Vchr:

Inv Dt: B1/B3/2817 Cust AR Nbr: Revolw:

Divry Dt: B1/83/2817 GSC Ord: Chg Src:
Dept Ref: 5616416 Cont Wk Force: N Confidential: ACH: Y Ovrd:
Tran Cd: 140 FAMIS Trace: B330457 St Warrant Nbr:

St Req Nbr: ACH Dt. B1/25/2017 Warrant Dt:

Vchr Total: 23329.18 Check Recon: USAS Doc Type: PCC:

Bank Trace: B91BBBE13863117 IC: Reason: Orig Dist Dt:

S Itm Account Net Amount PO No. _Invoice Number Bank Dp ¥d XRef

1 011170 £BBRE 1615 23,329.18 B1B31702084922| 06008 N N
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Cindy Glover v [l v 01031702004922 s

Quick Search

45616416 JInvoices

? IJJ Document Search



