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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/

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
Invoices Search (Alt+Q) Q 0.00USD W v |=
My Assigned Approvals
der to mark invoices as Matched or Forced Match, th  Invoices o’
All Dates Unassigned Approvals L
t by: | Folder Entry date oldest first v Requisitions @

Invoices @. Id

From the Documents icons on the side

Accounts Slwable » Approvals »  Invoices to Approve

p Results By:

Quick search
Orders ]
Search Requisitions to Approve 15
e Purchase Orders to Approve
y Orders
Change Requests to Approve
‘ Approvals Xpa
Procurement Requests to Approve
Me
Requisitions Recently Approved By Me 1
t
Purchase Orders Recently Approved By ..
Droy
Change Requests Recently Approved By ...
s [7
Procurement Requests Recently Approv..
e Re
Assign Substitute Approvers-Requisitions [
Assign Substitute Approvers-Purchase O... E
g Ex
Assign Substitute Approvers-Procureme... ol

Approval Notifications

1C



Note: If an invoice is awaiting approval it will appear just below the Requisitions
Invoices « Search (Alt+Q) Q 0.00 USD 1! Y |w

Action ltems

My Assigned Approvals
atch th Invoices °

Unassigned Approv

Requisitions @
Invoices @'

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”.

Group Results By:

Showing 115 of 15 Results All Dates

' Resuits P age Sort by: | Submit date oldest first ) ]
BT

Filtered by e s
Type: Requisitions Regjiisition No. Suppliers: Assigned Approver PR Date/Time
Defte Renge: Allpetes 144152698 T APAR Not Assigned 5/17/2021 1:10 PM Timothy Pehl
View Approvals For: Amy Deatan
remaove all] CartName Folders 0 Days in folder [Com
State
No. of line items
Not Assigned
144190048 % Mot Assigned 5/18/2021 9:57 AM ‘William Seward
CartName Folders 0 Days in folder [Com
i ?
Filter My Approvals ? O —
Type 144200121 23 0 Not Assigned 5/18/2021 1:16 PM Ramalakshmi Ak
Requisitions ~ CartName 2021-05-18 926009005 01 Folders 0 Days in folder [Com
No. of line items 1
Date Range s CE— £iiest et 23
1442104175 SWAGELOK SOUTHEAST TEXAS CCJ & ASSOCIATES DBA Not Assigned 5/18/2021 1:31 PM Ramalakshmi Ak
All Dates v
CartName 2021-05-18 926009005 02 Folders 0 Days in folder [Com
Supplier A No. of line items 9
N 144192613 2 ) Avinext (Quotes) JiEN i) T Not Assigned 5/18/2021 1:53 PM Brittain Bertrand
CartName 2021-05-18 724003256 01 Folders 0 Days in folder [Com
No. of line items n
more]
144220131, W A HAMMOND DRIERITE COMPANY LTD Not Assigned 5/18/2021 5:41 PM Jeanette Pina
e
CartName 2021-05-18 725004599 02 Folders 0 Days in folder [Com
No. of line items 1
; 144243931 O'REILLY AU Not Assigned 5/19/2021 9:13 AM By Departmenta
mare]
¥ CartName O'Reilly Auto Parts Folders 0 Days in folder [Com
Department T

No. of line items 1



The document summary will appear as shown below.

Requisition » : 144152698

® ™ @ of15Results v <
Summary
General Shipping Billing - end
Total (342.00 USD) v
Statt ‘Ship To Bill To
Subtotal 342.00
Attn Timothy Pehl Texas A&M University-EDM N
5/17/20211:10PM Chemistry Dept. Do Not Mail Invoices™** Shipping 000
Chemistry Bldg. Email invoices to tamu.invoices@edmgroup.com Handling 0.00
02-CHEM-00050 (02-CHEM-00050) Room 014 PO BOX 3687
Corner of Spence/Ross St. Scranton, PA 18505 a0
02-Texas ABM University (02) 3255 TAMU United States )
College Station, TX 778433255
No user groups available What's next? v
Timothy Pehl Delivery Options -]
ship Via Best Carrier-Best Way
Requested Delivery Date o value
1- Regular
Report Reference A no value Department Allocator
Buyer Information N
Report Reference B no value
Buyer Buyer Email Buyer Phone Number
Pre-Pay & add v no value no value no value e Commodity Code Assigner
Procurement X Report Codes-1
USAS One USAS Two LDT Code ¢ l?lfdgel Check
x Furure
no value no value no value
X Report Codes-2 ¢ T"a,‘rmp‘ Approver
State Order Number no value
Contract Number 1o value | sudgercnecka
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 & Show Next from the Available Actions drop down. If an approver
will need to return (preferred method) or reject a requisitionthe approver must
“no o » e . .
Assign” the requisition to see those available actions.
Summary &H P ey C S Attachme
General Shipping Billing v [-CIE T
Total (342.00 USD) v
Stat Pending ShipTo Bill To
Commodin Subtotal 342.00
Attn Timothy Pehl Texas A&M University-EDM
Submitted 5/17/2021 1:10PM Chemistry Dept Do Not Mail Invoices™* Shipping 0.00
Chemistry Bldg. Email invoices to tamu.invoices@edmgroup.com Handling 0.00
or ) Department 02-CHEM-00050 (02-CHEM-00050) Room 014 PO BOX 3687
Corner of Spence/Ross St. Scranton, PA 18505 342,00
Business Unit 02-Texas A&BM University (02) 3255 TAMU United States )
College Station, TX 77843-3255
Share No user groups available Approve & Show Next
Prepared by Timothy Pehl Delivery Options Approve
Ship Via Best Carrier-Best Wav
Requisition ~ : 144152698 ® = @ 10f 15 Results v < >
Summary T: Atta Histe
General rd Shipping v Billing & v [T
Total (342.00 USD) ~
Status Pending Ship To Bill To
ommodit Deato Subtotal 342.00
Attn Timothy Pehl Texas A&M University-EDM
Submitted 5/17/2021 1:10PM Chemistry Dept Do Not Mail Invoices™ Shipping 0.00
Chemistry Bldg. Email invoices to tamu.invoices@edmgroup.com Handling 0.00
Ordering Department 02-CHEM-00050 (02-CHEM-00050) Room 014 PO BOX 3687
Corner of Spence/Ross St. Scranton, PA 18505 342.00
Business Unit 02-Texas AEM University (02) 3255 TAMU United States
College Station, TX 77843-3255
Shar No user groups available Approve

art Description/Purpose

Report Reference A

Timothy Pehl
02 Sensor for Hilty NMR room
1-Regular

o value

Delivery Options

ship via

Best Carrier-Best Way

o value

Return to Shared Folder
Return to Requisitioner

Submitted
¥ ) sn7 s on




Requisition Available Actions

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. Returnto Requisitioner
a. Returnsthe document to the creator for revisions (please remember to add
notes to identify why it is being returned to requisitioner)
b. only you do not have theability to send the note to a user
5. Reject Requisition
a. Rejecting the document is cancelling it. The creator is not able to resubmit



How to Locate AggieBuy Documents in FAMIS
Enter the AggieBuy document number to screen 295 in FAMIS in the SciQuest Document Id field

Requisition

295 Scifuest Document Xref

Screen: I SciQuest Document ID:

5 Document S5ci{uest Doc ID

NIVERSITY

Purchase Order ~ : AB0300343 Revision 0

ABO300343

eHEm

295 Scifjuest Document Xref
Screen: ScifQuest Document ID:
S Document

o7U020A
AL CL-ET L

Scifuest Doc ID

Non PO based invoices

Biling

8ill To

< —

" i) woun W o KD O
® M @ loflReisv < >
mpleted
Total (95.54 USD) ~
sustot o554
snipping 000
Handing 000

@1/29/17 12:15P
Fy 2017 CC @
FAMIS Doc:

Doc Description / Error

—

wsoouso W o KD e

& 0

ompleted
Detail v
TEJAS OFFICE PRODUCTS INC
Total (95.54 USD) v

B1/29/17 12:25PM
FY 2017 CC Be
FAMIS Doc:

Doc Description / Error

Enter the last 7 digits of the AggieBuy invoice number (not the same as the supplier invoice

number) on screen 167 in FAMIS

B TEXAS A&M UNIVERSITY
Invoice ~ @ 45616416
o
. # Trey from
General ¢ Add
Iny R
Paid
45616416
01031702004922 5 1D 02-1 4603563606
BilTo
10 addres:

02:FISC-FMO (02-FISC-FMO)

£ - Note/Attachments

Internal Attachments

u i14) ssoouso W o D Dy
© ™ @  1of1Resuts v < >
Complete
CITIBANK TAMU TC 2
P 1031702004922
Total (23,329.18 USD) 2

2332918
0.00
0.00
0.00
0.00

0.00

23,329.18



F2321 Make selection to proceed to screen 168

167 Voucher Inquiry by DEHL'REF B1/28/17 1230

FY 2017 CC B2
Screen: | Dept Ref: Fiscal Yr: of 1 Viewed Pgls)

Dept Vch
Ref Voucher Lns Vendor Name Net Amount Description

How to Locate FAMIS Documents in AggieBuy

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

295 Scifuest Document Xref 61/29/17 12:19P

FY 20817 CC B4
Screen: I Scifuest Document ID: FAMIS Doc:

S Document Scifjuest Doc ID Doc Description / Error

83560050

e, 21O T

es Extern

Hide value descriptions



Non PO based invoice

Find the supplier invoice number from the voucher
F2321 Make selection to proceed to screen 169
168 Voucher Total Inquiry B1/28/17 12:
FY 2817 CC

Screen: I Youcher: Fiscal Year:

Status: PAID
Vendor: 14603583606 CITIBANK TAMU DC Hold: N Pend:
Alt Vndr: Encl: Wire:
Due Dt: B1/25/2817 Desc: TAMU (B2) CITIBANK MONTHL St Vchr:
Inv Dt. ©1/83/2817 Cust AR Nbr: Revalv:
Dlvry Dt: B1/083/2017 GSC Ord: Chg Src:
Dept Ref: 5616416 Cont Wk Force: N Confidential: ACH: Y Ovrd:
Tran Cd: 140 FAMIS Trace: B33B457 St Warrant Nbr:
St Reg Nbr: ACH Dt: B1/25/2017 Warrant Dt:
Vchr Total: 23329.18 Check Recon: USAS Doc Type:
Bank Trace: B91808013863117 IC: Reason: Orig Dist Dt:
S Itm Account Net Amount PO No. Invoice Number Bank

1 811170 BBEEE 1615 23,329.18 U1B31702004922| 86008 N N

Cindy Glover v [l v 01031702004922 =

Quick Search

Invoices

45616416

v 7 2 Document Search
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