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[bookmark: _Toc389746256]Creating, Reviewing, and Approving a Purchasing Authority Application 1.0
Supplemental Job Aid

Date: 07/17/2014 

Target Audience:  Department PAA Processor, All Department PAC/PCO Approvers, DGS PAA Reviewer

Purpose: This Supplemental Job Aid provides the Department PAA Processor, all Department PAC/PCO Approvers, and the DGS PAA Reviewer instructions for creating, reviewing, and approving the purchasing authority application (PAA).

Creating, Reviewing, and Approving a Purchasing Authority Application:
In this example, we need to create a PAA. After creating the PAA, we must review and approve the PAA (process steps begin on page 20).



Creating a PAA:
Step 1: Navigate to the Purchase Authority page:
· Navigation: Main Menu  eProcurement  Purchasing Authority

[bookmark: _GoBack]Step 2: Click the Add a New Value tab (The Form page displays).

[image: ]

NOTE: Use this form to complete the text portion of the PAA


Step 3: Click in the Subject field and enter the desired information.
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Step 4: Click on the Priority list and select a priority status, then enter a Due Date.
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Step 5: Click in the Department field and enter the desired information.
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[image: ]Step 6: Click in the Agency field and enter the desired Agency information.



Step 7: Click in the appropriate Purchasing Authority Request and Request Type checkboxes.
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NOTE: If applicable, enter information for the “Procuring for Another Department (PAD)” section.
Step 9: Click the Save button.
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Step 10: Once you save the PAA, the status will update to “Initial” and the “Seq#:” auto populates.
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Step 11: Click the Attachments tab to attach any required documentation.
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Step 12: Click the Attach button to upload the document.
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Step 13: The File Attachment window opens; click the Browse button to search for the file on your computer.
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Step 14: Click on the file name to upload; once highlighted then click the Open button.
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Step 15: Confirm the file name is correct, then click the Upload button to attach the document to the form
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Step 16: Confirm the file is attached in the “Attached File” section. Once the form is attached, the form must be submitted and approved. Click the Form tab to preview the approval path of the PAA and submit the form.
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Step 17:  Click the Preview Approval button to view the approval process workflow.
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NOTE:  The status in the “PAA Workflow” section is "Initiated" because the PAA has been created but not yet submitted. The status will change to "Pending" once submitted for approval. 

Step 18: Click the Submit button
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NOTE: The Status in the “PAA Workflow” section is now "Pending" because the PAA has been submitted for approval.
Step 19: Click the OK button.
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NOTE: Notice the Status on the PAA has updated to “Pending”. DGS reviews and analyzes PAAs using their existing processes outside FI$Cal. After making a decision about the PAA, DGS provides approval following existing procedures.  
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Reviewing and Approving a PAA:
Step 1: Click the Worklist link
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NOTE:  Use the Worklist page to view and take action on pending approvals routed through workflow. Each item on the list must be reviewed before it can be further processed. In addition to a work item appearing on your worklist, you will receive an email with a link when there is an item requiring your attention. The link will open to the Approval page.
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Step 2: Click the desired PAA using the link in the Link column.
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NOTE: Use the Purchasing Authority page to access the purchasing authority application (PAA) form to review and take action on. Once the PAA is approved, the status changes from "Pending" to "Approved." When you approve this PAA, the work item automatically removes from your worklist and FI$Cal adds it to the next approver's worklist.
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NOTE: Click on the Insert Approver button between two approvers to insert another approver or reviewer. For more information on inserting ad hoc approvers, reference the "Inserting an Ad Hoc approver/reviewer" topic. Use the (+)Start New Path button to start a new path for the PAA. Doing so inserts a new, yet simultaneous approver path. All approvers in both paths must approve the PAA.
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Step 3: To review the information on the form, click the Go to Form button.
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NOTE: Use the Purchasing Authority Application page to review the PAA. Review the information on the Form tab and review the attachment on the Attachments tab.
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Step 4: Click the Attachments tab to review the attachment for the PAA.
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Step 5: Click the Open link to view the attachment.
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NOTE:  A new widow opens with the attachment notification.
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Step 6:  Click the Open option to open the document and review. When you are done reviewing the attachment, close the new window that appeared.
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Step 7: Click the Form tab to review the PAA form. Once you are done reviewing the form, click the Approve/Review a Form link.
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Step 8: Click the Approve button.
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NOTE: This PAA is still pending since other approvers need to review and approve it. Use the View/Hide Comments link to view (or hide) the comments entered during the approval process.
The PAA will be considered fully approved once all approvers have reviewed and approved it. The approval process works in the same method for all approvers.
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You have successfully created, reviewed, and approved a purchasing authority application. 
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