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Office of Fleet and Asset Management (OFAM) Fleet Asset Purchase Approval Process 1.0
Supplemental Job Aid

Date: September 25, 2015

Target Audience: DGS PO Ad Hoc Approver

Purpose: This supplemental job aid provides OFAM with the instructions needed to approve department’s fleet asset purchases within FI$Cal. New fleet asset purchase orders (PO) that have been generated by departments must include OFAM personnel, via the Ad Hoc method, in the Approval Workflow for completion. 

The Department Buyer will insert the DGS PO Ad Hoc Approver as a reviewer and an approver into the Approval Workflow of the PO. This will route the PO to the DGS PO Ad Hoc Approver for review; simultaneously the PO can continue through the department workflow process and the reviewer step does not stop the workflow. After the PO is approved by the Department PO Approver 1 and 2, it is then routed to the DGS PO Ad Hoc Approver for OFAM approval. Once the PO has OFAM approval, the next step is for the PO to route to the Department PO Approver 3 or 4 for final department approval. NOTE: POs totaling less than $50,000 are automatically routed to the PO Approver 3 and POs equal to or greater than $50,000 are automatically routed to the PO Approver 4.

This procedure will begin at the point where the DGS PO Ad Hoc Approver (OFAM) will log in to review the department PO and any attached documents.

Part 1: Reviewing the PO (as the DGS PO Ad Hoc Approver)

[bookmark: _GoBack]Step 1: Logged in as the DGS PO Ad Hoc Approver, click the Worklist hyperlink at the top right hand corner of the page:

[image: ]
Step 2: 
· Click the Date From hyperlink twice to bring up the most recent transaction dates
· Click the PO ID number hyperlink, corresponding to the PO needing review (this will come from an automatic email notification), to bring up the Purchase Order Approval page:
[image: ]


Step 3: Click the Edit PO button:

[image: ]

Step 4: The Maintain Purchase Order, Purchase Order page displays
· Click the Reportable Attachment hyperlink to review attached documentation
· Verify the PO is for a fleet asset approved in the department’s annual fleet acquisition plan
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Step 5: The Attachment Type page displays
 
· Click the View All hyperlink to display all attachment File Names
· Click the View button for each attachment to be viewed. NOTE: The attachments can be printed. 
· Click the OK button to return to the Maintain Purchase Order, Purchase Order page
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Step 6: If necessary OFAM can attach additional documentation by completing the following steps:

· Click the Reportable Attachment hyperlink shown in Step 4
· Click the Plus icon on the last row
· Enter an Attachment Type (click on the Look Up button for a drop down list of attachment name/type options)
· Click the Attach button
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Step 6 (continued):

· Click the Browse button to locate the document
· Click the Upload button

[image: ]

· Click the OK button after the document is successfully attached: 

[image: ]
Step 6 (continued): Click the Save button:
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The Review is now complete and there is no further action needed on OFAM’s part until the PO needs OFAM approval. NOTE: Reviewing the reportable attachments can also be done once the PO is ready for OFAM approval.









Part 2: Approving the PO (as the DGS PO Ad Hoc Approver)

Step 1: 

· Logged in as the DGS PO Ad Hoc Approver, click the Worklist hyperlink at the top right hand corner of the page
· Follow Steps 2 through 5 above


Step 2: 

· On the Maintain Purchase Order, Purchase Order page, review the page for pertinent information
· Click the Schedule icon in the “Lines” section
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Step 3: The Maintain Purchase Order, Schedules page displays
· Click the Distributions icon located on the “Schedules, Details” line

[image: ]

Step 4: The Maintain Purchase Order, Distributions for Schedule 1 page displays
· Click the Asset Information tab
· Verify that the AM Unit (department business unit number) is populated and that the Profile ID value is correct for a fleet asset
· Verify that the Capitalize box is un-checked. NOTE: If the box is checked the asset will be capitalized on receipt and will begin depreciating immediately using the cost from the PO (not the voucher). The mistake is irreversible (see UPK PO 122 Creating a Direct PO step 129)
· Click the OK button
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Step 5: Click the Return to Main Page hyperlink:
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Step 6: Click the Purchase Order Approval hyperlink:
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Step 7: The PO Approval page displays. View the PO comments by completing the following:

· Click the Review Lines arrow to expand the Line Details if it is not already expanded
· Click the Select All / De-select All check box
· Click the View Lines Details button
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A print view of the PO displays. The comments to provide the fleet acquisition plan the fleet asset(s) was approved on and the plan line number(s) should appear on the PO like the example below.
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Step 8: Close the tab that displays the print view of the PO:
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Step 9: The PO Approval page is still displays

· Click the Approve button:
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The View Approvals page displays the Purchase Order as approved by the DGS PO Ad Hoc Approver and pending approval for the Department PO Approver 3 or 4, whichever is the last approver.

[image: ]

NOTE: If a final approved hard copy of the PO is needed, the department will need to supply this to you.

You have approved your department’s fleet asset purchases within FI$Cal.
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