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1. Signing Authority

Managers can approve up to $50,000
Directors can approve up to $250,000
Requisitions >$250K and <$1M require VP and DCFO approval

Requisitions over $50K will pass through a sequential multi-level approval process e.g. 1t Manager, 2" Director and so on as
required by the total $ value of the requisition

2. Approving an Invoice

As an Accounting Unit (AU) Manager, you will receive an e-mail notification that an invoice has been submitted and requires your
attention. Invoice details will also be on the e-mail for your review. Example email:

Reguent for Appreval Vendor EDVWREDS LIFESCIENCES CANADA (4T08] Involce 356438060 CAD 24 250,00 s wating lor your apprenal

Te [ bicholes Pewrser

Actmon Bemy

: External email Think before clickir

e Accounting Unit
Atienteon; MANAGER A 0np
The folleveing iavoice & carrestly in yous Tabasket and requires your action e Invoice Processor (AP Initiator)
e Vendor

e Invoice Amount

e  Purchase Order Number (if any)

Tnvoice Summary

Tnvoice ¥ [ivoice Amount Transaction Currency [nvoice Amount in CAD Purchase Order Number/s }n—m Contract Number/s

TS0 CAD RIS TOOTToRIT
Click on the URL to the Inbasket to
begin processing your invoice

Note: you must be conmacted 1o the Unity Network or Citrix in oeder o vaew thas mbasket

For IT Use Only:
Work Unit: 30644

By clicking on the URL to the Inbasket, you will be taken to the Infor Login page. Log in using your normal network credentials:

20 Do x 4+ - 0 X
L AE—— P —— BCOo&q -

ADFS Test Uiy

[ -

[wommel )
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Upon login, you will be directed to your Inbasket:

Im L

“ c £ b A eafRE2n08aci 20 5 1am 6| VOICAS Aute 0o, 1 | P ek My Tk ok Pk L g e < s M B C OO @ 8§ -
. Precess Saevet ¢ & NyTasks v
¢
Q o ty 1 | Work tems r 5
e ! " Jon
My Tacks W | o Descrgtios S e D e i 3
O ot Ola. |0 )| = f g)| = o) W+ [Jf W+ K
B [ | 1sam | ammaion 514 o mcumser s Gt o 5100t A0 o marm ol gl | Vit i | tavion 2 m wion
My ey (] [ o000 | Mot wE1008 feom Moo Abes o for §1,087,492 98 v el 80 el [y |Mevmenannn |0 S [ +
C U | Seqenition #2460 bam Baguenter Abrwry Opmabda for 11 237,032 0 mauem Lovel Y0 spprwnl L0004 DML M TNV MM [P
My Actioey
(] M4 | e JRMGLEE for verntor BARTOR CORP 160 rpuirns il ) sy AN | A S nmai 1
My orles ([ 0eand | i TOMMY M2 v v 0 SEIICES CARAOILP (11818 waulend Lived sl VN A Joken
‘ [T | sena | e 3t 000 R et COMARDS LOLIUNELS CANADA (0 ot Lot i gl |Vivaie et | wsesciaom 1
/ [ | me0s | mecurbition w5707 hiom Meurntor b Ol for $L,837 430,56 peusows Lol 40 appeoned VIINATOLAAN | D 000 MMM [
Depending on what you have 10

outstanding to approve, you may
see a mixture of invoices and
requisitions. In this exercise, we
will follow the approval of Edwards
Lifesciences Invoice number
586438 DEMO. Double click on this Requisition Summary
entry

MI Oetalls  Mistory  Mesiages Melated Links

Approvd Lol 10 (1O
T g ¥ YO0 IPDIAR B TR W1 TR

P e B

« C £ Myt en) 2 vt tam.ca Linkorcio P/ A peieres em DoyabdesinaicrNI81 DISEIERI DA preve Papstiec weseaf esn v gaboon « Dppahissboocat i O S0INDS beasesirat A O B ¢C O ¢ @ ]
@ R - = Invoice Approval v Approve [ Rejent
v
Q  Sescn - ronicy Corw [T ——— TR S ——
o Rk EDWARDS LIFESCIENCES CANADA 5/29/2024 24,250,00 CAD 27,402.50 o
|4708) Dm Ot it Inesiex Oniumen: Wi s & b L]
. sl Aoprows! Hatoy s waries 6/28/2024 3,152.50
& 366438 DEMO1 .
B sy hequess Inwoice ” Rotatd Comments  Aprowal Tracking
B wyActions — -
@ wyrone a3 g i e You can see the invoice by clicking
LIS L A Y )
1 optom Noraocdireanrdi s on the View Invoice Document
Approver Information Y
Preveeas A At Ayprtied Ll
Reassign Information (For AP Use Only)
poekis e Categery
COMMNY A N
Ao st (ogiy
| CoNCOMr LY
ikt UMY Compeery
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The View Invoice Document allows you to review the invoice and ensure it has been entered accurately and completely. Example

invoice:

Bovan INVOICE
Please Romvt Te / Veullez emettrn votre pasrsent 3 s
111
Litsscimnces (Canaa) o ﬁ
PO, Box 'D'l‘ 7 37
:.——-:‘m 420414 g?!&‘
b M
Sod T BT MICHAEL'S HOGITAL | UNITY HEALTH W T BT MICHAEL'S WTORONTO
30 BOND STREET 30 BOND STREE |
ATTH: ACOOUNTS PAYADLE RECEMNG DOCK OFF VICTORIA 8T
TORONTO ON M58 118 TORONTO ON NS 1W8
Canads Caneda
[ __ Reeed 7.0,  — T ] im
{ AAOAWI20.CATH | |
et | Duscrisbon | e ronr ™ ,“i";] P
o EDWARDA BAMES 3 Q'rae A & 100 | Mame a0 A Mo
FOWARDE COMMANDE A 1Y
|t A0 P
0TI e

Back to the invoice processing page, and you will note several tabs:

ot

"

Distributions
T ue——_
“ G £ MmO dnntactde av1 1am ot indorcioadsute aom i/ Apgmms Mrm Paysble e e B0 DIHIERIE FotaiApprne o patilen meoaed armPaapation -Dey abies e
Approier 8 = Involce Approval
Q  Seach — ot bre woloo Amawt
EDWARDS LIFESCIENCES CANADA 5/29/2024 24,250,00 CAD
th My tacke
(47“, Oue Orte WVtaUniee dacamier
0 invoier Approval Mistory N 6/20/2024
T uywon 366438 DEMO1
B oy e Iweice Purchwe Ovlers — Welated Documents  Comments  Approval Tracking
& Wiaw Distributions
@ Wyt ] Pance trueturs Aot UNIA.
o ow o N T e T )
Tl
Tos Wi

In the Distributions tab, you can view the accounting
information. As this invoice is related to a Purchase
Order, the Accounting distribution is pre-defined.
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HIDEIERN Srvpean

v Approve

27,402.50

War ey w Amau

-3,152.50

TorCode  Tanbl.  Description
000 ANH COWMDS LTEROIENCLS CANADA

B CO¢ & K -

@ Reject

- 0 x
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Purchase Orders
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§yon $
« 0 o a2/ 3nbbackde-mr tam ik B ¢ O ¢ @ § - g
O £ Invoice Approval v Approve (8 Rejec
v
Q  Semch
Y EDWARDS LIFESCIENCES CANADA 5/29/2024 24,250,00 CAD 27,402.50 °
(4708) ]
B imasce Aoproval Wt 6/28/2024 3,152,50
e 366438 DEMO1
B yreaue wice Ntrbotions | PurchaseOndery | Related Documents  Comments  Approval Tracking
8w Purchase Orders
@® PO Nurtoer Irtertaced Parchafs Cvder "0 Coe [ Ordmt Amoen ™ Was Commares
!v: o YT WU N
Toln e w
In the Purchase Orders tab, view details related to the PO
(e.g. Buyer, Item Description, Vendor Item, Quantity)
detalls
Ui Mambe Necwpt s Bocept L ine Pem Virdas Hem Quantity  UOM VNI Cont  Diwtr tathen A Farctmmal Ams
) FRIJENT ST 100 039,000 W% 2508
© Tl waowm
nhavart
Related Documents
r D =~ s - o *
« C L e2PIRE2ab50ct 20 031 Lo oo Linfoicloudsuite 8B ¢ o @ ¥ - é
O Aoy = Invoice Approval Approve (8 Rejec
QO Seach L
. = L EDWARDS LIFESCIENCES CANADA 5/29/2024 24,250.00 CAD 27,402.50 o
: (4708) &
[ I A Wit 6/28/2024 -3,152.50
> 366438 DEMO1
© Related Documents
@ o Trve Deririptase Atchment
In the Related Documents tab you can again view the ad
actual invoice as well as any other attached documents.
Comments
£ D= + = e %
« C s s, 8 ¢ o @ |8 - a
ADpr = Invoice Approval Approve B Reject
& v
& » . EDWARDS LIFESCIENCES CANADA 5/29/2024 24,250.00 CAD 27 ,402.50 e
(4708) s
] A Wit 6/28/2024 -3,152.50
s 366438 DEMO1
B sy Yts @wsthon Prurehase Orders Welated Docisments l Comments l Apgvowal Trackin
B My A . S
(] ' 1 bo
; In the Comments tab you can view any comments b
AP may have made on this invoice.
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Approval Tracking
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" U : tevich hipaey Arpow X+ - 0 X
&« \". 0 a2 20000c e 1) o a ] inkoiche dauite com D C 0O ¢ @ ’;‘
O Aot = Invoice Approval v Aoprove ) Reject
¥
0 Somen
PR EDWARDS LIFESCIENCES CANADA 5/29/2024 24,250.00 CAD 27,402.50 °
' (4708) o
B Invonce Agproval Nistary 6/28/2024 3,152.50
& 366438 DEMO! |
U My Peaediy vl e INritons Puiehase Ondery Related Dociiments Commmis
&y Actions s d
Approval Tracking
@ yhoie Sear Meseurce At o In the Approval Tracking tab, you caited
i option P Wy &= can again view the originator of the
<————| workflow and the current
assignment.
If you are satsified with the invoice, then click the Approve button in the top right corner:
2D B veiposiopow x4 - o0 x
« C A 1 €2fSE200 5082t w ) 1o ca L inkorcio sdsuite com @ 8 - é
Aot = Invoice Approval
Q  Sosch Y.
S ot EDWARDS LIFESCIENCES CANADA 5/29/2024 24,250.00 CAD o
s (4708) &
G N ey 6/28/2024 -3,152.50
v 366438 DEMO]
B Mymeguess  inveir drition Purchave Drdes elatpd Document Comments Apgweoval Tracking
& Wy Approval Tracking
@ wyroe Team /Merource Role Ation () Ao Weavon corament (e
When you have approved the el
invoice, a message will appear in the [ #w oo l
top right corner.
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3. Updating & Managing Invoice Errors
Example: You must supply accounting distribution in order to process the invoice. The email will advise/indicate information to be

supplied/completed:

FEHIDER . Laarest bt Apygwonsh Visadue OF

Astentaon

The followng evvoece s cumently i your Inbaakot aad 1equares your .«~.m[lu'he~uob-h-uh»-d]u omgany, Accom

Approval Type Company Accounting Ushl Project Project Type

Inveice Summan

Pay ables Company Imvoben Processor Vendor Name Tnveier ¥ Twvobee Amount Tram
ST MICHAEL 'S HOSPITAL (1) Valder, Koselie ODE SERVICES (CANADA) LF (273)3) TORINY 442978 3,027 o9 CAD
LKL o the Intankel
A .| Ay Taske . vecens Sone « - & x
<« -~ :‘ T ezfAS 280 2e 30! tam o3V Inforciowdiute com G C o {' '\’j ;.
B Procets Sarvee = My Tasks Cc
’
Q  Seanch My Tasks Work tems
o
" w ﬂ.l\?v-numh’ War! Date Due Carw g " o
~ - W ] = 8] =-| 8] W-[] W o
= I o prehtn TOMAMY LONTYE by candior GO SERNCES CANADA) LP QTSI smapsrns Linad apgwonsl ¥ A Joms ]
My Acx
Double click on the invoice to open up the details.
BN B =it x BB =EEL A
<« C 0 e2fR 200 lect2e 10t am cat inboicio dsuite.com 8 C 0 ¢ @ § -
o Aoy = Invoice Approval < AssignToMe v Approve [0 Meject o Remssign
@
ol @EED<—| Note indicating error(s)
- » A GODI SERVICES (CANADA) LP (27535) 5/28/2024 8,027.69 CAD g ) o
' &
& A Wit TORINV 442978 6/27/2024
¥ My Waork
B e r—
B e STAACHARL'S MOKNTAL 1
e Ve " 4
Mo vl
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Click on the Errors tab to find out more.

L -
o
C

Q  Semch
My Tasd
Inverce Appraval Nietory
My Wark

e @ % 3 e

My Actiom

. n azfad 2abbact2e

+

”

1 tam <a | indrcioudsune com

= Invoice Approval

GDI SERVICES (CANADA) LP (27535)

TORINV 442978
wol et feated Duxvnme
Error
Leow rer Vype
naming k) hem gt

5/28/2024

6/27/2024

Erron Approvl Tumching

8,027.69 CAD

(o]

[

ey

8 (DETDIN Imount 0 X r-..

1 8 wie BN A0 T 6 ]

Check the invoice to ensure it agrees with the entry:

GDINg

GDI Services (Canada) LP

INVOICE

Go to the Distributions tab to add the required information:

B C O ¢ @

o Asugr ToNe v Approve  [§ Reject < Reasugn

Jv
e o « o =

Once again, you can click on
View Invoice Document to
see the original document.

The Error Message indicates
an issue with accounting
distribution.

R - I - e e ®

@taa'saa-:-ﬂ*

& +r ezt 2abbactde

-

TE

1 em calintorciestsurte cor

= Invoice Approval

GDI SERVICES (CANADA) LP (27535)

TORINV 442978

¥stributions

Finance Brucise
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5/28/2024

6/27/2024

[T Approwal Tiaching

T
B ¢ O " % R
o AssignloMe  + Approve (B Reject ) Reassign
.
a
B,027.69 CAD
&
[ cresteomqust | 1
o]
A Tas Cotle ‘ Taaskis Aamcer i
Click on Create List
No Data avallabie
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The following page should appear:

Finance Structure A

. ' ' . ' . ' i .

Input your accounting information in
this page:

e Company

e  Accounting Unit

w e  Account (if you are uncertain
about the proper account a drop
down box is available to allow you
to search by number or
description)

When complete, click “OK”.

Select 'Account’

Posting Account >
Aconunt Deveripmon Chart Serhan
Well ] W-| J L .
INH’C‘.H CAL Cariyg Meslome » Llwed
"ALY) 'l e qune e \ poa Malans » Vwet
sl ol Meseal e ' AT YW (20} ‘.
} " [} Peot
1804 Mg & [ '
“ M [T | [} Yoo
ITET LN} ‘ e pjvre vy ’ [\ re
PRI TN u o Mol L guied N W Rals )
4 | .
— »
= InvoK[‘Appl(‘;vaI o Assign Yo Ne v Approve 8] Nejecr o Reassign B SaveAs Deant
’
GODI SERVICES (CANADA) LP (27535) $/28/2024 §,027.69 CAD °
: & : a
TORINV 442978 6/27/2024 Click the SAVE icon
+
Wwwke Dints i utbonrs L Apgronal Yus Moy
Jistnbutions N CrooeOn i [N )
= M Accoumting Unit Amownt  Tax Code Tanshlo Avort
r /] prelel LOLY « S MLEN0 » Poiie) o [T 1]
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The accounting information is now updated (Note: The error code will remain, however, the invoice is ready to approve).

= Invm(r-/\ppr(‘val o Astigr To Ne v Approve ® keject < Reasvign e
L 4

GODI SERVICES (CANADA) LP (27535) 5/28/2024 8,027.69 CAD o
>

TORINV 442978 6/27/2024

Iheeiis Dhals iruticen Folalod Documer et | ST Apgr oval Teo hing
Jistributions ) \
IS

Tacabin Ao

Fiercn Mt

000

Toral

You can now press Approve to process the invoice.

Note: If you do not complete the accounting distribution, the system will still allow you to press approve. However, the invoice will

not be approved and a message will simply return to you again for completion.

N
= Invoice Approval « Asslgn 1o Me [ Reject < Reassign ‘
|

GDI SERVICES (CANADA) LP (27535) 5/28/2024 8,027.69 CAD

TORINV 442978 6/27/2024

el Dislr Rution fe aled Duavine

et Cion  Approval Tracking
—_—

Approval Tracking
Term Reseuve Oule At Dwte At Regran Commenn oo nimtent

020 L33V 0 AM

When you have approved the

. . . Approve X
invoice, a message will appear in the Action successfully completed
top right corner.
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4. Rejecting an Invoice

In this example, we will select on the following Baxter Corp Invoice by double clicking on it:

Records processed; tae out of bakance 37154

Work Iltems

W ek Descripthen * Sar! Date Oue Cate M. o

U we W ] = B =8 W] W
[E el | uton SUOMGALL o vender DACTEN CORP (150) wnwwm YINRM 1029 1AM ].T WIL0M4 1050 11 AM J )
[ 1100 Mewitinon oET4RG4 o Rvausiter Abiwen Opnildo e L10TY,000.00 sapven Livel Y0 anpewvil U000 INIREIAN T NIS IR 05AN Inanon
] | nis Regattiton FIT4A00 hom Meguetier Alrvra Opeuldo Nr ) LEST,A00 00 regures Lieel 80 appesval VoMU aN 0 S02004 12220 lanson
[T 0000 | ecawisiron #11ea00 D Megumsier Alvvrs Ol o §1037,400,00 respabun el 70 appy vl INTEM D 2001 MM PANVIA T It LI AM lowwrt
l: e Requaniten VIT4A0) hum Byque e Alevra Opinalde fer §1ADT, 000,00 rempaien Lovel 40 appravil VXA Y0100 AN @ S002004 1010) MM lowonr
.

The invoice details will appear:

£ Invoice Approval

vervior rrenwe s Lotw
BAXTER CORP (150) 5/28/2024
36586421 6/27/2024

Iwolce  Dhbibutions  Melaled Docermers  Comments  Agproval Teacking
—
Lampminy O P
CTMICHALL'S MORMTAL 1 0

Wi T Lox aleny

Valdes Doselie Suaele Vatde L und eellh Jo

You can review the invoice document, if desired.

nenice Amaned

4,313.30 CAD

Yoy

Tol'
RAXTER CORPORATION 36586421
e/ 3687 oue
PO BOX S687, STN A 02/03/24
i 5273607
INVOICE - FACTURE L_32393915 go |
Ship To/Livrer b :

57 MICHARLS NOZPITAL

30 BOND ST
568273618

som, Sussiomoue
FODIN BYTRCMORPWCNT 4400300 [(sauzoz) 50 e
3,000 [wromomonrucex s0m3/SamL HE

soz

josz /st w0 | pur s
wor/m 2483100053
Il MToacKORPWGEE  44b0SISE [(sannoz) S0 e
€000 Jeremomonruonx soMi/S00 W Praroi = 16,00

jroz
josz/nsr o.00 [ rer ».04)

e

381308 w128

LI, LT )

In examining the invoice, you determined the distribution entered by AP is incorrect:

Infor CloudSuite Approver Training Manual_V1_June 2024
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£ |nvoice Approval

BAXTER CORP (150) 5/28/2024

36586421 6/27/2024

M

I Felatod Docurmeris

Distrityativns

Commmnt

Jstnbutions

| Feance Souitow

4,313.30 CAD

Noproval Tiakag

Aot UritAm

(1

Total +

Incorrect distribution

The following page will appear to capture the reason for your rejection:

Response Recguined

=

Select 'Reason

Action Reasons
Actian Meason Satyert

| W[

=

Response Required

o

Infor CloudSuite Approver Training Manual_V1_June 2024

;
1

In this case you will reject the
invoice by pressing the Reject
button in the top right hand corner.

Tas Code

Torashy Semiiplion Al O
] e 000 100 L%) BAXTLR (O
(RIS L)

Press the Reasons drop

down to access a lisiting of

acceptable reason codes.

In this case, we will select

“INCORRECT ACCT UNIT“

as the reason for rejecting

this invoice.
If you know the correct AU, please supply it to AP in the
Action Comments field. AP will amend the invoice and
resend it for approval. Click “OK” when done and you will
receive a message that the invoice has been rejected.

I
Arje-ct
A tion pompleted sscoessfully
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5. Assigning a Proxy

The system has functionality to enable you to set a proxy. A proxy is a substitute approver for you during a defined absence period.

The proxy that is set will be able to approve invoices AND requisitions in your absence. The proxy is an approver at the same job
level or higher.

You can set a proxy for a maximum of 365 days. Recognize that while the proxy is in effect, both you and your proxy will receive
email notifications for transactions to approve.

You can set more than one proxy, if desired. Typically this is not desirable, as all identified proxies will receive email notifications. If
you are going to be away for more than one week, however, you may wish to nominate one proxy for the first week of your absence
and another for the second week.

If you are absent and no proxy is set, your requisitions and invoices will sit unattended until they are escalated (nine (9) business
hours for requisitions and 10 business days for invoices). A proxy can be set for you by your manager through a request to the Help
Desk. However, any unapproved requisitions and invoices will be unreleased and will require re-submission by the requisitioner or
AP clerk, in order to begin the workflow again.

To set your proxy, select My Proxies on the landing page:

§ O =2
; C = -
ASK . é
v
o]
ok © 0
- “- - ( W &
~
Q
o
9 sugou
@ o
Welcnrme,
Tichules Pearson e &
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.
O - LT
&« C S NS Inbhactde
B | Procsssonwe
Q  Searcn
My Tasks
My Work
Wy Reqy
My Acty
"y
Optiom
8 inhasket
Q  notfiatons
O hepon Catabog
a4 smow

¥

41t 23 1 intorcio sdsunte com
= My Proxies

Tasks

[ ioasat

Frony Jiee

% tive Date

No Data Available indicates proxies
have not been set for this user.

-

The Proxy Form will appear:

= Proxy Form

Select your Proxy User from the
names available in the drop down

LAY

LEORET |

v

No Data Available

Infor CloudSuite Approver Training Manual_V1_June 2024

ook Type

proxy.

Click the Create icon to create your

&

Lapiration Date

Select 'Proxy User'

Proxy User List

Lot Yame s Mame
m e | | (e |

foass vt

Search by Last or First
name(s). Select your
proxy and click the
Create icon to create
your proxy.
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Proxy Farm

123456

A

123456 John Smith

123456

A

When a proxy is selected, their Employee
number will be populated in the Proxy User
field.

A

An Effective Date is not required. If left blank,
the system will recognize today’s date as the
effective date.

An Expiration Date is required.

When all necessary information has been entered, press the Save icon to keep your settings.

Proxy Form

Your My Proxies page should now show your new settings:

My Proxies

Infor CloudSuite Approver Training Manual_V1_June 2024
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o
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6. Approving a Requisition
As a requisition Approver, you will receive an e-mail notification:

Requisition #522639 from Requester Priyanka Negi is waiting for your approval

To Micholas Pearson; M Brian Townsend

Approval Level: 40 - MANAGER.
The following requisition is currently in your Inbasket and requires vour action:

Requisition Summary

Requisition Requisition . Project .
Company Re ter Acct Unit —rolec Project Type
# Bundle Total e Number
1 522639 1015085 $128 65 713501525 NoProject
Regquisition Detail
. Regquested Delivery
Req Location Buyer
— Date
CENT - ENT CLINIC 8C-138 | 190612 - Calema Brooks-5mith
Requisition Detail
Reg Location Buyer %

CENT - ENT CLINIC 8C-138 | 190612 - Calema Brooks-Smith

Ll.lmﬁ;# Item Description Quantity _I;Ln: UOM | Unit Cost % % Vendor Item| Contract |Company| Acct Unit Account

12 1017609 [BANDAGE SURGIGRIP 2.00 i IRL $64.3231 $128.63 1 7135015255460603100 - Mé&S -

GLE10 General
Comments

URL to Comments

Follow the link at the bottom of the e-mail, which will direct you to your Inbasket in Infor CloudSuite.

[C']ick here to take action on this Requisition]
C

Note: You must be connected to the Unity Health Toronto network in order to view this Inbasket

Once you click on the link from the body of the e-mail, you will be prompted to log in to Infor. Log in using your normal network

credentials:
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Infor Prod

Sign in with your organizational account

[fomeone@example.com ]

severs |

To sign in, use your network user name in the form of

pre\username or
stjoe\username or
smh\username or
unity\username

Example: unity\smithj

NOTE:

If you are unable to log in with unity\username please
try using your original site specific account using the
same password. For example, if unity\smithj fails to
login, the alternate site account might be smh\smithj.

After logging in to Infor, you will be directed to your main dashboard. Requisitions awaiting your approval are retrieved by clicking
on “Inbasket”:

Approver ¢

Q  Search

B My Tasks

[& Invoice Approval History
¥ MyWork

El  MyRequests

& MyActions

© My Proxies

# Options

[ B Inbasket ]

You will be directed to your Work Items page where all of your requisitions may be viewed. Requisitions can be sorted by date (e.g.
recent to oldest or vice versa). Double-click on the requisition you would like to address.

= |nbasket

5 -
Work Items =T .
Work Unit Work Description + Start Date

Ol =-C =] w | ="
[] | 120 Requisition #522639 from Requester Priyanka Megi for $128.65 requires Level 40 approval 5/21/2024 3:02:4
[] | 121 Requisition #522639 from Requester Priyanka Megi for $497.40 requires Level 40 approval 5/21/2024 3:02:4
[ | 17 Requisition #522640 from Requester Priyanka Negi for $5.14 requires Level 40 approval 5/21/2024 3:02:1
[ | 11s Requisition #522640 from Requester Priyanka Megi for $858.00 requires Level 40 approval 5/21/2024 3:02:1
[ | 15 Requisition #522641 from Requester Priyanka Negi for $10,000.00 requires Level 40 approval 5/21/2024 3:01:3
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For the purpose of this training manual, we will select requisition 522639. You will note this particular requisition has two work
unit groups. The system divides requisition items into stock and non-stock (or direct from vendor) work unit groups.

Click on the first work unit: Once you select your requisition, the details for that work unit will expand to the view below. Scroll
down to view the requisition details.

Choices are to approve, un-release or reject a requisition.

= Work Item « Approve [ Reject <& Unrelease

Work Unit  Description

120 Requisition #522639 from Requester Priyanka Negi for $128.65 requires Level 40 approval
Start Date Due Date Filter Key  Filter Value
5/21/2024 3:02:46 PM 5/22/2024 3:02:43 PM
Originator Email Address
lawson
Proxied User Proxied Task Name Proxied Task Type
Display History Messages Related Links

Approval Level: 40 - MANAGER

The following requisition is currently in your Inbasket and requires your action:

Requisition Summary

Requisition Requisition Project  Project
Company Requester Acct Unit
# Bundle Total Number Type
1 522639 1015085 $128.65 713501525 NoProject

Requisition Detail

Requested Delivery
Req Location Buyer
Date
CENT - ENT CLINIC 8C- 190612 - Calema
138 Brooks-Smith
ExtUnit Vendor Vendor

Req Item
) Item Description  Quantity UOM  Unit Cost Contract Company AcctUnit Account
Line# Ivpe Cost Name ltem

5460603100 -
BANDAGE
2 017609 2.00 RL 564.3231 $128.65 1 713501525 M&S -

SURGIGRIP GLE1O
General

This view displays the Infor Item number, the Description, Quantity and Unit of
Measure (UoM), the unit and extended costs, and AU/account to which
charges are assigned.

Page 19 of 27
Infor CloudSuite Approver Training Manual_V1_June 2024



To approve the requisition, click the Approve button on the top right hand corner of the work item page:

= Work Item X Reject <& Unrelease

Work Unit  Description

120 Requisition #522639 from Requester Priyanka Negi for $128.65 requires Level 40 approval
Start Date Due Date Filter Key  Filter Value
5/21/2024 3:02:46 PM 5/22/2024 3:02:43 PM
Originator Email Address
lawson
Proxied User Proxied Task Name Proxied Task Type

You will receive a message that the requisition is approved:

Approve =

The following action 'Execute Action' completed
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7. Unreleasing a Requisition
Unreleasing a requisition enables you to send a requisition back to the requisitioner for alterations. You should unrelease
only if there is an issue with one line or quantity on a requisition. If you reject it, the requisitioner will have to start from
scratch to recreate all items on the order that were acceptable.

When you un-release a requisition, you must select a reason code and add comments to describe your reason(s) for un-
releasing. This directs the requisitioner to make the necessary changes.

For the purposes of this training manual, we will look at requisition 522640, work unit 118:

Work Items =
Work Unit Work Description + Start Date

H=-C 5| w | =~
[:] 120 Requisition #522639 from Requester Priyanka Negi for $128.65 requires Level 40 approval 5/21/2024 3:02:4
E] 121 Requisition #522639 from Requester Priyanka Negi for $497.40 requires Level 40 approval 5/21/2024 3:02:4
D 117 Requisition #522640 from Requester Priyanka Negi for $5.14 requires Level 40 approval 5/21/2024 3:02:1
[:] 118 Requisition #522640 from Requester Priyanka Negi for $858.00 requires Level 40 approval 5/21/2024 3:02:1
D 115 Requisition #522641 from Requester Priyanka Negi for $10,000.00 requires Level 40 approval 5/21/2024 3:01:3

As with the first example, when you click on the Requisition, the following window will appear:

= Work Item ~ Approve [¥] Reject « Unrelease

Work Unit  Description

117 Requisition #522640 from Requester Priyanka Negi for $5.14 requires Level 40 approval
Start Date Due Date Filter Key  Filter Value
5/21/2024 3:02:13 PM 5/22/2024 3:02:11 PM
Originator Email Address
lawson
Proxied User Proxied Task Name Proxied Task Type
Display History Messages Related Links

ipproval Level: 40 - MANAGER

[The following requisition is currently in your Inbasket and requires your action:

Requisition Summary

Requisition Requisition Project  Project
Company Requester Acct Unit
# Bundle Total Number Type
1 522640 1015085 55.14 713501525 MNoProject
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Requisition Detail
Requested Delivery
Req Location Buyer
Date
CENT - ENT CLIMIC 8C- 150612 - Calema
05/20/2024
138 Brooks-Smith
Req Item ExtUnit Vendor Vendor
Item Description Quantity UOM Unit Cost Contract Company AcctUnit Account
Line # Type Cost Name Ite
5460603100 -
BEDPAMN ADULT
2 1022860 1.00 EA $5.1370 55.14 1 713501525 M&S -
AUTOCLAV LSLEBLY
General
Comments
URL to Comments
= Requisition 522640 m o~ c
Requester Company Requesting Location Amount
Priyanka Negi ST. MICHAEL'S CENT - ENT CLINIC 974.68 CAD
Priyanka.Ne; nityhealth.to HOSPITAL (1) 8C_138
Lines Approval History
Lines =
Item Description Manufacturer Vendor Vendor Item Type Quan... UOM
043499  NEEDLE BONE MARROW 13GX4" ARGON MEDICAL DEVICES INC (ANM) TERUMO MEDICAL CANADA, INC. BMHN1304X Non Stock 1 BX
1022860  BEDPAN ADULT AUTOCLAV LSL BLU MEDEGEN MEDICAL PRODUCTS (MGM) Inventoried 1 EA
1006711  SLICKER CT TABLE CVT20005YS GE MEDICAL SYSTEMS (GES) GE HEALTHCARE CANADA EBO16AN Non Stock 1 EA
Total
5w
Comments
Header Comments Type Comments Title Attachment Comments Text
1 o} INSTRUCTIONS
URL to Comments
1006711  SLICKER CT TABLE CVT2000SYS GE MEDICAL SYSTEMS (GES) GE HEALTHCARE CANADA ES016AN Non Stock 1 EA
Total
5«
Distributions Additicnal Details Comments

Line 3 Comments

Explanation
I'm ordering one of these as a spare
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Upon review of the comments, we will decide to unrelease this requisition. Click the Unrelease button at the top of the
requisition display:

= Work Item v Approve [ Reject | < Unrelease

The following window will appear asking for the reason code for your unrelease. Your choices are:
e Errorinthe AU or account code selected
e Issue with the $ value/budget impact of the requisition
e Issue with the specific product or quantity of product ordered

For the purposes of this example, we will choose the Action Reason of “Unrelease Cost” where the approver has an issue
with the cost of the requisition.

Action Reasons s €
Action Reason Description Subject
@~ ]| @ J| @ |
REJECT Completely Cancel Requisition RejectTaskApproval
UNRELEASE ACCOUNTING Send Back to User for Revision - Error in Accounting AU or Account code RejectTaskApproval
UNRELEASE COST Send Back to User for Revision - Concerns with Budget and Cost of Product or Total Value of All Item RejectTaskApproval
UNRELEASE PRODUCT Send Back to User for Revision - Error on Line Quantity or Vendor Part Number, Etc RejectTaskApproval

The approver will be prompted to explain their action through the addition of Action Comments. These are very important
as it gives the requisitioner information on how to amend the
Requisition to get it approved

Response Required

Reason *

UNRELEASE COST a

Action Comments *

Line item 3, would rather not purchase this now from Input your Action Comments

a budget point of view| detailing why the requisition was
unreleased and returned to the
requisitioner, then press “OK”.

Cancel 0Ok

You will receive a message that the requisition has been unreleased.

Unrelease X

The following action ‘Execute Action’ completed
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8. Rejecting a Requisition

Rejecting a requisition effectively cancels the requisition. You should reject a requisition only when you are denying approval,

and there is no action to make the requisition approvable.

For the purpose of this training manual, we will select requisition 522641 (Note: there is only one work unit group for this

requisition)
Work Items =
Work Unit Work Description + Start Date

Hl =3l w | ="
E] 120 Requisition #522639 from Requester Priyanka Negi for $128.65 requires Level 40 approval 5/21/2024 3:02:4
O | Requisition #522639 from Requester Priyanka Negi for $497.40 requires Level 40 approval 5/21/2024 3:02:4
D 117 Requisition #522640 from Requester Priyanka Negi for $5.14 requires Level 40 approval 5/21/2024 3:02:1
[:] 118 Requisition #522640 from Requester Priyanka Negi for $858.00 requires Level 40 approval 5/21/2024 3:02:1
E] 115 Requisition #522641 from Requester Priyanka Negi for $10,000.00 requires Level 40 approval 5/21/2024 3:01:3

When you double click on this requisition, you see the following:

~ Approve = Reject =g Unrelease

= Work ltem

Work Unit Description

115 Requisition #522641 from Requester Priyanka Negi for $10,000.00 requires Level 40 approval
Start Date Due Date Filter Key Filter value

5/21/2024 32:01:23 PM 5/22/2024 3:01:21 PM

Originator
lawson

Proxied User Proxied Task Name

Display History Messages Related Links

Email Address

Proxied Task Type

ppproval Level: 40 - MANAGER

The following requisition is currently in your Inbasket and requires your action:

Requisition Summary

vendor Name

Requisition Requisition Project  Project
Company Requester Acct Unit
# Bundle Total Number Type
1 522641 1015085 510,000.00 713501525 NoProject
[Requisition Detail
. Requested Delivery
Reqg Location Buyer
Date
CENT - ENT CLINIC 8C- 190612 - Calema
05/22/2024
138 Brooks-Smith
Req .
Iten Ext Unit
Line item Description Quantity uomM Unit Cost
Iype Lost
-3
Commeode and
= MC4000 5.00 x EA $2,000.0000 510,000.00
Shower Chair

The requisition details are
shown here:

e |tem and Description

e  Price, unit of measure and
extended value

e  Accounting information

Vendor

Contract Company Acct Unit Account

BENSON

MEDICAL
MC4000 1

INDUSTRIES Elsewhere

Classified

INC

Requisition details continued on next page
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IComments

C |2
i
o

Comments Type

Comments Title

Quotation Sampe

Attachment

Quotations

Comments Text

This is a sample of a quotation

Sample.docx

[URL to Comments]

URL to the Inbasket

Note: This requisition has
comments and an attachment.

Click on the URL to Comments, to reach the following page:

Requester

Priyanka Negi

Lines Approval History

Lines

Item Description

MC4000 Commode and Shower Chair
Total

Distributions Additional Details

Line 2 Comments

Quotation Sampe
This is a sample of a quotation

Company

ST. MICHAEL'S
HOSPITAL (1)

Manuf... Vendor

BENSON MEDICAL INDUSTRIES INC

Comments

Requesting Location

CENT - ENT CLINIC
8C-138

Click on Attachment, to reach the following screen displaying the quotation:

Your Company Name
our Campeny Shapen

Hrees Acoresn
City. 5T O™ Cote

Phiid b7 b FRef L STl 1Ok Féa. BT Pl a1l Bl

| __hid

hare

Cormpary hawte
Sres Axress
City. 5T OF Cooe
"seew

CoTmeTin or sl neroi e

Vendor... Type Quant... UOM
MC4000 Special 5.00 EA
Quotation

DATE  Jere 20 3050
Quonaien § 100
Cuemer D ABC2)
Mo AR 1Y MY T 2020

Freparms by harme

Piascrgeen

ARCNT

Amount

10,000.00 CAD
Unit Cost Amount
2,000.0000 10,000.00

10,000.00
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Upon review, we will reject this requisition. For the purpose of this exercise, the reason is a standard item in the catalogue can

be ordered instead.

= Work Iltem

Work Unit Description

115

Start Date Due Date

5/21/2024 3:01:33 PM
Originator
lawson

Proxied User

Filter Key Filter value

5/22/2024 3:01:31 PM

Email Address

~ Approve = Reject =2 Unrelease

Requisition #522641 from Requester Privanka Negi for $10,000.00 requires Level 40 approval

Proxied Task Type

Click Reject and the following appears. You will be asked for an Action Reason (i.e. reason code), and in this case, select

REJECT.

Select 'Reason’

Action Reasons = c
Action Reason Description Subject
@ - 1| @ @~ ]

REJECT

Completely Cancel Requisition

RejectTaskApproval

Send Back ¢

ount code

Send By

get and Cost of Product or Total Value of All item

Send Back

You will be prompted to add Action Comments for the requisitioner, describing the reason for the cancellation:

Response Required

Reason *

REJECT sa

Action Comments *

There is a standard product in the catalogue that we

should be ordering

Cancel Ok

Press “OK”
to complete
the process

You will receive a message that the requisition has been rejected.

Reject

The following action ‘Execute Action’ completed
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9. Notifications & Escalations

e Timing of notifications: Once a requisition has been released by the requisitioner for approval, the system will notify the
responsible manager via email that a requisition requires approval. If the manager does not address the requisition, a
reminder e-mail will be sent two (2) business hours after the initial notification. If still no action, another notification e-
mail will be sent to the approving manager six (6) business hours after the first reminder.

e Escalation of notifications and approvals: After nine (9) business hours of no action on the part of the manager, the
requisition will be sent to the director (level 2) to be approved (Note: the manager will also receive an e-mail notification
that the requisition has been sent to the director). The cycle will repeat again, and if there is no action on the part of the
director, then the requisition will be escalated to the next level responsible for this AU up until VP level is reached.

e  Escalation Timing: Escalations will only occur Monday to Friday. If the escalation elapsed time from receipt occurs on a
Saturday, Sunday or Holiday, then the period will default to the next business day.
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