CU Marketplace Tip: Inserting an Ad-Hoc Approver into Requisition Approval
Workflow

CU MARKETPLACE

What is it?

You can insert an additional approver into the workflow to review a Requisition, if needed. The Ad-Hoc
Approver you want to insert must have the Department Requisition Approver role and must not already be in
the approver pool for the Requisition. Requesters and Approvers can each only add one Ad-Hoc Approver

Before inserting an Ad-Hoc Approver, you must ensure that the Accounting Codes (ChartStrings) are
complete for the Requisition.

Inserting an Ad-Hoc Approver into Requisition Workflow

Requesters should be on the Checkout screen and have completed the Accounting Codes before inserting the
Ad-Hoc Approver. Approvers must assign the Requisition to themselves in order to insert an Ad-Hoc
Approver.

1. Inthe Summary pane on the right side of the of the Requisition page, click the Dept Approval step (and
Special Approval, if applicable) in the Workflow to expand and view the approver pool for the
requisition. If your Approver is not already in the approver pool, they can be inserted as an Ad-Hoc
Approver.
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B&H FOTO & ELECTRONICS CORP-pre1 - 1 ltem - 2,287.51 USD
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2. Click the Ad-Hoc Approver Select link at the bottom of the General section.

General Shipping Billing Y
Status Pending Ship To Bill To
Specia al (Chris Approver)
Contact Name Amy Zimmer Contact Name Karen Contreras
Submitted 6/6/2023 5:12 PM Tower 3 Tower 2
100 Haven Ave Bill-To Email: CUTesting100+markreq@gmail.com
Cart Name AZ Rejection Test FL29, RMO29F 100 Haven Ave
cumMc FLB1,RMD115
Description no value New York, NY 10032 cuMC
United States New York, NY 10032
Prepared by Mark Requester United States
Prepared for Mark Requester
Billing Options
Department ENG CNI Research (5260104) R
Accounting Date  6/6/2023
Fiscal Year FY 23
Hazardous x
Materials

The Ad-Hoc Approver window appears.
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Ad-Hoc Approver X
Submission “
Ad-Hoc Approver Dept Approval $0 - $1000 2
Comments
%
1000 characters remaining
ﬁ Close
3. Click into the After field and select the approval workflow step where the Approver will be inserted.

Ad-Hoc Approver x
After Special Approval
Ad-Hoc Approver Type to filter Q

Tester B, Purchasing
Tester A, Purchasing
Approver, BC
Approver, CT Doc
Approver, NJ Doc

Approver, Radiology

Approver, HIC ~ Close

4. Click into the Ad-Hoc Approver field and select the Approver from the list. You can type to filter the
list of names. If an Approver is already included in the approval workflow for the Requisition, their

name will not appear on the list.

5. Click Save. The Requisition will indicate the Ad-Hoc Approver, which can be changed, if necessary,
and the Summary panel will indicate the extra approval workflow step.
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Where do I get help?

Please contact the Finance Service Center

http://finance.columbia.edu/content/finance-service-center

You can log an incident or request a service via Service Now

https://columbia.service-now.com
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