New Approval Interface and Process for WrightBuy effective November 4, 2012

The goal of the approval changes for the 12.3 release is to make this process more intuitive. The changes include a
new interface and quicker processing time for viewing approvals and moving to the next step in workflow.

Details on the new approval interface:

[ List View vs. Folder View: There are two different view options for the new approvals interface.
The Folder view is similar to the view today. The document number view, or List view, is great for
users working with a large number of folders. The column headers for each view are exactly the same.
The main difference in the two views is the grouping by folder. The default view will be by folder.
Approvers can change the default view to list by selecting List at the Group Results By: dropdown in
the upper left corner on the approvals screen.

[1Approval Actions: There is a button available next to each document in the new approval interface.
The default action for this button is Assign. This allows approvers to click the button and easily assign
the document to themselves. Whenever the document is already assigned, the default action will be
Approve.

[l Filters: Approvers will now be able to use filters to assist in finding the documents they are looking for.
The filter functionality will allow users to narrow down the approval documents displayed. Examples
include Supplier, Folder, Workflow Step, Unassigned, Assigned, and Department.

approvals jocument search | settlement |

tions | _fmanace subatitutisns | aooreyvals configu-atis

Group Results By: Folders[«] You can choose to see approvals by

folder (like today) or in list form Rasign =P
(F.?*Erﬂl‘l By \‘ SOFT bY: =UD J51E MEWwES TIFST — 2
Type: Requigition Hidm rmquisition detuit 0 expantd all | eollapss all Results perfaldar: |2n E!
Date Range: All Dates o
view Approvals  Paul 4 My Pl aal
== it Requisition No. Gux Control your view: show/hide Amount  Action [

fofiuc Search Results 7| ) | o gsasos B WakeC details and collapse folders 105750 USD. |ppems]
Type k= U=A Ins
Fequisition 2011-10-17 ssunshing 01 |55 Folders 365 Davs in folder [My PR Approvals]
s Dienin fald aeteat R idpet Exceeded]
Date Range Mo, of line ikems 1 -
[All Dates = Filter the approval documents by
e L Sigmap 110,38 USD _Approve | [
M e supplier, by folder, by custom field
[y Agprovzls =] Renieton 20112 p i
Folders % P , adna more FAJBI ;Eﬁii;a]dml Grantz and

Account Code: 4003 (Federal
Gronts and Conbracts): (All
Walues) (4)

Account Code: 4001
(Publicabions): [All Values) (4]

Account Code: 4004 (State

4 = Account Code: 404 uhlications- (A1 Values] 14 recnlts
Ecauirnn i The numbers to the right of the T
Cramaand Contracial: (Al @ s9ea3s B SO filters indicate how many areuso g T
c:,‘:,_l,;:gﬂgﬂ Ewcesded (2) Reeguizition 2011-( documents ﬁt that criteria hee: 4001 (Publications]: (A1

My PR Approvals (2] Namaf = s ]
Current Workflow Step e, of lina itams

! Account Code {11) ‘ v 596434 "_n.‘ Sigma-Aldrich Mot Assigned 6/27/2011 12:06 PM Dierrick Graham FH.74 USD ﬂﬂ |




[ Aging Information: Approvers will now see aging information pertaining to each document directly on
the approval screen. Aging information is the specific number of days the document has been sitting in
the approval folder. For example, if a requisition has been sitting in a department approval step for 10
days the interface will say 10 Days in Folder followed by the name of the specific folder. To see the
detailed information, simply click on the approval folder to expand if you have information hidden.
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[1Outbox: The outbox is a tab available to approvers. This tab presents the approvers with a list of
everything they have either approved or rejected. The new outbox screen is a searchable single outbox for all
document types.
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U Notifications Tab: Workflow Notifications are designed to email approvers when certain things take
place. An example would be when a hazardous material gets ordered. A notification can be set up

simply emailing approvers that a hazardous material has been ordered. Prior to 12.3, notifications

were mixed in with the actual documents for approval. For workflow notifications, for those users that are
set up to receive notifications, there will now be a single tab to navigate in order to view their notifications.
The Notifications tab presents the approvers with a very clean view of all their notifications and keeps them
separate from the actual approval documents.
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[1Manage Substitutions: Approvers will now have a separate tab to manage their substitutions. The
new Manage Substitutions tab presents users with all of the folders to which they have access. From
this tab they can assign a substitute to individual folders or all folders.
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If you have any questions, please call Purchasing at extension 2411.



