Purchasing Workflow 
Workflow is a routing process for requisition approval in the FAST system.  Requisitions are placed in user worklists based on information provided by the Accountable Officer for the chart field being used.
Workflow is not a security system.  It does not prevent a Requisition Initiator from using any chartfield combination on a requisition. It also does not restrict Receivers to specific Purchase Orders.

Workflow is designed to route requisitions based on incremental dollar amount within a specific chart field.
Route Controls
Workflow is a systemized assignment of Requisitions to specified user worklists based on chartfield values.  When a Requisition is ‘approved into Workflow’ by an Initiator ‘saving’ the requisition on the Approve Amounts page, the system applies a predefined approval route, moving the Requisition to a succession of user worklists.  The approval route starts in the department and ends in Purchasing.
When the Requisition Initiator ‘saves’ the Requisition on the Approve Amounts page, the status changes from ‘Initial’ to ‘In Process.’ The Initiator does not need a Workflow role to do this.  The route of users is determined by the Workflow rules and is attached to the requisition.  An interruption of this route can cause a delay in processing.
Workflow is based on line 1, schedule 1, distribution 1 of the requisition.  Therefore, all requisitions must have a line 1 in order to route through the system

Since Workflow uses only one chartfield for each route, the chartfield values used are placed in a hierarchy.

The hierarchy is:

	Project Number
	This is the first chartfield that the system will check.  If the field is populated, the requisition routes to various user worklists according to the information provided by the Accountable Officer.  If there is no value in the Project chartfield, the system moves to the Initiative chartfield.

	Initiative
	This is the second chartfield checked.  Routing again is based on information from the Accountable Officer.  If there is no valid Initiative, the system moves to the Fund chartfield. (Initiatives not used for workflow are 0000000, COLLEGE, DEPTMNT, SS00000 and TFSxxxx)

	Fund
	This is the third chartfield checked.  The system looks for an ‘attribute’ (‘yes’ or ‘no’) attached to the Fund when it was set up.  A ‘yes’ attribute indicates that the Fund is used by only one department.  Almost all Auxiliary Funds have a ‘yes’ attribute.  Most other Funds such as E&G, Grants and Research Overhead do not.  Again, routing roles are determined by the Accountable Officer. If the attribute on the Fund is ‘no’ the system moves on to the last chart fields.

	Operating Unit/Department
	This is the last level of approval.  The system looks at a combination of Operating Unit and Department and routes the requisition to the user worklists as designated by the Accountable Officer.


The chartfield used to route the requisition through the system is called the Route Control. For example, if you have a Project, your route control is the Project number.  The Route Controls do not overlap. If you have a Project chartfield you will not use an Initiative and you will not use a Fund with a ‘yes’ attribute which qualifies it for approval routing. Products are not used in Workflow.
Routing a requisition through a department can utilize any of the four chartfields or chartfield combination above.  
If the Requisition is LPO eligible (less than $1000.00 and not one of the Item Categories that require review by Purchasing such as food,) the Requisition will not route to Purchasing for approval.  When a Req_Manager ‘saves’ the Requisition on the Approve Amounts screen, the status will change to ‘Complete.’  If viewed on the Maintain Requisitions or Requisition Inquiry page, the status of the Requisition will indicate ‘Approved.’

Requisitions that do route from the department to Purchasing are based on a different hierarchy:

	Operating Unit
	Purchasing Agents located at St. Petersburg or Sarasota campuses with budgets in the STP or SAR Operating Unit receive all such Requisitions.  If the Operating Unit is TPA the Requisitions route to one of the Tampa campus Purchasing Agents.

	Item Category
	Some item categories are handled by specific Purchasing Agents.  After the Operating Unit, the system looks at the Item Category of the Requisition to determine if a specific Buyer is indicated.  If not, the system uses the combination of the Operating Unit and Department.

	Operating Unit/Department
	Within Tampa, the system will route the Requisition according to the Operating Unit/Department combination.


Workflow Roles
Users whose worklists are the target of Workflow routing have different roles assigned to them so a Requisition moves to an ever-increasing level of authority for approval.

Although a Requisition Initiator uses the Requisition Approve Amounts screen, s/he does not necessarily have a Workflow role and none is required to click the ‘Save’ button.

When the ‘Save’ button is clicked, the system notes whether the user has any Workflow role assigned.  If the user has no role, the system will generate a warning stating that the Requisition requires approval from a Requisition Approver.  When the user clicks ‘OK’ the system puts a link into the worklist/s of any Requisition Approver designated to the chartfield that is being used as the Route Control.
The requisition then moves up the hierarchy from worklist to worklist using a combination of Route and Roles.

The Role hierarchy at the department level is:

	Req_Approver
	This role allows for an additional level of approval within the department or collage if required by the Accountable Officer.  Two different people in the college will need to approve the requisition.  Very few areas have been approved to use this functionality.

	Req_Manager
	This is the highest department level.  If a Requisition is LPO eligible, the status on the Approve Amounts page will change to ‘Complete’.  If the requisition is not LPO eligible, the Requisition moves to a worklist in Purchasing.


If two levels of approval are needed, then the users connected with the Route Control will only have one of these roles.
If one level of approval is needed, then the users connected with the Route Control will have both roles.  The requisition moves to the users’ worklists based on the Req_Approver role but when the user approves the requisition it is at their highest level, the Req_Manager role.
This can present a problem for users who are on more than one Route Control.  The system rule is that users always approve at their highest level of authority.  This is independent of the Route Controls they are associated with.   


Therefore, if a user is expected to approve a Requisition at the lower level role of Req_Approver on one route but is a Req_Manager on another, the system does not differentiate between the routes and the user’s approval is recorded at the highest level, Req_Manager.
Within Purchasing the system uses routing based on dollar amount of the Requisition:

	$0.01 - $24,999.99
	These will route to a Senior/Purchasing Agent. Upon approval, the status on the A

	$25,000.00 & up
	Requires additional approval by a Purchasing Supervisor

	$1,000,000.00 & up
	Requires additional approval by the President


Note that some individuals in Purchasing may have more than one role.

When Purchasing clicks the ‘save’ button on the Approve Amounts screen, the status changes to ‘Complete’ if the highest level of approval is reached.  


Security Roles
Security Roles differ from Workflow Roles.  They determine which screens a user can access in the FAST system and what s/he can do on each page; view only, make additions, or make updates.

The most common roles are:

	USF_INQUIRY
	Allows user view-only access to all inquiry pages throughout the system.  Information can be collected, reports run and documents viewed and printed. Most FAST users would benefit from having the Inquirer role.

	PO_REQINIT
	Allows access to Maintain Requisitions (and related) pages and allows additions as well as corrections to Pending requisitions.

	PO_REQAPPR
	Allows access to Approve Amounts page and move the requisition to Purchasing for approval and processing into a PO or, if the requisition is LPO eligible, change the status to “Complete” and allows the system to create a Purchase Order. 

	PO_RECVRTV
	Allows access to Maintain Receipt page and enables user to create a Receipt or modify an existing, unmatched receipt.

	PO_PCARDRECON
	Allows user to access, reconcile and approve PCard statements for their assigned cardholders 


FORMS
There are 2 forms used to assign roles and authority in FAST; the “FAST Access Security Request” and the “FAST Workflow Request.”

FAST Access Security Request
To perform work in the FAST system, a FAST user id is required.  A FAST ID is automatically assigned to all new employees when their HR appointment becomes active. They are assigned one role, the basic USF_TR_TRAVELER role which allows the user to perform travel submission activities. The FAST Access Form is used to request additional access to perform their assigned tasks.  The user is assigned security roles and sometimes Workflow roles based on these needs.
The form also includes authorized signature information that is listed in the Workflow tables in FAST for use by staff who reviews paper requests. (USF Menu Items – Search Sig Auth By Chartfield.)
The first two roles are authorized signature roles; Accountable Officer and Accountable Officer Designee.  As these individuals do not require access to FAST, they are listed here to be used only if the user needs some kind of FAST security in addition (usually as a Requisition Manager or Approver.) 
Accountable Officer and Accountable Officer Designee are properly added to the system using the Workflow Request form.
The next two roles are Workflow routing roles; Requisition Manager and Requisition Approver.  If either or both roles are requested, the individual needs a FAST user id and will be automatically assigned the security role of USF_PO_REQAPPR which is not shown on the form.

The rest of the roles are actual security roles that provide access to the screens in FAST needed to perform assigned purchasing tasks.  These are Purchase Receiver, Requisition Initiator, Inquirer, PCard View Own Charges Only, PCard Verifier, PCard Reconciler and PCard Dept.

Mark the requested roles with an “X” or “A” in the A/D column.  To delete a role, enter “D” in this column.
In the FAST ID field, be sure to type your valid ID. It will not necessarily be your email ID or your Net ID.
Users cannot choose their own id; Information Technologies (IT) Security will assign the ID and set up the user profiles.  Once the user is set up, IT will email the user with their id and a temporary password which they will need to change the first time they log into the system.
The FAST Security Request must be signed by the Accountable officer for the department or unit in which the user works. FAST Security Requests may not be approved by Accountable Officer Designees. Accountable Officer or higher level is required. Find the form on the University Controller’s Office web site; http://www.usf.edu/business-finance/controller/about/ucoforms.aspx . 
Workflow Request
This form is used to add Workflow routes to the system.  It is used for Requisition Approval and Authorized Signature roles for the four chartfields used.  Projects, Initiatives, Funds (Auxiliary) and Operating Unit/Departments require a Workflow Request to be submitted before the chartfield is used.  Product codes are not used in Workflow.
If a user identified on the Workflow Request does not have a FAST User ID, they cannot be added to Workflow as Requisition Approvers or Managers.

Users without FAST User IDs can be added as Accountable Officers, Designees.

If a user needs to be given a FAST User ID so they can approve requisitions, the FAST Access Request is used and the chartfields that individual can approve on can be added to section A without needing a Workflow Request in addition to the FAST Access form.

Find the FAST Workflow Request form on the University Controller’s Office web site; http://www.usf.edu/business-finance/controller/about/ucoforms.aspx .

Rev. 7/5/2017
