Changes to Online Approvals

Datatel’s recent Approvals Updates have changed the way online VVoucher and Requisition
approvals are done. In the past, staff who create Requisitions on REQM and Vouchers on
VOUM have not marked the transactions DONE when they were finished. In order for the
transactions to appear on the new APRN screen, initiators MUST mark Requisitions and

Vouchers DONE.
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The new APRN screen enables an approver to enter his or her User ID and Password once and
enter Yes in the Approve column for all documents to be approved.
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Figure 3. “Old” APRN Screen Figure 4. “New” APRN Screen

Approvers are prompted for their approval 1D (Authorization LookUp), and then prompted for
the Fiscal Year of the documents to be approved. Currently, although both FY05 and FY06 are
open, only FY06 documents are being created and can be approved, so 2006 should be entered.

During fiscal year-end and lapse period, approvers may have documents requiring approvals
within both open fiscal years.
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Figure 5. APRN — Approvals Needed — Fiscal Year LookUp prompt



Approvers will then be prompted for their approval password: “Enter your approval password.”
There are three options for entering the approval password while on the APRN screen.

1) Enter the password at the first approval prompt
2) Click *“cancel” at the first approval prompt, then place cursor in the “Approval

Password” field at any time
3) If you have not entered your approval password but have entered “Yes” in the

“Approve” column, Datatel will prompt you for your approval password when you
update and save out of the APRN screen.
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If your department does not do online fiscal agent approvals, it is not necessary to mark
Requisitions or Vouchers DONE, nor is it necessary to enter the User ID of Business Office
accountants or account technicians as Next Approvers on the APRN screen.

Approvers may still approve documents individually on the REQM and VOUM screens, or
may opt to approve all documents on the APRN screen. If you access VOUM or REQM
through the APRN screen and do approvals on the individual documents, the status in the APRN

“Approve” column will be “Approved”.

If you have questions related to online approvals, please contact the Datatel Assistance Desk at
8-2270.



