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State of Kansas
Using the KPO00009: KS Req Appr Workflow Rpt
Statewide Management, Accounting and Reporting Tool
	Date Created:


	November 13, 2013

	Version:


	1.1

	Last Updated Date:


	January 9, 2014

	Purpose of the Query:


	Four agencies [Department of Administration, Ks Department of Revenue, Ks Department of Transportation and Ks Highway Patrol] expressed a need for requisition approval workflow information from SMART.  A team of representatives from each of these agencies was put together to design a single report which could be used to meet each of their needs.  The team identified the following ways that the requisition approval workflow information would be used:

· To report on the turn-around time for processing a requisition.

· To manage staff workloads; see into work-lists for all active requisitions and see how long it has been there by individual, group or all.

· Performance Management: Time Lapsed, patterns of where the delays are, etc.  (Statewide and by BU)

· Performance Matrix:  Aggregate of all requisitions, those completed and those not completed by Buyer, BU and/or State/Wide.

Due to the complexity of how the workflow records are linked behind the scenes, the team agreed to create one (1) requisition approval workflow report that would provide enough data so that each agency can create their unique reports by massaging the data.  Consequently, the report was created to open directly into an excel document so that the data can be manipulated by the end user. 
The team decided that the output file should include a row for each approver of a requisition; this will result in multiple rows for each requisition.  This approach allows for the information to be provided in a way that could easily be filtered / sorted so the data could be used for multiple purposes and so that agencies can report by requisition, approver or time lapsed depending on their particular need.

The query results include:  
· Business Unit

· Requisition ID:  This field is formatted to come in as a text field so that the leading zero’s are included.
· Requisition Name: This field is formatted to show both the User ID and the name [Example:  DA00DXT / Donnita X Thomas]
· Req Line Number

· Req Line Status

· Line Approval Status

· Updated By: This field is formatted to show both the User ID and the name [Example:  DA00DXT / Donnita X Thomas]
· Entered By: This field is formatted to show both the User ID and the name [Example:  DA00DXT / Donnita X Thomas]
· Requester: This field is formatted to show both the User ID and the name [Example:  DA00DXT / Donnita X Thomas]
· Priority

· PA Type

· RFQ Required

· Approver Name: This field is formatted to show both the User ID and the name [Example:  DA00DXT / Donnita X Thomas]
· Is the Approver an Ad Hoc Approver

· Approver Status.  

· Received  This represents the date/time that this particular approver received the requisition for review/approval.

· Approved  This value will always be populated even before the Approver has approved the requistion line.  The Approved date/time will be the same as the Received date/time when the ‘Approver Status’ is ‘Pending’.  When the Approver actually approves the requisition line, this value will be updated to reflect the actual date/time that the requisition line was approved.
· Number of Hours Elasped  This is the number of whole hours that have elapsed between the Received date/time and the Approved date/time for a specific Approver on a specific requisition line.

· Minutes Remain  The elapsed time between the Received date/time and the Approved date/time is captured in hours and minutes.  The ‘Number of Hours Elapsed’ column provides the number of whole hours that have elapsed.  This column provides the number of remaining minutes that have elapsed.

· Number of Days Elapsed  This is the number of whole days that have elapsed between the Received date/time and the Approved date/time for a specific Approver on a specific requisition line.

· Hours Remain  The ‘Number of Days Elapsed’ column provides the number of whole days that have elapsed.  This column provides the number of remaining hours that have elapsed.

· Line Description  To allow this report to automatically open in excel, the data must be comma (,) delimited.  Many item descriptions have commas in the description.  This results in the item description being spread across multiple columns resulting in the columns not lining up correctly.  This column was moved to the end of the report so that if the item description spreads across multiple column it will not adversly affect the rest of the report.

	Query parameters:
	The query paramters are:


· This report includes those requisitions that have entered the workflow process and those requisitions where the ‘Save and Preview’ button has been selected but it has NOT entered the workflow process as of yet.

· ‘Canceled’ requisition lines are NOT included in the report.
· Ad Hoc Reviewer entries are NOT included in the report.

· ‘Bypassed Approvers’ are NOT included in the report.

· ‘Deleted’ requisition lines are NOT included in the report.


	Prompt Values:
	Required Prompt Values:

· Business Unit  Business Unit security has been applied so only the BUs that you have access to will display when selecting the ‘Look Up’ icon.  Additionaly, if this field is left blank, the report output will only include entries for your respective BUs.
· Requisition Date Range  This is a required prompt.  The Requisition Date is the date that the requisition was entered into SMART.  A required date prompt is necessary so that the volume size of the results remain manageable.
· Requisition Line Status  This is a required prompt, at least one (1) option under this section must be selected: All, Closed, Denied, Hold, Open or Pending.  
Selecting the ‘All’ option will produce a report with requisition lines that have any of the following status’: Closed, Denied, Hold, Open or Pending.  
The report can be ran using any combination of requisition line status’.  [Examples: Open and Pending; OR  Closed, Denied and Hold, etc.] 
· Approver Name  If this field is left blank, all reqisition lines for all approvers, wihtin your respective Business Units, will be included in the results.  
Entering an Approver Name in this prompt will generate a report for a single ‘Approver’. 


	Result Sorts:
	The query results are displayed, sorted in the following order:
1. Business Unit
2. Requisition ID

3. Requisition Line

4. Approved (Date/Time)


	Security:
	Security Role Access:  Only those individuals assigned the following security access roles will receive results from this query:
· PO Agency Purchasing Viewer
Business Unit Access:  Business Unit Security is applied


	Assumptions:
	This report is designed with the following assumptions:

· Due to the complexity of how the tables are joined behind the scenes, the SMART team will create and support one (1) Requisition Approval Workflow report.  

· This report will provide agencies with a data dump.  The data can then be filtered, sorted, etc to meet the agencies specific needs. 

· The number of hours lapsed and the number of days lapsed will be calculated using a Calendar Week not a Work Week.  
· Terminated approval information will be included in this report.  For agencies to have a true picture of how long it took for a requisition to get through the approval process, they would want to see from the time the requisition was originally submitted into workflow through to the requisitions final approval.
· The ‘RFQ Required’ information will be included in the out-put file.  The team members indicated that having the ‘RFQ Required’ field checked could account for a delay in the processing of a requisition and should be included.
· The ‘Approver Type’ (Ad Hoc vs Normal) will be included in the out-put file.  
· Data NOT included: ‘Merchandise Amount’, Vendor ID / Name.  The KS Requisition Approval Workflow report is to be used for the management and reporting of the requisition approval process.  The team indicated that merchandise amount, or any financial information, and vendor information was not necessary for the identified purposes of this report.
· The team decided that knowing if the ‘Approver’ was an alternate approver was not necessary for this report.  The team indicated that they would want to know the individual that actually approved the requisition.  
· So that the volume returned in the out-put file is manageable, a required date prompt is necessary.  The team decided to use the requisition date as the date prompt.  


	1.
	Navigation:  

From the Home page 

in SMART, on the left 

navigation menu, click 

on ‘Purchasing’, 

then click on ‘Analyze Procurement, 

then click on ‘Reports’ (2nd ‘Reports’ in list), then click on ‘KS Req Appr Workflow Rpt’.

On the ‘KS_RUN_KPO00009’
page:
*Search By field: 

Enter the name of the 

Run Control ID  
Click the ‘Search’ 

button.
NOTE:  If you don’t have an existing Run Control ID, you can add one by selecting the ‘Add a New Value’ tab, enter a Run Control ID (Cannot have spaces) and select the ‘Add’ button.
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	2.
	On the Run Control
page in the ‘Report Request Parameters’ Section:
Select the desired report parameters and click the ‘Run’ button.  

NOTE:  See the Prompt Values section above for more information about each prompt.
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	3.
	Clicking the ‘Run’ button opens the Process Scheduler Request page.
The ‘Format’ field should default to ‘CSV’ but if it doesn’t, select the ‘CSV’ option from the drop down box.
Click the ‘OK‘ button.
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	4.
	Click the ‘Process Monitor’ link.
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	5.
	After the process runs to ‘Success’ and is ‘Posted’, click the ‘Details’ link.
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	6.
	On the ‘Process Detail’ page, click the ‘View Log/Trace’ link.
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	7.
	On the ‘View Log/Trace’ page, click the ‘File List’ item that ends in ‘.csv’.
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	8.
	Click the ‘Open’ button.
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	9.
	The report will automatically open in an Excel document.
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