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Instructions for requesting changes to the ARIBA approval loop for eCHECK, eBERF and Purchasing.

1. Send email to Hector Silva at hsilva@mail.as.miami.edu
2. In the email, describe what kind of approval flow is desired.  There are options but keep in mind that the account level 1 approver is mandatory.  All other level of approvers is up to the department and is optional.  However, if FRS account responsible person is not the Chair, and this option is selected as account level 1 approver, then the College will require another level of approver and the person must be the Department Manager or Chair.

Mandatory Approvals (Must pick one or combination of all depending on how your account structure is set up out of the 3 options below)

a. Option 1 

i. The FRS account responsible person is the account level 1 approver.  (if this option is chosen then the Chair or department manager need to be additional)
b. Option 2

i. Someone who is authorized (Chair or department manager or Associate Chair) to sign is designated for the FRS account responsible person to be level 1 approval

c. Option 3

i. For accounts where the FRS responsible person can have accounts in other departments or accounts allocated to the department with the FRS responsible person in the Dean’s office or elsewhere. 

1. This should be done account specific versus PI-specific. ( If non Chair or non department person is chosen then the Chair or department manager need to be additional)
Optional Approvals in addition to Mandatory Approvals

d. Option 4

i. Department can choose to have an account level 2 approver by identifying that individual but it cannot be the same person as level 1 approver

1. Department can also set a dollar threshold if desired for this level

e. Option 5

i. Department can choose to have an account level 3 approver by identifying that individual but it cannot be the same person as level 1 or level 2 approver

1. Department can also set a dollar threshold if desired for this level

f. Option 6

i. Department can choose to have a sub department level of approval in a case where a group of accounts are housed in a sub department within a department with someone who is in-charge of the sub department.  The person assigned here must be different than any of the options prior to this.

g. Option 7

i. Department can choose to have a Department level approval.  The person assigned here must be different than any of the options prior to this.  Example, say the FRS PI was chosen as account level 1 and then the Department manager was chosen as account level 2.  Your department may want to add the Chair as Department level approver.  The Chair will see every single transaction in this set up.  However, if the Chair is already approved as FRS PI level 1 then this is not a good option because it will result in a duplicate approval.
Please note that all approval loop changes for eBERF, eCHECK and Purchasing will take 24-48 hours to update.  Deleting approvers may not be updated until the weekend job is run.  

Issues with supervisor approval in eBERF

· Supervisor approval in eBERF is linked to the supervisor field in DHRS.  

· Please check DHRS should the supervisor in eBERF not appear as correct

· Send request for change to Pamela Salemi should it be a faculty member

· Send request for change to Maggie Pertierra should it be a staff member

· Changes will take 24-48 hours to update in the system

Please see next page for approval flow diagram:

[image: image2.jpg]UNIVERSITY OF MTAMI

COLLEGE of
ARTS & SCIENCES

Office of the Dean 1252 Memorial Drive Ph: 305-284-4117
lJ Ashe Building, Suite 227 Fax:305-284-5637

Coral Gables, Florida 33146 as.miami.edu




Common misinterpretations

As I have talked to Departmental managers, there seems to be some confusion with the approval flow boxes once the requisition is prepared.  Many click on the boxes with a specific name and what happens is that the person’s supervisor appears once you click.  This resulted in confusion thinking that the person’s supervisor is the one to approve.  This is not the case.  What happens is that some folks have designees and look something like this – John Doe account level 1 designee.  When you click on that you will actually see who is set up to approve as the person’s designee.  When you see the actual name instead of designee – John Doe, and you click, you will see John Doe’s supervisor.  This is where the confusion comes in.  It is John Doe that approves and not his supervisor.  In the previous example, since John Doe’s name was not in the box, then it actually shows you who can approve.
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