Ad-Hoc Approval

What is Ad-Hoc Approval?

Ad-Hoc approval allows approvers to add a requisition Ad-Hoc approver during the requisition approval
workflow. This can be used for situations where a one-time approval is needed from an approver who is
not in the regular approval workflow.

Department Approvers can send requisitions to other approvers for approval. When the requisition Ad-
Hoc approver approves the requisition, it continues to the next step in the approval workflow.

Note: Adding a requisition Ad-Hoc approver to a requisition affects that requisition only and does not
add them as approvers to any other requisitions.

While a requisition is assigned to a requisition Ad-Hoc approver, the requisition remains on the current
workflow step, but an extra Ad-Hoc workflow step is displayed/inserted in the PR Approvals tab and
shows the name of the Ad-Hoc approver.

How does it work?
During the requisition workflow approval process, the Ad-Hoc Approver field is visible on the General
section of a requisition (located in the requisition summary tab) to requisition approvers.

When a requisition has routed to you for approval, at the General section of the requisition, click the drop-
down arrow & select “Assign to myself” if you there are multiple approvers and/or you would like to review
further. If you are ready to approve, you can click Approve or Approve & next if there are other requests

to approve.
zar AmaRT Al = Search (Alt+Q) Q  1022247UsD W o KD Eby
Requistion + 221636017 o o0 - TR -
Approve & Next
Surmmary PO Preview Comments Attachments 1
Approve
Assign & Further Actions
General £ Shipping £ Billing #o v Summar #5519 . a
Status . Pending ) Ship To Bill To Total (80.00 USD) "
Department Level 1 Approval
ATTN: Danielle S. Laurel PR10615 CTLInvoices@fsu.edu
Submitted  10/2/2026, 9:24 AM RM/FLR/STE: 3262/3rd/3200 PAYABLES & DISBURSEMENT SERVICES Subtota 80.00
DEPT: SGA SBC PR10615 UCA-5607 UNIVERSITY CENTER 80.00
CartName PR10615SBC 75 N Woodward Ave TALLAHASSEE, FL 32306-2391
Student Union United States

Note: If the requisition has routed to you as an Ad-Hoc approver, you do not need to assign the
requisition to yourself. Go directly to the General section of the requisitions and click “Select” to
add another Ad-Hoc approver to the requisition. This MUST be completed prior to approving the
requisition. See below for more detail.
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Go to the Ad-Hoc Approver on the General section of the requisition and click “Select” to add an Ad-Hoc
approver to the requisition:/

General &£

Staws Pending
Procurement Appraval (eneva (Adm) Mille

Submitted 12/16/2022 3:23 FM
art Name Notary for Dakota

no value

Normal

Timathy C. Hoomes

Timothy C. Hoomes

DLL12B

Dustin Lynch

Select I

Search for an Ad-Hoc approver, add comments, and then click “Save”:

Ad-Hoc Approver

After Procurement Appraval

Ad-Hoe Approver Q
Comments

A
1000 characters remaining

Clos=

Ad-Hoc Approver

After Procurement Approval
Ad-Hoc Approver Keller. Patricia X Q
Comments

Helio! Can you plezse
review this request and
take appropriste action?
Thank you!

4

919 characters remaiming

- I

Notice: Once a requisition Ad-Hoc approver is selected, their name is displayed next to the Ad-Hoc
Approver field in the General section of the requisition, replacing the Select link. Comments are
displayed in the Comments section of the requisition.

Ad-Hoc Approver Patricia Keller

Change

Summary PO Preview Comments o Attachments History
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The Ad-Hoc approver can be changed or deleted as long as the requisition has not been approved

and is still assigned to the person who added the Ad-Hoc approver.

To delete an assigned Ad-Hoc Approver, simply click on “Change” next to the Hoc Approver

field in the General section of the requisition:

Requisition * 166209275

United States
o value

Normal Billing Options

Timothy C. Hoomes o e

Timathy C. Haomes

false

x
s
Supervisors ouLiza
W Patrica el
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Sumery  FOFrevew  Commems 1 Avschmema  History
General # ... Shipping # -~ Billing o
Pending Ship To Bill To
Pracurament Approva (Sanevs (h0m) Wil

AT Timothy C. Hoomes ClLinvoices@fau.edu

Submitted 12/16/2022 3:23 PM RM/FLR/STE: 5500 PAYABLES & DISBURSEMENT SERVICES
DEPT: International Programa UEA-S507 UNIVERSITY CENTER

Carthame Notary for Dskota TALLAHASSEE FL32206.2301

Ad-Hoo Approver igi er
Change

Click on the “X” and then click “Save”

Ad-Hoc Approver

Afrer Pracurement Approval

Ad-Hoc Approver Keller. Patricia

Ad-Hoc Approver

Ad-Hoc Step Adhoc 1
Ad-Hoc Approver Q

Comments

4

save [if (G5

The assigned Ad-Hoc Approver is now removed and replaced with “Select”

General &

Status Pending
Procurement Approvel (Geneva (Adm) Miler

Submizted 12/16/2022 3:23 PM
CartName Notary for Dakata
Description o value

Priarity Normal

Timathy C. Hoomes

Timathy C. Hoomes

Budget Ov Granted  false
X
ot 5
Supervisors DLL12B
Dustin Lynch
Ad-Hoc Approver Select
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When the current approver completes the step they are in, the requisition is automatically assigned
to the Ad-Hoc approver. The requisition remains on the current workflow step, but an extra Ad-Hoc
workflow step is added to the workflow. It can be seen in the PR Approvals section and shows the
name of the Ad-Hoc approver.

\/

Start - Parallel Steps

Awaiting Budget Response 1

Appraved

Sending Budget Validation 1

Completed

End - Parallel Steps

Procurement Approval
Active

Geneva (Adm) Miller

Ad-hoc 1

Future

Personal Folder

Ololade Holmes
edu

Click “Approve” or you can select one of the other options.

o — >
Requisition - 155512398 ~ = ® ™ @ 1ofiResuts v T » ‘
summary  POPreview  comments @) Atachments @) History Return to Shared Folder

Place on Hold

Total (594.22 USD)
N o N . N Forward to ...
General & Shipping & Billing &V

Subtotal Reject Requisition

Status Pending Ship To Bill To

The request is now waiting for the Ad-Hoc approver to review and take action (Active):

 Awaiting Budget Response 1
Approved

 Sending Budget Validation 1
Completed

Awaiting Budget Response 2
Fure
Sending Budget Validation 2
Future

End- Parale Stzps

Create PO
Funre

Finish

The requisition Ad-Hoc approvers access the requisition from their Approval folders, as they normally do.
They review the requisition and can perform regular approval tasks. They can also assign a substitute Ad-Hoc
approver by clicking on the Select link next to the Ad-Hoc Approver field on the General section of the
requisition. As soon as the Ad-Hoc approver approves the requisition, it continues to the next workflow step.
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Once all Workflow steps are approved, a PO will automatically be created by the system.

Ad-Hoc Approval PROS and CONS

1. Users who have permission to approve or reject requisitions are available for selection as Ad-Hoc
approvers.

Pros: Departments can add any approvers to their requisition approval process.
Cons: Can not restrict to a select group of available Ad-Hoc approvers.

2. Only one requisition Ad-Hoc approver can be selected on a workflow step.

Pros: Dedicated approver.
Cons: If the assigned Ad-Hoc approver is not available, the request must be unassigned before it can
be re-assigned to another Ad-Hoc approver.

3. Approvers cannot select themselves as the requisition Ad-Hoc approver.

Pros: N/A
Cons: N/A

4. Requesters can not be part of the Ad-Hoc approvers.

Pros: Separation of duty.
Cons: N/A

5. There is no limit on how many Ad-Hoc Approvers can be added to a requisition workflow.

Pros: Flexibility.
Cons: The more Ad-Hoc Approver levels added to a requisition workflow, the longer the approval
process will take to complete.
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