JOB AID
Reviewing the Status of My Order

%MART

FLORIDA STATE UNIVERSITY

Overview

This Job Aid will discuss how you can view the approval status of your requisition.

Access SpearMart by navigating to https://my.fsu.edu/ and logging in with your MyFSU username and password, and
then click the SpearMart Icon under MyFSU Links:

MYFSU LINKS

There are several ways you can access the approval status of your requisition:

e Before your requisition is submitted

o Immediately after your requisition is submitted

e Anytime after your requisition is submitted

Before Your Requisition is Submitted

You can always view the approval workflow for your requisition before your shopping cart its submitted simply by clicking on
“What's next for my order” after clicking on Proceed to Checkout.

%\MART

All »

Search (Alt+Q) Q

v 1D D3

10.00UsD W

Shopping Cart - 154867390 ~

Orders

= = Assign Cart Proceed To Checkout

Contracts Simple Advanced T Details v
Suppliers Search for products, suppliers, forms, part number, etc For
Geneva (Adm) Miller
Sourcing 1ltem D 7 Name
2022-03-02 gamiller_lu 01
T PUBLIX SUPER MARKETS - 1 Item - 10.00 USD O
- SUPPLIER DETAILS  LAKELAND FL-ACH : 800 OCALA RD, TALLAHASSEE, Fl.. ¥ Estimate (10.00 USD) v
¢ Administer
Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price Total: 10.00
Setup
Q 1 c EA 10.00 Qty: 1EA 10.00 -4

Click the arrow to see a preview of the Approval Workflow.

Requisition *+ 154867390 ~

= - & o EEEN

Summary PO Preview Comments G Attachments History
‘
General # - shipping # - biling .
Total (10.00 USD) v

Cart Name 2022-03-02 gamiller_lu 01 Ship To Bill To

Description no value ATTN: Geneva (Adm) Miller CTLnvoices@fsu.edu Subtotal 10.00
RM/FLR/STE: A1400 PAYABLES & DISBURSEMENT SERVICES

Priority Normal DEPT: Procurement Services UCA-5607 UNIVERSITY CENTER 10.00
282 Champions Way TALLAHASSEE, FL 32306-2391

Order Geneva (Adm) Miller Univ Ctr A United States

Submitter Tallahassee, FL 32306 ‘What's next for my order? >
United States

Owner/RequesterGeneva (Adm) Miller
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W Show skipped steps

Department Level 1 App <
Draft Future
Active
Geneva (Adm) biller 28017
Alan Bryan
Start - Parallel Steps sbryan2@fsu.edu
+1 850-644-7570
Awaiting Budget Response 1 <
Future el h
Future
Sending Budget Validation 1 Less than $10K

Fut
uture Angelena K. Turvaville

sturvaville@fau.adu
b Ehd v
End - Paralle! Steps +1 850-644-7642

James C. Johnson

Depariment Level 1 Approval
Future
Mitchell Jermyn
mjermyni@fauedu
Procurement Approval +1 850-644-9730

Future o
Natalie Mize
nmize@fau.edu

Start - Parallel Steps. +1 830-644-3437

Ololade Holmes
noholmes@fsuedu

Awaiting Budget Response 2 T =
Future /
Taylor Carter
- toarter2@fawedu
Sending Budget Validation 2 byl

Future

Clicking on the blue text for any one of the workflow steps will trigger a popup that shows all of the approvers for that
step. In this example, any one of the names displayed can approve to move the requisition forward.

I liately After Your Requisition is Submitted

@ Requisition 154867390 Submitted

Summary Options

Requisition number 154867390

3 Print
Requisition status Pending
Recent orders
Cart name 2022-03-02 gamiller_lu 01
Return to your home page
Requisition date 3/11/2022
Cart total 10.00USD

Number of line items 1

The screen above is what you will see immediately after Submitting Your Cart into workflow. If you click on the requisition
number, You will see the same screen as at the top of this page which shows the workflow for the requisition.
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You can view the approval status of your requisition any time after your requisition is submitted using several methods. For
this Job Aid, we’'ll cover the top 3 ways to view your order status:

1. From the My Requisition Widget (bottom of the Shopping Homepage)

Icons in front of the Requisition Number

() Wiew asGraph @ View asList indicate the StatUS
Requisition Requester Date Total . .
o Double circle arrows — Pending
o Green Check — All Approvals
Complete

2022-03-14 gamiller 01 Geneva A& Miller 3/14/2022

" 195055458 2022-03-07 gamiller 01 Geneva A Miller 3/9/2022 34.00 USD

Search My Requisitions

Displaying 2 of 2

» Click on the Req # to open the
requisition

2. Using the QuickSearch (Top Right)

1350355 =)

Select Requisition Number and enter the number to the right as
shown and then click the magnifying glass in the far right.

| Purchane frde

| Frocussmens Fegue s

Camtrast Fagoains

| Saursemg Reguerts
TUDE! o Rbgd i
Sawredy Bt
Supg /e Frofle

sen

IHtﬂ

3. From the Shop Menu

Shop (Al+P) Open My Active Shopping Cart

View Carts

o

l View My Orders (Last 90 Days)

My Cartz and Orders

@ JAGGAER revisedts Semics Pivacy Poley effecive May 25, 2018, By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described i our Service Privacy Policy.

= MyOrders
Quick Filters Subrmitsd Date: Last 90 diys + | Quick ssarch Q @ | addFiter v Clear AllFiers ?
Supplier v 130F3 Results B WFerrage T
QucEN NG o
SUBLIX SUPER MARKETS o Requisition Number ¥ Supplier Requisition Name. Requisition Status ¥ Prepared For Submined Date @ Total Amount ¥
MEDIFY AIR @ || s PUBLIXSUPER MARKETS 20220314 gamiler 01 [ Rejeced | Geneva & Miler 31142022 82505 AM 000 usp
L
155055458 QUAGENINC 2072.03-07 gamiller 01 == Geneva 4. Miller 3/9/2022 80727 AM 3400 USD
Department (Requester Dept.) hd
150482599 MEDIFY AR @ Mediy ai fiers [ compieted | Geneva & Miller 14712022 35729PM 7131400 USD
Procurement Servicss (027) [:]
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What's next? ~
i, A

WD  Show skipped steps

Submitted
3/14/2022 0:36 AM
Justin Malina

w

Start - Parallel Steps

Awaiting Budget Response 1
Approved

Sending Budges Validation 1

~" | Completed

End - Paralled Stepg

A

Jessica A. Lambdin
jlamb: 2du
+1850-644-8346

Kristopher A. Gaskina
kgaskins@fsu.edu
e

Notice in the above example, the checks indicate the workflow step is complete. The Blue link indicates where the
requisition currently is pending in workflow.

If you would like to view the approval status of requisitions from someone other than you or by specific fund,
project, approver, requester etc., use Document Search. See the Document Search Job Aid for additional
information.
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