Instructions for Delegators on Setting Up
Authorizers in ASTRA/eProcurement

(step by step instructions on granting Authorizers three ASTRA/eProcurement roles of
Preapproved Preparer, Approver, Watcher to let them manage eProcurement access for
users in their units)

*Addition (4/11/11) - pages 6&7 of this document show step by step instructions on setting up Alcohol
Authorizers



el B [ et L=

| (- B - - [ oon e G Tack -

N 10,  AUTONIAONE. Shaw ma my Wiha can authedize ma? |
HNows. Who has been authorized with ASTRA?
+ EIS now mansged through ASTRA Delogator J1aa
+ MyFD Designee robe munged vl Ut Stall
User 11,265
+ Mansigineg pathe criabied by obhivs i s
+ What's new in ASTRA 2 07 Aatharizer Rk

Slatishics as of Tuesday, July 27, 7008 of § 30 AM

% Local itranel H100% =

Access ASTRA and click on Login Now To Manage Authorizations
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Welcome, LIZA PLOTKIN News
+ View the 2494 authorizations you OWN + EIS now managed through ASTRA.
+ View the 136 authorizations you OWN for non-current employees + MyFD Designee role merged with Unit Staff.

» Managing auths created by others is easier
Getting started ... * What's new in ASTRA 2.07

1 Search and edit existing authorizations (this is often a good place to

Saved Searches
start) OR Create a new autharization

2 Review the Pending Changes in your Cart. Your cart will be saved until
you either clear it or check out, even if you close your browser.

3 Check out so that your changes take effect. You will be given an
opportunity to notify people of the changes.

astra@u washington.edu
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Click on Create New Authorization.

Authorizers should be set up for all three eProcurement roles, such as PreApproved Preparer, Approver and
Watcher with the access to all dollar limit values (unlimited amount). That way they will have authority to grant
the roles of PreApproved Preparers, Approvers and Watchers to the eProcurement users in their organizations.
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Home Search & Edit Authorizations Create New Authorization CartiCheckout (0 items)

Create New Authorization

Hide advanced filter options [Help]

FAQs
@ Unfiltered
¢ What s an Authorzer® ) g of affations:
* How do | delete an .
authorization? student staff faculty [Default]
+ How do | find the person Burns, Tom Find & Verify
| want to authorize? : :
+ What is the difference 0 person selections: multiple person selections allowed

between application,
role, and action? Application

» How can | show all eProc (eProcurement)
Limit's?

» Can | create Role:
authorization for multiple Please Select a Role
limits (ie; budgets, orgs,
colleges, etc)?

* More
Limit
ASTRA Role:[Help]
User [] Authorizer Al
Effective Dates:
7/28/2008 to [No End Date U
v
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Identify Authorizer by Name, UWNetld or EID. Click on Find & Verify
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+ How do | find the person Bumns, Tom Find & Verify
I want to authorize? - - -
+ What is the difference 0 person selections: multiple person selections allowed

between application,
role, and action?

Application:
» How can | show all eProc (eProcurement) |
“Limit's?
+ Can | create Role:

- L
authorization for multiplo | preapproved Preparer  fq

limits (ie; budgets, orgs,
colleges, etc )? Action:

> More .. PreAuthorize E

Limit-

Organizatien | Dollar Limit

Please enter organization code or description Find & Verify
1 organization selection: multiple organization selections allowed
A Organizati -

Remove 2080302026 ECOMMERCE

@® Access to all dollar limit values

O Access to specific dollar limit values

ASTRA Role [Help]
Cuser arizer

Effective Dates
7129/2008 to No End Date

OK, proceed to cart | OK, add another ‘ Cancel ‘ [w]
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Choose the following for the PreApproved Preparer role (roles can be chosen in any order):

Application — eProcurement; Role — PreApproved Preparer; Action — PreAuthorize; Limit — Organization.
Type the Org Code, click on Find & Verify. Click on Access to all dollar limit values.
Under ASTRA Roles choose Authorizer. Click on OK add another. One item will be added to the Cart.
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Repeat the same procedure for each organizational code within the same role (for example, department can
have the main organizational code and the summer quarter org. code).
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Choose the following for the Approver role:

Application — eProcurement; Role — Approver; Action — Approve; Limit — Organization.

Type the Org Code, click on Find & Verify. Click on Access to all dollar limit values.

Under ASTRA Roles choose Authorizer. Click on OK add another. One Item will be added to the Cart.
Repeat the same procedure for each organizational code within the same role (for example, department can
have the main organizational code and the summer quarter org. code).
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Choose the following for the Watcher role:



Application — eProcurement; Role — Watcher; Action — Watch; Limit — Organization.
Type the Org Code, click on Find & Verify. Under ASTRA Roles choose Authorizer.
Click on OK to proceed to cart. One more item will be added to the Cart.

Repeat the same procedure for each organizational code within the same role.
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You have created all three Authorizer’s roles.
Click on Cart/Checkout (3 items).
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Cart/Checkout

ch L i & hip Options Clear Cart

FAQs
In addition to the peaple being autharized, the folowing people will receive a single, one-time natifi
* | want to send someons LIZA PLOTKIN

a copy of this update
How can | do that?

* What's up with the:

Rows: 25—2 View, Mormal

shopping carl? Remave | TOM BURNS eProc (eProcurement)
* What is a SecurdD? AUTHORIZER Watcher/ Watch
+ What is Ownarship? Al Owner |IZA PLOTKIN Organization 2080302026 ECOMMERGCH
» Will everyone inthe cart ADD
seemy note? remove | TOM BURNS eProc (eProcurement)
* More AUTHORIZER Approver Approve
Action: Owner. LIZA PLOTKIN Orgamzation 2080302026 ECOMMERCH
ADD Dollar Limit 0 - 3000+ 0 - 3000+
Ruomovn | TOM BURNS eProc{eProcurement)
AUTHORIZER Preapproved Preparer PreAuthorize
Action Owner: LIZA PLOTKIN Organization 2080302026 ECOMMERCE
ADD Dollar Limit @ - 3000+ 0 - 3000+

Checkout Now hptific ation & Ownership Options. l':lealCanl | a
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To commit the 3 items in your cart, you must checkout.
Click on Checkout Now.




Instructions for Delegators on Setting Up
Authorizers for Alcohol in ASTRA/eProcurement
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Search & Edit Authorizations Create Hew Authorization Cart/Checkout (0 kems)

Create New Authorization

@ Person O Pracess [Help]
FAQs

» How do |ind the person
['wart to authorize?

Show advanced filter options [Help]
|Emer name {last, firsty, LW NetlD, or Employee ID Find & Verify

» More . 1 person selection: multiple person selections allowed » Clear
Name uwetn M€ peartment Afflation
COLLORD, BECKY A. beoliord S60000189  Dean of Medicing staf

Application:
eProc (eProcurement)

Role

Preapproved Praparer _

Action:

Prentoize_ (v]
Limit:

Fiase Seedt Uil 1]
Flease Selecta Limit

Mo Lirnit

Organization | Dollar Limit
Budaet | Dollar Limnit gator L Process Authorizer L Process Delegator
Commodity

Commodity | Budget
Commaodity | Organization
Controlled Commaodity
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Choose the following for setting the Alcohol Authorizer:

Application - eProcurement

Role — PreApproved Preparer

Action — PreAuthorize

*Limit - Commodity |Organization or Commodity|Budget

*Alcohol Authorization now requires specifying a “limit” by budget(s) or organization code(s)
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@ Person O Process [Heln]
Show advanced filter options [Help]
|Emer name (last, first), W NetlD, or Employee ID Find & Verify

FAQs

> How do | find the person
| want to authorize?
> Mlore ... 1 person selection: multiple person selections allowed » clear

Name Uwnetd TPV pgpartiment Affiliation
COLLORD, BECKY A. beollord 360000189 Dean of Medicing staff

Application
|eF’rnc ieProcurement) M

Role

Preapproved Preparer

Action:

Prafutharize
Limit:

_> Commodity | COrganization

y » clear
Commodity " - =
Code Commodity Description
—_—— Alcohol Alcohol
0 commadity selections: multiple cormmodity selections allowed
» |Please enter organization code or description Find & Verify
1 organization selection: multiple organization selections allowed » claar
Organization i e
Code Organization Description

3040000000 SCHOOL OF MEDICINE

Delegator L |Process Authorizer L Process Delegator

[4111/2011 [to o End Date

— O, proceed to cart | OH, add another Cancel

In our example Commodity|Organization is chosen under ‘limit’
Select Alcohol under ‘commodity’

Enter Organizational Code

Choose Authorizer under ‘ASTRA Role’

Click on “OK to proceed to cart”

Click on “Checkout” when in the cart



