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Lesson 1
Approval Process Overview
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SRM approval process. Definitions of the
swim lanes are included on the next slide.




Lesson 1
Approval Process Overview

Swim Lane Definitions

Submitter: This represents the customer that is requesting
service from a CDT business or technical unit.

Designated Customer Approvers: This represents the
designated approvers and their alternates for the Submitter’s
Department.

CDT Approvers: This represents the CDT approvers (e.qg,
Service Supervisor, Security, Financials, etc).

Support Group: This represents the CDT group that
supports the service requested.
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I
Each department =2 b2 S —
can have an Fenied Corin a
unlimited list of —

| v )
Approvers in o g

*
Third Approver * Vl

S R M - E aC h Do you wish to expedite this request? ® No

S e rV i C e re q u e St Are you requesting 3 cost estimate?” ':::' Yes (:} Mo - Does not require a cost estimate

/ Mo - I have received a cost estimate

can have hatis the ntur ofyour reqest? .
*
‘What is your approved budget amount?
b etwe e n O n e a n d Depending on what you are requesting, a budget amount may be required. (Examples: New server
or software license). Leaving this blank may result in delays or rejection of this request.
1 understand that OTech will charge O Yes
my department the applicable rates

three approvers S . o

Yy Yes
ot

as designated by ===
their department. 227 e | e | (]
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Lesson 2
How to Approve/Reject SR’s

To view, approve, or reject a service reguest, access
Approval Central by clicking the Settings icon, then select
Approval Central.



Lesson 2
How to Approve/Reject SR’s

Request ID:  REQO00002100513
Submittad: 1212016 72:54:45 PM

If there are approvals in queue a notification will be
displayed to the right of the shopping cart located on
the Menu Barr.




Lesson 2
How to Approve/Reject SR’s

Approval Search Result

Approve Selected  bod RejectSelected |11 Hold Selected ‘

1| 1-5 = | ) Showing 1-50f54 Preferences » | Refresh |

B | Aleri Action Date

Other — Internal (ne tervin Mormal SRM:Request  Pending v X =AY

[] Other - Intemnal (new george vargas Mormal SHEM:Request Pending E ,L § E @
] Cther-Internal ~ michael todd Normal SAM:Request Pending B 28 @
[] Other - Intemnal shemy barandas Mormal SHEM:Request Pending E ,L § E @
L] Professional Service david langston Mormal SHEM:Request Pending E ,L § E @

Approvers and their designated alternate approvers use
Approval Central to access request details and approve
requests. Approvers can approve, reject, or view the
details of a request by using the appropriate buttons.
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How to Approve/Reject SR’s

Approval Search Result
Approve Selected  |of Reiect Selected |11 Hold Selected ‘

4] 15 || ») Showing 1-50f57 Preferences » |  Refresh |

Alert Action Date

Cither - Internal (new tervin SRM:Request
Cther - Intemal (new david wood Mormal SRM:Request Pending

I RequestD:  REQO00002083202 Price:

Action Date:

Priarity: Mormal Request Date: 826/2015 1:00:53 PM

To view the details of a submitted service request, click on the
service request that you want to view in order to have it display

below. Once displayed, click on the Request ID hyperlink to view

the request in detail. 2
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How to Approve/Reject SR’s

- x
Vor N Addiional Details
Draft L Waihing Approval ] Inihated In Progres= Completed Closed
General Information Aciivity Log
Request Status: Waiting Approval 6/8/2015 7:30:58 AM : David Wood (david.wood)
I[:I; ﬁmm‘mﬁa?}ﬁ Attachment from Request Entry
| Title: — Ink
' = r~ Intermal {new) & Rebecca Harris MMBlite.docx
| Submit Date: 6/8/2015 7:30:58 AM
Reguired Completion: 6/29/2015 12:00:00 AM
Requested By: David Waood
Requested For: David Weood
Company: OCIO ITSM Services
Phone: 19816 231-3611
Email: david wood@state.ca.gov

After clicking the Request ID hyperlink it will bring you to the details
of the service request where you can validate that the request was
completed properly. When you are finished reviewing the request,
exit it by clicking the “X” at the top right.
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Lesson 2
How to Approve/Reject SR’s

Approval Search Result
| Ed fpprove Selected 2] Reiect Selected | 11| Hold Selected ‘

(4|[ 55B7 v | »  Showing 56-57 of 57 Preferences » | Refresh |
Il  Alert Action Date Summary Requester Acting As

Justification For Rejection | =

To approve a single request, select the request and a
checkmark will display on the left. Once the request is
selected click the green Approve button displayed on the
right, or the Approve Selected button at the top.
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How to Approve/Reject SR’s
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The Approval History will
display each approver,
the status, the approvers
signature, and the date
and time of the approval.

Once the request is
approved by all of the
selected approvers, the
request status will
change to “Initiated” or
“In Progress.”

Approval History

. Approver:

Kami Dudley

Status:

Approved

Signed By:

kadudley

Date:

7/29/2015 3:57:44 PM
Justification:

Approver:

Approver Not Reguired
Status:

Approved

Signed By:

dood4n

Date:

7/30/2015 8:10:22 AM
Justification:

Approver:

Approver Mot Reguired
Status:

Approved

Signed By:

dood40

Date:

7/30/2015 8:10:42 AM

| Justification:
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Lesson 2

How to Approve/Reject SR’s

Once the service request is
approved by your department the
CDT approval process will begin.
Depending on the service request
form chosen, your SRD may have
to receive additional approval from
CDT Security and Financial
approvers. Specific requests for
services are automatically routed to
the appropriate service area for
approval.

Approval History

Approver:

Louis Armedondo
Status:

Approved

Signed By:
carri.stokes

Date:

1212016 2:28:21 PM
Justification:

Approver:

Anthory Lewis; Kary Marshall;Sahana
Ayar

Status:

Pending

Signed By:

Date:

Justification:
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Lesson 2
How to Approve/Reject SR’s

Approve Selected  fod Reiect Selected | 11| Hold Selected

Preferences - | Refresh |

To reject a single request, select the request and populate
the Justification for Rejection box. Be sure to include a clear
description of what the request is missing and why you are
rejecting the request. Once completed click the red Reject

button displayed on the right, or the Reject Selected button
at the top.
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Lesson 2
How to Approve/Reject SR’s

Request Details
oons e

Question Responses Approval History
Billing Prefix * : DC A Approver:
Account Code : O Arracc
Approver ¥ : Louis Arredondo Status:
Second Approver * : Mone Rejected
Third Approver * : Mons Signed By:
Do you wish to expedite this No carri.stokes
request? : Date-
:Er;vuu I':El:lﬁtll'lg a cost Mo - Does not reguire 2 cost estimate 1/21/2016 2:56:31 PM
What is your approved budget Justification:
amount? : Insufficient information included for
I understand that OTech will  Yes this request. Please fill out the form
charge my department the completely.
applicable rates and/or pass-
through charges for the
services being requested, * :

Once rejected, the submitter will be able to view the
reason for rejection when they access their request and
click on the Additional Detalls tab from the Request

Details screen, then view the Approval History.
15



Lesson 2
How to Approve/Reject SR’s

Once the request is
approved or rejected the
status of the request will
change to show the
submitter the most
recent action.

Select a view (_) My Requests () All Requests
Sim|f-‘-.JI j Q¥
1| 4« ||y 1-40f56

Profes=ional Sernces - Intemal. ..
Request ID: REQOO0002100913
Submitted: 1/21/2016 2:54:45 PM

Request ID:  REQOO0002100908
Submitted: 1/21/2016 2:17:06 PM
For: Carri Stokes

Status: Rejected

Reopen | Request Again | Details

16



Lesson 2

How to Approve/Reject SR’s
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If the request has been
rejected there will be a
“Reopen” option below
the status that is
visible to the submitter.
This allows the
submitter to add or
attach any additional
Information needed
and resubmit the
request.

My Requests

Select a vew 1My Requests () All Requests

Slm|.£'-.JI j Q¥
[ TEw|[») 1-40f56

Professwonal Seraces - Intemal...
Request ID: REQOOO002100913
Submitted: 1/21/2016 2:54:45 PM
For: Carri Stokes

o s

Professwonal Seraces - Intemal...
Request ID: REQOOOO002100908
Submitted: 1/21/2016 2:17:06 PM
For: Carri Stokes

Status: Rejected

Reopen | Request Again | Details
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Lesson 3

How to Set Up Alternate Approvers

There are times when
a designated approver
will be temporarily
unavailable, and an
alternate approver will
need to be set up in
their place. Only the
designated approver
can set up their
alternate in SRM.

S

2] Pending Approvals
1. Needs Aftention

(®) Past Due
(&) Due Soon

) My Approval History
E%, Rejected by Others

=2 o o O

v 3

Acthons

My Altermate Approvers

Showing 0-0of 0

B | Aleri Action Date

Jusfification For Rejection

Request ID:
Requester:
Prionty:
Descrption:

———y
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Lesson 3
How to Set Up Alternate Approvers

To set up your alternate approver, access Approver
Central from the SRM menu bar.

<] 4w |[») 1-40f57

Other test
Request ID: REQOO0002101045
Submitted: 1/26/2016 1:22:08 PM

19



Lesson 3

How to Set Up Alternate Approvers Yok tomace

Next click on My
Alternate
Approvers,
located at the
bottom left of the
Approval Central

T~ =

i] Pending Approvals
1. Needs Altenbion

(P) Past Due
(&) Due Soon
¥©) My Approval History
E Reiected by Others

L X|

Showing 0-0of 0

Il | Aleri Action Date Summary

Justification For Rejection |
Request ID-

Requester:

Prionty:

Description:

20



Lesson 3
How to Set Up Alternate Approvers

se & e

AR SYSTEM - Approval Server

Alternate Approver

Alternate Information | Administrative Information |

— R— -
For* lcari stokes = Covesing” | -
Start Date” | =] Frocess | -]
End Date™ | Ej Process Instance Id |

Aszsignee Group | j =| Status | j

Click on New Request to add a new alternate
approver.
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Lesson 3
How to Set Up Alternate Approvers

Alternate Approver

Alternate Information | Administrative Information |

Atemate  [Dlga Padilla-Abad ~| Notify Alemate” [ Yes -]

For* [cari stokes = Covering® | 2 -]

Start Dale™ (11282016 12.00:00 AM I=] Process | -

EndDate”  [12/27/2016 12:00:00 AM 1=} Process Instance Id |

Assignes Group |F"ublic j 5 Status |Fu1ure j
Current/Active Allemates\

1 enfries retumed - 1 entries matched Refresh

Alternate Start Date End Date Covering Process Name

jamie.capps 1282016 1200:00 AM  1227/2016 1200.00 AM Al

Complete the highlighted fields above including the
alternate’s name, and the start and end date of the

designation, then click Save. 3
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