How to Approve an Order in Gateway (for Account Approvers)
You have been assigned the Account Approver role in Gateway because:

a) You are the PI on funding and therefore have blanket authority by default to
approve all transactions at any dollar level on your funds.

--OR--

b) A PI or fund owner has delegated account Approver Authority (up to $2,500) to
you on one or more of his/her funds.

Following are the steps for approving an order within the Gateway system. Alternatively, if

you want to be able to approve requisitions directly from email (including from a smart phone
or tablet) without having to log in to Gateway each time, skip to the section called “Setting Up
to Approve From Email” further down in this document.

1. You will receive an email notification each time a requisition is submitted to
Gateway where the fund source is one that you are an assigned Account Approver.
The email will come from help@gateway.procurement.ucsbh.edu (be sure you allow
this address through any spam filters you have set up on your email), with the
Subject “New Pending Approval for Requisition...”

2. The body of the email will include all the details about the order (supplier, order
requester, account/fund, items, total) for you to review. Scroll to the bottom of the
email and click on the link that looks like this which will launch Gateway in your
web browser:

Click here to view the document in your organization's site.

3. Ifyou’re not already logged in to Gateway, you will need to log in using your UCSB
Net ID and password. After you log in, you should arrive at your Approvals page
within Gateway, which will look something like this. The requisition(s) to approve is
within the approval folder. To open the approval folder, Click on the link (the bold
text next to the folder icon that includes the “Account String”.

Total Results Found: 1 All Dates Assign +| Go
5 Sort by: | Submit date newest first ﬂ ?

Hide requisition details expand all collapse all Results per folder: | 20 _ﬂ

Account String: DEPT-DPAD01-8-402530-19900 (DEPT|DPADO01|19900| *GENERAL ADMIN.|General Administration): (0.00 - 499.99) USD [1 result]
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4. From within the approval folder, you will now see header info on the requisition(s)
that you can approve. To bring up the requisition details, and take action on the
requisition (approve, reject, or return it), click on the Requisition Number.

Sort by: | Submit date newest first ﬂ ?
Hide requisition details L expand all ! collapse all Results per folder: | 20 |
My PR Approvals ult]
4 — Account Stri EPT-DPAD01-8-402530-19900 (DEPT|DPADO01|19900| *GENERAL ADMIN.|General Administration): (0.00 - 499.99) USD [1 result]
i Assi d PR Date/Time Requisitioner Amount Action O
Approver
35176615 % L[l] SECBYIELE Michael Moore 12/6/2012 9:37 AM Corinne Kimura 107.75 USD =
Requisition TEST, PLEASE REJECT Folders 0 Days in folder [My PR Approvals]
e [Account String: DEPT-DPAD01-8-402530-19900 (DEPT|DPADO1|19900|*GENERAL

No. of line 1 0 Days in folder

items

ADMIN.|General Administration): (0.00 - 499.99) USD]

5. Now you should be able to see all the requisition details. Review the requisition
(account, amount, items, etc), and then select an action from the “Available Actions:”
dropdown at the upper right corner of the requisition. To approve the requisition,
choose Approve/Complete & Show Next, and then press the “Go” button.

Requisition Number(8) 35176615 ﬂ

\dministration): (0.00 - 499.99) USD

Available Actions: | Approv;/CompIete & Show Next _3] Go |

You also have the option to return the requisition if you need the requester to
change account details, or line details, or reject the requisition if you do not approve
of the order. To return or reject the requisition, click on the Available Actions
dropdown and choose “Return” or “Reject”.
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Setting Up to Approve from Email

In order to be able to Account Approve directly from the “New Pending Approval for
Requisition#...” email you will first need to modify your profile in Gateway to allow
approval from email per the following steps:

1. Login to Gateway at https://gateway.procurement.ucsb.edu using your UCSB Net ID
and password.

2. Click on the Profile link in the header.

A

UCSB PROCUREMENT Michael Moore @ profile | logout

GATEWA Home/Shop

g

favorites Forms

3. Inthe User Identification tab under the User Settings tab, enter a 4 digit security
code (any 4-digit code that you will remember) in the Email Approval Field

User Settings | Purchasing ‘ Permissions || History

User Identification l Personal Settings | Roles | Document Access = Email Preferences

First Name Michael
Last Name Moore
Phone Number +1 (B05) 893-7702
E-mail Address moore@ece.ucsb.edu
Department (e
Position
User Name mrmoo
Authentication Method LoginXM

g ————
Email Approval Code ‘

_save |

4. Press Save. Now any future approval emails you receive will have the option to
“Take Action” from the body of the email as detailed in the following steps.

5. When you receive a “New Pending Approval for Requisition#...” email, review the
details of the order (account, amount, items). In the Accounting Codes section of the
email, you’ll come to this:

Ready to approve, reject or assign this document to yourself? | Take Action |

6. Click the “Take Action” button which will open a small browser window that looks
like this:
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University of California, Santa Barbara

= Requisition 32972063
Status Pending
Shopper Jaclin Spier
Approver Michael Moore

Select an action:
*) Approve

() Assign to myself
() Reject
() Return to Requisitioner

Comment (Optional):

Enter your approval code to submit:
[eeee | ( submit )

7. Select an action (Approve, Reject, Return), put in a Comment if you want, Enter your
4-digit code that you set up in Step 3 above, and press Submit. Viola, you're done!

Notes on managing approvals if there is more than one Account Approver

In many cases, you may have more than one person set up to approve on a fund source. For
example, the Pl may be set up as an approver for all dollar values, but may delegate to one
of his researchers the authority to approve up to $2,500. In this case, if an order was
submitted for $125 on the PI's fund source, both the PI and his/her researcher would
receive notification that an approval is pending. So who should go in and approve? That’s
really up to the PI to communicate to his/her researcher how they want this to be handled.
Some PIs may choose to have the researcher approve all orders under $2,500, and the PI
would only log in for order over $2,500. Other PIs may want to approve on all orders, and
only want the researcher to approve when the PI is not available. The Gateway system
won’t control that, so it’s up to each research group to communicate on how they want to
handle approvals if more than one person is set up as an approver.
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