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Overview/Audience 
 
This job aid is for all procurement users in SRM who will be using workflow for Shopping Carts, RFXs, Contracts, or 
Purchase Orders.  This documentation covers Approvals, managing Substitution Rules, adding Ad hoc Approvers and 
Reviewers, and updating workflow settings. 
 

 
How do I get to Workflow? 

(1) From MAGIC portal, go to the Procurement tab: 

 
(2) Select Workflow from the list: 

 
(3) Tasks assigned to the user are displayed.  This is the main area for your workflow. 
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Approvals 
 

Shopping Carts, Purchase Orders, Contracts, and RFx documents need to be reviewed prior to follow-on processes 
internally or with Vendors.  Approvers have the ability to approve or reject items and can add notes related to their 
decision. 

Purpose:  

 

 
How do I get to Approvals? 

After the requestor places the order, the item will route to the first Approver.  The Approver will select the item from 
their inbox. 
 

 
 
 
 

 
Functionality: 

(1) For Shopping Carts, the Approver can select the “Display/Edit Agents” link and add an Approval Note. 
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(2) For Shopping Carts, the Approver will select the Reject or Approve radio button at the line item level and then select 
Submit. 

 

 
 

(3) You can now see that the Status of the first step has updated to Approved after Susan approved this Shopping Cart. 
The Processed On date indicates the date and time Susan approved the document.  Note that the overall Shopping 
Cart is not yet approved, as Milo was added as an ADHOC Approver. 
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(4) For POs, Contracts, and RFxs, the Approver selects the Approval tab to add an Approval Note and has buttons to 
Approve or Reject. 
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Substitution Rules 
 

Substitution Rules are used when you will be out of the office and someone else will be filling in for you.  You can set a 
specific date range for the substitution to be active, or you can activate it before you leave and turn it off when you 
return.  You can also select a user to be a “Fill in.” Selecting a Fill in allows your substitute to active the substitution 
themselves in case you are unable to activate it yourself.  You can only successfully add users as substitutes who are 
part of your Agency and are Approvers for workflows (i.e. these individuals must have approver role assigned by 
security). 

Purpose:  

 

 
How do I get to Substitution Rules? 

Select icon on far right, then select Manage Substitution Rules from the drop down list. 

 
 

 
Functionality: 

To create a new Substitution Rule: 
1. Select Create Rule button. 
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2. Click Select button to choose user for substitution. 
 

 
 

3. Enter name of user and then select Search button.  Select user to be your substitute and then select Apply 
button. 

 
4. User selected now displays as Nominee.  Then select Next button. 
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5. Specify when the rule should be activated (either immediately or select future dates for the substitution) and 

select Save button. 
 

 
 

6. The new Substitution Rule now shows in your list of Rules. Select “Problems reported (repairable)” link to 
check this rule. 
 

 
7. Status of 'Successful' here means substitution is okay. 
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Note: Only users who are within your Agency and have authorization to Approve can be added as substitutes.  
If they lack either of these criteria, you will see an associated message at this point and Status will show as 
Failed. 
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Ad hoc Approvers and Reviewers 
 

Users not assigned by the system workflow can be added to provide Approval or to notify them to Review the 
document (reviewer action is not required for document to be ordered).   

Purpose:  

 

 
How do I get to Ad hoc Approvers and Reviewers? 

1. From a Shopping Cart, select the “Display / Edit Agents” link near the top; this will launch a new window for 
adding Approvers or Reviewers. 

 
 

2. From a Purchase Order, Rfx, or Contract, select the Approval tab. 

 
 

 
 
  



11 
 

Functionality: 
 
1. Select the Add Approver button, then option to add approver below or above the selected line. 

 
 
2. Select button to right of Approver ID field to select user to add as Approver. 
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3. Select the User you want to add and click ok. (Note: only users who have authorization to Approve documents for 

your Agency will be displayed in this list.) 

.  
 

4. User is added as a new Approver for the order. (Note: Processor Determination displays as “ADHOC;”the Settings link 
on the right can add this field to the screen display if it is not displayed.) 
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5. Same steps can be used to Add Reviewer; just use Reviewer section at the bottom of the screen. 
 

 
6. Ad hoc Approver/Reviewer can be removed if they are added incorrectly. 
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Workflow Settings 
 
Purpose:  
Users have the ability to modify some aspects of their inbox to fit their personal preferences.  You can control which 
fields are displayed, how the items are sorted, and how many items are displayed.  There are also options to filter and 
refresh your inbox and to display new or already completed items. 
 
How do I get to Workflow Settings? 
 
From your inbox: 
 

 
 
Functionality: 
 
1. Select the button on the far right; then select Personalize View option. 
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2. You can remove fields from your view, reorder them and add fields from the drop down list.  You can also change 
the sorting criteria if you wish.  Don't forget to Save your changes. 

 
 
3. You can filter the items display in a couple of ways: 
 
 You can use this drop down to show a few types of items, including ones that you previously Completed. 
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 You can also use the filter icon in the top right of the screen.  Once you select the icon, you can use the drop- 
downs for the fields displayed to filter.  For example, using Sent Date, you can show just the items from 
yesterday. 

 
 
 Or you can enter the number of a specific Contract you want to find. 
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