ADPICS

Approval Processing

Electronic Signatures

In ADPICS, documents are approved (or rejected) via an electronic signature.
Each person responsible for approving documents is required to have a signature
in the system. This signature is a password that functions just like a written
signature. These signatures are maintained on the Signature Table Maintenance
(5984) screen and may be changed as often as needed by the user.

Note: Electronic Signatures are not the same as your system log-on
password.

This section covers the following topics:
m Establishing an electronic signature
m Changing your electronic signature
m Resetting your electronic signature

m Assigning an alternate user to approve your documents
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Approval Processing

New Electronic Signature

ADCZ - RUMBA Mainframe Display
File Edit Yew Connection Transfer Options Tools Help

DlelR & 4 |sle -[F S8 Aoz elE =l |_|_|\ -
PCH.SS82 v4.1 MD TRN ADVANCED PURCHASING/INVENTORY BrZ23r2001 1:40 PHM
LINK TO: APPROVAL. PROCESSING TABLE MAINT MENU

COPYRIGHT 1994 KPMG PEAT MARWICK LLP
USE THE FUNCTION KEYS TO SELECT THE DESIRED FUNCTION:

(1) - SIGNATURE TABLE MAINTENANCE
(2) - INITIATING DEPT APPROVAL PATH TABLE MAINT
Press F1 to access () - COMMODITY APPROVAL PATH TABLE MAINT
the Signature Table (4) - DOCUMENT APPROVAL PATH TABLE MAINT
Maintenance (5984) (5) - DEPARTMENT APPROVAL PATH TABLE MAINT
screen.
(CL) - EXIT

|Ready | Running aPL [MUMFLD [9fSpool: ovR [CoP [MOM [w [Z11 1:34:15 PM |

Establishing an Electronic Signature

m  Press F1 to access the Signature Table Maintenance (5984) screen from the
Approval Processing Table Maint Menu (5980).
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Approval Processing

New Electronic Signature

iZADCZ - RUMBA Mainframe Display
File Edit Wew Connection Transfer Options Tools Help

D[(R] B & [0 o [F sla Az els] =l ) | i
PCH 5564 v4.1 MDD TRN ADVANCED PURCHASTNG-INVENTORY Der12/2001  1:39 PM
LINK TO: SIGNATURE TABLE MAINTENANCE

USER ID = = I

LEVEL : \| I
Enter your user ID.
DEPARTMENT ID :

DEPARTMENT NAME

OLD SIGNATURE

NEW SIGNATURE

Press F10 to establish
a record for your user
ID.

ERMATE USER ID : DATES: TO

F1-HELP F3-DELETE F&6-VIEW WORILOAD FO-LINK
F1e-SAVE F11-RESET S&N ENTER-INQUIRE CL-EXIT

RECORD DOES NOT EXIST, PLEASE TRY AGAIN
|ready [running [apL [mUMFLD [E948paal [ove [Cop [mom [w [5,3¢  [L:3@:40PM

Directions for Data Entry

1. Enter your user ID in the USER ID field.

2. Press F10-SAVE to establish a record for your user ID.
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Approval Processing

New Electronic Signature

DCZ - RUMBA Mainframe Display

File Edit Wiew Connection Transfer Options Tools Help ) .
NEFE RS REEEE TR m
PCH 5384 v4.1 MD TRN ADVANCED PURCHASING/INVENTORY WB2501  9:19 AM
LINK TO: SIGNATURE TABLE MAINTEMNANCE

USER ID 1 AGDT13

LEVEL 1 999

DEPARTMENT ID : RE213

DEPARTMENT NAME  : FMIS TRAINING DEPARTMENT 13

OLD SIGNATLRE : | Enter a signature. I

NEW SIGNATURE :

Press F10 to

save your Al TERNATE USER ID : DATES: TO

signature.
F1-HELP F3-DELETE F6-VIEW WORKLOAD Fo-LINK
F18-SAVE F11-RESET S&N ENTER-INQUIRE CL-EXIT

Eld SIGNATURE MUST BE ENTERED FOR MEW USERS
|Ready | Running WH\IUMFLD | 9Fapoal: WWW’W_IIS,TW

m  The system retrieves your level, department ID, department name and displays
a message that a “NEW SIGNATURE MUST BE ENTERED FOR NEW
USERS”.

Directions for Data Entry

3. Enter asignature in the NEW SIGNATURE field.

“Signatures” must be a minimum of 4 and a maximum of 8
characters.

“Signatures” can be all numbers, all letters, or a mixture of
numbers and letters.

4. Press F10-SAVE to save your signature.
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Approval Processing

New Electronic Signature

ADCZ - RUMBA Mainframe Display

File Edit Wiew Connection Transfer Options Tools Help )
D[s(B] &) &l o[ &5 AR els] =l = el m
PCH 5384 v4.1 MD TRN ADVANCED PURCHASING/INVENTORY B 9:22 MM
LINK TO: SIGNATURE TABLE MAINTEMNANCE

USER ID : AGDT13

LEVEL 1 999

DEPARTMENT ID : RE213

DEPARTMENT NAME  : FMIS TRAINING DEPARTMENT 13

OLD SIGNATURE : | Re-enter your signature. I

NEW SIGNATURE o |

Press F10 again to
confirm your
signature.

TERNATE USER ID : DATES: TO

F1-HEL P F3-DELETE F&-VIEW WORKLOAD FO-LINK

F12-SAVE F11-RESET SGN ENTER-INQUIRE CL-EXIT
REENTER NEW SIGNATURE, PRESS PF1@ TO CONFIRM
|Ready | Running WH\IUMFLD | 9Fapoal: WWW’W_IIS,TIW

m The system prompts you to re-enter your signature.

Directions for Data Entry

5. Re-enter your signature in the NEW SIGNATURE field to confirm the
signature.

6. Press F10-SAVE to save your new signature record.
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Approval Processing

New Electronic Signature

C2 - RUMBA Mainframe Display

Ble Edit Vew Connection Transfer Options Took Help
NEFEREEEESEEEEEEETET) ﬁ
PCH 5524 V4.1 MD TRN ADVANCED PURCHASING/INVENTORY — @6/25/2001 9:23 AM
LINK TO: SIGNATURE TABLE MAINTENANCE

USER ID : AGDT13

LEVEL : 999

DEPARTMENT ID : R213

DEPARTMENT NAME  : FMIS TRAINING DEPARTMENT 13

OLD SIGNATURE

NEIW SIGNATURE

Your signature has

been saved. AL TERNATE USER ID : DATES: TO

F1-HELP F3-DELETE F&-VIEW WORKLOAD F-LINK
F1&-SAVE F11-RESET SGEN ENTER-INQUIRE CL-EXIT

RECORD SAVED
|Ready | Running aPL [mMUrMFLD  [SFapool: ovR[CoP (MM [wo (211 2:17:26 AM

Processing Results

m  The system saves your electronic signature and displays the message
“RECORD SAVED”.
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Changing Electronic Signature

ADCZ - RUMBA Mainframe Display

File Edit Yew Connection Transfer Options Tools Help )
DR @l &=l <|[F =Sl Aoz el =k ) | m
PCHLSZ84 v4.1 MD TRN ADVANCED PURCHASING/INVENTORY B2S52001 95 M
LINK TO: SIGNATURE TABLE MAINTEMANCE

USER 1D . o0 134—/‘ | Type your user ID. I

LEVEL

DEPARTMENT ID

DEPARTMENT NAME

OLD SIGNATURE
NEW SIGNATURE
AL TERNATE USER ID : DATES: T0 Press <Enter> to retrieve
your signature record.
F1-HELP F3-DELETE F&-VIEW WORKLOS FO-LINK
F1&-SAVE F11-RESET SGN ENTER-INQUIRE CL-EXIT
RECORD DOES NOT EXIST, PLEASE TRY AGAIN
|Ready | Running WWUMFLD | 9Fapoal: WWW,W_IS,TIW

Directions for Data Entry

1. Type your user ID in the USER ID field.

2. Press <Enter> to retrieve your signature record.
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Approval Processing

Changing Electronic Signature

ADEZ RUMBA Mainframe Display

Flle Edit Wew Connection Transfer Options Tools Help
sEFEE] %Ihll@_ll_ﬁlﬂ_l_@@_l_l_l_l_l\ :
PCHS584 V4.1 MD TRN ADVANCED PURCHASING/INVENTORY Bl 9:26 AM
LINC TO: |} SIGNATURE TABLE MAINTENANCE
USER ID T AEDT13
LEVEL : 999
Type old and new DEPARTMENT ID : RE213
signatures here.
DEPARTMENT NAME  : FMIS TRAINING DEPARTMENT 13
\ OLD SIGNATILRE
NEW SIGNATILRE
Press F10 to save Al TERNATE USER 1D : DATES: TO
the new signature.
F1-HELP F3-DELETE F&-VIEW WORKLOAD FO-LINK
F10-SAVE F11-RESET SGN ENTER-INQUIRE CL-EXIT

INQUIRY SUCCESSFLL, TRANSACTION READY FOR UPDATE
|Ready | Running WH\IUMFLD | 9Fapoal: WWW,W_WIW

The system retrieves your signature record and displays the message
“INQUIRY SUCCESSFUL, TRANSACTION READY FOR UPDATE".

Directions for Data Entry

3. Press <Tab> to position the cursor in the OLD SIGNATURE field. Type your
current signature.

4. Press <Tab> to position the cursor in the NEW SIGNATURE field. Type
your new signature.

5. Press F10-SAVE to save the new signature.
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Approval Processing

Changing Electronic Signature

ADCZ - RUMBA Mainframe Display : &3] 181
File Edit Yew Connection Transfer Options Tools Help
D[R & &[] o|[F s8] A =E el =l = ] m
PCHLSZ84 v4.1 MD TRN ADVANCED PURCHASING/INVENTORY B2S52001  9:28 AM
LINK TO: SIGNATURE TABLE MAINTEMANCE

USER ID 1 AADTI13

LEVEL : 999

DEPARTMENT ID : RaP13

DEPARTMENT NAME  : FMIS TRAI

Re-enter your new
signature.

OLD SIGNATURE

NEW SIGNATURE

Al TERMATE USER ID : DATES: TO
F1-HELP F3-DELETE F6-VIEW WORKLOAD F-LINK
F12-SAVE F11-RESET SQN ENTER-INQUIRE CL-EXIT

REENTER NEL SIGNATURE, PRESS PF10 TO CONFIRM
|Ready | Running WWUMFLD | 9fapoal: WWW’W_IIS,TIW

m The system prompts you to re-enter your signature.

Directions for Data Entry

6. Re-enter your new signature in the NEW SIGNATURE field to confirm the
signature.

7. Press F10-SAVE to save your new signature record.
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Changing Electronic Signature

ADCZ - RUMBA Mainframe Display

File Edit Yiew Connection Transfer Options Tools Help )
DIcs|I 8] 5 (2] o|[F S5 Az el =l I_I_I\ m
PCHLS584 v4.1 MD TRN ADVANCED PURCHASING/INVENTORY B25/2001 9:30 AM
LINK TO: |} SIGNATURE TABLE MAINTENANCE

USER ID 1 ABDT13

LEVEL 1 955

DEPARTMENT ID : RER13

DEPARTMENT NAME  : FMIS TRAINING DEPARTMENT 13

OLD SIGNATURE
NEW SIGNATURE
Al TERNATE USER ID : DATES: TO
You now have a
new signature.
F1-HELP F3-DELETE F&-VIEW HORKLOAD FI-LINK
F12-SAVE F11-RESET SGN ENTER-INQUIRE CL-EXIT

|Ready |Runring AR [ei e L [efanonl: ove_[cap [ugm w211 WZTAZ AM
R e o e tiomnal]

Processing Results

m  The system displays a message that your new signature has been saved.
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Approval Processing

Resetting Electronic Signature

ADCZ - RUMBA Mainframe Display

File Edit Wew Connection Transfer Options Tools Help )
D S %Ihll@_ll_ﬁlﬂ_l_hél@_l_l_l_l_l\ m
PCHLS984 v4.1 MD TRN ADVANCED PURCHASING/INVENTORY B25/2001 9:31 AM
LINK TO: |} SIQATURE TABLE MAINTENANCE

USER ID : AGOT13 ¢——— Enteryour user ID. I

LEVEL 1 999

DEPARTMENT ID : Rea13

DEPARTMENT NAME  : FMIS TRAINING DEPARTMENT 13

OLD SIGNATURE
NEW SIGNATURE
ALTERNATE USER ID : DATES: TO Press <Enter> to retrieve
your signature record.
F1-HELP F3-DELETE F&~VIEW WORKLOAD,
F12-SAVE F11-RESET SGN ENTER-INQUIRE
INQUIRY SUCCESSFLL, TRANSACTION READY FOR UPDATE
|Ready | Running W|NUMFLD | 9Fapoal: WWW,W_IZ,TIW

Directions for Data Entry

1. Enter your user ID in the USER ID field.

2. Press <Enter> to retrieve your signature record.
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