Quick Reference Card — PRD Approver
PRD - Approver

Process: Once a PRD is Saved as Complete, the PRD will workflow to the required
approvers. Approvers can locate PRDs pending approval in their My InBox app.

Procedures

From the myUK

main login screen, Y w6 =wen Q semch B oo vein -

click on SAP Fiori

La u nCh pad . 3% University Services @ Set Default View
Pinned Items 183 Manage Payroll Status

The biweekly and monthly payroll areas
are closed to finalize payroll. At this time
MASTER DATA UPDATES, ADDRESS
CHANGES, CLOSING GRANTS, TIME
EDITS, and FUTURE DATED ACTIONS are
NOT allowed.

Launchpad
No announcements found

We'll notify you of any outages or important info here.
@ SAP Fiori Launchpad

No pinned items found

Pin items you use often and they'll appear here for quick access.

15 to pin

Announcements

This will open SAP Fiori on your Home Page.

On the Home Page, click on the search icon.
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Type "My InBox” in the search field and click on My InBox - All
Items under Apps.
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Quick Reference Card — PRD Approver

All items pending your approval will appear down the left hand side
of the screen.

<« Yk
All Tasks (19) 0 ;-

Q C

My Inbox

Search

PRD - Locate Only
PRDs

Click on the multi-select button and click on Release of Complete
Invoice to isolate the approval queue to just PRDs.

< % My lnbox v

All Tasks (19) ¥= Release of Completed Invoice

Search Q ¢
+  Release Complete Invoice 5110880101 Fiscal Year 2026

Release Complete Invoice

5110880101 Fiscal Year 2026 t-mmifac mmifac

t-mmifac mmifac Medium Select Task Type

Created on Jun 15, 2026, 8:19AM

CATS: Approval by Supervisor

Release Complete Invoice
5110880075 Fiscal Year 2026

Leave Request - Approval Process

@ @@ ®

Supplier: Synthes USA (140005)

Kathleen Alyce Mob.. Medium

Release of Completed Invaice
Leslie Ann Duty's Leave Request Invoice Number: 5110880101

Workflow SAP Syst... Medium Fiscal Year: 2026

Reference: TEST

Company Code: University of Kentucky (UKOO]
Approval of Working Times pany ity v )

SLWA280 . Amount: 10.00

On behalf of Brian Taylor Pearson Currency: USD

Leslie Ann Duty's Leave Request

Workflow SAP Syst... Medium

Cancel

2
Created: July 14, 2026




Quick Reference Card — PRD Approver

Review the PRD

Click on the PRD to be reviewed and click Open Task

All Tasks (19) 0

Release of Completed Invoice

‘)ﬂlse Complete Invoice 5110880101 Fiscal Year 2026

c mmifac

06 @@

hes USA (140005)

i 15, 2026, B:19AM

Medium 2 7
TEST

Approval of Working Times Company Code: University of Kentucky (UK0O)

SLWA280 Medium 1000
On behalt of Brian Taylor Pearson Curtency: USD

2

Suppler: 0000140005 Synthes USA

de: UKOD University of Kentucky

Review the PRD data and attachments. Click on Edit.

Status: Ready

Priority: Medium

< W supplierinvoice v

Supplier Invoice

Q Qo o

5110
Gros v oice Status Approval Stat prove
1000 UsD 140005 (Synthes USA)  Parked and Completed  In Approval CINELSO (Cara Jane Netson)
General Information  Purchasing Document t References GlLAccountltems ~ Tax  WithholdingTax  Payment  Unplanned Delivery Costs  Note  Attachments  Approval Details
1400
part
IBAN:
WIFTIBIC
Show More
Purchasing Document References
Invoice Items Standard v @ &
[ — [m— P vty ToxGode T e ——
No ot o, Entr arefrencsdocumen, o example  putchse o ‘
GIL Account Items
Line Items Standard v i@ e
DebitiCredit .. GIL Account @ | Amount temToe Asigom TacCode  TaxRate Cost Cent WBS Element

If the PRD is correct and ready for approval, click on Save as

Complete.

m Simulate

Park

Save as Completed

Cancel

This will move the PRD to the next approval workflow step.

If the PRD needs to be returned for corrections, close the PRD and

return to My Inbox. Click on Reject.

Release Reject Show Log Claim

Forward

Suspend

Coenread)| 2
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Add a comment and click on Submit.

Submit Decision

You selected "Reject”.

Decision Note:

Add Note (Optional)
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