Approving SRM Workflow Documents from Universal Worklist

1. Loginto MAGIC

https://portal.magic.ms.gov/irj/portal

Having password problems? Please
dick on this link for help...

User *

Password *

MAGIC is the Mississippi Accountabiity System Log On
for Governmernt Information and Coliaboration.

If you need access oraddifionalinformation
please gotothe below website.

http://vww dfa ms gov/dfs-offices/mmrs

2. Click Universal Worklist
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History Favorites View Help

Home Procurement Analytics

Universal Worklist identity Management

> Overview
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3. Click * to refresh your Universal Worklist



4. Click work item to open and review

| Show: [Hew and in Progress Tasks (1/1) || Selecta Subview.. || Al vl

5. Review information within document

a. ltems
b. Quantity
c. Price

d. Account Assignment
e. Notes and Attachments
6. Approve or Reject the work item

Note: If you are going to reject the work item, use the Approval Note box to enter your reason for
rejecting the work item. (i.e. Wrong cost center used)

Number 1000085240 Name 1131:_5&&;

Buy on Behalf of: o e T

Name of shopping cart: 1130_SRMREQ1 08/01/2018 09:32 1
Header Data: Values

Approval Process:  Display / Edit Agents

Budget: Display

Document Changes: Display
SESARLLDTTE e



