# Log into SpendLogic 6 Steps

STEP 1

Click on your Name in the upper right corner of the SpendLogic tool bar.

SpendLegic’ Dashboard  New -  SearchReports  ImportReport  Workflows Help & Support  © Karen (Global) ~

Dashboard T

Your recent files:

STEP 2
Select Profile

SpendlLagic’ Dashboard  New -  SeachReports  ImportReport  Workfiows Help&Support @ Karen (Global) =

Dashboard

@ Metrics

e Modify Folders
Your recent files:

B Create CPSR Report
n Work Completed or Finalized

e

~in

Admin Test Supplier
o — PO # Card 1858.01

o — Program Name:

1| ast nndatad: NAM1/2024 N7-22 PAM (FATY

‘Commercial item determination

P Admin Test Supplier ‘
Preciginn 3881 nNall e /R

Documentation
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STEP 3

Navigate to "Delegation” and select the User from the drop down to whom
you are delegating your review authority.

NOTE: Your delegation should aligh with your company's policy on delegation of authori-
ty/responsibility.

SpendLegic’ Dashboard ~ New ~  SearchReports  ImportReport  Workflows Help&Support @ Karen (Giobal) »

Profile

First Name Karen (Global) I
Last Name GLOBAL 4]
Password ]
Confirm Password N
[ Delegation DF Magr, Karen (DF Mgr) (karen-DF-Mgr@spendlogic.com) V]
Start
Active through
Submit

STEP 4

Start Date: Enter the date the delegation should commence.

SpendlLegic’ Dashboard  New ~  SearchReports  ImportReport  Workflows Help& Support € Karen (Global) ~
Profile
First Name Karen (Global) [
Last Name GLOBAL N]
Password I

Confirm Password In

Delegation DF Mgr, Karen (DF Mgr) (karen-DF-Mgr@spendlogic.com) v

E )

Active through
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STEP 5

Active Through: Enter the date the delegation should end.

Spend LGgiC‘ Dashboard New ~ Search Reports Import Report Workflows Help & Support © Karen (Global) =

Profile

First Name Karen (Global) 2
Last Name GLOBAL .
Password

Confirm Password

Delegation DF Mgr, Karen (DF Mgr) (karen-DF-Mgr@spendlogic.com) v
Start ‘ 06/18/2024
[Aclme through ]

STEP 6

Click on Submit to affect the delegation.

Spend L@gic Dashboard New - Search Reports Import Report Workflows Help & Support © Karen (Global) =
Profile
First Name Karen (Global) L
Last Name GLOBAL I
Password In
Confirm Password K
Delegation DF Mgr, Karen (DF Mgr) (karen-DF-Mgr@spendlogic.com) v
Start 06/18/2024
Active through 06/25/2024

—E3
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# WHAT WILL THE USER SEE? 1Step

When the User has completed a Documentation Folder, they will Submit for review as
normal.

STEP 7

If a Delegation is active, the User will see both the Delegator's Name and the
Delegatee's Name in the drop down.

Submit for review and approval
View signature routing rules

Review Rouling: Proceed with Review Routing v

Final Review:

Choose One v

Not started
Choose One

2nd Compliance Login, DF Compl 2
GM, Dev (Compliance)
Mathern, Demo (Compliance)

| Stein, Karen (Compliance) (delegated to DF Mgr, Karen (DF Mar))

# VIEW DETAILS 2 Steps

Anyone, including the User, who can view a Documentation Folder can see whether the
review has been delegated.

STEP 8

Click on View Details

SpendlLegic Dashboard  MNew -  SeachReports  ImportReport  Workflows Help&Support  © Karen (User2) =

Card 1858.01 Admin Test Supplier
{Not Complete)

[ This tab is in the review and signature approval process. @4_

Did this order originate outside SpendLogic?
g o Required

2o Pre-Award

Is this a Blanket Purchase Order?
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STEP 9

View Details will show to whom the review is assigned as well as to whom it
is delegated.

Submit for review and approval
View signature routing rules

HEWEw Rowing: Proceed with Review Routing v

Final Review: Stein, Karen (Compliance)

In Process

[ Delegated to DF Mgr, Karen (DE Mg.ry]

# DELEGATOR WORKFLOW 3 Steps

The reviewer will have the review request appear in their workflow since the review request
is to the reviewer yet is delegated to another review.
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STEP 10
Click on Workflows

Dashboard N Searc s ort Rep: S e ort © Karen (Compliance) v

Workflows
[ Assigned to me; Incomplete ]
PO#
Supplier Part# Services Requestor Workflow Type Date Requested Request Age (Days) Actions. v

Requested by me; Incomplete

PO
Supplier Parte Services. Assigned To Workflow Type Date Requested Request Age (Days) Actions ¥
No data available in table
Requested by me; Completed, requires my action
POz
Supplier Part# Services Assigned To Workflaw Type Date Requested Date Completed RequestAge (Days)  ©  Actions
No data available in table
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STEP 11
WORKFLOW | DELEGATEE

The person to whom a review has been delegated will see a requested review in a new
"Delegated to me; Incomplete" section in their Workflows.

SpendLegic’ Dashboard ~ New -~  SearchReports  Import Report  Workflows Help & Support © Karen (DF Mgr)
Workflows
['¢ Delegated 10 me, Incomplete ) |
Po#
Supplier Pans Services Requestor ‘Workflow Type Date Requested Request Age (Days) Actions h
Card 1858.01 GLOBAL i June 18, 2024 1 n
Admin Test Supplier
Card 1693-5700k DF User 2, Karen (User 2) Documentatien Folder October 27, 2023 235
Admin
Assigned to me; Incomplete
PoO2
Supplier Pan# Services Requestor Workflow Type Date Requested Request Age (Days) Actions A
Card 2001 (Manager R.. USER, Karen (User) Documentation Folder May 06, 2024 43
Admin Test Supplier
Card 1779 Testing USER, Karen (User) Documentation Folder January 20,2024 151
Test Supplier
Requested by me; Incomplete
PO#
Supplier Part# Services Assigned To Workflow Type Date Requested Request Age (Days) Actions

STEP 12

The review will be performed as normal and routing back to the buyer OR
onward to the next reviewer will occur. Refer to How to Review a Documen-
tation Folder (SpendFile) under Help & Support.
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https://spendlogic.zendesk.com/hc/en-us/articles/20541618539159-How-to-Review-a-Documentation-Folder-SpendFile
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