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Today’s Agenda 
 

Introduction to PeopleSoft Workflow 
• What is Workflow? 
 
Components of a Workflow Process 
• How does Workflow work? 
 

Approval Processing via Workflow 
• How are things approved through Workflow? 
 
Preparing for ctcLink 
• What can you start doing now to get ready for Workflow? 
 
  



Introduction to PeopleSoft Workflow 
Workflow is a generic term for any kind of structured 
process.  In the context of PeopleSoft, Workflow is a 
routing and notification tool primarily used as a means to 
structure and automate approval-related processes. 
 
PeopleSoft calls the technology behind these processes 
the Approval Workflow Engine (AWE).  AWE-driven 
processes can be found in various areas of Finance, but 
today we will be specifically looking at those for 
Requisitions, Purchase Orders, and Vouchers. 
 
AWE-driven approval processes are also used in the HCM 
pillar, but Campus Solutions does not use AWE. 



Introduction to PeopleSoft Workflow 
Workflow is its own piece in a business process flow.  The 
Workflow starts when a document or transaction is 
submitted for approval.  This is usually done by clicking a 
button, but sometimes submittals can be automated. 
 
 
 
 

When an item is submitted for approval, it gets a Pending 
status that it keeps throughout the Workflow process.  
Once an item completes a Workflow process, it gets an 
Approved status and continues to the next piece of the 
business process. 
 

 

Requisition 
Initiated 
Status = Open 

Requisition 
Submitted 

Status = Open 

Requisition 
Approved 
Status = Pending 

Requisition 
Finalized 

Status = Approved 

Presenter
Presentation Notes
Open item can be modified freely.  Pending items are generally locked from changes unless a user has special permissions.  Approved items are also locked but can be modified through a change order.



Components of a Workflow Process 
For each item or process needing approval (e.g. 
Requisitions, Purchase Orders, or Vouchers), you’ll have 
one Workflow Process that will drive how that item is 
approved.  

Requisition Workflow Process 

Purchase Order Workflow Process 

Voucher Workflow Process 

Requisition 
#1 

Purchase 
Order #1 

Voucher #1 

Purchase 
Order #2 

Submitted Documents 

Presenter
Presentation Notes
Workflow processes will be defined by college/district.  For example, Highline will have one workflow process for Requisitions, another for Purchase Orders, and a third for Vouchers.  Seattle District will also have one workflow process for Requisitions, another for Purchase Orders, and a third for Vouchers.  The Requisition workflow process for Highline can be different from Seattle’s Requisition workflow process.



Components of a Workflow Process 
Each AWE-driven Workflow Process is made up of several 
major components: 
 

Stages are the highest level of division within a Workflow 
Process.  Stages are processed sequentially, which makes them 
useful for organizing overall process functions. 

 

Paths are grouped under Stages and are processed in parallel.  
Paths can also be set with certain criteria so only select actions will 
be taken based on the item being processed. 

 

Steps are configured to follow a given Path and are processed 
sequentially, like Stages.  Steps are where the required approval 
actions are identified. 



Components of a Workflow Process 
Stages, Paths and Steps are configured to drive how a 
submitted item is routed through its Workflow Process. 
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Paths provide a second 
level or organization to 
an approval process. 

Path 1 

Path 2 

Step 1 Step 2 

Step 1 Step 2 

Criteria can 
be set to 

determine 
what Path 

or Paths are 
taken in a 
scenario. 

Steps identify one or people who need to be 
involved in the approval process.  They also 

identify how that person or group is involved. 

Stages are the main components of 
a Workflow Process and define the 
overall organization of approvals 
within that process. 
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Components of a Workflow Process 
Stages, Paths and Steps are configured to drive how a 
submitted item is routed through its Workflow Process. 

Stage 1 

The Path or Paths a document 
needs to take depend on 

configured criteria 

Path 1 

Path 2 

Step 1 Step 2 

Step 1 Step 2 

Paths are 
processed 
in parallel.  
All Paths 
within a 

given Stage 
are initiated 
when that 
Stage is 
initiated. 

Steps are processed sequentially, 
like Stages.  Step 2 only starts 
if/when Step 1 is completed. 

Stages are processed in sequential 
order (serial processing).  Stage 2 
can only start when Stage 1 has 
been completed. 



Components of a Workflow Process 
Example of how Stages, Paths and Steps can be 
organized to form a Workflow Process: 

Stage 1 Stage 2 Stage 3 Stage 4 

Path 1 

Step 1 

Path 1 

Step 1 

Path 1 

Step 1 

Path 1 

Step 1 

Path 2 

Step 1 

Path 2 

Step 1 Step 2 



Components of a Workflow Process 
Example of the order in which Stages, Paths and Steps 
occur in a configured Workflow Process: 

1 4 7 11 

2 

3 

5a 

6a 

8a 

9a 

12 

13 

5b 

6b 

8b 

9b 10b 

Document is “Approved” after 
the last step is completed 



Approval Processing via Workflow 
Processing Criteria can be set in several places, but it is 
primarily employed at the Path level.  Criteria is used to 
direct Workflow items to specific approval actions.   

Stage X 

Path 1 
Requisition 

amount is $5,000 
or less 

Path 2 
Requisition 

amount is greater 
than $5,000 

Step 1 

Step 1 

Stage X 

Path 1 
Requisition is for 

IT Hardware 

Path 2 
Requisition is for 

IT Software 
Step 1 

Step 1 

Criteria can be configured to make Paths mutually 
exclusive so only one is taken by a routed document. 

Criteria can also be configured so multiple Paths are taken 
by a single routed document if multiple criteria are met. 



Approval Processing via Workflow 
Approval actions occur only in Steps.  Steps are configured 
so that they identify who needs to be involved in the 
Workflow process and defines what that involvement is.  
Those involved are identified individually or in a list, and the 
type of individual or list defines their involvement: 
 

Approvers and Approver Lists are assigned to process 
Steps.  Individuals identified as Approvers in a given Step must 
perform an approval action (e.g. approve, deny) before the next 
Step can be started. 

 

Reviewers and Reviewer Lists can also be assigned to 
process Steps.  Individuals identified as Reviewers are notified 
about the item being approved, but do not need to make any kind 
of approval action. 

 



Approval Processing via Workflow 
If a Step is configured with an Approver or Approval List, 
the person or group identified must make an approval 
action before the next Step can be initiated.   

Stage X 

Path 1 
Step 1 

Approver = user 
where ID is 

STEVE_ROGERS 

Step 2 
Approver List = 

users where ROLE 
is IT_APPROVER 

For this Step, Steve is notified that an item is 
awaiting his approval.  The process waits here 
until Steve makes an approval action. 

For this Step, all users who have the 
IT_APPROVER role are notified that an item is 

awaiting approval.  The process again waits 
until the required approval actions are made. 



Approval Processing via Workflow 
If a Step is configured with a Reviewer or Reviewer List, 
the person or group identified is only notified that the item 
is being routed for approval.  Reviewers do not need to 
make any kind of approval action.   

Stage X 

Path 1 
Step 1 

Reviewer = user 
where ID is 

BUCKY_BARNES 

Step 2 
Reviewer List = 

users where ROLE 
is IT_APPROVER 

For this Step, Bucky is notified that an item is 
being routed for approval.  The process 
continues immediately to the next Step. 

For this Step, all users who have the 
IT_APPROVER role are notified that an item is 
being routed for approval.  Again, the process 
immediately continues to the next Step/Stage. 



Preparing for ctcLink 
Workflow-related things you can do to get ready for ctcLink: 
 

• Map out and document your current approval 
processes 
 

• Discuss any changes you may want to make to your 
approval processes 
 

• Make a list of weird, exception-to-the-rule scenarios 
 

• Remember that not all approval processes in 
PeopleSoft are AWE-driven 



Thank you for your time! 
Please let us know if you have any questions or feedback! 

 

Finance SME Listserv: 
Ctclinksme_fin@lists.ctc.edu 

OR 

Any of the ctcLink Finance Team: 
Cindy Schaffer Sherry Stroud 
Finance Functional Lead Student Financials 

cschaffer@sbctc.edu  sstroud@sbctc.edu 

Shon Dicks-Schlesinger Emmett Folk 
Cash Management, General Ledger AP, Purchasing, Asset Management 

SDicks-Schlesinger@sbctc.edu   efolk@sbctc.edu  
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