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DSSI APPROVALS

INTERNET EXPLORER COMPATIBILITY SETTINGS

If you’re unable to view your DSSI Approvals in Internet Explorer, you may need to adjust your Compatibility

View Settings or use Google Chrome instead.

REMOVE DSSI FROM IE COMPATIBILITY MODE

* Click the “gear” icon in the upper-right corner of

Internet Explorer.

» Scroll down and select Compatibility View Settings.
* In the “Websites You’'ve Added to Compatibility View”
field, select any sites with “directs.com” and then

click Remove.
e Close the pop-up window.

* Your screen should automatically refresh and display
the correct user interface and Approve/Deny buttons.

Print

File
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Safety
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Go to pinned sites

Compatibility View scttings

Report website probems

Internet opticns

Abvullntenet Explures

p———————_____ x|

[ ok Change Competiviity View Setings
A

Add this website:

Websiles you've added W Conpalibiily View:

drects.com

If that did not help, try deleting your Browsing History by following the

instructions below.

DELETE YOUR BROWSING HISTORY

+ Click the “gear” icon in the upper-right
corner of Internet Explorer.

» Scroll down and select Internet Options.

» Under the Browsing History section, select
the Delete button.

* Ensure the History checkbox is selected.

» Click the Delete button and then OK.

If that still didn’t help, please contact your IT department to troubleshoot the

V| Display intranet sites in Compatibility View
Use Microzoft compatibiity Ists
Learn more by reading the Internet Explorer privacy statement

General |Security I Privacy | Content [ Connections | Programs

Advanced

Home page

(? To create home page tabs, type each address on its own line.

http://intranet/

Py

[ Use current ][ Use default ] Use n|

Startup
Start with tabs from the last session

(@) Start with home page

Tabs

[

Change how webpages are displayed in tabs.

Browsing history -

Delete temporary files, history, cookies, saved passwords, an|
form information.

[7] Delete browsing history on exit

oo (s
)

Appearance -

Fonts

[ Colors ][ Languages H

[ o J[ o ]

[V| Preserve Favorites website data

Keep cookies and temporary Internet files that enable your favorite
websites to retain preferences and display faster.

[V] Temporary Internet files and website files
Copies of webpages, images, and media that are saved for faster
viewing.

[¥] Cookies and website data
Files or databases stored on your computer by websites to save
preferences or improve website performance.

@ History
List of websites you have visited.

[V Download History
List of files you have downloaded.

"] Form data
Saved information that you have typed into forms.

| passwords
Saved passwords that are automatically filled in when you sign in
to a website you've previously visited.

["] Tracking Protection, ActiveX Filtering and Do Not Track
A list of websites excluded from filtering, data used by Tracking
Protection to detect where sites might automatically be sharing details
about your visit, and exceptions to Do Not Track requests.

About deleting browsing history Delete ] [ Cancel ]

issue and in the meantime, use Google Chrome.
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DSSI APPROVALS —

PURCHASE ORDER (PO) APPROVALS SUPELY

Approval processes are set up to provide visibility and agreement from Approvers before sending orders for
fulfillment. To review and take action on POs pending your approval, choose the Purchase Orders widget on the
main screen of DSSI and follow the prompts from there. Find orders faster by using the filter box to narrow your
results by location or Supplier.

REVIEW AND EDIT PURCHASE ORDERS

Prior to approving an order, review the products and their quantities and GL code assignments. To edit a GL or
Quantity for a product, click the corresponding Edit link and follow the prompts on the page.

Edit Line

Description

Line Items

SR s kebSicc On-Off Rocker Switch

G/L 9005 Product # 335540 Edit
Quantity: 1 - EA — G/L
$1.81($1.81 EA)

9005 Maintenance - Supplies v
Decorator Rocker Switch 20 Amp
G/L 9005 Product # 918895 Edit QY
Quantity: 1 - EA — 1
$20.92 ($20.92 EA)

CANCEL REMOVE LINE .\

APPROVE OR DENY PURCHASE ORDERS

» Click Approve to automatically route the PO either to another Approver or to the vendor for fulfillment.
* Choose Deny to send it back to the user with notes.
* Note: If you add Notes to a PO, they will stay with the order; they will NOT be seen by the Supplier.

QUICK TIPS

» Contact your Help Desk if you feel any GLs are missing or need overrides.

* The More button is for users with extra approval rights. Follow any instructions that appear.

» Pay attention to any product indicators. (e.g., Off Order Guide)

* The PO and its status (with an Approver or with a vendor) can always be found on the Order History page.
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DSSI APPROVALS —

COMBINE PURCHASE ORDERS TO APPROVE SIIPI:IS.¥

When there are SUPPLIES orders for the same location, going to the same vendor, with you as the final Approver,
you will see those orders called out in a gray box with a blue View Combined button.

Similarly, when there are FOOD orders for the same location, going to the same vendor, with the same scheduled
delivery day, with you as the final Approver, you will also see those orders called out in a gray box with a blue View
Combined button.

You can approve them all as a combined order, while still retaining the individual POs and PO #s for users in Order
History.

Dssl. Orders
Approvals

Orders Invoices More
Q Filter By Location Or Supplier Clear Filter

6767 - DSSI Test Site

View Combined

Direct Supply

Direct Supply
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DSSI APPROVALS —

INVOICE APPROVALS SUPPLY

To review and take action on invoices pending your approval, choose the Invoices widget on the main screen of
DSSI and follow the prompts from there.

Many organizations allow users and Approvers to edit the GL codes of some products with pre-determined
overrides. Prior to approving an invoice, ensure the products are coded correctly so payment can be allocated
accordingly.

REVIEW AND EDIT INVOICES

Here’s how to do that once you're on the Invoice Approval page:

Scroll down to the Line Items section of the invoice.
Review each product and the corresponding GL.
Edit a GL by clicking the corresponding Edit link.
On the next page, select the proper GL and Save.

PoODN=

Line items

Pleated Air Filter,16x24x2, MERV 8
G/L 660100-5035 Product # 6B952

Quantity: 12 - EA Edit
$96.60 ($8.05 EA)
SPECIAL
Edit Line
G/L
660100-5035 Repairs & Maint-Maint v

APPROVE OR HOLD INVOICES

° Select Approve to automatically route the invoice either to another Approver or to be paid.
) Click Hold (if available) and include any required information to place the invoice on hold temporarily.
° If you add Notes to an invoice, they will stay with the invoice; they will NOT be seen by the Supplier.

QUICK TIPS

Find orders faster by using the filter box to narrow your results by location or Supplier.

Please contact your Help Desk if you feel any GLs are missing or need overrides.

The More button is for users with extra approval rights. Follow any instructions that appear.

Pay attention to any product indicators like the Special one shown above.

If you add Notes to an invoice, they will stay with the invoice; they will NOT be seen by the Supplier.
The invoice and its status can always be found on the Order History page, however it will take a few
minutes for any edited GL codes to “stick” and appear.
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DSSI APPROVALS —

PROXY APPROVALS SUPI:!'¥

Some organizations have set-up certain users to be Proxy Approvers. This can be helpful in situations where the
usual approver is unavailable and quick action is required.

If you are a Proxy Approver, this means that you have the ability to approve POs and/or invoices on someone
else’s behalf — someone at your location(s) who is at your level or below within your organization’s approval
hierarchy. When you approve something on someone’s behalf, it sends the PO or invoice to the next step within
the approval path.

APPROVE ON SOMEONE ELSE’S BEHALF

1. Choose either approval widget.

All Suppliers v Q

Shop by Supplier

SRy

Purchase Orders awaiting your
approval

O Invoices awaiting your approval

2. Select the More button and then pick either Proxy Orders or Proxy Invoices.

Orders Invoices More

Future Orders
Future Invoices
All Orders

All Invoices

Proxy Orders

Proxy Invoices

3. Scroll to find the PO or invoice pending approval that you need to take action on; or use the filter box to
limit the results that appear.

DsSI.

Approvals

Proxy Orders Proxy Invoices More

Filter by location or supplier

Proxy Orders

5678 - 5678 Green Acres

HD Supply
3 8/4/2020 11:32 AM
® $447.91

6767 - DMO DSSI Test site

SYSCO- Jackson
3 8/18/2020 11:09 AM
® $145.31
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DSSI APPROVALS —

MOBILE APPROVALS

On the go? Away from your computer? Approve orders and invoices anytime from your Android or Apple device.

LOGIN FROM YOUR MOBILE DEVICE

Step 1: Login
* Go to www.directs.com/DSSI.
« Enter your DSSI credentials. " %’
+ Select Remember Me. (optional) - i
e Click Sign In. eskApprover > o )
g . crerTene DSSI Application Suite
Step 2: Select Approvals ~ A— v
Choose the Approvals “widget” on the DSSI T——
Appllcatlon SUIte page v Remember Me @ Dlace ST
Forgot Your Password?
TAKE ACTION ON ORDERS AND INVOICES |
Approvals
Step 3: Select Orders or Invoices SIGNIN quee
Choose the Orders button or the Invoices button. o
Filter by Location or Supplier to narrow your —e Monage
results. -
DSSI Desktop
Step 4: Review and Edit D e T

* Review: Scroll down to see the Line ltems,
product-level indicators (if applicable), GL
Summary, and Notes fields.

» Edit: Edit GLs and/or Quantities on orders
or GLs on invoices.

DssSI. Orders (]

Approvals

Orders Invoices

Step 5: Take Action

« Orders: Filter by location or supplier
o Combine orders for approval when they DSSI
H H < ®  Purchase Orde... =) (0]
are for the same location, going to the 6767 - DMO DSS o

same Supplier, and you are the last step of
the approval process.

REQUESTOR Test User

) Direct Supply LOCATION 6767 - DSSI Test Site

o Approve or Deny and enter notes (if £ 3/29/2021 11°9) -

required). ® $672.99 o
. suppLiER  Sysco - Central California

o Budget Control users will be prompted to s S
acknowledge when any budgets are being '
exceeded by the order. Line Items

° |nVOIC€S BACON SLAB G/L Summary

o Approve or put on Hold and enter notes (if /1S40 101061 e bt SO

reqUired)' sm, xc).‘; ( 3

Note: The Approvals page has a More button for ICE CREAM BIRTHDY  Notes

users with extra approval rights. Follow any S coanl <
instructions that appear. 52538 s25 38

Approval Timeline

Pending Approval
Test User
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DSSI APPROVALS DsslI capture

DSSI CAPTURE APPROVALS (INVOICES) Bills

Click Invoices Awaiting Your Approval on the DSSI home page. Then, select any DSSI Capture-denoted
invoice. On the Invoice Detail page, select the View Original Invoice (PDF) link to open the original invoice
image in a new window. Confirm that everything was manually keyed in correctly. If necessary, click any Edit link
to edit a Line ltem.

APPROVE THE INVOICE

If you are confident that the invoice details match the information from the invoice image, select Approve to
automatically route the invoice either to another Approver or to be paid. You will receive an Invoice Approved
message and the invoice will disappear from your approval queue.

PLACE THE INVOICE ON HOLD

If you are not ready to approve the invoice, you can place it on a temporary hold (if available). Click Hold, select a
Reason for the hold, enter a Note, and click Hold again. You will receive an Invoice Held message and the
invoice will remain in your approval queue with an On Hold indicator.

Reason: Product failed in use -

Product failed in use

Product is being returned to vendor
LD NOTE REQUIRED Products were damaged in shipping
Placing a hold on this invoice requires a h{ short shipment
Wrong product was shipped from vendor
thiLQther

%

Invoice Held
Invoice STEVE-0696 was placed on hold.

Reason: P
Note: Test| CAPTR - Capture Test Facility

Ace Hardware

ON HOLD

REJECT THE INVOICE

If you must reject the invoice due to a duplicate invoice or a mismatch in information that’s not editable, click the
Reject button, choose a Reason, and provide a detailed explanation so the user understands why you rejected it.
The invoice will then disappear from your approval queue and the user will receive an email that the invoice was
rejected and it will include the reason and your note.

QUICK TIPS
+ If an Invoice # was not listed on the invoice, a standard format would be used. (e.g., DSSI facility code and
date)
+ If the Total doesn’t match the invoice image, decide if it's a split expense. (e.g., landscaping, pest control,
etc.)

+ Depending on your setup, invoices might be entered as a lump sum, broken out, or a combination of both.
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DSSI APPROVALS DsslI capture

DSSI CAPTURE APPROVALS (EDITING) Bills

Once you’re on the Invoice Detail page for a DSSI Capture invoice and need to edit a field, follow these
instructions.

EDIT GL CODES AND/OR QUANTITIES

» Scroll down to the Line Items section of the invoice.

* Review each product and the corresponding GL and Quantity.

« Edit a GL and/or Quantity by clicking the corresponding Edit link.

* On the next page, select the proper GL or Quantity and choose Save.

CCK772

DMOAD0000000979

CAPTR - Capture Test Facllity
2125/2019

DMOATR2 - CASAMBA, INC,
Attn: Veronica Agoura CA, 91301

5210 Lewis Rd #10 Agoura CA, 91301

$358.57
G/L Level Invoice
G 6110-5400 Product wSPECIAL
Quantity- 1 - EA
$358.57 ($358.57 EA)
EDIT OTHER FIELDS

Depending on your setup, you may have the ability to edit Header Items and/or Custom Fields. Edit any other
fields necessary before approving the invoice.

QUICK TIPS

+ If you feel any GL codes are missing, please contact your Help Desk.
+ If you don’t have the authorization to see GL overrides, please contact your Help Desk.
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DSSI APPROVALS DssI capture

DSSI CAPTURE APPROVALS (REQUISITIONS) Reqs

If a requisition goes through an approval process, it will look just the same as any other PO to the Approver.

To approve, the Approver would do the following:
* Log in to DSSI and access PO Approvals as usual.

* Find, review, and approve the requisition (PO) as usual.

4 DssI. Purchase Order Detail
Approvals

Facility-5678 Approver

5678 - PJ's DSSI site
3/6/2018 10:25 AM CST
SUPPLIER BUTTER KRUST BAKERY
$63.90

Line ltems

Large Sheet Cake for Resident's 100th Birthday Celebration

G/L Summary

oo ) Food Events
® $63.90 * Trend =

Approval Timeline

Pending Approval
Alex Barr
Corp Admin
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