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WayneBuy Approval Queue Maintenance Request Form (10-2023)
This form is to be completed by a Business Affairs Officer, Dean, Director or Chair of the Business Unit.  Queues must be compliant with University Policy 15-1 – Financial Document and Transaction Approvals.  Please submit one form per queue request. 
All fields are mandatory unless stated otherwise.  Upon completion, the form should be submitted to C&IT as a Cherwell Ticket. Click on the Selection box for Finance, Human Resources, and Procurement forms, and then select Procurement.  Cherwell Tickets should be sent as a “General Inquiry”.
	Requestor’s Name & Title
	Access ID

	
	

	School/College/Division
	Department/Campus Phone

	
	

	E-mail Address (if not same as Access ID) 


	


Important Information

For existing approval queues, you may either complete the second portion of this form beginning on Page 4, or may run COGNOS Report PO Approval Queues found in Finance / Standard Certified Reports, and use red font to add or strike out names.  The COGNOS Report can be run by Queue ID, ORG, or User, and should be saved to Excel in order to send to C&IT as a second attachment with this form.  Please indicate below whether the Approval Queue request is being made by completion of this form, or by providing an excel spreadsheet.:

	
	Please see the attached Excel Spreadsheet showing all changes desired to existing Approval Queues



	
	Below is the information to either establish a new Approval Queue (pages 2-3) or to modify an existing Approval Queue (pages 4 – 6).  Page 7 can be used for both new and existing queues.


When using the form to create or modify queues, please complete all of the applicable fields.  All fields are mandatory unless stated otherwise.  These fields will be instrumental in correctly establishing or revising the approval queue.  

The Strategic Management Systems department reserves the right to create and maintain the naming convention of all Approval Queue ID’s and Approval Queue Descriptions for the university community. When completing the queue request, please use the WSU issued Access ID in the Wayne State University ID field. Finally, each queue level must be in accordance with University Policy 2015-01, Financial Documents and Transaction Approvals.
Note: If you need additional lines to input Queue Level Information, Routing Information, or need to know the name of a particular Organization Code, please scroll to the bottom of this form or click on one of the following links:

1. Additional Lines for the Queue Level Information Section.

2. Additional Lines for the Routing Information Section.
NEW APPROVAL QUEUE REQUESTS ONLY
	                                                                                Queue Level Information

(Mandatory)

	Level   
(Dollar limits)          
	Full Name and Wayne State University ID
	Applies to:
	Reduced Approval Limit

Note:  Any adjustment will apply to all persons in a particular Level.

	
	
	REQ 
	DPR
	

	Level 1

Requisitioner

(Recommended $2,000 for Supply Requisitions)
	Name:    ___________________________________

WSU ID: ___________________________________ 

Name:    ___________________________________

WSU ID: ___________________________________

Note: This is only needed if a Requisitioner should have the ability to finalize Requisitions independent of BAO approval
	
	N/A
	Indicate an amount only if it should be different than the recommended amount shown in the first column.  Otherwise leave blank. 

REQs  $_______________

DPRs  $_______________

	Level 2 

Business Affairs Officer 

(Recommended $500,000 for supply REQs, Maximum $1,000,000 for supply REQs, $100,000 for DPRs.)
	Name:    ___________________________________

WSU ID: ___________________________________ 

Name:    ___________________________________

WSU ID: ___________________________________

Note: Please include at least ONE backup      

          person!


	
	
	Indicate an amount only if it should be different than the recommended amount shown in the first column.  Otherwise leave blank. 

REQs  $_______________

DPRs  $_______________

	Level 3 

Unit Head
(Maximum $1,000,000 for supply REQs, $250,000 for DPRs.)
	Name:    ___________________________________

WSU ID: ___________________________________ 

Name:    ___________________________________

WSU ID: ___________________________________

Note: Please include at least ONE backup      

          person!


	
	
	Indicate an amount only if it should be lower than the maximum amount shown in the first column.  Otherwise leave blank. 

REQs  $_______________

DPRs  $_______________

	Level 4

Dean or Department Head
(Maximum $3,000,000 for supply REQs, $1,000,000 for DPRs.)
	Name:    ___________________________________

WSU ID: ___________________________________

Name:    ___________________________________

WSU ID: ___________________________________

Note: Please include at least ONE backup

person!


	
	
	Indicate an amount only if it should be lower than the maximum amount shown in the first column.  Otherwise leave blank.

REQs  $_______________

DPRs  $_______________

	Level 5 

Divisional Vice President

(More than $3,000,000 for supply REQs, $1,000,000 for DPRs.)
	Name:    ___________________________________

WSU ID: ___________________________________ 

Name:    ___________________________________

WSU ID: ___________________________________

Note: Please include at least ONE backup      

          person!


	
	
	Indicate an amount only if it should be different than the amount shown in the first column.  Otherwise leave blank. 

REQs  $_______________

DPRs  $_______________


Click for Additional Lines for the Queue Level Information Section.
	Approval Queue Routing Information

(Mandatory for New Queues)

	Accounting Information (ORG=ORGANIZATION)

	 Org
	Org Code: ____________________________

Org Code: ____________________________

Org Code: ____________________________

Org Code: ____________________________

Org Code: ____________________________

Org Code: ____________________________


	Mandatory—Please list all of the Organization Codes that will be routing to this queue. One or more Organization Codes may be used for the same approval queue.  

Please use the High Level Organizational Code for the respective unit.


Click for Additional Lines for the Routing Information Section.
EXISTING APPROVAL QUEUE FOR UPDATE REQUESTS ONLY (10-2023)
Important Information

Please complete the Queue ID and/or the Queue Description in the Approval Queue Header Information fields. If you do not know this information, enter the name of your department in the Description field. These fields will be instrumental in correctly identifying and updating your approval queue.  Also, only complete the fields that changes/corrections are to be made to.

	Approval Queue Header Information

(Optional)

	Queue ID (Up to 4 Characters)
	Approval Queue Description (Up to 35 Characters)

	
	


	                                                                                Queue Level Information

(Mandatory)

	Level   
(Dollar limits)          
	Full Name and Wayne State University ID
	Applies to:
	Reduced Approval Limit

Note:  Any adjustment will apply to all persons in a particular Level.

	
	
	REQ 
	DPR
	

	Level 1

Requisitioner

(Recommended $2,000 for Supply Requisitions)
	Name:    ___________________________________

WSU ID: ___________________________________ 

Name:    ___________________________________

WSU ID: ___________________________________

Note: This is only needed if a Requisitioner should have the ability to finalize Requisitions independent of BAO approval
	
	N/A
	Indicate an amount only if it should be different than the recommended amount shown in the first column.  Otherwise leave blank. 

REQs  $_______________

DPRs  $_______________

	Level 2 

Business Affairs Officer 

(Recommended $500,000 for supply REQs, Maximum $1,000,000 for supply REQs, $100,000 for DPRs.)
	Name:    ___________________________________

WSU ID: ___________________________________ 

Name:    ___________________________________

WSU ID: ___________________________________

Note: Please include at least ONE backup      

          person!


	
	
	Indicate an amount only if it should be different than the recommended amount shown in the first column.  Otherwise leave blank. 

REQs  $_______________

DPRs  $_______________

	Level 3 

Unit Head
(Maximum $1,000,000 for supply REQs, $250,000 for DPRs.)
	Name:    ___________________________________

WSU ID: ___________________________________ 

Name:    ___________________________________

WSU ID: ___________________________________

Note: Please include at least ONE backup      

          person!


	
	
	Indicate an amount only if it should be lower than the maximum amount shown in the first column.  Otherwise leave blank. 

REQs  $_______________

DPRs  $_______________

	Level 4

Dean or Department Head
(Maximum $3,000,000 for supply REQs, $1,000,000 for DPRs.)
	Name:    ___________________________________

WSU ID: ___________________________________

Name:    ___________________________________

WSU ID: ___________________________________

Note: Please include at least ONE backup

person!


	
	
	Indicate an amount only if it should be lower than the maximum amount shown in the first column.  Otherwise leave blank.

REQs  $_______________

DPRs  $_______________

	Level 5 

Divisional Vice President

(More than $3,000,000 for supply REQs, $1,000,000 for DPRs.)
	Name:    ___________________________________

WSU ID: ___________________________________ 

Name:    ___________________________________

WSU ID: ___________________________________

Note: Please include at least ONE backup      

          person!


	
	
	Indicate an amount only if it should be different than the amount shown in the first column.  Otherwise leave blank. 

REQs  $_______________

DPRs  $_______________


Click for Additional Lines for the Queue Level Information Section.
	Approval Queue Routing Information

(Mandatory)

	                           Accounting Information (ORG=ORGANIZATION)

	 Org
	Org Code: ____________________________

Org Code: ____________________________

Org Code: ____________________________

Org Code: ____________________________

Org Code: ____________________________

Org Code: ____________________________


	Optional for Updating Purposes ONLY—Please add or delete all of the Organization Codes that will or will no longer be routing to this queue. One or more Organization Codes may be added or deleted form the same approval queue.


Click for Additional Lines for the Routing Information Section.
ADDITIONAL INFORMATION 
Please include as much additional information as possible concerning the approval queue.  This will assist in determining the proper setup and corresponding queue routing.

	ADDITIONAL APPROVAL QUEUE INFORMATION

(COMMENTS - OPTIONAL)

	


Department Supervisor or Manager Authorization

NOTE:  The e-mail message requesting Banner System access must be sent from the e-mail account of the manager/supervisor whose name is entered below.

	Authorizer’s Full Name & Title
	WSU Access ID E-MAIL ADDRESS

	
	


You will receive an e-mail verification once your approval queue has been established.  There is a 3-5 business day turnaround time for correctly submitted requests.  If you have any questions, please contact Liv Coles via e-mail at liv@wayne.edu. 



Additional Approvers for the Queue Level Section

Queue Level:





Queue Level:





Name:
   





Name:     





WSU ID:  





WSU ID:  




 

Queue Level:





Queue Level:





Name:
   





Name:     





WSU ID:  





WSU ID:  




 

Queue Level:





Queue Level:





Name:
   





Name:     





WSU ID:  





WSU ID:  




 

Queue Level:





Queue Level:





Name:
   





Name:     





WSU ID:  





WSU ID:  




 

Queue Level:





Queue Level:





Name:
   





Name:     





WSU ID:  





WSU ID:  




 

Queue Level:





Queue Level:





Name:
   





Name:     





WSU ID:  





WSU ID:  




 

Queue Level:





Queue Level:





Name:
   





Name:     





WSU ID:  





WSU ID:  




 

Additional Organizational Codes for Routing Section

Org Code: ____________________________

          Org Code: ____________________________

Org Code: ____________________________

          Org Code: ____________________________

Org Code: ____________________________

          Org Code: ____________________________

Org Code: ____________________________

          Org Code: ____________________________

Org Code: ____________________________

          Org Code: ____________________________

Org Code: ____________________________

          Org Code: ____________________________

Org Code: ____________________________

          Org Code: ____________________________

Org Code: ____________________________

          Org Code: ____________________________

Org Code: ____________________________

          Org Code: ____________________________

Org Code: ____________________________

          Org Code: ____________________________

Org Code: ____________________________

          Org Code: ____________________________

Org Code: ____________________________

          Org Code: ____________________________
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