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Kuali Financial System (KFS)

— E-docs are used to perform financial transactions.

— Up-to-date data: Transactions are batch processed and
posted nightly. Transactions can be reconciled immediately
instead of waiting for general ledgers.

— Web-based: Transactions can be initiated or approved
from anywhere.

— Built in workflow: Automatic routing to FO and Central.
Units can add in additional workflow if necessary.

— Document tracking: E-docs are saved in the system.
Users can log in to check progress and locate workflow
bottlenecks quickly and easily. Disapproved e-docs require
an explanation, which can be seen by all users.

— Built in business rule validation: Forms will be checked for
business rule violations as they are completed. Business
rules are not changing, it will just be an electronic process.
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Glossary of Terms

Kuali Financial System (KFS)

—Delivers a comprehensive suite of functionality to serve the
financial system needs of MSU. Modules include financial
transactions, general ledger, chart of accounts,
purchasing/accounts payable, budget, and capital assets.

Electronic Document (e-doc)
—Any document you create in KFS is considered an e-doc.

Fiscal Officer (FO)

—The individual who is responsible for the financial
transactions of a particular account. Most documents route to
the FO for approval. All accounts have a FO assigned to

them.
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Navigation/Tabs

Tabs

The financial system is tab-based. There are three tabs at the top of the main screen. Inside of e-docs
there are also tabs that can be expanded/collapsed for more detail.

Main Menu Tab
This is the main tab in the financial system. All financial transactions begin from this tab.
Maintenance Tab

—Search/lookups in e-docs are pulled from tables in the Maintenance Tab. Most of these records are
maintained centrally.

Administration Tab

—Most users will only use this tab to search for people in the system. E-docs in this tab are used by
central administration to make system changes.

Action List

—A list that displays e-docs routed to you for some action (approval, acknowledgment, FYI,
completion and saved e-docs). E-docs appear in your action list only when your action is requested,
and disappear after you have taken action on them. Users can set their personal display
preferences and filters for their action list.

Doc Search

—An option which allows you to search for documents. You may search by a combination of
document properties such as Document Type or Document ID, or more specialized properties in
Detailed Search. The format of search results is similar to the action list.
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System Navigation/Tabs

« The financial system is tab-based.
— Main Menu
— Maintenance
— Administration
» Action List and Doc Search buttons are at the top of each tab.

* The next slides will explain each of these in detail.

| Zuali

financial systemses

[ 1 action list | [ doc search |
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Main Menu Tab

« The Main Menu tab is the
starting place for most e-
docs (most standard
operations are performed
from this tab).

« The Main Menu is broken
into six sections:

— Transactions
— Administrative Transactions
— Lookup and Maintenance
— Year End Transactions
— Custom Document Search
— Balance Inquiries
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Main Menu: Transactions

_ Transactions

— The Transactions
area is where
you will start
most financial e-
docs.

— Transactions are
broken down into
two major areas:

— Financial
Transactions

— Purchasing/Acco
unts Payable

Financial Processing

* ® B ¥ B ¥ B ¥ ¥ 8§ ® ¥ @

Advance Deposit
Auxiliary Youcher
Budget Reallocation

Cach Receipt

Credit Card Receipt
Dishursement Youcher
Distribution of Income and Expense
General Error Carrection
Indirect Cost Adjustment
Internal Billing
Pre-Encurnbrance
Transfer of Funds

Intra Account Adjustrnent

Purchasing/Accounts Payable

Bulk Receiving

Contract Manager Assignment
Payrnent Request

Receiving

Requisition

Shop Catalogs

Yendor Credit Memo
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Main Menu: Administrative Transactions

° AdminiStratiVe Administrative Transactions
TransaCtlonS Capital Asset Builder
are brOken * Capital Asset Builder AP Transactions
down Into four » Capital Asset Builder GL Transactions
areas Capital Asset Management
— Capital Asset g T
BUiIder Financial Processing
— Capital Asset General Ledger Correction Process
Management ?ﬂnnir—rgill;ciugilsegursement
. F|nanC|a| Service Billing
Processing RRSERAI

— System e Electronic Fund Transfer
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Main Menu: Lookup and Maintenance

Lookup and Maintenance

[} LOOkup and Capital Asset Builder

* Pre-fsset Tagging

Maintenance iS Where Capital Asset Management
many searches begin. s A oo

o Asset Global {(Add)

&« Asset Location Global

* Lookup and ¥

{1
* Asset Retirement Global

Mainte_nanc.:e iS brOken Chart of Accounts
down into five areas: ¢ Ascount

Accoynt Global
* Account Deleqate

1 1 ¢ Account Delegate Global
- Capltal ASSGt BUIIder . i\ccou;tDeleuate Model
e Account Delegate Global From Model
H Fi ial Reparting Cod
— Capital Asset - OblectCode
s Ohj
s Or if:izca:n:'rgenmobal
Management Organization
= Organization Review
. PrograWInituative Code

— Chart of Accounts i

T
* Sy b-Acu:_,::-u it

— Financial Processing + SibGhiect Code Glaha

& Use of Funds

- VendOI' Fim.ml:ial Processing

ishursement \ her Travel Compan

Yendor

L] 'u'gndgr
* Vendor Contracts
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Main Menu: Year End Transactions

* Year End Transactions are only for year-end
financial processing.

| Year End Transactions

Financial Processing

e Year End Budget Adjustment

e Year End Distribution of Income and Expense
e Year End General Error Correction
e Year End Transfer of Funds
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Main Menu: Custom Document Searches

e Custom Document Searches
are more advanced searches.

Custom_Dncurr_l_ent Se_grqhes_ :

Financial Transactions

Capital Asset Management

« Custom Document Searches
are divided into three areas:

— Capital Asset Management
— Financial Processing

— Purchasing/Accounts
Payable

s Asset Maintenance

Financial Processing

e Disbursement Youchers

PurchasingfAccounts Payable

Electronic Invoice Rejects
Payrnent Requests
Purchase Orders
Receiving
Requisitions

Vendor Credit Memos
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Main Menu: Balance Inquiries

— Balance Inquiries are used to look up account
balances and transaction entries.

| Balance Inquiries

General Ledger

¢ Available Balances
* Balances by Consolidation
+ Cash Balances

s General Ledger Balance
* General Ledqer Entry

 General Ledger Pending Entry

e Open Encumbrances
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Administration Tab
« System/configuration

changes are made

under the
Administration Tab.

« Users will use this

Tab to look up
people in the
system.

 Users will also use
this tab to create
groups that support
workflow.
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Action List

« The action list is where you will locate saved documents and
e-docs waiting for you to approve, acknowledge, FYI or
complete.

Provide Feedback | Glossd

Administration

Maintenance

(] action list || ¥ doc search |

Action List preferences || refresh || filter]

NONE | apply defaul

Action List

10 items retrieved, displaying all itemns.

Id Type Title Status REAEt;‘::IEd Initiator Delegator Date Created RG—"::;EEI: Actions |Log

322001 El':‘ubcﬁ'_:':fm""‘ gliﬂﬂﬁiimf SS:E::: Special |SAVED COMPLETE %ﬁ“ éé}giﬁggm d
Handling Liscal

322032 gg;‘;';'m&:rw EEE:}E fééﬁlﬁ“ﬁé:?'gﬂ Cash |ENROUTE |APPROVE ;‘_;;_g—'%??”—" g;;;;:m d

322037 | Internal Billing g‘;:;;:'ssi"i"g - Room Setup  \enpouTE  |APPROVE ﬁﬂ" g;;gg;gm d

322033 Ez:ﬁi’ticn 3323:; :&é:iga.:-:?: SHEEII ENROUTE  |APPROVE t";ﬂ:—'* géﬁ?;”:ﬁm a

Animal
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Document Search

* Document Search is one of the ways to find
e-docs in the system.

| Zuali

financial systemss Main Menu Maintenance Administration
= Logout
[__] action list ][:'_E] docseard'l] Logged in User: hunteri —
Document Search detailed search superuser search || clear saved searches
|Sea rches il * required field

Document Type: ||

Initiator: | X

Document Id: |

Date Created From: H
Date Created To: l

Name this search (optional): |
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Document Overview

Ermde Feedback

 All financial e ——
transactions in the |- - |

Document Cyervicm
* Description —
...... ot
e
Secured Field:
Fimancial Documenst Dotail
IIIII Amoust:
[ Accounting Lines =
Accounting Lines 2
] From. gt e,
* Chart * Account Nember Sush- ACTouwnt et Sub-Object FProject Org Ret 14 * Amaoant Actions
v Y LY A
combpleteda in e- Y W —
Te
* Chart * Account Nember Suhy- Account Obj Rel M| o
nnnnnnnnnnnnn

d OCs. | ==
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E-Doc Header

« Every e-doc includes a document header in the upper right corner of the

document.

« Some e-docs will display additional fields.
 The Doc Nbr is unique to each e-doc.
« Status updates as the document moves through approvals.

Initiator: approver

Doc Nbr: 322190

Status: INITIATED

Created: 04:07 PM 06/10/2010

: expand all collapse all
* required field
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E-Doc Tabs

 All input information
In an e-doc is

generated from tabs.

 Each tab can be
expanded/collapsed
by clicking on the
show or hide button
on each tab.

Accounting Lines

" Capital Edit

b show

General Ledger Pending Entries F show

/ Motes and Attachments (0) b show
| Ad Hoc Recipients » show
Route Log F show
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E-Doc Document Elements

« Description is required on every e-doc and is limited to 40
characters. This is the default description that shows on reports.

« Explanation allows for a more detailed description (i.e., memo).
* Org. Doc. # is used at the unit level to add additional detail.

« Secured field is an encrypted field only viewable to the document
initiator and the FO.

* Description: |

Org. Doc. #:

Secured Field:

Financial Document Detail

Total Amount:

Explanation:
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E-Doc Document Elements (continued)

« Required fields on the e-doc are indicated with a (*).

« Drop down lists are indicated with a |zo010 +| ; click the
arrow to expand the list.

 Fields that allow search to return results are indicated
with a magnifying glass & ; click the icon to bring up
the search screen.

« Dates can be typed in (MM/DD/YYYY) or selected
using the calendar =] icon.
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Buttons

« The financial system uses buttons at the bottom of each e-doc
(buttons may vary depending on the e-doc, e-doc status and
user).

— Submit sends the e-doc through approvals.

— Save will save the e-doc in your action list for later.

— Close closes an e-doc that was opened to view.

— Cancel closes the e-doc without making changes.

— Copy creates a new e-doc identical to the e-doc that is open.

« To return to the Main Menu or to exit from an e-doc, use the
close or cancel action button instead of using the back button.

save close cancel
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Search: Wildcard

 Wildcard

— A * character that may be substituted for any
of a defined subset of all possible characters.
(ex: *business™ will search for the word
business anywhere in the field name,
*pusiness will only search for the word
business with information before it).
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Searches

» On all search/lookup screens, a wildcard search can be performed
by including a * before and/or after part of a name.

* For example, to find all account names that contain the word animal,
you would type *animal* in the Account Name text box.

ST =T P e
. ;

FLAAAL L. o T LR
{_ Chart Code: l— S e T
f.a: Account Number: Ii 3
fu? Account Name: |’anima|”
]} Organization Code: Ii = ’
g i Account Type Code: I j
::? Fund Group Code: Ii 2

Sub-Fund Group Code: S

= Fiscal Officer Principal Name: 3 ‘

[~ _\‘. /Jr '.._ll. I,_."I R

L
i Legacy Account Number:

.-"-'-

Closed?: |7 vyes F Mo F Both

e

hs
L

- b search clear cancel ‘/
{l--" -
\-\m#- "'_'\_M'n_ﬁ “J-\x_“r.'-. n"“*‘—“#"-).'xr-*-\lx
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Document Search

* Doc search is one way to find e-docs in the system.

« More detailed searches are initiated from custom
searches/lookups on the Main Menu tab or by clicking the
detailed search button.

| Zuali

financial systemse UETLR BT | Maintenance || Administration
= Logout
[_] action list ][-'_t]docseard‘l] Logged in User: hunteri oo
Document Seamh detailed search superuser search clear saved searches
|Sea rches il * required field
Decument Type: || S
Initiator: | S

Document Id: |
Date Created From: H
Date Created To: 1

Name this search (optional): |

search clear cancel
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Document Search: Type

 The Type field indicates the e-doc type code
(abbreviation for the document name).

 |f you do a search, the easiest way to return results is
to do a wildcard search using the label field (label =
document name).

——> Document Type: || %

Initiator: | L

Document Id: |

Date Created From: 3
Date Created To: l

Name this search {optional): |

search clear cancel
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Document Search: Initiator

* The Initiator field is used to search for the person who initiated
the e-doc.

 Initiator is represented by the MSU Net ID.
« Users may click the magnifying glass to search for an initiator.

Document Type: | %

——> Initiator: | L

Document Id: |

Date Created From: H
Date Created To: l

Name this search {optional): |

search clear cancel
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Document Search: Document ID

 The Document ID field searches for a specific
Document Number.

« Each e-doc in the system is assigned a
unique document number.

Document Type: | %

Initiator: | L

—> Document Id: |

Date Created From: 3
Date Created To: l

Name this search {optional): |

search clear cancel
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Document Search: Date Created From

» Users may also click on the calendar icon to
bring up a calendar and select a date.

Document Type: | %

Initiator: | L

Document Id: |

—> Date Created From: H
Date Created To: l

Name this search {optional): |

search clear cancel
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Document Search: Date Created To

« The Date Created To field searches for e-doc created through
a chosen date.

« Users may also click on the calendar icon to bring up a
calendar and select a date.

Document Type: | %

Initiator: | L

Document Id: |

Date Created From: H
——> Date Created To: ]

Name this search {optional): |

search clear cancel
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Document Search: Saved Searches

« Searches can be saved by completing the Name this Search
(optional) field.
« Naming the search saves the filters applied to the search.

« Named searches are retrieved by clicking the searches drop-
down box.

Document Type: | %

Initiator: | L

Document Id: |

Date Created From: H
Date Created To: l

Name this search {optional): | P2 E—

search clear cancel
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Document Search: Buttons

« Detailed search: Brings up a search screen with more filter
options.

« Superuser search: Used by system superusers.

« Clear saved searches: Deletes all saved searches.

| Zuali

financial systemsses LR BT | Maintenance || Administration

[ ] action list | [(F] doc search |

Document Search

Document Type: ||

Initiator: |

Document Id: |

Date Created From: H
Date Created To: 1

Name this search (optional): |

search clear cancel
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Document Search: Results

« Each column header is sortable by clicking on the column
name.

* To open the document, click on the document number.

« Search results can be exported (export options: CVS,
spreadsheet, XML).

Document l:lluti'ficatinn Tyma Title Status Initiator Date Created R;_}ﬁute
22186 Service Billing Service Billing - yada FINAL :A] ;TEEHA gg‘{lg":g‘w i
322181 Advance Deposit Advance Deposit - yada ENROUTE Officer, Fiscal gg"gg"sam _J:
322178 Advance Depasit éﬂ;’;p‘;ﬂ%’pf’ﬁ: - Example for training ENROUTE null, Iniator gg’: ‘Eg“’ﬁﬂw d
322174 Disrbution Ofincome | Disrbuion Of ncome And Spense - lewoure s sy 0/092010 | §
322168 Requisition Requisition - Office Chairs SAVED nuyll, Iniator gg‘:gg":gm _i
322146 Pre-Encumbrance Pre-Encumbrance - New Ink Jet Printer ENROUTE Officer, Fiscal gg"gfgalo _‘_1
322144 Pre-Encumbrance Pre-Encumbrance - Purchasing Equipment |ENROUTE Worgul, Laurie ggf?§I5310 _j‘
327143 gll-lsdrrli:_hxu;:nr;enf Income E;itrétélg;ughgfr;:i;n_m;asnd Expense - Cost ENROUTE Worgul = gg}géﬂ;;lﬂ i
322141 g:la:nizatiun Review .E':dr:acl‘i:!a;\?\'vci;fl:;liﬂe - Demonstration of SAVED admin. KFS ?g{gg.’:alo _J:

%WMWWWWQ;WWWWW
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Account Lookup

* Account Lookup is used to search for
account numbers and accounting line
elements.

* Since there are so many accounts and
accounting line elements in the system,
users should always filter using one or
more lookup fields.
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Account Lookup (continued)

« Searching without filters will significantly slow results being
returned.

« Use the magnifying glass to search for account elements
(table driven).

Account L'DOkIJp 1?] create new

* required field

hart Code:
Accoun t Number: -
Accoun t Name:
rganization Code: ]
Account Type Code: a9
Fund Group Code: 2
Sub-Fund Group Code: | %

Fiscal Dfficer Principal Name:

Legacy Account Number:
Closed?: |C ves|® no|T goth

search clear cancel
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Account Lookup: Account Number

* The Account Number field filters search
results by a specific account or part of an
account if you do a wildcard search (use *).




Q MICHIGAN STATE UNIVERSITY | Controller's Office

Account Lookup: Account Name

* The Account Name is used to locate an
account number by using all or part of the
account name (wildcard searches are useful
for these types of searches).

chart Code: || A
Account Number:

Account Name: I|
|
2 Account Name: ‘

e n
Fund Group Code: X

Sub-Fund Group Code: X

=Y
Fiscal Officer Principal Name:

Legacy Account Number:
Closed?: F Yes F No |? Both
h clear cancel

seanc
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Account Lookup: Organization Code

* Organization Code is the new version of the
Common Unit Code (CUC).

« Use the magnifying glass to search for an
organization code.

Chart Code: | 3

Account Number:

Account Name: |

| -
anization Code: !

I
¢ Organization Code: |
F = ~

Sub-Fund Group Code: %

q
Fiscal Officer Principal Name:
Legacy Account Number:
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Account Lookup: Fund Group Code

« The Fund Group Code identifies the type of fund
for the account (for example, General Fund).

« Use the magnifying glass to search for a fund
group code.

Chart Code: || %

Account Number:

Account Name: |

d Group Code: | 5 -
ub’| Fund Group Code: " [

0

Fiscal Officer Principal Name: ||

Legacy Account Number:
Closed?: || \-'.gg,lF Mo F Both
]

search
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Account Lookup: Sub-Fund Group Code

« The Sub-Fund Group Code is used to search for a range of account
numbers with more detail (i.e. General Fund is a fund code and
GEN Operations is a sub-fund code under General Fund).

» Use the magnifying glass to search for a sub-fund group code.

Chart Code: || S

Account Number:

Account Name: |

Organization Code: 3

t Type Code:

Fund Group Code: %
- I|— q,

Fiscal Sub-Fund GI'DI.I'] Code: ’7 Q [
Legacy Account Number: Ili
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Account Lookup:
Fiscal Officer Principal Name

« The Fiscal Officer Principal Name is the FO for an account.
« To enter a name, type the MSU Net ID of the FO.
« Use the magnifying glass to search for a FO principal name

by other attributes (i.e., last name).

Chart Code: || S
Account Number:

Account Name: |

Organization Code: 3

Fund Group Code: &%

Sub-Fund Group Code: !

|
o,
al Officer Principal Name:

|
Fiscal Officer Principal Name: |

R

searchh || clear | [ cancel
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Account Lookup: Legacy Account Number

* The Legacy Account Number is used for
certain MSU systems (such as SIS) that
cannot accept the KFS account number
format.
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Account Lookup: Closed

* Closed accounts are accounts that are no longer
active MSU accounts.

* The default value is “No.” Most users will not need
to perform searches on closed accounts.

Chart Code: ||

Q.

Account Number:

Account Name: |

Organization Code: 2

t Type Code:

Fund Group Code: &%

Sub-Fund Group Code: A

Ck
Fiscal Officer Principz! M2mo-

Legacy Accoyht

Closed?: I[lﬁ Yes[ﬁ- No|'-ﬁ Both

Closed?: '| T

Yes | No |

Both

search

clear

ancel
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Account Lookup: Results

1.Each column header is sortable by clicking
on the column name.

2.For more information about the account, click
on the account number link.

Sub- .
... Account| Fund Fiscal Account Account Account | Legacy
. Chart| Account Organization —— -~ —— | Fund = e a—— _—— SeEr—T
Actions = —— —————— Account Name Type |Group — — Officer Closed? Manager Create Expiration Account
Code Number 1 Code Code @ Code G_E;ml e Name Name Date Date Number
edit copyMS  |AA033626 ﬂ”;‘f“s;‘)ua OF liooseses Ma  |AF (A |Blanck, Sarah No  |Blanck, Sarah 04/01/2009 313626
: MEC SPARTAN Sherwood, i
edit copy M3 AADIIEEL BOOKSTORE 10078843 Ma AE A4 B i Mo Bl li 04/01/2009 313881
edit copy|MS |AAD33905 | SODEXHOUSA 10072844 A AF A4 Sherwood, |, Sherwood, | n4/01/2000 313906
Phylliis Phyliis
edit copy|MS | AA03I3917 |UCRP-K, LLC 10070595 NA, AF Al Ford, Bethany No Ford, Bethany |04/01/2009 313917
f UCRP MANAGEMENT .
Lo 10070595 Ford, Bethany Ford, Bethany |04/
adit Ha 5@ COMPANY A -1 (=1} Far Mo For ny |04/01/2009 314029
edit copy MS AA0 13 |MSU FOUNDATION 100705595 MNA AF A/ Ford, Bethany Mo Ford, Bethany | 04/01/2009 314113
edit copy|MS | AAQ3I4123 |STATE NEWS 10099797 A, AF Al Hunter, Lee Mo Hunter, Lee | 04/01/2009 314123
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Action List

 Action List is used to retrieve saved documents,

approve/disapprove, acknowledge, complete and FY|
documents sent to you.

* Note: Depending on how your preferences are set,
results may appear on more than one page.

| F‘ ual . Provide Feedback | Glossary
financial systemsas Main Me Maintenance  Administration
[ action list | (£ doc search | e
Action List ferences | | refresh || fi
Action List
One itern retrieved.
1d Iype Title Status Action Requested | [nitiator | Delegator Date Created Group Request Log
322168 |Requisition |Requisition - Office Chairs SAVED COMPLETE null, Iniator 08:52 AM 0&/08/2010 _j‘
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Action List Columns

Each column in the action list is sortable by
clicking on the column heading.

| F‘ ual l Provide Feedback | Glossary

FnanClal systemss Main Me Maintenance  Administration
[ ] action list | [ doc search | B o
Action List preferences | | refresh || Biter
Action List Sortable column
headings
One itern retrieved.
. Ivpe Title Status ﬂnlnn_nmunﬂﬂl Initiater = Delegator Date Created Group Request Log |

322168 |Requisition |Requisiion - Office Chairs SAVED COMPLETE null, Iniato 08:52 AM D&/08/2010 _j‘
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Action List: ID

* The ID column displays the document number for
each e-doc in the action list.

 The number is a link that, when clicked on, brings up
the e-doc.

ion List preferences || refresh || filber

NONE | _apply default

Acti
Id
displaying all items.
322001
Action Group "
Il Title Status Rniaechod Initiator Delegator Date Created Beaisst Actions Log

Disbursement Voucher -

3220 322032 IF*™ | Disbursement Voucher Special |SAVED COMPLETE %‘ ééjgl;?u“o g
Handling Tige) /21/201

ror General Error Correction -

2200 322037 ESEL?S Account used on Cash |[ENROUTE | APPROVE ﬁ:ﬂ' g;};;ﬂ,;'gm _1
322¢ - illing g"_tl::;:_':g”'i"g - Room Setut  ennAuTE | APPROVE i—um‘ g;j%;;’;m [s)
- o st oworre sermove LR 3

o o mocssom g s, vore ¥




Q MICHIGAN STATE UNIVERSITY | Controller's Office

Action List: Type

* The Type column displays the document
type.

ion List preferences || refresh || filver

NONE || apply default

Action List
Iyvpe
10 items reffieved,| .
Disbursement
Voucher :
Action Group =
Id Iwpf Status Rl i Initiator Delegator Date Created R e Actions Log
Disbursem| =Enera | Error cher - Officer 11:01 AM
2220040 ter | Correction cher Special |SAVED COMPLETE Frecal 05/21/2010 g
322032| Seneral Eq g g | Billi od on Cash |ENROUTE | APPROVE woraul, 01:11 PM I
eI o rrectiony tNTEMMA1 DilliNg RN e Laurie 05/23/2010
I om Setup SMITH 01:25 PM
322037} Internal B4 B,dget ENROUTE | APPROVE S 05/23/2010 g
1 Reallecation - Co-
Budgst Worgul, 01:45 PM
2220390 p e sllncatid Small ENROUTE  |APPROVE Laurie 05/23/2010 e
Cash Receipt cks Officer 11:25 AM
: NONE
322057] Cash Re 05 PROCESSED|FYI Fiscal 05/25/2010 4
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Action List: Title

 The Title column is a combination of
document type and description field.

Iﬂﬂ Lh‘t preferences || refresh || filver
NONE || apply default
Action List
Title
10 items retrieved, displaying EMS. Dizsbursement Youcher -
Disbursement Voucher Special i
Id Type title [H2ndling Initiator Delegator Date Created nﬁﬂﬁ‘:';t Actions Log
. Disbursement voul@eneral Error Correction - )

322001 Disbursement Disbursement Voul COFFECE ASEo LU u=ed an Cash Icer 11:01 AM g
=££222 Voucher - | 05/21/2010

Handling Receipt

General Error Corr —

General Error Internal Billing - Room Setup rgul 01:11 PM

322032 - Correct Account us :
=eex=L Correction = (?harg o ure 05/23,/2010 g.
322037 Internal Billing IC':::;;LB”“"B - M{Budget Reallocation - Co- M::"” g;;%gﬁzfgm g

L A —— Hosting a Conf with Small 2 :

Budget uaget RealocatclAnimal Norgul, 01:45 PM
322039 ¢ - alloeation ::IG:I'IIZ? a Conf witl Burie 05/23/2010 d
Cash Receipt - Checks

(Cash Receipt - Chy r Mficer 11:25 AM NONE +

322057 Cash Receipt Reci H Recieved 12/20/2009 - 05/25/2010 g-

W
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Action List: Status

« The Status column displays the status

— Saved, Initiated, Disapproved, Enroute, Approved, Final, Processed, Exception, or
— Canceled

— Most statues are defined exactly as expected, except Final/Processed. They are both
complete, but the difference is if the status is “Processed,” it is waiting on someone to
acknowledge the e-doc (the e-doc is not held up waiting on the acknowledgement to occur).

ion List preferences || refresh || filber

NONE | apply default

Action List
Status
10 itemns retrieved, displaying all items.
SAVED
Group i
Id Ivpe Title Stat] Initiator Delegator Date Created N Actions Log
. Disbursement Voucher - .
Disbursement . Officer 11:01 AM
322001 o e Disbursement Voucher Special |SAVED | ENROUTE M Focal 05/21/2010 g_
Handling —
General Error Correction -
General Error Worgyl, 01:11 PM
322032 | - rection gz;:;: Account used on Cash |ENROUYENROUTE l laurie 05/23/2010 _.1
. Internal Billing - Room Setup | SMITH 01:25 PM
322037 Internal Billing Charges ENROUT — ANN 05/23/2010 J
Budget Reallocation - Co- I
Budget ; Worgul 01:45 PM
222039 |p eallacation Hosting a Conf with Small ENROU Laurie 05/23/2010 g
Animal
Cash Receipt - Checks PROCESSED Officer 11:25 AM NONE |+ g-

322057 |Cash Receipt Recieved 12/20/2009 E Ficcal 05/25/2010
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Action List: Action Requested

* Action Requested:

— Approve
- FYI

— Acknowledge
— Complete
Iﬂﬂ Lh‘t preferences || refresh || filver
NONE || apply default
Action List ! I
Regquested
10 items retrieved, displaying all items.
COMPLETE
Activ Group "
Id Ivpe Title Status s L ator Date Created R e Actions Log
. Disbursement Voucher - .
32z001 |Disbursement | reement Voucher Special | SAVED compPLE | APPROWVE 11:01 AM g
Voucher 05/21/2010
Handling
General Error Correction -
General Error 01:11 PM
322032~ rection E:;?;t Account used on Cash ENROUTE |APPROVI APPROVE 05/23/2010 g
322037 Internal Billing  Lnternal Billing - Room Setup | yony re | approOVI 01:25 PM g
Charges APPROVE 05/23/2010
Budgst Budget Reallocabtion - Co- 01:45 BM
322039 Reallocation ::isrtrllglg a Conf with Small ENROUTE APPROVI 05/23/2010 g
Cash Receipt - Checks Yyl 11:25 AM MNONE
322057| Cash Receipt Recieved 12/20/2009 PROCESSED|EY 05/25/2010 _‘jl'.
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Action List: Action Requested (Cont'd)

« Approve requires the user to open and approve /
disapprove the e-doc. If the e-doc is disapproved, a
reason is required.

* FYI| e-docs require the user to take no action. FYlIs can
be removed from the Action List via a drop-down list.

» Acknowledge requires the user to open the e-doc to
view the document and select the acknowledge button
In order to remove it from the Action List.

 Complete requests allows another user to enter
iImportant information into the e-doc (i.e., accounting
line).
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Action List: Initiator

* |nitiator is a link that, when clicked, brings up
the initiator’s contact information in a new
window.

ion List preferences || refresh || filver
NONE || apply default
Action List
Initiator
10 items retrieved, displaying all itemns. }
Officer,
; Fizeal
Action Group =
Type Title Status mouested || 20N Date Created aa
Id Ivpe Title Status Rl Initii] ate Created R e Actions Log
f Disbursement Voucher - - riqul
Disbursement . Office IL‘:'_GH-: 1:01 AM
322008 o ber E;snbduhr:sment Voucher Special |SAVED COMPLETE Fiscal | Laurie 5/21/2010 g
General Error Correction - Il
General Error Worgud SMLITH 1:11 PM
322032~ rection Correct Account used on Cash |ENROUTE AFPROVE Laurie A-—LNN 5/23/2010 g
Receipt L
- Internal Billing - Room Setup SMITH 1:25 PM
322037 | Internal Billing Charges ENROUTE APPROVE ann | Worgul 5/23/2010 g
Budget Reallocabtion - Co- Laurie
Budget ) Worgy 1:45 PM
222039 Reallocation ::?rtr::? a Conf with Small ENROUTE APPROVE Laurie 5/23/2010 g-
Cash Receipt - Checks 1:25 AM NONE +
322057 Cash Receipt Recieved 12/20/2009 PROCESSED FYI _\1
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Action List: Delegator

The Delegator column will only populate if a delegate has
been assigned to a particular account (i.e., the FO is out of
town and has a delegate assigned to review e-docs).

ion List preferences || refresh || filver

NONE | apply default

Action List
Delegator
10 items retrieved, displaying all itemns.
Action Group "
Type Title Status molasted Date Created aa
Id Ivpe Title Status Rl | ate Created R e Actions Log
. Disbursement Voucher -
Disbursement . 11:01 AM
322008 o ber Disbursement Voucher Special |SAVED COMPLETE hs/21/2010 g
Handling
General Error Correction -
General Error j01:11 PM
322032~ rection Correct Account used on Cash |ENROUTE APFROVE 05/23/2010 g
Receipt
- Internal Billing - Room Setup 01:25 PM
322037 | Internal Billing Charges ENROUTE APPROVE 05/23/2010 g
Budget Reallocabtion - Co-
Budget ; j01:45 PM
322039 Reallocation Hosting a Conf with Small ENROUTE APPROVE 0S/23/2010 g
Animal
Cash Receipt - Checks 11:25 AM NONE +
322057| Cash Receipt Recieved 12/20/2009 PROCESSED FYI 05/25/2010 fel
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Action List: Date Created

* The Date Created column displays the date
the e-doc was created.

ion List preferences || refresh || filver
NONE || apply default
Action List
Date Created
10 items retrieved, displaying all items. 11:01 AM
- 05/21/2010
Action Group =
Id Ivpe Title Status Rl i Initiaty eated el Actions Log
. Disbursement Voucher - - 01:11 PM
Disbursement . Officer . LM
322001 Voucher E;snbdu"r:sment Voucher Special |SAVED COMPLETE ﬁl 05/23/2010 010 g
General Error Correction - 1 1
General Error Worgul, |01:25 PM M
322032 : Correct Account used on Cash |ENROUTE AFPROVE :
=eer=f Correction RBCETE Laurie QS.Q}HEDJD 010 g.
- Internal Billing - Room Setup SMITH M
322037 | Internal Billing Charges ENROUTE APPROVE W‘ 01:45 BM 010 g
Budget Reallocation - Co- 05/23/2010
Budget : Worgul, M
322039 Reallocation ::isrtrllglg a Conf with Small ENROUTE APPROVE Laurie 010 g
11:25 AM
Cash Receipt - Checks Officer. ) LM NONE +
322057 Cash Receipt | oo "oSSEL SIeE PROCESSED FYI Fec - L0>/25/2010
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Action List: Group Request

* The Group Request column displays a group

name if a group has been assigned to the
e-doc for approval/fyi/acknowledge.

ion List preferences || refresh || filver

NONE | apply default
Action List
Group
Reguest
10 items retrieved, displaying all items.
Id Ivpe Title Status Rl i Initiator Delegator Daj st Actions Log
. Disbursement Voucher - - .
322001 El':ibcf:fm‘”t Disbursement Voucher Special | SAVED COMPLETE %‘ é;‘, e
Handling R
General Error Correction -
General Error Wargul, 01:
322032~ rection Correct Account used on Cash |ENROUTE APFROVE Laune s/ g
Receipt I
o - Internal Billing - Room Setup SMITH 01:
322037 | Internal Billing Charges ENROUTE APPROVE ANN 05/ g
Budget Reallocabtion - Co-
Eudget . Worgul, 01:
322039 Reallocation Hosting a Conf with Small ENROUTE APPROVE Laurie 05/ g
Animal e
Cash Receipt - Checks Officer. 11: NONE +
322057| Cash Receipt Recieved 12/20/2009 PROCESSED FYI Fiscal 0s/ 4
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Action List: Actions

* The Actions column allows the user to take fyi
action by selecting fyi from the drop-down list.

ion List preferences || refresh || filver
NONE || apply default
Action List
Actions
10 items retrieved, displaying all itemns.
1d Type Title Status ‘5:-}'““1 Initiator |Delegator Date Created | jons  [Log
Reguested
f Disbursement Voucher - -
Disbursement . Officer 11:01 AM
322008 o ber Disbursement Voucher Special |SAVED COMPLETE Friocal 05/21/2010 J
Handling
General Error Correction -
General Error Worgul, 01:11 PM
322032~ rection Correct Account used on Cash |ENROUTE AFPROVE Laune 05/23/2010 g
Receipt I |
- Internal Billing - Room Setup SMITH 01:25 PM
322037 | Internal Billing Charges ENROUTE APPROVE ANN 05/23/2010 _i
Budget Reallocabtion - Co-
Eudget i Waorgul, 01:45 PM
222039 Reallocation ::?rtr::? a Conf with Small ENROUTE APPROVE Laurie 0s/23/2010 - J-
NOMNE +  |&
Cash Receipt - Checks Officer. 11:25 AM E v
222057 Cash Receipt  |pocieved 12/20/2009 PROCESSED|FYT Fiscal 05/25/2010 L d
EGiCTm g PR
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Action List: Log

* The paper/magnifying glass icon is a link
which, when clicked on, brings up the e-doc
route log.

ion List preferences || refresh || filver

NONE || apply default
Action List
10 items retrieved, displaying all itemns.
Action Group
Id Ivpe Title Status Rl i Initiator Delegator Date Created R e Acti
f Disbursement Voucher - -
Disbursement . Officer 11:01 AM
322008 o ber Disbursement Voucher Special |SAVED COMPLETE Friocal 05/21/2010 g
Handling
General Error Correction -
General Error Worgul, 01:11 PM
322032~ rection Correct Account used on Cash |ENROUTE AFPROVE Laune 05/23/2010 }
Receipt I B
- Internal Billing - Room Setup SMITH 01:25 PM
322037 | Internal Billing Charges ENROUTE APPROVE ANN 05/23/2010
Budget Reallocabtion - Co- g‘
Budget . Worgul, 01:45 PM
222039 Reallocation Hosting a Conf with Small ENROUTE APPROVE Laurie 0s/23/2010
Animal
Cash Receipt - Checks Officer. 11:25 AM NON g.
222057 Cash Receipt Recieved 12/20/2008 PROCESSED|FYT Fiscal 05/25/2010
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Action List: Approvals

— Most e-docs that involve financial transactions require FO
approval for each impacted account.

— Once an e-doc is submitted only FO’s can edit their accounts.

— After all accounting lines have been approved or disapproved
the e-doc cannot be edited.

— If an e-doc is disapproved, a reason for disapproval is
REQUIRED.

— Disapproval reasons become part of the e-doc and can be
viewed when viewing the e-doc.

— Once an e-doc is disapproved, changes cannot be made. Users
can make changes only by copying to a new e-doc.

— Most documents in the system can be copied.

— You can always view who is next on the approval list by checking
the route log.
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Action List: Preferences

 Action list preferences can be changed by clicking
the preferences button.

 |In preferences, users can change refresh rates,
page size, emall notifications, fields displayed and
colors in the action list.

Action List

322032 |~

10 items retri

General Error
rection

nal Bdli

eved, displaying all items.

id Iype Title
. Disbursement Voucher -
- . |Disbursement .
322001 Voucher Disbursement Voucher

Handling

General Error Correction -
Correct Account used on Cash |[ENROUTE AFPPROVE

Receipt

Internal Billing - Roo

MNOME | apply default

Status Requested Initiator Delegator Date Created Request Actions Log
Officer 11:01 AM
Special |SAVED COMFPLETE = 1 05/21/2010 ;
Worgul, 01:11 PM _i
Laurie 05/23/2010

etup SMITH 01:25 PM
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Preferences: General

e Users can decide how often the Action List should refresh and
how many e-docs will appear on one screen.

« Users who are in the system daily may not want to receive
email notification for all action items.

« Delegate emails and filters can also be selected from this
screen. Delegates will be covered in more detail in the e-doc

series.

Automatic Refresh Rate: |15 in whaole minutes - 0 is no avtomatic refresh.
Action List Page Size (10

Email Notification Immediate » |7
Receive Primary Delegate Emails |+
Receive Secondary Delegate Emails [

Delegator Filter  Secondary Delegators on Action List Page ¥

Primary Delegate Filter | Primary Delegates on Action List Page
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Preferences: Fields Displayed

Users can specify which fields they would like displayed in
their Action List by checking and unchecking field names.

<

Document Type

Title

<]

ActionRequested

<l |«

Initiator

<

Delegator

Date Created

<

Date Approved

Current Route Node(s)

<711

WorkGroup Request

<

Document Route Status

Clear FYI

e i e A e e

<



£33

Q MICHIGAN STATE UNIVERSITY | Controller's Office

Preferences: Color Designation

« Users can designate a personal color for each status/action
listed in the Action List. This will help draw attention to items
that require the user to take action in order for the e-doc to
continue through workflow.

Saved - . - - - - ( . i - -
Initiated - . - - - - (* . i - -
Disapproved " . i " i (- {* . i { {
Enroute - » i - . - o) " i - -

Approved i - i i i i i+ i i - i

Final - - i (" (" (- f* " i (- ("
Processed - . i - . " (¥ . i { i
Exception - . i - . " (¥ . i { i
Canceled - " i " . r ) i i - -

e N T T T I R AL,



hy
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Preferences: Color Designation

« This is a sample of a user color-coded Action List. Blue
indicates the user needs to approve/ disapprove the e-doc.

» Having color-coded actions will help users quickly and easily
identify e-docs that require immediate attention (i.e.,
approve/disapprove to keep the e-doc routing).

on
10 tems retrieved, displaying all items.
Id Ivpe Title Status ArHnn Initiator Delegator Date Created Hm Actions Log
- Disbursement Voucher -
Disbursemen t . Officer 11:01 AM
322001\, her Elasnb;.:ir::ment Voucher Special SAVED COMPLETE F—liscal 05/21/2010 g
General Error Correction -
General Error Worguyl, 01:11 PM
322032 |~ rrection E:;?Dctt Account used on Cash ENROUTE APPROVE IROEE 05/23/2010 j_
I Internal Billing - Room Setup SMITH, 01:25 PM
322037 |Internal Billing Charges EMROUTE APPROVE ANN 05/23/2010 i
Budget Budget Reallocation - Co-Hosting Worgul, 01:45 PM
322039 Reallocation a Conf with Small Animal ENROUTE APPROVE Laurie 05/23/2010 g
Cash ipt - Checks Recigv
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Workflow/Route Log

« Workflow is how action requests are routed in the system.
« Workflow can be seen by viewing the Route Log in an e-doc.

« All actions taken, future actions and pending actions on an e-
doc are saved in the Route Log.

 The Route Log can be accessed via the Route Log tab on the
e-doc or by clicking the log button in the Action List.

1d Ivpe Title Status Requested Initiator |Delegator Date Created Request Actions Log
. Disbursement Voucher - -
- . Disbursement . Dfficer 11:01 AM
322001 o cher Elibdulrsernent Voucher Specal |SAVED COMFLETE Fiocal 05/21/2010 @
andling TiacA
General Error Correction -

General Error Worgul, 01:11 PM

322032~ L ion Ez;;?pc: Account used on Cash |[ENROUTE APPROVE T 05/23/2010 }
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Route Log

 The Route Log saves all actions taken and adds a
date/time stamp to the e-doc for each action.

fresh
Route Log =
ID: 322032 ~ hide
Title General Error Correction - Correct Account used on Cash Receipt
Type General Error Correction Created 01:11 PM 05/23/2010
Initiator Worgul, Laune Last Modified 02:27 PM 06/09/2010
Status ENROUTE Last Approved
Node(s) Account Finalized
| Actions Taken * hide \ 1
{
Action Taken By For Delegator Time/ Date Annotation
SAVED Worgul, Laurie 01:13 PM 05/23/2010
b Show COMPLETED I li] 01:56 PM 05/24/2010
[ Pending Action Requests * hidi \ .
y
Action Requested OF Time/Date Annotation
¥ show IN ACTION LIST Officer, Fiscal 01:56 PM 05/24/2010 KFS-SYS Fiscal Officer MS XT023133
APPROVE
| Future Action Requests ¥ show .
|
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Route Log Tabs

* There are four tabs under the route log:
— 1D
— Actions Taken
— Pending Action Requests
— Future Action Requests
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Route Log: ID Tab

* The ID tab displays the current status and
basic information about the e-doc.

[ 1D: 322032 - hide

Title General Error Correction - Correct Account used on Cash Receipt

Type General Error Correction Created 01:11 PM 05/23/2010

Initiator Worgul, Laurie Last Modified 02:27 PM 06/09/2010

Status ENROUTE Last Approved

Node(s) Account Finalized
MﬂW“WWWW*
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Route Log: Actions Taken Tab

* The Actions Taken Tab displays actions
already taken on the e-doc.

Act k
Action Taken By For Delegator Time/Date Annotation
SAVED Worgul, Laurie 01:13 PM 05/23 /2010
F Show COMPLETED Worgul, Laurie 01:56 PM 052472010




Q‘ MICHIGAN STATE UNIVERSITY | Controller's Office

Route Log: Pending Action Requests Tab

« Displays action requests that have been sent to the next
user/approver.

— Email notification has been sent.
— Documentis in the user’s Action List.

Pending Action Requests + hide

CiiE Requested Of Time/Date Annotation
[N ACTION LIS S i ] . :
» show Officer, Fiscal 01:56 PM 05/24/2010 KFS-SYS Fiscal Officer MS XT023133

b shiow
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Route Log: Future Action Requests Tab

* Displays the next users to whom the e-doc will be
routed after the Pending Action Request has been
taken. Users will not be notified until the Pending
Action Request has been taken, except
acknowledge/FYI requests.

Future Action Requests * hide . -
Action Requested Of Time/ Date Annotation
-------- :::nng;‘é MSU Accounting Office 02:23 PM 06/14/2010 KFS-SYS Accounting Reviewar 10007000 MS NONE GEC
Node AccountingOrganizationHierarchy
Priority 1
Approval Policy
Forced Action false
PENDING :
vt APPROVE MSU Accounting Office 02:23 PM 061472010 KF5-3Y5 Accounting Rewviewear 10097000 M5 NONE GEC
PENDING
r. s - B ¥ o
b Sl APPROVE Approve upe 02:23 PM 06/14/2010 KFS-5¥5 Sub-Fund Rewviewer XT FP
PENDING
Spprover, SUper : . .
b sl APPROVE Approver, Su 02:23 PM 06/ 142010 KF5-5Y5 Sub-Fund Rewviewer XT FP
- F
wWhMﬂ-WﬂP%VWMMM—V’MJ ﬂW'W'WW-WWW
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Route Log: Disapproval

1. Once an e-doc is disapproved, the document is routed
for acknowledge to each person who took action prior
to the disapproval.

2. The reason for disapproval is noted in the annotation.

Actions Taken - hide 5
Action Taken By DIE::?E:gatnr Time/Date Annotation
savep o 06/02/2010
0% compieren  Woraul. O o0 2
F show DISAPPROVED Officer, Fiscal 32}21?;?;1“1“ EIEIE;EJIEEEFD:CEJDLE”EEDH - This needs to be paid on
4 Pending Action Requests * hide H‘L
Action @ Dfﬂequested Time/Date Annotation
SO TN ACTION IST ) taie | 02:27 o 06/16/2010 /S0 ACKHOULEDGE genrats by Woron becae
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Route Log: Contact Information

Each name in the Route Log is a link.
1. Click on the name link.

b show

2. A new window opens that contains contact information.

Name Type Title First Name Last Name Suffix Default Active
1 Primary Fizcal Officer Yes Yes
Addresses
“2‘:’:":5 Line 1 '-';"" '-';" City @ State '::‘m' Country Default Active
1 Work 121_ Unicn East M1 48823 us Yes Yes
uilding Lansing
Phone Numbers
Phone Type Phone Number Extension Country Default Active
1 Wark S517-555-1515 us Yes Yes

Email Addresses
Email Type Default Active
1 kfstester@ais.msu.edu Wark Yes Yes
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END
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