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KFS Scenarios 
 

Scenario 1: Project Code 

Scenario 2: Transfer of Funds 

Scenario 3: Route for Approval 

Scenario 4: General Ledger Balance Inquiry 

Scenario 5: Disbursement Voucher 

Scenario 6: Purchase Requisition 

Scenario 7: Contracts & Grants Proposal 

Scenario 8: Labor Ledger Salary Expense Transfer 

Scenario 9: Accounts Receivable Customer Invoice 

Scenario 10: Accounts Receivable Apply Payment 

Scenario 11: Effort Certification Creation and Routing 

 
Coming Soon – the following scenarios will be published as they 
become available 

Scenario 12: Kuali Identity Management - Person 

Scenario 13: Kuali Identity Management - Organization Review 

Scenario 14: Budget Construction eDoc 

Scenario 15: Capital Asset Management 

Scenario 16: Capital Asset Builder 
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Scenario 5: Disbursement Voucher 
 
We are now ready to tackle a Disbursement Voucher eDoc.  This 
document type has numerous tabs for data entry and can often be a 
complex document. 
 
1. Start in the Main Menu tab 
 
Click on “Disbursement Voucher” in the “Transactions” frame. 
 

 
 
2. Create a new Disbursement Voucher EDoc 
 
If prompted to log in, use “day”. 
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Scenario 6: Purchase Requisition 
 
Our next eDoc is a relatively simple Purchase Requisition. 
 
1. Start a new Purchase Requisition – Complete the Delivery tab 
 
From the “Main Menu” tab, select “Requisition” in the “Transactions” 
frame under “Purchasing / Accounts Payable”.  If you are prompted to 
login, use “day”. 
 
Enter some text in the Description field on the Document Overview 
tab. 
 
Complete the Delivery tab. Use the Look icon to complete the 
Building field and enter a value in the Room field, free form or use the 
Lookup to find a valid value.  
 

 
 
2. Add some Items to the Requisition 
 
The Vendor tab is optional and we will leave it blank for this scenario.  
 
Enter information in the Add Item line and click Add. 

• Item Type Qty = Quantity, UOM, Description and Unit Cost are 
required.  

• Item Type=No Qty, Description and Unit Cost are required. 
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Scenario 7: Contracts & Grants Proposal 
 
From the “Main Menu” tab, select “Proposal” in the “Look up and 
Maintenance” section.  If you are prompted to login, use “day”. 
 

 
Since this is a maintenance transaction, the next screen is a Proposal 
Lookup screen.  We want to create a new Proposal, click the “create 
new” button at screen top right. 
 

 
 
Now you’ll see the familiar layout of a new eDoc, a Proposal 
Maintenance Document. Use the following data: 
 
Proposal Maintenance tab: 

Status “P – Proposal” in pulldown list 
Agency Number use the Lookup, or try “52590” 

Project Title any text 
Start Date and Stop Date use calendars to select dates 

Direct and Indirect Cost Amount any numeric cost value 
Submission Date use calendar to select date 

Type “N – New” 
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Scenario 8: Labor Ledger Salary Expense Transfer 
 
The Salary Expense Transfer is a document used in the Labor 
Distribution module to distribute salary transactions to other accounts. 
 
1. Start a new Salary Expense Transfer 
 
From the “Main Menu” tab, select ”Salary Expense Transfer” in the 
“Transactions” frame under “Labor Distribution”.  If you are prompted 
to login, use “day”. 
 

 
Complete the Description field. Enter 2009 in Fiscal Year and 
0000000484 in the Emp ID field. Click Search. 
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Scenario 9: Accounts Receivable Customer Invoice 
 
For this scenario, we’ll complete an invoice, create a recurrence and 
print it and review an aging report. From the “Main Menu” tab, select 
“Customer Invoice” in the “Transactions” section.  If you are prompted 
to login, use “day”. 
 

 
 
Complete the Recurrence tab – note that you can enter a number of 
recurrences OR indicate an end date.  
 

 
 
Enter or look up the Customer Number. The Customer Name 
Addresses will auto-fill. Select “Send to USER Queue” for the Print 
Invoice Indicator. 
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Scenario 10: Accounts Receivable Apply Payment 
 
For this scenario, you will have needed to complete Scenario 9 
through fulling approving the Invoice. We’ll be applying a payment to 
the invoice created above. 
 

 
 
Log in as “wwren” and from the Main Menu, select Cash Control 
located in the Transactions section.  
 

 
 
Complete the Description, select Check for the Medium Code, 
complete the Customer # with ABB2 the customer we used in the 
previous scenario and the amount from the invoice above. Click Add. 
This creates a Payment Application document. Submit the document.  
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1. Click the “reload” button to display the “generate” General 
Ledger Pending Entries button.  

2. Click “generate”.  
3. Click the Application Doc # (3360) to open the payment 

Application document. 
 

 
 
Check the box under Quick Apply, click Apply. Submit the document.  
 

 
 
The payment is applied. 
 Return to Scenario List 
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Scenario 11: Effort Certification Creation and Routing 
 
Effort Certifications are created via a batch process, normally by 
someone in the Contracts and Grants Office. After the Effort 
Certifications are created they will be dropped into the Project 
Director’s accounts for approval. 
 

 
 
Log in as “khuntley”. From the Maintenance Menu, select Report 
Definition in the Effort Certification section.  
 

 
 
The Labor data loaded into the Test Drive is from 2009, so we’ll open 
a Report Definition for 2009. Enter 2009 in the University Fiscal Year 
Field. Click Search. Click Edit to open the Reporting period. 
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Enter something in Description field. Change the drop down next to 
Report Period Status Code to O (open). 
 
Note that when we edit or copy an existing value, there is an Old side 
in addition to the New side, so that we can keep track of what’s 
changed. 
 

 
 
After we’ve opened the Period we need to tell the system which 
group of employees need to have Effort Certs created for them. We’ll 
be creating them for Faculty and their Labor Position Object Group 
Code is AC. After you enter AC into the Labor Position Object Group 
Code, click Add. You can continue to add employee groups, if you 
like. The yellow icons indicate which tabs and fields have changed 
values.  
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Click Submit or Blanket Approve. “khuntley” has permissions to 
Blanket Approve various documents. When Blanket Approve is used 
anyone who would have been in the Approval chain will receive an 
Acknowledgement in their Action List letting them know that someone 
Blanket Approved a document. Most of the documents on the 
Maintenance and Administration tabs can only be used by a few 
people and so these documents do not route. 
 
Review Effort Certification Parameters 
 

 
 
Go to the Administration tab, select Parameter in the Configuration 
section.  
 

 
 
Select KFS-EC Effort Certification in Namespace Code. Click Search. 
Verify that the Create Fiscal Year, Report Number, Run Fiscal Year 
and Report Number have values that match our Report Definition – 
2009 and A01. They do, so we are ready to run the batches.  
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Run Effort Certification Batches 
 

 
 
Return to the Administration Tab. Select Schedule located in the 
Batch tab.  
 

 
 
Select KFS-EC Effort Certification in the Namespace field. Select 
Unscheduled in the Job Group.  
 
First we need to Extract the Effort Certs – click Modify next to 
effortCertificationExtractJob. 
 

 
 
Click Run. When the screen comes back, click Return to Lookup. 
Repeat the steps above to find the Effort Certification batches and 
check on their status.  
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Click Search until the Job Status updates. Once the Extract job is 
successful, click Modify next to effortCertificationCreateJob and 
repeat the steps above to run and verify the batch and it’s status. 
Once both jobs have Succeeded, we can use the Effort Certication 
Custom Doc search to verify Effort Certs have been created. 
 

 
 
Return to the Main Menu, click Effort Certification in Custom 
Document Searches section.  
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21 Effort Certifications have been created. Click on the Route Log 
icon to find out who needs to take action on it next.  
 

 
 
Click on Show in the Future Action Requests tab to see who needs to 
approve after the Project Director. Click on the person listed in the 
Requested Of field in the Pending Action Requests.  
 
Or you can log in as nbtetrea, a Project Director who has several 
Effort Certs to approve. Go to her Action List and open an Effort 
Certification.  
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Change the Effort in the Federal and Federal Pass through section. In 
the example above, the first line was zeroed out and the second line 
was increased to 35%. Click Recalculate for each line that has been 
changed. Verify that Original Effort and Salary match the changed 
Effort and Salary. If necessary, adjust the amount. Add a Note 
explaining the change. Click “approve”. 
 
Approve the document (refer to Scenario 3 for instructions). 
 

 
 
If a change was made to the Effort Certification, a Salary Expense 
Transfer will be created and approved after the last approval. Using 
the Doc Search, enter ST in the Type field. Click Search. Click the 
Doc number to open the Salary Expense Transfer.  
 

 
 Return to Scenario List 




