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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.

Requisition |-

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.

e |tem Type Qty = Quantity, UOM, Description and Unit Cost are

required.
e |tem 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”.

Lookup s Maintenance
Capital Asset Bullder
+ Bra:hssst Taoginn

Capital Asset Management

Fudmiristratiee Transagtions

Year End Transactions

Financial Processing

» roar End Budant Adustment
i ton of Ingome ane

Yendor Costeacts

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.

| E ua I i Provide Fredback —|

financial systemss Malmtenance  Administration

[ action ket | () dok search |

Proposal Leokup

Logged in User: day

Prapasal Humber: |
Agency Humber: 5
Total Amount:

Agency Reporting Name: &

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
Direct and Indirect Cost Amount
Submission Date

Type

KFS Driver's Manual

use calendars to select dates
any numeric cost value

use calendar to select date
“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”.

financial systems e m Malntonance | Administration

(Sacrion b ) [Gidor sasech)

Transaetians Custom Document Searches
................... Eanancial Teansastions

= Lash Contral Accounts Receivable

= Lustomer Credit Mome

= Customer [nepice * Customar [nvaices

* Customer Inxoice Wrtnaft * Customer Credit Memos

= Pawment Apohcation
Budget Construction

» Budget Construchion Selodion

Capital Asset Management

* Asiet Mandenaige
Contracts & Grants

Financial Pracessin ']
» Adyance Denost

* Lroguzaly
= Budusl Adwsirment
» Cash Recmgt Lffart Certification
= Risbyrsement Veucher + Eftort Cortdcation
» Qupnbution of Income and Expense Financial Processin "
» Genersl Error Correchan
* loudy i » Risburssment Vouchers
= loternal Billog
» Bre-Encumbrance PurchasingfAceaunts Payabile
o Trarsfer of fund: 2 ol
Labor Distrihution * Earment Requesis

Fehasing faccann 7

Cbmplete the Description field. Enter 2009 in

= Burchase Orders
* Beceiing

. E
= Yendor Gredit Memos

Loagsdin Users dar

Balance Inguiies

Bgilahle nslancas
Balances br Conzofidation
iash Balgnces

Genoral Lecaer Balance
Sonoral Ledaer Entrg

= Garers Ladger Pending Entry
= Qpan Lnsumbrances

Labor Distribution

= bccunl Slalys (Base Funds)

+ Adcount Statue (Currant Punds)
= Lalculsted Salace Foundation
= Emeloyes funding

= nuly 1 Posihion Funding

* LaporLedanr iew

 Bosion [ngusy

Raperty

Accounts Receivable

Billina Statemans
Custamer Anind Renort
Zustumer Invoee

Effort Certification

Duslicate Certfications Benort

Fiscal Year and
0000000484 in the Emp ID field. Click Search.

Is:mr Expense Transfer I ]

Dacument t Overviem ~ hige

* Descriplion: L =t Dinm

Doc Wbrz 1995 Status: INITIATED £

Created: |06:15 PM 10/30/2009

expand an | [ colagie 81
* required field

Org. Do, £:

Financial Document Detail

| Ledger Balance importing = hige

* Fiscal Year:

* Emp 1k

oY

o 3
E#PS, HALEY T

soacch

Aecounting L i
[From
To
[ Labor Ledger Pending Entries b shom
[ Motes and Attachments {0} » shom
[ ad Hee Reciplents » show
[ moute Log ¥ show

i

Total Amount:

copy 8 || delete ab || import lnes

debete b || impart lies
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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”.

| Euali - Provide Fredback —|

financial systemss Falntenance || Administration

(an ) Gscsssn) i

Doc Nbr 3357 Status: | INITIATE o
Customer Invoice Tnitiatar: day Created: |01:34 PM 10/31/700%

Invaice Tatal Amount: 0.00  Open Amaunts | 0.00

expand ail | | collagre ol
* required field

(" Decument t Overvie " whe| L

* Description: [Fus Test Diive
- Explanation: |-
Org. Doc. £

Tatal Amount:

| organization - e \

Processing Chart Code: [N * Billing Chart Code: | 1N - INDIANARPOLIS 'I
Processing Organization Code: ACCT * willing Urganization Code: (LesT S
Organization Inveice Number: |

[ mecurrence Details whe| L

Total Number of Recurrences: 2

Recurrence Interval Code: | M - Monthly

Recurrence Begin Date: 1122208

%

Recurrence End Date: | .

Active Indicator: | [

Invoice Initiator: 5
DT, MAE U

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

* Customer Number: |shh? Ay Customer Name: WOODS CORPORATION
Custamer Purchase Order Number: Customer Purchase Order Date: [ic]
Billing Date: 10/31/200% * Due Date: [T17A/08 2
Terms: [OUE UFTIN RECEIFT Open Invoice Indicator: Tes
Hrader Teut: Attention Line Teut:
—
| rrint penice Dndicator: | Seod fo USER Quaus -I I Prink Date:
" miting shipping —hae]| L
* il To Address Identifier: |1 o) [refresh Clty: NORTH CHICAGD

Address Type: |P State: 1L

Address Name: WOODS CORPORATION Pastal Code: 60064
Address 13| 100001 MAIN STRECT International Province:
Address 2: SUITE 1w International Fostal Code:

Email Address: Country: LS

Ship Ta Address Tdentifier: | NI City:

Address Typn: State:

Address Mame: | Postal Code: 4
Address 1: International Province:
Address 2: Internatianal Pastal Code:

Email Address: Country:

Enter or look up the Customer Number. The Customer Name
Addresses will auto-fill. Select “Send to USER Queue” for the Print
Invoice Indicator.

KFS Driver's Manual v 3.0 -40 -















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.

| Zuali —

financial systemsas ' (RN  riaintenance  Adevdeistration

| ] action kst || dec search Logged in Users day  Impersonating lueI-. weren I u

Trnsstions Custom Document Searches Balanee Inquiries
Accounts Receivable ingncisl Transactions General Ledger
s fashiontal | accounts Recelval bie = Avgilable Balances
* Balances. by Consolhidaton
» Customer Doy g
« Custumer Crat Mamos = Geoeral Ledger Balsnce
» Cystorer fivoice wrdsolfy » Gmrersl Legger rirs
L

o Lash Confrols « Ganarsl £ Pandiny
= Bayment Acolcetions = Doen Encumbrances

Budart Construction

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

P s =1
Cash Control m Doe Nbr: 3358 Status: SAVED

Initistor: wecen| Created: 05:7 PM 10/31/2005

expand ai | | colagse Bl

* required field

nnnnnnnnnnnnnnnn

* Description: L Te Dive
Lrplanation:
Urg. Doc. i
ume

Total Amaunt: | 154 30

Processing Org: UAVPIT
* pank Code: 77T

Application Doc § Status Customer § Medium 1D Date Amount At
[ @ [ ] ] 000
add: r = el
Description
SAVED I T = iz ] fnzm T [ i I
W @ ;
Description | |
Total: 154.30
| General Ledger Pending Entries rsom|
| motes and attachments (o) pahow| L
[ Route Log vaom|

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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" General info whoe| L

General Tnfo

PFrocessing Org: UAVELT
* Dank Code: TEST

Generate General Ledger Prading Enbries: | oot

Cash Cantral Details choe| L

Application Doc & | Status Customer £ | Fedium 10 Date * Amount
o SAVED ABB2 123 L1/01/200% 15340
' Description
Total: 153.40
" General Ledger Pending Entries veoom| L
Hates and Attachments () behom| L
Route Log bihom| L

mand s hos requast uwul ] Iu--w closa

1. Click the “reload” button to display the “generate” General
Ledger Pending Entries button.

Click “generate”.

Click the Application Doc # (3360) to open the payment
Application document.

W

I summar: ¥ af Applied Funds e |

Summary of Applied Funis

Appliod Funds e S ' S | Unapplied Funds.
Inveice Nbr | Ttem s Inw Item Desc | Applied Amount Cash Control Open Ameunt Applied Amount
pE T it HOW TO DOOKS 15340 195490 0.00 - 15340
| Quick Apply to tnvsice = hade

Quick Apply to Lnvoice

82 15340

Quitk Apply {
=
=]

[ Apply to tnvoice petail e L

Custamer ARE2 N
Tavaice | 338z
s
tnvoices| 3352 =] et
- ) Invoice 3352
Inwaice Humber/Uilling Date | Invoice Header/Customer Name | Open Amount/ Total | Amount Applied to Invoice |
52 | | 15340 1534
1043112009 WOODS CORPORATION 153.40
I Chart Accaunt I Item Desc I Item Tatal Amount | Item Open Amount | Apply Amaunt 1 Apply Full Amount

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

[ Quick Apply to Inveice - wae

Quick Apply to Involce

Invoice Number Upen Amount
a¥s2 (7]

I Apply to Tnwnice Betail - b \

Customer |ABBE

nvaices -
Invoice 3352

Invaice Humber/Billing Date Tnvnice HeaderfCustomer Hame | Dpen AmountfTatal Amount Applicd to Invaice
2352 .00 15340
10/31200% | WOODS CORPORATION | 15340/
Invaice Detail

| Chart | Account | Item Desc | Item Total Amount 1 Item Open Amount I Apply Amount

1 ™ 1292016 HOW TO BOOKS 15340 .00 15340

Non-AR - hide \

Chart * Account Number Sub-Account * Object Sub-Ohject Project Ampunt Action

Hon-AR Total 0.00

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.

[ 1 H Provide Fredback —|
Juall

financial systemss  Hain Menu W Administration
(Clacimns) Quamsenns) T——

Chart of Actounts

Cantracts & Grants

+ AICPA Fynstion

« Balance Tups + CI0&
* Bag Agoounting Cateagey * Control Attribute Teps
= Budaet faareaation Code s Grapt Description
* Budoet Recording Level * Lefter of Credit Fund Groun
» Chart + BroposalfAmard Clo
= Essleral Function = Sxstem [nformation * Eropgsal Purpose
* Eadersl Fundad Code + Bropossl Statug
a Financigl & g C + Propossl Teps
d Groun + Eessarch Bk Tepg
= Hizher Education Funchion * Gub-Contractor

]
* Indirect Cost Recavery Rate Vender
st R te Lol

» Addrass Teoe

* Campus Parameter
* Lommoday Cods
* Contact Tyne

= Cunirac Mangger
= cost Source

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

[ 1 H Provide Fredback —|
Juall
financial systemss  Hain Menu W Administration

Report Definition Lookup

crmate new

* required fisld

I University Fiseal Yoar: 3000 % I
Report Number:
Heport Type Code: &

Repart Period Status Code: d CY

Active Indicator: | & vas © o © Bath

University Begort Period | Report Begin | Report Begin | Heportfnd  RBeportfod Beggrt | Expense Transfer Lapense Transfer Beport Active
. Status Code | FlscalYear | Peoled Code | Fiscel Yeer | Period Code | Tyee Code Elscal Year Elscal Period Code |Return Date | Indicater
mnl 2009 Z 2 2009 ] i 2003 06 s

edit conx|2009 2003 (T4 2009 i i 2003 i1 s

adit 00y Z00Y 2009 il 4010 73 iU 2010 Ly Tes

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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me b 3364 Status: | INF =
Repert Definition - Doc Hhrs 3364 Status: [NITIATED

Tnitlator: khuntiey|  Creabed: 05:34 PM 10/31/2009

xpand ak

collagrin all
* required field

* Description: Vst Test Diive

Org. Doc. #:

| Edit Report Definition = hige

University Fiscal Year: 200% University Fiscal Year: 200%

Report Number: 401 Report Number: 401

Beport Pariod Tithe: | Academ Fall

Repart Pariod §

Report Degin

* Report Begin Period Code: |2 =] %

Repart Begin P

Report End Fiscal Years 2009 * Report Cnd Fiscal Year: 0E (3%

* Report End Period Code: |5 =] %
A

Report End Period Cades
Heport Type Code: |10 * Report Type Code: (10
Expense Transtor Fiscal Yoars 2007 * Espense Transfor Fiscal Year: (2003 (%
Expense Transfer Fiscal Period Code: 6 * Expense Transfer Flscal Period Codes |6 x| 'S
Report Return Date: Report Return Date: )

Active Indicator Tes * active Indicator: 7

| Edit Report Position Object Group Codes - hade

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.

Doe Nhr: | 3954 Btatus: | INITIATED
Repert Definition
= Initiator: [khuntioy|  Createds 05:34 PM 10/31/2009
expand a8 || coiapae a1
* requred fisld
Document Overview

| Edit Report Definitio

[ edit Report Position Object Group Codes - niae

New Position Object Group Codes
* Labor Position Dbject Group Code: W

* Aetive Indicator:

=1 position Object Group Codes { AC )
old Hew

Labor Position Object Graup Code:
Active Indicator: No

Labar Position Object Group Code: AL
* Active Indicator: W

.....
| Motes and Attachments (o) »shaw
| Ad Hoc Recipients b shim
| #oute Log

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

- i~ |
Bruvide Feedback

[ Zuali

financial systémss  HainMenu  Maintenance

[0 acuion mst |3 doc searen

System Batah

Tdentity Aceounts Recelvable
» Earson « Customer Unlos
- Financial Processing

» Parmizgion Ay
= Eesoonsibdiy * Brocurement Caed Uninad

Locations General Ledger
G

g e * Sllasigr KHe Vaload

+ Sty + Enterpra Foxd Unlnad

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

I E ua I i Provide Fredback —|

financial systemss  Hain Menu | Maintenance m
) G

Parameter Lookup create new

* required field

| Hamespace Code: | KFE-EC - Effort Cortificaton = I

Parameter Name:

Parameter Yalue:

Parameter Type Code: ==

9 dnens retrseved, diplaying all deens .
Actions Code L onetraint Cod

gdit gopy KES-EC Effort Cortification Extrack Step (KFS

ol opp KFSEC 4 wabon Oe = KPS

odit ooy KFS-EC Effort Cortification Create Stey |KFS

adt ooy KPS-EC Effort Cortification Lxtract Stao |KFS

adt gopy KES-EC Effort Cortifization Exirack Step (KFS FEQERAL ONLY BALANCE INO u
ot ooy KFS-EC tturtCer WFS AL CHLY

st cope KFE-LC Effort Carification Latrace Stap KIS TN

gdit gopy KPS:EC Effprt Certification Extract Step |KF5

edit conx KES:-EC Effort Certificabion Extract Step |(KFS

Export opbons: G5V | spreadshet | EML

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 AO1. They do, so we are ready to run the batches.
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Run Effort Certification Batches

| Fuali 1

financial systemss  mainMenu | Maintenance

nistration
(i) i) R

System Cordiguration Batsh
Tdentity Accounts Recelvable
» Barson » Customer Uplos
+ Bals : Financial Processing
a Parmisian . 1 e
= Egsponsbdity « Hamespace » Procursment Caed Uolnad
Lacati 4 Ratamatar Genera I Ledyer
........ . + Bacomoter Comuonant
. = Lollector Flat File Uload
« Caencus
Gountry * Collector XML Unload
Eaunt: + » Entorproe Foed Uploas
* Postal Code Technical System
= Statg

Reference e nanin

* Address Teoe
= Afihabon Tope

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

I 5 ua I i Ereyide Feedback

financial systemss  Hain Henu | Faintenance m
semas) @assm)

Batch Job Lookup

* required field

2 marns found, Please refing your search critenria to narrow down your search,

@ mamns retrieved, displaying all iems.

Actians Homeswarc Jeb Neme deb Group Jub Stoluy Hoal Run Time Stoos Depcndeucicy
Modify KFE-EC effortCentificationCreatelob urischeduled effortCertificationCreateStep
odifs KFS-EC effortCentificstiont ractiob unischeduled effortCertificationL ctractitep

Export options: £3Y | soreadshest | XML

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.

Meodity Batch Job

lab Infa = higg

Job Infa Running Bther Commands
Start Sten: .

Joh Marre: effortCentificationt xiractio Job Groug: unscheduled Eind Stap:
Start DateyTime: | [ |
Results Email Addenss! e 3 e

Job Status.

| stens - e

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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= -
[ Zuali
financial systemss  Hain Henu | Faintenance m

Erevide Feedback

[ action ket | (3 doc search | Lagged in User: khuntley

Batch Job Lookup

Mamespace: | KFS-EC - Effort Cartification =
Job Mame: |
Job Group: [unschaduled v]

* required field

Jab Status: | |
search | ciear |[ canca
2 dnens found. Please refine your seaseh eriberia b narrow down your search,
ens eetrseved, displaying all deens.
Actions Hamespate Jgb Name Jgb Groun Job Status Hext Bun Time Stoes Dseendencies
Hodify KFS-EC ficabancr unscheduled eforCemhiestionCreateSten
Hulils WFS-EC elfortCartheabonErteactlo  |unae chaduled Sucennded 1 i CartifuestinnEatr actStap

Export eptons: CEV | spreadshest | XML

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.

[Zuali

Provide Feedback

financial systemss I Hain Meny l Faintenance Administration

] action st | [ doc search

Transactions Custom Dotusent Searches Balanes Inquiries

Aceaunts Receivable Esuancial Transactons Genera 1 Ledger
?._.aﬂ'_.mL_v_' Atcounts Receivable - Lqﬂah’.:.l&'quszl
* Customer [nepice * Customer [nvoices * ash Dalances
* ustomer [neoice Writsoff * Customer Credit Memas = enersl Ledger Balance
* Customer Invoice Wrtectt Lockuo * Customer [noice Wrtactfs * General Ledaer Entre
» Basement Apgheatie  Cash Confrols « General Ledger Peadiog Er
» Parenent Apghestions

Budget Construction

Capital Asset Hanagement Labor Distribution
nstruction Selection
» Asset Maintenance
Financ ial Process g
Contracts & Grants
S0zt )
Fropnzs

o July 1 B ¥
= Labor Ledasr View
» Labor Ledger Pending Entry
* Bosmion Ingury

= Ausiliare Youchsr =
* Budoet Adwstment FHart Cerilicatio

= Credt Card Baceiph
» Rishyrsernent youchar
1

= Genery! Lreor Comrection

» Indirect Cost Adiustment * Rishyrsament Voychars
* Intemnal Bilkng Repests
» Pro-Encumbrance Purchasing/Accounts Payable

Return to the Main Menu, click Effort Certification in Custom
Document Searches section.

l Type: [ECD L I
Initiator: =
DacumentfNotification Td:
Date Croated From: |[10/7/2009 o]
Date Created To: | o]
Bacument Description:

Organization Document Number:
Chart Code: | =%
Organizatio :

Repart Mumber: 3

po: | B Document Speckic Dats © workflon Dats ||

21 itemns found. Please refine your search criteria to narrow domn your search.

| 21 items retrieved, displaying all items. |

—
Document/Hetification 1d Humber Lhart Cede Qraanization Code Emeloyee 10 | Fiscol Year | ReportNumber] | Rowte Leog

2286 0000276917 BL ST 0000276517 2009 AL d

PR OO00ZT41TE BL ST 0O00Z7A1T4 2009 a1 g -
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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.

Route Log Ll
10; 3306 - hide
Title Effor Certification - 0000276317
Typo Effort Cestification Croated 0&:15 PH 10/31/2009
Iniiator ks | Last Modified |08:18 PM 2043142008
Status LHROUTE | Last Approved
Mode(s) ProjectManagement Finalized
tans Taken e
| Action | Taken by Far Delegator Time /Date | Annstation
COMPLLTLD [ D15 PM 1031 200
Ponding Attian Requests
Action . Time/Date Annatation

IN ALTION LIST
L PROVL

06215 PH10F31 2009

Futirs Action Requests

Action
PENDING
LR S APPROVE
PENDING
b shom APPROVE

HOGG. FLORENCE Y

KF5-575 Amard Project Director 4631652 8L

Reguested 0
BENFEOW, BORERTA G

| Timo/Dato
DEEU PM 0SS eny

DE:ZA PH LDS31 /2009

| Annotation

KFS-5Y5 Tigcal Officer 1021400 BL

KF5-5T5 Feseal Officer 4631692 BL

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.

Effort Certification -

[ Report Information

whde] .

Dac Khr: 3366 Status: FNROUTE

Initiator: fs

Croated: 0£:15 PM 10/31/200%

expand abl_| [_colagree 2

* required field

Report Start Dale 08/01/200%

Report Lnd Date 12/71/2000

Driginal Effort

Effort

I —

| Ad Hac Recipients

Original Lffort

I5%

Lffort

W T w

Original Salary
230000
1825000
15,550.00

Uriginal Salary
2555000
21.200.00
47 450.00

73,000.00

Salary

000
F

15,550.00

salary
0550

21500

47 450,00

73,000.00

| Route Lag
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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).

Document Lookup gued yyerch || pupenasc merch i coer ppepdponechey i Searches - =

Type: [51] -
Y

Initiator: |

DucumentfFotification Td: |

Date Craated Froms (10772008 0o
Date Created To: =]
[m—— X Dascriptian: |
Drganication Document Nembars ||
Chart Cade: | L
Account Number: || |
Organization Code: I A
Ledger Document Type: %
Total Amaunt: | E
Search Result Type: | & pocument Spechic Dats T wWorkflom Dats
Mame this sparch (optional):
cinar | cancst
1 #arns found, Pleass refing your search criteria to narrew down your search,
Ore Reen ratrieved.
14 Description Number | ChartCede | Accounthumber | Drognization Code | Ledaer DocumentType | Total Amount | [Route Lon
L 0000001231 BL 4231400 T 57 230000 | 1§

Export opbons: G2V | apreadshoet | BML

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.

Do Khe: 3387

Salary Expense Transfer -

Initiator: kfs Created: 06:53 PM 10731/2005

expand ol | | colagree &l
* required field

Document Dyerview - e

* Description: (O0G0EZIL
Urg. Doc. #:
Financial Document Detail

Explanation: | Thes ST was crnated by updatng Effort Certifization 3366,

Total Amount:

[ wedger valance importing - e

* Fiscal Year: 2010
3 . |noopa01zan
EMD I0: | woLF, JUSTIN H

[ Accounting Lines - bk

| *Chart | * Account Mumher Sub-Accaunl t | “fbject | Sub-Object  Praject  0rg Ref Id | ¢ Position Pay FY  Pay Per  Pay Hrs * amount | Betions
BL 4231400 2000 00023485 2009 (3 a 7,300.00
1 HINGT * Account E ATADEM

Tatal: 7,300.00
A : |
“ Chart * Account Humber Sub-Accaunt “Object | sub-Object Project  Org Refid  * Position | Pay FY  Pay Per  Pay Hirs * Amount | fctions
{1 EUFIT 200 VUYL 2009 o o 7,00.00
1  [F Aecunt Expired Override | No ROALEMIC TALS

Tatal: 7,300.00
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