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1.0 Finance Delegation of Authority (DOA) Form Overview

Authority for approval of financial transactions is delegated to individuals on campus using the Finance Delegation
of Authority Form. The form is available online through the campus portal. Prior to accessing the form all
popup blockers must be disabled.

What financial authority is covered by the Finance Delegation of Authority Form?
The following types of transactions are covered by the Finance Delegation of Authority Form:

e Budget Transfer approval
e A/P Check Request approval
e Travel Expense approval

e Travel Request approval

1
&AII DOA forms that request travel request approval access must include a Delegation of Authority memo
from the President.

Who completes the Finance Delegation of Authority Form?
A Delegation of Authority Form can be initiated by anyone.

When is the authorization granted?

Once the form has been approved by the division Financial Manager, the Appropriate Administrator, the
Employee, and a Financial Services Business Analyst, the Financial Services office will process the change in
authority. The employee will receive an email notification when the authority request has been processed by
Financial Services.

Please use the appropriate browser to successfully access the web based delegation of authority form:

e PC - use Internet Explorer
e MAC — use Safari

Last Revised: 10/21/13 Page 4 of 27
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2.0 Finance Delegation of Authority Data Entry

To begin the process, first create a new Finance Delegation of Authority Form.

Processing Steps

Screen Shots

Step 1:
Log into the campus portal.

Enter your campus username and
password.

Then, click Login.

Username

habernathy|

Password

New students and applicants
Create my campus account

Employees
|

igned campus u

Step 2:
Next, select the Titan Online tab.

Faculty/Staff P rtal

My CSUF Email Library Classes TitanCard Services Webcam Training
Titan Online Documents PCard lynda.com Web Meetings Online IT Help

Step 3:
Next, select My Workplace under
the eContent section.

eContent

@EJJ My Workplacé

Training Guides

=] Training Resources

My VWorkplace provides access to Electronic Forms,
Workflow Processes, and Reportz for Finance, Human
Re=sources, and Student Administration.

Step 4:

Depending upon your access you
may see additional forms and
reports.

To access the Finance Delegation
of Authority form, select the IT
Access Request Form link.

E My Workplace

Financial Reports

My Workplace

[&] pistributed Reports ===
2 Budget Allocation & Transfer Reports m
Budget Allocation & Transfer Reports

9 Budget Balance Available Report m
Budget Balance Available Report

% Commitments Report @
Commitments Bepart

Last Revised: 10/21/13
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Processing Steps Screen Shots

Step 5:
Next, select the appropriate form for
the required access: @ IT Access Request Form(s) E@B

e Finance Delegation of Authority
Form

E.% Access Request Forms Tutorial & Instructions @

E._EI Campus Solutions Access Request Form m

1
&Prior to accessing the form all

F Finance Delegation of Authority Form
popup blockers must be disabled. r"_ﬂ 2 id @

E.._El Finance System Access Reguest Form @

E._EI HR Access Reguest Form |_IT,.|

Step 6: —
The form opens in a new window. CALIFORNIA STATE UNIVERSITY  California State University, Fullerton

FULLERTON Delegation of Authority Form

Use this form to delegate administrative responsibilities in connection with departmental
financial transactions:

First, enter the Employee ID

(CW l D) ) Employee Information

Employee 1D: "

. prtt |300000000 | Campus E-mail:

Then, tab to the next field. Fust Narre: Liset N
Additional fields on the page will Department Name: Department I0:
auto populate. Tile: Gampies Extension:

Divsion: Appropriate Administrator ©

° ) i [~ Permanent ™ Temporary If Temporary, List Appointment End Date:
Flelds n green ShOU|d be The delegation will remain in effect until one of the following occurs: (1) The delegation is reassigned by the Responsible
Completed first. This will auto Person to another individual. (2) The delegate leaves the depariment or the University. (It is the responsibility of the delegate
. to inform the Financial Services (via email to DL-DOA@ fullerton.edu) If they will no longer serve as the delagate). (3)

populate other fields on the form Responsible Person changes such as reassignment by the Division Head or by personnel changes (Dept. Chair changes,

etc.). A new delegation form will need to be submitted to Financial Services located at CP-300. (It is the responsability of the
Responsibde Person to inform the Financial Services Program if they will no longer serve as the Responsible Person for the
department(s) Ested above.

with PeopleSoft data.

@ Verify that the employee’s
Appropriate Administrator is correct
since this form will automatically be
routed to that person for approval.

If the form populates with
incorrect personal data, contact
Human Resources and close the
form without continuing. This form
should not be used until that data
has been corrected.

Last Revised: 10/21/13 Page 6 of 27
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Processing Steps

Screen Shots

Step 6a:

If the CWID is not listed in
PeopleSoft an error message will
pop up indicating “no matching
record found.”

Contact CMS Security at
cmssecurity@fullerton.edu with the
employee’s name and CWID if you
get this error message. Security
personnel will assist you in getting
the user added to the system.

Employee Information

CALIFORNIA STATE UNMIVERSITY

FULLERTON

Use this form to delegate administrative responsibilities in connection w|

California State University, Fullerton
Delegation of Authaority Form

financial transactions:
Employee Information
Employee ID: [2nn000000 _mal
[cwio) ) Campus E-mail:
First Name: Message from webpage @
Department Mame:
Tithe:
Diivision: l N Mo matching record found.
[ Permanent I T
The delegation will remain in effec ned
Person to another indinidual. (2) TH LEETaliy
to mform the Financial Services (v as the
Responsible Person changes such e (DN
ate ). A new delagation form will ny It is th

Responsible Person to inform the Financial Sennces Program if ey will no [onger serve as he Respd
department{s) Ested above.

Step 6b:
If the employee has multiple jobs on 2] Lockup Results -- Webpage Dialeg 2]
campus you will be prompted to |§;' https://erpaetstll. calstate.edu:9443/CSUFWorkplace/formCallback?platformID=filenetfcmd=dlgs ﬂ|
choose the appropriate position for —
the form FirstName LastName DepartmentName Division EmployeeUserID
() Katniss Ewverdeen Biological Science VP Academic Affairs -NP keverdeen
. L . Katniss  Everdeen Testing Center Vice President for Student Aff kewverdeen
To review the position information,
select a position and click Details.
& Multiple matches were found. Please select the correct entry.
Details ] [ oK ] [ Cancel
Last Revised: 10/21/13 Page 7 of 27
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Processing Steps

Screen Shots

Step 6¢:
The job details will be displayed.

Select OK to return to the position
selection screen.

a Details -- Webpage Dialog

[l

| 2 https://erpaetstl].calstate.edu:9443/CSUFWorkplace/formCallback?platformID=filenet&icmd=dlg E|

FirstMame
LastMame
Departmentiamea
Division
EmployeellserID
CampusExtension
CampusEmail

Title

DeptlD
Division_ID

Dinciinm

Katniss

Everdeen

Testing Center

Vice President for Student Aff
keverdeen

4227

keverdeen@ Exchange.fullerton.edu

Casual Worker
10221

10236
Nthar

-~

m

| ok |

Step 6d:

When the correct position has been
identified, select the position and
click OK to continue.

a Lookup Results -- Webpage Dialog

X5

| 2 https://erpaetst0l.calstate.edu:9443/CSUFWorkplace/formCallback?platformID=filenet&cmd=dlgs ﬁ|

FirstName LastName DepartmentName Division

Everdeen Testing Center

Katniss  Everdeen Biological Science WP Academic Affairs -NP

& Multiple matches were found. Please select the correct entry.

Vice President for Student Aff keverdeen

EmployeelserID

keverdeen

Last Revised: 10/21/13
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Processing Steps Screen Shots
Step 7: —
Next, identify the action request: CALIFORNIA STATE UNIVERSITY  California State University, Fullerton
Delegation of Authority Form
e New User: a user who does not FULLERTON ¢ !
currently have Finance Use this form to delegate administrative responsibilities in connection with departmental
. . financial transactions:
Delegation of Authority. :
Employee Information
° E_XIStI ng User: a user Whose_ II[ECT,E:E‘;BQ B spoo00000 Campus E-mail: keverdeen@exchange fullerton.edu
Finance DelegatI.O.n of AUthOfIty First Mame: Katniss Last Name. Everdeen
needs to be modified.
Department Name:. |T-Training Department ID. 10356
e Inactivate Account: a user Tille:  Admin Analyst'Spclst 12 Mo Campus Extension: 7777
whose.Flnance Delegation of Division: | T-Infermation Technelogy Appropriate Administrator - Effie Trinkett
AUthonty nEEds to be remOVed ¥ Permanent T Temporary If Tamporary, List Appointment End Date:  Mia
either because they are no The delegation will remain in effect until one of the following occurs: (1) The delegation is reassigned by the Responsible
Person o another individual. (2) The delegate leaves the department or the University. (It is the responsibility of the delegate
longer on Campus or they haVe to inform the Financial Sendces (via email to DL-DOA@ fullerton.edu) If they will no longer serve as the delagate). (3)
Changed pOSitiOﬂS on Campus_ Responsible Person changes such as reassignment by the Division Head or by personnel changes (Dept. Chair changes,
etc.). A new delegation form will need to be submitted to Financial Services located at CP-300. (it is the responsibility of the
Responsible Person to inform the Financial Senices Program if they will no longer serve as the Responsible Person for the
esdenacimentie Sated abous
i't Account Action Request (choose one)
““When you select Inactivate ™ New User ™ Eisting User " Inactvate Account Go to Delegation Roles Page
Account, you will not be able to use

the Delegation Roles Page. All
authority granted to the user will be
automatically revoked.

Step 8:
__L X Employee Information
Click on Go to Delegation Roles \
Page. Or click on the Delegation N~
Roles tab. CALIFORNIA STATE UNIVERSITY alifornia State University, Fullerton
FULLERTON elegation of Authority Form
Use this form to delegate administrative rehKnsibilities in connection with departmental
financial transactions:
Employee Information
fé“ws:g&;ﬁ? D gpoazaras Campus E-mail: keverdeen@exchange fullerton edu
First Name: Katniss Lasi Name:. Everdeen
Department Name: | T-Training Department [D: 10358
Tithe:  Admin Analyst’Spclst 12 Mo Campus Extension: 7777
Division: 1 T-Infarmation Technology Appropriate Administrator | Effie Trinkett
¥ Permanent [ Temporary If Tempaorary, List Appointment End Date:  pia
The delegation will remain in effect until one of the following occurs: (1) The delegation is reassigned by the Responsible
Person to another individual. (2) The delegate leaves the department or the University. (It is the responsibility of the delegate
to inform the Financial Services (via email to DL-DOA@fullerton.edu) If they will no longer serve as the delegate). (3)
Responsible Person changes such as reassignment by the Division Head or by personnel changes (Dept. Chair changes,
etc.). A new delegation form will need to be submitted to Financial Services located at CP-300. (It is the responsiility of the
Responsible Person to inform the Financial Senvices Program if they will no longer serve as the Responsible Person for the
department{s) Fsted above.
A nt Action Request {choose one)
| Mew User ™ Existing User ~ Inactivate Account I Go to Delegation Roles Page I
Step 9:
Enter the Effective Date for this Effective Date: 09/01/2013
authority.

Last Revised: 10/21/13 Page 9 of 27
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Processing Steps

Screen Shots

Step 10:
Indicate whether this authority is
permanent or temporary.

If it is temporary, enter the end date
for the authority.

If you specify an end date for
the authority, the authority will
automatically expire on that day. No
additional forms will need to be
filled out to remove the authority.

I Permanent

¥ Temporary  |f Temporary, List End Date:

08/31/2014

Step 11:

To add authority for a financial
transaction, place a checkmark next
to Add in that section.

To remove authority for a financial
transaction, place a checkmark next
to Remove in that section.

1

Z'SYou cannot combine “Add”
and “Remove” requests for a single
section (i.e. Budget Transfer) on a
single Finance Delegation of
Authority Form. You must submit
one form with your “Remove”
requests and a separate form with
your “Add” requests.

Budget Transfer v Add

"
I~ Remaove

Departments

|___Select Division Depts

[Other Division Departments

| Select Other Division Depts

Step 12:

Click Select Division Depts to
select the department(s) for which
this user should have authority.

Budget Transfer

@ Add | Remove

Daparimeants

I Select Division Depts

Last Revised: 10/21/13
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Processing Steps Screen Shots
Step 13: ]

= : :
Only the Department IDs for the ‘= Department List - Windows Internet Explo... E' =] @
identified division are listed. 2 hitps://erpactst0].calstate. edu:0443/CSUPWorkplace/re i@ B

& hip P P
Choose the appropriate [C] 10226 IT-User Service Center
department(s) and click OK. 5 10289 IT-Development and App

- Support

] 10290 IT-Information Security
IT-ERP Operating Sys and

[C] 10300 Datab
[C] 10308 IT-Data Center
Audio Visual Technology
Suppor
[C] 10338 IT-Instructional Support-INP
] 10351 IT-Enterprise Resource Plannin

10352 IT-Rollout

] 10353 IT-Applications Services

] 10354 IT-5tudent Technology Services
10356 IT-Training

[ 10362 IT-Logistics

[C] 10363 IT-Center for Academic Tech
[C] 10364 IT-Communications

] 10365 IT-ERP Analvtic Services

] 10366 IT-Project Management

] 10367 IT-Development Support

[C] 10368 IT-Infrastructure Services
IT-Academic Technology

m

10369

B Develop

Step 14: (Optional) Budget Transfer  [7 Add | Remove

If the user needs to have authority Cepartments | Select Division Depts _ [[Other Division Depariments. |l 5elect Other Division Depts
for a department in a different 10217.10252.10258

division, click Select Other
Division Depts.

Last Revised: 10/21/13 Page 11 of 27
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Processing Steps Screen Shots
Step 14a:
Use the search function to find a Search for Other Division Departments Selected Departments
department by its department ID or Department ID - Department Name [Department ID| Action
its department name. Department Name - At Testing Center 10221

Click Add to add the department to
the Selected Departments list.

Click Remove to remove a
department from the Selected
Departments list.

When you are finished, click Save.

1

&You must obtain approval
from the other division’s Financial
Manager via email and forward it to
DL-DOA@fullerton.edu in order for
Financial Services to accept
requests for authority to another
division’s department(s).

Department Name

Dean ARTS

Art

Artists Village
[nstruction ARTS
KCET Partnership
Educational Partnerships

Search Results:

Department ID |Action

Arts Marketing and Patron Svc 10069

10072
10245
10291
10318
10339
10357

Save || Close

Last Revised: 10/21/13
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Processing Steps Screen Shots
Step 15: .
. s . % CALIFORNIA STATE UNIVERSITY  California State University, Fullerton
Continue filling out each section for FULLERTON Delsgation of Authority Form
which the user needs authority. .
Delegation Roles ! Approvers
Effective Date:  9/1/2013 [ Permanent
. v Temporary  If Tamporary, List End Date: 8/31/2014
Budget Transfer [¢ Add Remove -
Departmants | Select Division Depts  ToiRar Division Departments |5elm Other Division Dept5|—
10317,102352,10356 10221,10338
AJP Check Request Add [T Remove
— |—|
Departmants | | JOther Division Departments ]
Travel Expense [T Add [ Remove
e i 1
Departmants | | Tother Division Departments |
Travel Request [v Add [ Remove Maximum authorized amount $ [4000|
Departmants | Select Division Depts [ Tother Division Departments | Select Other Division Depts
10317,10352,10358
Step 15a: Travel Request ¥ Add [ Remove Maximum authorized amount $|4353 I
Note that if you are adding authority | |Geparmens [ Select Division Depte_J[Other Division Depariments [Select Other Division Depts
for Travel Requests, you will need 10317,10352,10356
to include the maximum amount
that the user is allowed to authorize.
Contact Travel at
travel@fullerton.edu if you have
questions about what to put in the
maximum authorized amount field.

Last Revised: 10/21/13

Page 13 of 27


mailto:travel@fullerton.edu

PeopleSoft ERP Finance
Delegation of Authority Form User Guide

FINAL

Processing Steps

Screen Shots

Step 16:
If necessary, add any comments in
the ‘Comment’ field.

Then, click the Launch button to
complete processing of the form.

=51 PDF fPrint 4] Close

Katniss is @ new IT manager who needs to be able to approve budget transfers and travel
requests.

Comment:

Employee Information

CALIFORNIA STATE UNIVERSITY

FULLERTON

Use this form to delegate administrative responsibilities in connection with departmental
financial transactions:

Employee Information

Employee ID: gog454735
{CWID)

First Name: Katniss

California State University, Fullerton
Delegation of Authority Form

Campus E-mail: keverdeeni@exchange fullerton.edu

Last Mame: Everdeen

Department Name: IT-Training Department ID: 10358

Title:  Admin Analyst/'Spclst 12 Mo Campus Extension: 7777
Division: | T-Infermation Technelogy Appropriate Administrator :  Effie Trinket
¥ Permanent I Temporary If Temporary, List Appointment End Date: A

The delegation will remain in effect until one of the follewing oceurs: (1) The delegation s reassigned by the Responsible
Person to another individual. (2) The delegate leaves the department or the University. (It is the responsibility of the delegate
to nform the Financial Sendices (via email to DL-DOA@fullerton.edu) If thay will no longer serve as the delegate). {3)
Responsible Person changes such as reassignment by the Division Head or by personnel changes (Dept. Chair changes,
etc.). A new delegation form will need to be submitted to Financial Services located at CP-300. (it is the responsibility of the
Responsibde Paerson to inform the Financial Senices Program if they will no longer serve as the Responsible Person for the

department(s) ksted above.

Step 17:
The form is now complete.

The division Financial Manager is
notified via email to electronically
approve the delegation of authority
form.

Once routed to the Financial
Manager, changes cannot be made
to the form; however, the Financial
Manager can reject the form and it
will be routed back to the initiator
who can make modifications to the
form.

@ Workplace: Confirm Prompt - Windows Internet Explorer

& https://erpaetst0].calstate.edu:9443/CSUFPWorkplace/operations/WemConfirmPrompt.jspfop=startWiz @ 2

-

larthur | Tuesday, September 3, 2013 Help | Close

confirmation |

The form data has been processed successfully.

Summary:
Object Store: 75T &2

€ Copyright IEM Carp. 2002, 2009, All Rights Reserved,

H100% ~

Last Revised: 10/21/13
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Processing Steps

Screen Shots

Rejected Form:
If the form is rejected and returned
to the initiator:

e The initiator can update and
reprocess the form

e The initiator can delete the form
and start over.

=21POFPrint | i Complete 4] Close

* Responses: « Select a response > |«

Comment: Reprocess
Delete

Travel Comment Only

You can use the Finance
Delegation of Authority Form to
create a Travel Comment.
However, you cannot request any
authority changes on the same form
as a Travel Comment.

Step 1:
Follow steps 1-8 of the Data Entry
Process.

Enter the Effective Date for the
travel comment.

Effective Date: 9/1/2013 H

Step 2:

Indicate whether this travel
comment is permanent or
temporary.

If it is temporary, enter the end date
for the travel comment.

If you specify an end date for
the travel comment, the comment
will automatically expire on that day.
No additional forms will need to be
filled out to remove the comment.

I Permanent

v Temporary  If Temporary, List End Date:  |[g9/30/2013

Last Revised: 10/21/13

Page 15 of 27



PeopleSoft ERP Finance

Delegation of Authority Form User Guide FINAL
Processing Steps Screen Shots
Step 3:
Place a checkmark next to Travel J;"'{E"-ic;mmﬂm ony | Travel Comment Type: | [~ Division | College/Sub-Dnision |
L DOITHimedn

Comment Only at the bottom of the
Delegation Roles page.

Then indicate if this travel comment
applies to a division or a
college/sub-division.

Step 4: ¥ Travel Comment Only Travel Comment Type: [ Division ¥ College/Sub-Division
Type in the travel comment. [Travel Gomments

K.atniss will be on vacaticn in District 4 until the end of September. In her absence please send all ravel documents to
FPeeta Mellark for Elpprm.‘al.l

Step 5:
, ot =
If necessary, add any comments in Heorp ””t 4] close

the ‘Comment’ field. INew travel comment for Katniss Everdeen's vacation.| I
Comment:

Then, click the Launch button to Employee Information
complete processing of the form.

CALIFORNIA STATE UNIVERSITY  California State University, Fullerton

FULLERTON Delegation of Authority Form

Use this form to delegate administrative responsibilities in connection with departmental
financial transactions:

Employee Information
Employee ID- gygagaras

(CWID) Campus E-mail: keverdeen@exchange.fullerton.edu
First Mame: HKatniss Last Name: Everdeen

Department Mame: |T-Training Department ID. 10356

Title:  Admin Analyst'Spdst 12 Mo Campus Extension: 7777

Division: | T-Information Technology Appropriate Administrator ©  Effie Trinkett

¥ Permanent I Temporary If Temporary, List Appointment End Date: /A

The delegation will remain in effect until one of the follewing occurs: (1) The delegation is reassigned by the Responsible
Person to another individual. (2) The delegate leaves the department or the University. (It i the responsibility of the delegate
to imform the Financial Services (via email to DL-DOS@fullerton.edu) If they will no langer serve as the delegate). (3)
Responsible Persen changes such as reassignment by the Division Head or by personnel changes (Dept. Chair changes,
ate.). & new delegation form will need to be submitted to Financial Services located at CP-300. (It is the responsibility of the
Responsibde Person to inform the Financial Senices Program if they will no longer serve as the Responsible Person for the

department{s) Ested above.

Last Revised: 10/21/13 Page 16 of 27
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Processing Steps Screen Shots
Step 6:
@ Workplace: Confirm Prompt - Windows Internet Explorer El@

The form is now complete.

The Finance Business Analyst is
notified via email to review and
process the form.

The Financial Manager and
Appropriate Administrator do not
need to approve Travel Comment
Only forms.

|@ https://erpaetst0] calstate.edu:0443/CSUFWorkplace/operations/WemConfirmPrompt jspfop=startWiz @ @|

-

larthur | Tuesday, September 3, 2013 Help | Close

confirmation |

The form data has been processed successfully.

Summary:
Object Store: 75T &2

- [

& Copyright IEM Corp. 2002, 2009, All Rights Reserved.

#100% -
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3.0 Financial Manager Approval Process

Once a form is complete the division Financial Manager is notified via email to review the Finance Delegation of

Authority (DOA) form.

Processing Steps

Screen Shots

Step 1:

The division Financial Manager
receives an email to review the
Finance Delegation of Authority
form electronically.

From: portal @fullerton. edu Sent: Tue 9/3/20139:
To: Snow, Coriolanus
€
Subject: Action Needed: FS Delegation of Authority Form for Your Review and Approval
Coriolanus Snow.,

A Finance System Delegation of Authority Form for Katniss Everdeen has been initiated and is ready for vour review and approval Please

logon to the CSUF portal at www fullerton.edu and click on the Titan Online tab. Next, select My Workspace under the eContent section and then
Select My Work.

Please use the appropriate browser to successfully complete the process to review and accept or approve this form:
PC - use Intemet Explorer
MAC - use Safari

This is an automatic email. please do not reply.
Thank you.

Step 2:
Log into the campus portal.

password.

Then, click Login.

Enter your campus username and

Username
csnow

Password

| Sign In ‘

Can't your account?

— o e e —
First time her

New students and
Create my campus account

Employees
gned campus u.

Step 3:
Next, select the Titan Online tab.

Faculty/Staff P)rtal

My CSUF Email Library Classes TitanCard Services Webcam Training
Titan Online Documents PCard lynda.com Web Meetings Online IT Help

Last Revised: 10/21/13
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Processing Steps

Screen Shots

Step 4:
Next, select My Workplace under
the eContent section.

eContent

@EJJ My Workplacé

My VWorkplace provides access to Electronic Forms,
Workflow Processes, and Reportz for Finance, Human
Re=sources, and Student Administration.

Training Guides

=] Training Resources

Step 5:
Then select My Work.

The pending Delegation of Authority
form will appear.

Click on the form you want to
review.

CALIFORNLA BTATE UMIVEREITY, FULLERTOM

larthur | Tuesday, September 3, 2013
My Workplace

Iﬁ My Inbox

H==

Form @

Katniss Everdeen FS Delegation of Authority

The task is in step BudgetContact and has a current status of In
Progress. It was received on 9/3/13 9:19 AM.,

refresh | maore...

Step 6:
Review the Delegation of Authority
form.

On the Employee Information tab in
the Signatures section, place a
checkmark next to “I certify that this
access is appropriate for this
individual's duties and
responsibilities.”

Signatures

™ | certify that | hawve read, understood and agree to follow the Access and Compliance.

Employes Name

Access and Compliance Form

Date

1 ify that this access i appropriate for this individual's duties and responsibilities.
Administrator Mame

1 certify that this access is appropriate for this individual's duties and responsibilities.
Fiscal Manager/Budget Contact

MName

Date

Step 7:

Next, either “Approve” or “Reject”
the form using the drop-down menu
at the top of the screen.

If the request is rejected it will return
to the form initiator.

;;?j PDF fPrint | 'F,]ﬂ Complete 4 Close

* Responses: « Select a response = | *
Comment: Approve
Reject
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Processing Steps

Screen Shots

Step 7a (optional):

You may add an optional comment
in the Comment section at the top
of the form.

It is highly encouraged to add a
comment if you are rejecting the
form so the initiator understands
why the form was rejected and how
to correct the form so it will be
approved (if necessary).
Comments, when the request is
rejected, are included in the email
notification sent to the initiator.

HPoFPrint | 79 complete 4] Close

* Responses: Reject -
Purchase Requisition and Travel Request approval are appropriate; please remove Budget
Comment: Transfer approval request as that is not appropriate for this individual,

Step 8:
Once the response is selected, click
the Complete button.

Note:

o [f the request is rejected it will
return to the form initiator.

o If the request is approved the
form will move to the next
appropriate party for processing.

4] Close

Approve -

=1 PDF Print ||"i?ﬂ Complete

* Responses:

Cormment:

Step 9:

The Delegation of Authority form is
approved and removed from the list
of pending forms.

CALIFORNLA BTATE UMIVERSITY, FULLERTOM

larthur | Tuesday, September 3, 2013

My Workplace
K My Workplace
eForms Cl

@ My Inbox

There are no work items to display

H]=]]

eForms - Human

eForms - Financia refresh | more...

My Work
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Once a form is complete the appropriate administrator/manager is notified via email to review the Finance
Delegation of Authority (DOA) form.
Processing Steps Screen Shots
M From: pn.rﬁ|@ﬁillermn.edu Sent: Tue 9/3/2013
The appropriate . e
administrator/manager receives an Subject: Action Needed: FS Delegation of Authority Form for Your Review and Approval
email to review the Finance SRR

Delegation of Authority form
electronically.

A Finance System Delegation of Authority Form for Katniss Everdeen has been initiated and is ready for your review and approval. Please
logon to the CSUF portal at www fullerton edu and click on the Titan Online tab. Next. select My Workspace under the eContent section and then
Select My Work.

Please use the appropriate browser to successfully complete the process to review and accept or approve this form:
PC - use Intermnet Explorer
MAC - use Safari

This is an automatic email, please do not reply.
Thank you.

Step 2:

Log into the campus portal.

Enter your campus username and
password.

Then, click Login.

| Usermname

etrinketd

Password

your account?

New students and applicants
Create my campus account

Step 3:
Next, select the Titan Online tab.

Faculty/Staff P)rtal

My CSUF Email Library Classes TitanCard Services Webcam Training
Titan Online Documents PCard lynda.com Web Meetings Online IT Help
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Processing Steps

Screen Shots

Step 4:
Next, select My Workplace under
the eContent section.

eContent

@EJJ My Workplacé

My VWorkplace provides access to Electronic Forms,
Workflow Processes, and Reportz for Finance, Human
Re=sources, and Student Administration.

Training Guides

=] Training Resources

Step 5:
Then select My Work.

The pending Delegation of Authority
form will appear.

Click on the form you want to
review.

CALIFORNIA BTATE UMIVERSITY, FULLERTON

larthur | Tuesday, September 3, 2013
My Workplace
K My Workplace

Iﬁ My Inbox

BEE

Form @

@ Katniss Everdeen FS Delegation of Authority

was received on 9/3/13 9:50 AM,
Documents

IT Reguest Form

The task is in step Manager and has a current status of In Progress. It

refresh | more...

Step 6:
Review the Delegation of Authority
form.

On the Employee Information tab in
the Signatures section, place a
checkmark next to “I certify that this
access is appropriate for this
individual's duties and
responsibilities.”

Signatures

T | certify thal read, understood and agree to follow the Access and Compliance.

Employes Name

Access and Compliance Form

Date

1'certify that this access is appropriate for this individual's duties and responsibilities.
Adminsstrator Name

Step 7:

Next, either “Approve” or “Reject”
the form using the drop-down menu
at the top of the screen.

=21POFPrint | g Complete 4] Close

* Responses: « Select a response > |«
Comment: Approve
Reject
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Processing Steps

Screen Shots

Step 7a (optional):

You may add an optional comment
in the Comment section at the top
of the form.

It is highly encouraged to add a
comment if you are rejecting the
form so the initiator understands
why the form was rejected and how
to correct the form so it will be
approved (if necessary).
Comments, when the request is
rejected, are included in the email
notification sent to the initiator and
fiscal manager.

* Responses:

HPoFPrint | 79 complete 4] Close

Reject

-

Comment:

Purchase Requisition and Travel Request approval are appropriate; please remove Budget

Transfer approval request as that is not appropriate for this individual,

Step 8:
Once the response is selected, click
the Complete button.

Note:

o [f the request is rejected it will
return to the form initiator.

o If the request is approved the
form will move to the next
appropriate party for processing.

A1 PDF fPrin

* Responses:

Comment:

t ||Fﬂ Complete

<& Close

Approve

Step 9:

The Delegation of Authority form is
approved and removed from the list
of pending forms.

CALIFORNLA BTATE LN

larthur | Tuesday,

B2 My Workplace

eForms -

uments

IT A

= s - Finanda

My Work

VERSITY, FULLERTON

September 3, 2013

uest Form

My Workplace

@ My Inbox

BEE

There are no work items to display

refresh | more...
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5.0 Employee Review Process

The employee must review and accept the form electronically, even if the employee initiated the Finance
Delegation of Authority Form.

Processing Steps Screen Shots
Step l From: portal @fullerton. edu Sent:  Tue9/3/2013 9|
. . To: Everdeen, Katniss
Employee receives an email to 2
. . . Subject: Action Needed: FS Delegation of Authority Form for Your Review and Approval
review the Finance Delegation of
Authority form electronically. Katriss Everdeen,

A Finance System Delegation of Authority Form has been initiated and is ready for your review. Please logon to the CSUF portal at www.fullerton.edu and
click on the Titan Online tab. Next, select My Workspace under the eContent section and then select My Work.

Please use the e browser to successfully complete the process to review and accept or approve this form:
PC - use Intemet Explorer
MAC - use Safari

This is an automatic email, please do not reply.
Thank you

Step 2:
Log into the campus portal. 3 q .
o - : Username
Enter your campus username and / ’ .
- -
password. of : N

Password

Then, click Login.
| Sign In _

Can’t access your account?

New students and a
Create my campus account

Employees
campus username and

Step 3:
Next, select the Titan Online tab.

Faculty/Staff P)rtal

My CSUF Email Library Classes TitanCard Services Webcam Training
Titan Online Documents PCard lynda.com Web Meetings Online IT Help

Step 4: -
Next, select My Workplace under eContent
the eContent section. ":ﬂj My Workplacé
@ = My Workplace provideg access to Electronic Forms,

Workflow Processes, and Reportz for Finance, Human
Resources, and Student Adminigtration.

Training Guides

=] Training Resources
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Processing Steps Screen Shots

Step 5:
Then select My Work.

CALIFDRNLA BTATE LUMIVERSITY, FULLERTON

larthur | Tuesday, September 3, 2013

The pending Finance Delegation of my workplace [

Authority will appear. B My Workplace

eForms - HR ( n @ My Inbox m@a
. . eForms - H
Click on the form you wish to e - : {@ Katniss Everdeen FS Delegation of Authority
electronically sign. Forms - Finan Form (i)

. The task is in step Employes and has & current status of In Progress.
My Wark It was received on 9/3/13 9:57 AM.

Documents

refresh | more...

IT Access Request Form

Step 6:
X ) . Employee Information I
The Finance Delegation of Authority
form is displayed. CALIEORNIA STATE UNIVERSITY  California State University, Fullerton “10162*
FULLE RTON Delegation of Authority Form
Review the fields on both tabs Use this form to delegate administrative responsibilities in connection with departmental
i financial transactions:

(Employee Information and Rr AT e

Delegat|0n ROIes) for accuracy. F[I:I‘U\pf:g"]ge ID: goooo0000 Campus E-mail: keverdesn@Exchange.fullerton.edu
First Mame: Katniss Last Mame: Everdeen

Click the Access & Compliance Department Name: |T-Training Department [D: 10258

Form button to reVieW the Title:  Admin Analyst'Spdlst 12 Mo Campus Extension: 5792

document. Division:  IT-Informaticn Technology Appropriate Administrater ©  Effie Trinkett
¥ Permanent ™ Temporary If Tempaorary, List Appointment End Date:
The delegation will remain in effect until one of the following occurs: (1) The delegation is reassigned by the Responsible

Electronically sign the form by Person to another individual (2) The delegate leaves the department or the University. (It i the responsibility of the delegate

. “ . to mform the Financial Sendces (via email to DL-DOA@ fullerton.edu) If they will ne lenger serve as the delegate). (3)

CheCklng the statement “I Certlfy Responsible Person changes such as reassignment by the Division Head or by personnel changes (Dept. Chair changes,
atc.). A new delegation form will need 1o be submitted to Financial Services located at CP-300. (It is the responsibility of the

that I have read: underStOOd and Responsible Person to inform the Financial Services Program if they will no longer serve as the Responsible Person for the
department{s) above,

agree Fo follow the Access and TR e ane)

Compliance form. & Newdleer (" Existing User (™ Inactivate Account | Go to Delegation Roles Page |

Signatures
By CheCking this statement your ™ | certify that | have read, understood and agree to follow the Access and Compliance. I Access and Compliance Form |
name and date will auto-populate in Employee Mame Date

the Employee Name field.

[+ | certify that this access is appropriate for this individual's duties and responsibilities.
Adminestrator Mame Effie Trinkett

09/03/2013
[ | cartify that this access i appropriate for this individual's duties and responsibilities.
Fiscal ManagerBudget Contact  Coriolanus Snow 08/03/2013
Name Date
Initiator: Haymitch Abernathy 09/03/2013

Financial Setvices :

Comments Approval Status:  Pending

Haymitch Abernathy - 09/02/2012 02:02:20 AM - Katniss is 2 new |IT manager who nesds to be able to approve budget
transfers, requisitions, and travel requests.
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Processing Steps

Screen Shots

Step 7:

Next, either “Approve” or “Reject”
the form using the drop-down menu
at the top of the screen.

;;?j PDF fPrint | 'F,]ﬂ Complete 4 Close

* Responses: « Select a response = | *
Comment: Approve
Reject

Step 8:
To complete the approval process,
select the Complete link.

Note:

o If the request is rejected it will
return to the form initiator.

o If the request is approved the
form will move to the next
appropriate party for processing.

Optionally, you can add a
comment to the Comment field.
Comments, when the request is
rejected, are included in the email
notification sent to the initiator,
administrator, and fiscal manager.

;'}fl PDF Print ||Fﬂ Complete |4g] Close

* Responses: Approve

Comment:

Step 9:

The Access Request form is
approved and removed from the list
of pending forms.

The form is routed to the Financial
Services department for review and
processing.

The Finance Delegation of
Authority form cannot be changed
once approved by the employee.
Please contact DL-
DOA@fullerton.edu for assistance if
you need to make changes.

Once authority has been granted,
the employee will be notified by
email.

CALIFORNLA BTATE UMIVERSITY, FULLERTOM

larthur | Tuesday, September 3, 2013
My Workplace
K My Workplace

H]=]=

eForms - H \ om @ My Inbox

eForms - Fina

My Work

) nts

Request Form

There are no work items to display

refresh | more...
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