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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: 

• Budget Transfer approval 

• A/P Check Request approval 

• Travel Expense approval 

• Travel Request approval  

All 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:  

• PC – use Internet Explorer 
• MAC – use Safari 
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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.  

 

 
 

 
Step 2: 
Next, select the Titan Online tab.   
 

 

 
 

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

 

 
 

 
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.  

 

 
 

https://my.fullerton.edu/PortalVSVB/CSULOGONUSER.aspx?posted=1&ReturnUrl=/PortalVSVB/desktopdefault.aspx?tabindex=3&tabid=63
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Processing Steps Screen Shots 
 
Step 5: 
Next, select the appropriate form for 
the required access:  
• Finance Delegation of Authority 

Form 
 

Prior to accessing the form all 
popup blockers must be disabled. 

 

 

 
 

 
Step 6: 
The form opens in a new window. 
 
First, enter the Employee ID 
(CWID). 
 
Then, tab to the next field.  
Additional fields on the page will 
auto populate. 
 

 Fields in green should be 
completed first.  This will auto 
populate other fields on the form 
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. 
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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. 
 

 

 
 

 
Step 6b:  
If the employee has multiple jobs on 
campus you will be prompted to 
choose the appropriate position for 
the form. 
 
To review the position information, 
select a position and click Details.  

 

 
 

mailto:cmssecurity@fullerton.edu
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Processing Steps Screen Shots 
 
Step 6c:  
The job details will be displayed.  
Select OK to return to the position 
selection screen.  
 

 

 
 

 
Step 6d: 
When the correct position has been 
identified, select the position and 
click OK to continue.  
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Processing Steps Screen Shots 
 
Step 7: 
Next, identify the action request:   
• New User: a user who does not 

currently have Finance 
Delegation of Authority. 

• Existing User: a user whose 
Finance Delegation of Authority 
needs to be modified. 

• Inactivate Account: a user 
whose Finance Delegation of 
Authority needs to be removed 
either because they are no 
longer on campus or they have 
changed positions on campus. 

 

When you select Inactivate 
Account, you will not be able to use 
the Delegation Roles Page. All 
authority granted to the user will be 
automatically revoked. 
 

 

 
 

 
Step 8: 
Click on Go to Delegation Roles 
Page. Or click on the Delegation 
Roles tab. 
 

 

 
 

 
Step 9: 
Enter the Effective Date for this 
authority. 
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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. 
 

 

 
 

 
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. 
 

You 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. 
 

 

 
 

 
Step 12:  
Click Select Division Depts to 
select the department(s) for which 
this user should have authority. 
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Processing Steps Screen Shots 
 
Step 13:  
Only the Department IDs for the 
identified division are listed.  
 
Choose the appropriate 
department(s) and click OK.  

 

 
 

 
Step 14: (Optional) 
If the user needs to have authority 
for a department in a different 
division, click Select Other 
Division Depts. 
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Processing Steps Screen Shots 
 
Step 14a: 
Use the search function to find a 
department by its department ID or 
its department name. 
 
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. 
 

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). 
 

 

 
 

mailto:DL-DOA@fullerton.edu
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Processing Steps Screen Shots 
 
Step 15: 
Continue filling out each section for 
which the user needs authority. 
 

 

 
 

 
Step 15a: 
Note that if you are adding authority 
for Travel Requests, you will need 
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. 
 

 

 
 

mailto:travel@fullerton.edu
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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.  
 

 

 
 

 
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. 
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Processing Steps Screen Shots 
 
Rejected Form:  
If the form is rejected and returned 
to the initiator:  

 
• The initiator can update and 

reprocess the form 
 

• The initiator can delete the form 
and start over.  

 

 

 
 

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. 
 

 

 
 

 
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. 
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Processing Steps Screen Shots 
 
Step 3: 
Place a checkmark next to Travel 
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: 
Type in the travel comment. 
 

 

 
 

 
Step 5: 
If necessary, add any comments in 
the ‘Comment’ field.  
 
Then, click the Launch button to 
complete processing of the form.  
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Processing Steps Screen Shots 
 
Step 6: 
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.  
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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.  

 

 
 

 
Step 2: 
Log into the campus portal.  
Enter your campus username and 
password. 
 
Then, click Login.  
 
 

 

 
 

 
Step 3: 
Next, select the Titan Online tab.   
 

 

 
 

https://my.fullerton.edu/PortalVSVB/CSULOGONUSER.aspx?posted=1&ReturnUrl=/PortalVSVB/desktopdefault.aspx?tabindex=3&tabid=63
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Processing Steps Screen Shots 
  
Step 4: 
Next, select My Workplace under 
the eContent section.  

 

 
 

 
Step 5: 
Then select My Work. 
 
The pending Delegation of Authority 
form will appear. 
 
Click on the form you want to 
review.  

 

 
 

 
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.” 
 

 

 
 

 
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.  
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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. 
 

 

 
 

 
Step 8: 
Once the response is selected, click 
the Complete button.  
 
Note:  
• If the request is rejected it will 

return to the form initiator. 
 

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

 

 
 

 
Step 9: 
The Delegation of Authority form is 
approved and removed from the list 
of pending forms.  
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4.0 Manager Approval Process 

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 

 
Step 1: 
The appropriate 
administrator/manager receives an 
email to review the Finance 
Delegation of Authority form 
electronically.  

 

 
 

 
Step 2: 
Log into the campus portal.  
Enter your campus username and 
password. 
 
Then, click Login.  
 
 

 

 
 

 
Step 3: 
Next, select the Titan Online tab.   
 

 

 
 

https://my.fullerton.edu/PortalVSVB/CSULOGONUSER.aspx?posted=1&ReturnUrl=/PortalVSVB/desktopdefault.aspx?tabindex=3&tabid=63
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Processing Steps Screen Shots 
  
Step 4: 
Next, select My Workplace under 
the eContent section.  

 

 
 

 
Step 5: 
Then select My Work. 
 
The pending Delegation of Authority 
form will appear. 
 
Click on the form you want to 
review.  

 

 
 

 
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.” 
 

 

 
 

 
Step 7: 
Next, either “Approve” or “Reject” 
the form using the drop-down menu 
at the top of the screen. 
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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. 
 

 

 
 

 
Step 8: 
Once the response is selected, click 
the Complete button.  
 
Note:  
• If the request is rejected it will 

return to the form initiator. 
 

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

 

 
 

 
Step 9: 
The Delegation of Authority form is 
approved and removed from the list 
of pending forms.  
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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 1: 
Employee receives an email to 
review the Finance Delegation of 
Authority form electronically.   

 

 
 

 
Step 2: 
Log into the campus portal.  
Enter your campus username and 
password. 
 
Then, click Login.  
 

 

 
 

 
Step 3: 
Next, select the Titan Online tab.   
 

 

 
 

  
Step 4: 
Next, select My Workplace under 
the eContent section.  
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Processing Steps Screen Shots 
 
Step 5: 
Then select My Work. 
 
The pending Finance Delegation of 
Authority will appear.  
 
Click on the form you wish to 
electronically sign. 

 

 
 

 
Step 6: 
The Finance Delegation of Authority 
form is displayed.  
 
Review the fields on both tabs 
(Employee Information and 
Delegation Roles) for accuracy. 
 
Click the Access & Compliance 
Form button to review the 
document. 
 
Electronically sign the form by 
checking the statement “I certify 
that I have read, understood and 
agree to follow the Access and 
Compliance form.”  
 
By checking this statement your 
name and date will auto-populate in 
the Employee Name field. 
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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. 
 

 

 
 

 
Step 8: 
To complete the approval process, 
select the Complete link. 
 
Note:  
• If the request is rejected it will 

return to the form initiator. 
 

• 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. 
 

 

 
 

 
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.  

 

 
 

mailto:DL-DOA@fullerton.edu
mailto:DL-DOA@fullerton.edu
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