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FINANCE SYSTEMS

ORGANIZATION REVIEW WORKFLOW REQUEST 
	User’s Name (Last, First, Middle)
     
	NetID
       
	Today’s Date
     

	Department Name
     
	E-mail Address
     

	Phone Number
             
	Name & Phone # of person completing form (if different from above)
       

	Provide a business justification for access including how the data will be used
     


[image: image3.png]Name/Group Name | NetiD(s) | HighestLevel Org Code | DocType | From Amount | To Amount | Approval Type
BrettPaulson Abc02001 | 1100 REQS. APROVE
Wichael Cde02001 | 1250 oV $5000.00 GD

Joe Smith Grs02001 | 1620 T REMOVE




   
	Name/Group Name
     
	NetID(s)
     
	Highest Level Org Code
	Doc Type
	From Amount
	To Amount
	Approval Type


	Christine Scott-Dougan
     
	law02011
     
	0605
	SSBA- Single Sided Budget Adjmustment
	5000000
	5000000
	Approve

	
             
	
       
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


(If there’s more please attach additional sheet)

     
______________________________________________​_         _______________________________________________
Print User’s Name                                                                                User’s Signature
                                    Date


     
______________________________________________​_         _______________________________________________
Print Dean, Director, or Dept. Head’s Name
 Dean, Director, or Dept. Head’s Signature
Date
(Dean’s access requires Provost approval)



Service Request Instructions are available on the next page

	                                                                                     For Finance Systems Internal Use Only

	Ticket #
	E-Doc(s) #     

	Date Received: ______/______/__________
	Completed By:

	Date Complete: ______/______/__________
	Notes:  


Purpose: To allow departments to request configuration of the optional Organization/Accounting Reviewer workflow node within the Kuali Financial System. This option is typically used when a department wants a higher level authority, other than the Fiscal Officer, to approve or receive an FYI for certain e-docs based on a defined criteria such as dollar amount. 

Instructions for this form:
1. Fill in the User’s Name, NetID, Today’s Date, Department Name, Email Address, and Phone Number.
2. Specify your Name/Group Name, your NetID, the Highest Level Org Code, the Doc Type, the To and From amount, and the Approval type.
3. The User should read the agreement and sign and date the form.

4. The Dean, Director, or Department Head should sign and date the form.

5. Return the form via campus mail to Finance Systems Unit-1112 or via fax at (860) 486-0536.
[image: image1.png]User’s Name (Last, First, Middle)

NetiD Today’s Date

Department Name.

Email Address

Phone Number

Name & Phone # of person completing form (i different from above]

Provide  business justification for access including how the data will be used






I understand that the data contained in KFS/KFDM is confidential.  The access I am requesting is for my use in performing my job duties & responsibilities. I agree that my username & password will not be shared and I am responsible for any accesses logged against my username.  In using my username & password, I will follow the policies & procedures of the University. I understand that Finance Systems reserves the right to terminate my access at any time without notice.  If I terminate employment with the University or my department, I will notify Finance Systems.








Submit all completed forms to: Finance Systems 343 Mansfield Road - Unit 1112, Storrs, CT 06269-1112 or Fax at (860)486-0536


Last updated 7/18/2014

