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Travel & Expenses — Updating Fiscal Approvers
Training Guide

Statewide Management, Accounting and Reporting Tool

Travel & Expenses

Updating Fiscal Approvers
Procedure

"Workflow Maintenance," as it pertains to SMART Travel & Expenses (T&E), is the process of setting up
and keeping your agency's approval structure current. On occasion, changes in business processes or
employee changes necessitate an agency add or remove the persons designated to approve travel
expenses for other staff members. SMART refers to these department approvers as "Prepayment
Auditors."

Step Action

1. Before updating the fiscal approvers, you must know both:

* The User ID for the employee(s) to become Fiscal Office
approvers, and

* The Department ID's for which those individuals will have approval
Authority.

q ﬂ] H RT Home Worklist Add to Favorites Sign out

Personalize Content | Layout Help

Menu -l

Search:
®

> My Favorites

[» Kansas

- Employee Self-Service
[ Manager Self-Senice
[ Supplier Contracts

[> Customers

[» Products

[- Customer Contracts
[ ltems

[ Vendors

> Purchasing

[ ePracurement

[ Services Procurement
[ Sourcing

- Demand Planning

[ Grants

(> Project Costing

[> Travel and Expenses
[ Travel Administration
[> Billing

[ Accounts Receivable
[» Accounts Payable

[ Asset Management
[- Banking

[- Commitment Contral
[ General Ledger

[+ Statutory Reports

[ Set Up Financials/Supply Chain
[ Worklist

[ Tree Manager

[ Reporting Tools

[ PeopleTools

= Change My Password
= My System Profile

|~ My Dictionary

& Local intranst Fh v HI00% v
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2. You may need to scroll down to find the Set Up Financials/ Supply Chain link, where you
will name the Fiscal Office approver.

Click the right scrollbar.

3. Click the Set Up Financials/Supply Chain link.
} Set Up Financials/Supply Chain|

q m H RT Home Worklist Add to Favorites Sign out

Search: Main Menu >

‘ ® \:_ Set Up Financials/Supply Chain

> My Favorites

I Kansas Set up Financials/Supply Chain options.

[ Employee Self-Service Common Definitions Product Related
[» Manager Self-Service Set up common definitions.
[ Supplier Contracts Approvals
[» Customers Design ChartFields
[» Products Distribution Accounting
[> Customer Contracis Mot
[ ltems Payroll Tax
s of Measure

I Vendors Unit
> Purchasing i
[> eProcurement
[> Senices Procurement
> Sourcing
[> Demand Planning
[> Grants
[ Project Costing
[ Travel and Expenses
[» Travel Administration
[> Billing
[+ Accounts Receivable
[ Accounts Payable
> Asset Management
[> Banking
[> Commitment Control
I General Ledger
[- Statutory Reports
~ Set Up Financials/Supply
Chain
[ Commen Definitions

[ Product Related
[ Waorklist
[ Tree Manager
> Reporting Tools
> PeopleTools
= Change My Password
= Wy System Profile
= by Diclionary

Done % Lacal ntranet v ®oon v

Step Action

4. SMART opens the Set Up Financials/Supply Chain menu.

Click the Product Related link.
Product Related

5. SMART opens the Product Related menu.

Click the Expenses link.
Expenses
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GMART

Home Workdist Add to Favorites Sign out
Search: ! Set Up Financials/Supply Chain >
® ﬁ Expenses
> My Favorites

> Kansas Set up expense-related information.

> Employee Sel-Service
[» Manager Self-Service
> Supplier Contracts

[» Customers

[» Products

[> Customer Contracis
[ ltems

> Vendors

I Purchasing

[> eProcurement

[> Senices Procurement
> Sourcing

[> Demand Planning

[> Grants

[ Project Costing

[ Travel and Expenses

Reports
Set up Expenses reports.

Business Purpose
ard Data
as| ce Source
orporate Card Vendor
Standard Distance Rates
aried Distance Rates
arnings Code
Expense Location
Expense Location Amount
Expense Location Group
Expense Type
xpense Type Group
Payment Type
referred Merchant
bursement Action Code

Set up expenze management

[» Travel Administration
[ Billing =) Wizard Type
[» Accounts Receivable
[» Accounts Payable

> Asset Management
[> Banking

[> Commitment Control
I General Ledger

[- Statutory Reports

[ Common Definitions
[» Product Related

[ Waorklist

[ Tree Manager

> Reporting Tools

> PeopleTools

= Change My Password

= Wy System Profile

= ly Dictionary

% Lacal ntranet Fh v ®o0n v

6. SMART opens the Expenses menu.

Click the Management link.
Management
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q m H RT Home Worklist Add to Favorites Sign out

Search: Main Menu » Set Up Financiais/Supply Chain > Product Related > Expenses >

‘® ﬁ Management
[> My Favorites
[ Kansas Set up expense management

[ Employee Seli-Senvice ﬁ Approval Setup E Template

> Manager Self-Service Setup approvals for Travel and Expense transactions. Establish templates for travel authorizations and expense reports.
I> Supplier Contracts =) Approver Assignment

[» Customers

[» Products

[> Customer Contracis
[ ltems

> Vendors

[ Purchasing

[> eProcurement

[> Senices Procurement
> Sourcing

[> Demand Planning

[> Grants

[ Project Costing

[ Travel and Expenses
[» Travel Administration
[> Billing

[+ Accounts Receivable
[ Accounts Payable

> Asset Management

[> Banking

[> Commitment Control
I General Ledger

[ Statutory Reports

~ Set Up Financials/Supply

Chain
[ Commen Definitions
[» Product Related

[ Waorklist

[ Tree Manager

> Reporting Tools

> PeopleTools

= Change My Password
= Wy System Profile

= Wy Diclionary

Dons % Lacal ntranet v Won v

Step Action

7. SMART opens the Management menu.

Click the Approval Setup link.

[
pp i

8. SMART opens the Approval Setup menu.

Click the Approver Assignment link.

Eggrwer Assignment

Date Created: 01/28/2013 Page 4 of 16



Travel & Expenses — Updating Fiscal Approvers
Training Guide

Statewide Management, Accounting and Reporting Tool

Home Worklist Add to Favorites Sign out
A w Windov
I Customers o Mew Window | Help | &}
[» Products R
: Customer Contracts Approver Assignment
[ ltems Enter any information you have and click Search. Leave fields blank for a list of all values.
[> Vendors

[P [T T Find an Existing Value | Add a New Value
I eProcurement
[> Senices Procurement

| Q

[> Sourcing GL Business Unit:

[> Denand Plannin
I Grants o Approver Profile: | begins with + || aQ

[ Project Costing
[ Travel and Expenses
[» Travel Administration
[> Billing
[+ Accounts Receivable
[ Accounts Payable
[ Asset Management
[> Banking
[ Commitment Control
[» General Ledger
I Statutory Reports
== Set Up Financials/Supply
Chain
[ Common Definitions
= Product Related
> Asset Management
1> Billing
<7 Expenses
[» Reports
< Management
= Approval Setup

Search | Clear ‘Elas\:Search B save Search Criteria

Find an Existing Value \ Add 3 New Value

= Template
> Procurement Opfions
[» Receivables
[> Waorklist
[» Tree Manager
[» Reporting Tools
I PeopleTools
= Change Wy Password
= My System Profile
= My Dictionary

Dore & Local intranst Fy v BI00% v

2|

9. SMART opens the Approver Assignment page.

Click in the GL Business Unit field.
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10.

[» Customers
[» Products
[» Customer Contracis
[ ltems
[> Vendaors
[» Purchasing
[ eProcurement
[> Senices Procurement
[ Sourcing
[> Denand Planning
[> Grants
[ Project Costing
[ Travel and Expenses
[» Travel Administration
[> Billing
[+ Accounts Receivable
[ Accounts Payable
[ Asset Management
[> Banking
[ Commitment Control
[» General Ledger
1> Statutory Reports
== Set Up Financials/Supply
Chain
[ Common Definitions
= Product Related
> Asset Management
1> Billing
<7 Expenses
[» Reports
< Management
= Approval Setup
= Approver
Assignment
= Template
[» Procurement Options
[» Receivables
[> Waorklist
> Tree Manager
[» Reporting Tools
I PeopleTools
= Change Wy Password
= My System Profile
= My Dictionary

GMART

<

Approver Assignment
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value | Add a New Value

Home Worklist

Add to Favorites Sign out

Mew Window | Help | 5

=1

GL Business IJml: 17300 Q
Approver Profile: | begins with v || [}

Search | Clear ‘Elas\:Search B save Search Criteria

Find an Existing Value \ Add 3 New Value

& Local intranst Fy v BI00% v

Enter the desired information into the GL Business Unit field. For this simulation, enter

"17300".

adding a new approver for.

Date Created: 01/28/2013
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q | H RT Home Worklist Add to Favorites Sign out
upplier Confracts

A sw Windov el
I Customers B New Window | Help | B

[» Products R

[> Customer Contracls Approver Assignment

[ ltems Enter any information you have and click Search. Leave fields blank for a list of all values.
[> Vendors

e

[ eProcurement

[> Senices Procurement

& Sourcing GL Business Unit: = v | 17300 Q

[» Denand Planning

> Grants Approver Profie: | begins win v | Q

[ Project Costing
E;;:x::::;ﬁgi;:ﬁz Search | Clear ‘ Basic Search Save Search Criteria
[> Billing
[+ Accounts Receivable
[ Accounts Payable
[ Asset Management
[> Banking
[ Commitment Control
[» General Ledger
I Statutory Reports
== Set Up Financials/Supply
Chain
[ Common Definitions
= Product Related
> Asset Management
1> Billing
<7 Expenses
[» Reports
< Management
= Approval Setup
= Approver
Assignment

Find an Existing Value \ Add 3 New Value

= Template
> Procurement Opfions
[» Receivables
[> Waorklist
[» Tree Manager
[» Reporting Tools
I PeopleTools
= Change Wy Password
= My System Profile
= My Dictionary

2|

& Local intranst Fy v BI00% v
Step Action
11. Next, you will identify the approval rights you are about to grant for this agency.

Click the Look up Approver Profile button.

12. SMART uses the term "Prepay Auditor" for the agency's Fiscal Office Approvers.

Click the PREPAY AUDITOR link.

PREPAY ALD ITC@I
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q m H RT Home Worklist Add to Favorites Sign out
upplier Confracts

e W Window =]
I Customers B Mew Window | Help |

=1

[» Products R

[> Customer Contracls Approver Assignment

[ ltems Enter any information you have and click Search. Leave fields blank for a list of all values.
[> Vendaors

fautiasing Find an Existing Value | Adda New\Value

[ eProcurement

[> Senices Procurement

> Sourcing GL Business Unit: = v | 17300 Q

[> Demand Plannin

I Grants g Approver Profile: | begins with ‘F’REFAY AUDITOR Q

[ Project Costing
E;;:x::::;ﬁgi;:ﬁz Search | Clear ‘ Basic Search Save Search Criteria
[> Billing
[+ Accounts Receivable
[ Accounts Payable
[ Asset Management
[> Banking
[ Commitment Control
[» General Ledger
1> Statutory Reports
== Set Up Financials/Supply
Chain
[ Common Definitions
= Product Related
> Asset Management

Find an Existing Value \ Add 3 New Value

1> Billing
<7 Expenses
[» Reports
< Management
= Approval Setup
= Approver
Assignment
= Template
> Procurement Opfions
[» Receivables
[> Waorklist
> Tree Manager
[» Reporting Tools
I PeopleTools
= Change Wy Password
= My System Profile
= My Dictionary

<

Done

& Local intranst Fy v BI00% v

Step Action

13. SMART populates the Approver Profile field with the title "Prepay Auditor." Now you will
go to the page that lists all of the people who perform this role for this agency.

Click the Search button.
Search
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q | H RT Home Worklist Add to Favorites Sign out
upplier Confracts &

w Windoy ustomi B
O e New Window | Help | C Page | B
[» Products
[» Customer Contracis
[ ltems
[> Vendors
[» Purchasing
[ eProcurement
[> Senices Procurement
[ Sourcing

Approver Assignments

GL Business Unit: 17300

[- Demand Planning .

> Grants Approver Profile:  PREPAY AUDITOR

[ Project Costing ™

[> Travel and Expenses Customize | Find | ] First [ 4 or 1 [¥] Last
[» Travel Administration =user Id Employee D  |Hame *Department Department

[> Billing . Erom To

I Accounts Recelvable DAODSXS C_ K0000220283 Sam Smart 17300000002, 173099999/ [+] [=]

[ Accounts Payable
[ Asset Management

[> Banking
[ Commitment Control
[» General Ledger
I Statutory Reports
= Set Up Financials/Supply
Chain
[ Common Definitions
= Product Related
> Asset Management
1> Billing

< Expenses & save | \Retum to Searcn | [ Notity | [Ex Add
[» Reports

< Management
= Approval Setup

= Approver
Assignment

= Template
> Procurement Opfions
[» Receivables
[> Waorklist
> Tree Manager
[» Reporting Tools
I PeopleTools
~ Chanage Wy Password
= My System Profile
|~ My Dictionary

<

Dore & Local intranst Fy v BI00% v

Step Action

14. SMART opens the Approver Assignments page.

On the far right of the rows, there are a "+" button and a "-" button.
The "+" button is used to add a row (add an Approver).
The "-" button is used to delete a row (remove an Approver).

For this simulation, we will add an approver.

%:k the Add a new row at row 1 button.

15. SMART creates a new line to allow you to assign another user to the Prepay Auditor
profile. If needed, you can use the look-up icon (magnifying glass) to the right of the field.

For this simulation, you already know the correct User ID for the new Fiscal Approver, it
is "DA00JXD".

Click in the User Id field.

16. Enter the desired information into the User Id field. For this simulation, enter "DA00JXD".
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17. Next, enter the range of Department ID's this person is allowed to approve transactions
for.

Click the *Department From button.

18. Most often, the employee will be allowed to approve transactions throughout the entire
agency. Begin by selecting the lowest 10-digit Department Number for this agency.

For this simulation, select the 1730000000 link.

Click the 1730000000 link.
1730000000

q m H RT Home Worklist Add to Favorites Sign out
upplier Confracts A

winder )
(O e New Window | Help | Customize Page | &

[» Products

[» Customer Contracis
[ ltems

[> Vendaors

[» Purchasing

[ eProcurement

I Senices Procurement

Approver Assignments

GL Business Unit: 17300

[ Sourcing

[- Demand Planning .

I Grants Approver Profile:  PREPAY AUDITOR

[ Project Costing ™

[> Travel and Expenses Customize | Find | i First [ 12 02 [ Last

4 T(a_val Administration user id Emplovee D |Hame *Department  |*Department

[» Billing _ — Erom To

:;:““”“”F E“El']‘f“'ﬂ DAODSXS C, K0D00220283 Sam Smart 17300000002, 173999999/ [+] [=]
ccounts Payable

> Asset Management DADDJXD (. KOD00220287 John Doe 17300000003, Q =

[> Banking

[ Commitment Control
> General Ledger
[ Statutory Reports
= Set Up Financials/Supply
Chain
[ Common Definitions
= Product Related
> Asset Management

&> Billing
=~ Expenses Bl save | L Return to Search ‘ [=] Notify ‘ [Ex Add
[» Reports

< Management
= Approval Setup
= Approver
Assignment
= Template
> Procurement Opfions
[» Receivables
[ Waorklist
[ Tree Manager
> Reporting Tools
> PeopleTools
= Change My Password
= Wly System Profile
— Wiy Dictionary

Done & Local intranst Fu v Bi00% -

Step Action

19. SMART returns you to the Approver Assignments page. Notice that the Department
From field begins with the number you just selected.

<

You will close the range by using the "Department To" field.

Click the *Department To button.
Q,
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q | H RT Home Worklist Add to Favorites Sign out

Dctg?olﬁer:ﬂ racts ~ New Window | Help | &
[> Products
I Customer Contracts Look Up Chartfield To
[ Items
[> Vendars
> Purchasing SetiD: 17300
I eProcurement Depanmem:‘ begins with | |

[» Services Procurement -
> Sourcing Description: | begins with |+ ||

[> Demand Planning

[> Grants

[ Project Costing

[ Travel and Expenses
[ Travel Administration Search Results
> Billing

[> Accounts Receivable
[> Accounts Payable

Lookup| Clear ‘ Cancel |Eas|ELﬂukun

1-100 of 246 [ Last

[ Asset Management 73 Department of Administration (blank)
[> Banking 1730000000 Department of Administration (blank)
Egg;l’g:’[::;gﬂ""ﬂ' 1730100000 Administration (blank)
 Statutory Reports 1730101000 Admin Operations (blank)
-~ Set Up Finar 1730101010 Administration (blank)
Chain 1730101015 Governors Projects (blank)
[» Common Dy 1730101020 Emplovee Award Board (blank)
= Product Related 1730101030 Finance Council (blank)
> Asset Management
© Billing 1730101040 Kansas Performance Review Brd (blank)
~ EXpenses 1730101050 Public Finance Transparency Bd  (blank)
[ Reports 1730101100 Ofc of Hith Planning & Finance (blank)
~ Management 1730101200 D of A Fiscal Office (blank)
« Approval Setup 1720101500 Legal (lank)
1730101600 Administrative Hearings (blank)
1730101700 Long Term Care Ombudsman (blank)
> Procurement Options 1730101800 D of A Personnel (blank)
I Receivables 1730101900 Transition Team (blank)
> Worklist 1730102000 Inspector General (blank)
I Tree Manager 1730103000 Finance Council (blank)
E?:g;g;gﬂ‘lr;"'s 1730200000 Leqal (blank)
EErman Gesar] 1730201000 Legal Semvices (blank)
B TS EToE 1730202000 Labor Relations (blank)
= My Dictionary | |1730300000 Eacilities and Property Magmt (blank) ~
Cone & Local intranet £ -| ®ioow -

Step Action

20. You want to allow the new approver to approve through Department 1732596010: DFM
Admin - Director's Office. You will need to select this department number in the range.
Because there are more than 100 of these, you will need to go to the next page.

Click the Show next rows button.

C1
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Step

Home Add to ites Sian out
Wil S
i 4 Mew Window | Help | & &
[» Products
I» Customer Contracts Look Up Chartfield To
[ ltems
[> Vendors
 Purchasing SetiD: 17300
I eProcurement Department:| begins with |+ |
[> Senices Procurement D tion: | b it [
- Sourcing escription: | begins with |+
[> Denand Planning
[> Grants :
» Project Costing Loak Up | Clear ‘ Cancel |Bas|: Lookup
[ Travel and Expenses
[: Travel Administration Search Results
[> Billing [ |
[+ Accounts Receivable
[ Accounts Payable
[+ Asset Management 11731085111 Ctrl Act Srv-AppropsiMstr Lse (blank)
[ Banking 1721085112 Ctrl Act Sv-Finan Intearty Tm blank)
';gumm‘:’zﬂg‘ Earc] 1731085113 Cirl Act Sv-Audit ServTeam  (blank)
eneral Ledger
| Statutory Reports 1731085114 Ctrl Act Srv-Acctq System Team  (blank)
=~ Set Up Financials/Supply 1731085120 Adm Audit - Admin Unit blank)
Chain 1731085121 Admin Audit - Inventory Unit blank)
[> Comman Definitions 1731085122 Adm Audit - Pre-Audit Unit blank)
= Product Related 1731085123 Adm Audit - Cert, of Participa  (blank)
> Asset Management
I Billing 1731085130 Acct Sys & Proc - Admin Unit blank)
< Expenses 1731085131 Acct Sys & Proc-Proc & Forms  (blank)
[ Reparts 1731085132 Acct Sys & Proc- Agency Asst  (blank)
= 1t 1731085133 Acct Sys & Proc - New Applicat blank)
~ Approval Setup 17:31085140 Municipal Accta - Adm Unit (blank)
BTy . 1721085141 Municipal Accta - Office Revie  (blank)
= ms” 1731085142 Mun Acclo-FId Serv & Training  (blank)
L ch‘Luremem Options 1731085150 Pavroll Senvices Section blank)
I: Receivables 1731085151 Pavroll Serv-Pavroll Proc Team  (blank)
> Waorklist 1731085152 Pavroll Serv. -Payroll Systems blank)
[ Tree Manager 1731085153 Payroll Serv-Recon/Remit Team  (blank)
EE:E;E‘Q?JI:”'E 1731085080 ATSP - Administrative Unit (blank)
- Change My Password 1731085981 ATSP - Technical Support Unit blank)
— My System Profile 1731085982 ATSP - Data Conirol Unit blank)
|~ My Dictionary | |1731085983 ATSP - Data Entry Unit blank) -
Dons % Lacal ntranet v W0n v

Action

21. You may need to scroll down the page to see the last of the Department numbers.

Click the scrollbar.
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Home _Add to Favoriies
A LSTUBDTDS FAYON Sen-ReconKemit | 8am (D1ank) “~
I Customers — |1721085980 ATSP - Administrative Unit (blank) |
b Products 1731085981 ATSP - Technical SupportUnit  (blank)
P IER D 1731085982 ATSP - Data Coniral Unit (blank)
b Vendors 1731085983 ATSP - Data Entry Unit (blank)
I Purchasing 1731090000 ASR Special Use (blank)
[> eFrocurement 1731500000 Div of Architectural Services (blank)
1> Sendces Procurement 1731590000 Div of Architectural Semvices (blank)
ESZ‘#Z'Q@ - 1731500100 Div of Architectural Senvices (blank)
I Grants 1732000000 Division of Budget (blank)
[> Project Casting 1732010000 Budget (blank)
[> Travel and Expenses 1732086000 Budget Analysis (blank)
Eg:ﬁl‘;ﬂ'mm‘”im’a“ﬂ" 1732086001 Hospital Closure Commission ~ (blank)
3 Accmglms Receivable _— (blanky
> Accounts Payable 1732086003 Restructuring Kansas (plank)
[> Asset Management 1732500000 Div of Facilities Management (blank)
[> Banking 1732501090 Capitol Area Plaza Authority (blank)
> Commitment Control 1732510000 Facilities Operations (blank)
g ;:Tj{aar;';::g;;s 1732510001 Facilties Operations Section  (blank)
- Set Up Finar 1732510100 Central Office (blank)
Chain 1732510200 Grounds (blank)
[> Common Definitions 1732510300 Maintenance (blank)
= Product Related 1732510400 Central Crews (blank)
Egiﬁ:‘g”a"age’“e”' 1732510500 Statehouse Housekeeping  (blank) g |
< Expenses 17232510600 Judicial Cir Housekeeping (blank)
[> Repaorts 1732510700 ESOB Housekeeping (blank)
= Management 1732510800 DSOB Housekeeping (blank)
= Approval Setup 1732510900 LSOB Housekeeping (blank)
1732511000 Forbes Housekeeping (blank)
—— Iate 1732511100 Curtis Housekeeping (blank}
& ch‘Luremem options 17232520000 Facilities Planning (blank)
> Receivables 1732520001 Facilities Planning Section (blank)
> Worklist 1732520100 Facilities Planning (blank)
1> Tree Manager 1732520200 SBAC (blank)
P Eent e ThaE 1732592000 Federal/State Surplus Property ~ (blank)
e - 1732603000 Executive Aircrat (blank)
- Wy System Profile 1732596000 Facilities Mat. & Waint, (blank)
|~ by Dictionary | [1732536010 DFM Admin-Director's Office (blank) ~
Done %) Local intranet i - -

22. Select the Department number for DFM Admin-Director's Office.

Click the 1732596010 link.
1732596010
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Step Action

23.

GMART

[» Customers
[» Products
[» Customer Contracis
[ ltems
[> Vendaors
[» Purchasing
[ eProcurement
[> Senices Procurement
[ Sourcing
[> Denand Planning
[> Grants
[ Project Costing
[ Travel and Expenses
[» Travel Administration
[> Billing
[+ Accounts Receivable
[ Accounts Payable
[ Asset Management
[> Banking
[ Commitment Control
[» General Ledger
I Statutory Reports
= Set Up Financials/Supply
Chain
[ Common Definitions
= Product Related
> Asset Management
1> Billing
<7 Expenses
[» Reports
< Management
= Approval Setup
= Approver
Assignment
= Template
[» Procurement Options
[» Receivables
[> Waorklist
> Tree Manager
[» Reporting Tools
I PeopleTools
= Change WMy Password
= My System Profile
= My Dictionary

A

<

Home Worklist

New Window | Help | Customize Page | /&

Add to Favorites

Sign out

Approver Assignments

GL Business Unit: 17300
Approver Profile:  PREFPAY AUDITOR

First 4 1.2 012 [ Last
“Department
To
17300000002, |173999999 O [=]
1730000000C, 173308283 O =

T
Customize | Find | B

=user id Emplovee D  [Hame %ﬁm

DADOSXS C K0000220283 Sam Smart
DADOJXD @ K0000220287 John Doe

[ save | S\ Return to Search ‘ Notify ‘

Done

% Local intranst

¥a -

H00% v

Before you leave the record, make sure you click the Save button to save the changes
you have just made.

Click the Save button.

Bl save

24,

CONGRATULATIONS!

You successfully added a new Fiscal Approver to this agency.
End of Procedure.
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