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Signature Authorization Update Form -Add
MENU:
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Click Add New Value if adding a New Signature Authorization Form for making changes to existing CFS’s.

NOTE: Each Signatory and Responsible Person must have attached their Signature in the Signature Collection Self Service in order for them to be included in the On-Line Signature Authorization Form.
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Populate Header Information:
Unit: =URIPS

Fund: 3 Digit Fund Code 

Dept: 4 Digit Department code

Program: 4 Digit Program Code

Project: Optional - 7 Digit Project Number

Effective Date: Defaults to today’s date but can be future dated and set for when this CFS change will take effect.

Phone: Responsible Person Phone Number Phone Number.

[image: image28.png]
Click Refresh to Populate Current Signature Authorization box. Indicates to User what current Signature Authorization form looks like.
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 Click Load if you want to populate form with the Existing Signatories and their Authorized documents.
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Load populates new Sign Authorization Form (Bottom of Page)with the Signatories from the previous Signature Authorization form.
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Requester Comments: Top of Page
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Effective Date:  Enter the date that this change will take place. If you enter a date in the future, remember that the previous Sig. Auth form will be the form utilized until the future date is reached.


Phone: Number of Responsible Person on the CFS.
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Responsible Person field is required for each Sig. Auth Form and is left blank intentionally 

Click Search to locate Emplid 
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Note: You must enter the Responsible person both as a Signatory in the Required Field and on the Signature Authorization Line on the form or the Workflow will not function properly.  

If the Responsible person is changing the Approval for the New Responsible person will be routed to the Manager/Vice President or Provost or Next Level of approval based on the Departmental and/or College Reporting Parent Department Hierarchy in Human Resources. 

*Delegate Emplid: Delegate is the backup assigned for the Responsible person. Each Responsible Person is required to have a delegate assigned to ensure that the workflow does not get stopped or delayed due to a Responsible Person scheduling or availability. If there is no Delegate on the Original Signature Authorization Form or the Responsible Person is changing the Parent Department Approver must Approve the Signature Authorization Form.
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to Add or Remove  rows of additional Signatories. Remember to Add the Responsible Person as a Signatory.
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Emplid lookup to find Signatory. 
Use any of the 4 options to find the Employee and Click Lookup and Select Signatory.
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Check the Signature Authorization Options that this Employee will be authorized for.

	Emplid
	Name
	Title
	College Requisition
	Invoice Voucher
	Travel Authorization Request
	Travel Expense Voucher
	Purchase Order Receiving Report
	Bi-Weekly Payroll Attendance
	Final Review

	
	
	
	Initiated by department to request equipment, goods and services. Checkbox Controls Level 1 of Workflow for On-line Requisitions including Limited Value, Internal Vendor, College Req’s and Subcontracts.

	Initiated by department to pay for dues, subscriptions, honorariums (within applicable dollar limitations) and reimbursement for meals and business related telephone calls.

	Initiated by department to obtain permission to travel


	Initiated by department to pay for travel expenses incurred.


	Used to acknowledge the receipt of goods or services ordered via Direct Purchase Order-Voucher, Utility Purchase Order-Voucher, Limited Value Purchase Order-Voucher, and University Purchase Order.


	Used to record full-time employees' attendance and absences due to sickness, vacation or leave without pay.


	Controls Level 2 of Workflow for On-Line Requisitions
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 : Save Signature Authorization Update Form.
Form Number:  After a successful save a Form Number is Assigned
Form Status = Open –
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Cancels Signature Authorization Update Form 
Form cannot be Re-Used after it is Cancelled.
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 - SUBMIT form to Workflow: 
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Form Status: Pending.

Routings are as follows:

New Responsible Person – Must be approved by Direct Supervisor and will be routed based on Departmental Hierarchy in HR.

New Delegate: Once Approved by Responsible Person, Delegate will receive an Email to notify them of being a Delegate for the CFS.

New Signatories: Will receive an Email notifying them that they are a Signatory on the CFS.

Deleted Signatories: No notification will take place.

Responsible Person Worklist Link:

Approver Clicks Link and Approves or Denies Signature Authorization Form

Signature Authorization Update Form Approval 
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