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GFA

Welcome to our step-by-step guide to the Designating Alternates portion of GFA.

This is a walk-through of the process, created to make your job easier.

If you have any questions after reading this guide, please contact us.

The links to the GFA Application on the front page of CIS.

Financial & Business Sansces

REPORTS
Eflon Dignibution Repart (EDR)
Engowment Market Repor
Fimancial Information Library
Management Repons
Evidence of Review (EOR)
FDF Bundlg
Pl Budget PFlanning Taal
TRANSACTION DETAIL SEARCH
Jounnzls
Furchase Orders
UPAY Cradit Card Dhatall
WEG Credil Cand Detail
Vandor Seanch
Vouchers

FORMS
Alphabebeal List
Depardmeantal List
PROCESSING
Chartlield Templates
Crepardmental Deposils

Granling Financzal Authority
sccount Exacutnre Approval

Capbure SIFI'I-EIJ.ITE
Varify frhodties

Furchasing Card Reallocalion
Sales Tax Reporting

Trawel

Web FTP &pplication

Web Joumal Frocessing

RESOURCES & INFORMATION
Accounlimg Calemdar
Chartfieids
Ciick Charfigld validate
Valid Account Ranges for Financial Documents

Camnus Ordar &ccount Rannas

FES

Report Isuns with
FES Web Applications




GFA The main GFA page has many links on the navigation bar,
located at the top.

THE UNIVERSITY OF UTAH

U GRANTING FINANCIAL AUTHORITY

# Home » Capture Signature 4 Designate Alternate(s) ~  m Verify Authorities ~

Welcome to Granting Financial Authorit
You can use this application to:

e Capture an image of your signature"
(Requisitions,Payment Requests, Tra
: ¢ Designate others to approve financi

® Verify who can approve financial tra

Select Designate Alternates, and then One Alternate to Many Accounts.

# Home » Capture Signatur

Inting Financial
application to:

I image of your s
1s,Payment ReqL
others to approy
) can approve fin

One Account ID.
Many Alternates

Account Executive
Approvals



G FA Type the Alternate’s last name, comma, then their first
‘ name - with no spaces. A list of names will appear.

Select the desired Alternate.

THE UNIVERSITY OF UTAH

U GRANTING FINANCIAL AUTHORITY

# Home » Capture Signature .~ Designate Alternate(s) ~  m \erify Authorities ~

&_"

Add this person: ﬂ
atten | |

SC

One Alternate to Many Acc

Account Alternate | p
Name/EmplID *

PATT [T-0099
1 PATTEN,RICHARD MCCURRY-00342526 I
PATTEN,DOUGLAS L~00106074 ra

1
Search by Org/Activity/Project Search by Account Executive or Alternate

Select the Search By Account Executive or Alternate tab.

Add this person:

Account Alternate | PATTEN,SCOTT~00996518| Update
Name/EmpliD *

TO
Search by Org/Activity/Project Search by Account Executive or Alternate
.

eu @ 01 02 04

Org ype Org ID or Description




GFA Type the Account Executive’s last name, comma, then their
first name - with no spaces.

TO

Search by Org/Activity/Project H Search by Account Executive or Alternate ‘

-

Account Executive Ihowat,laura| #-_ ‘

HOWATLAURA M-00100629

Other Account Alternate

| Clear All |

After you have selected the desired Account Executive, click Search.

TO

Search by Org/Activity/Project H Search by Account Executive or Alternate |

Account Executive I HOWAT LAURA M~00100629| ]

Other Account Alternate

559arch | clearan |




GFA

A list of Projects and Activities will appear.

SCOTT PATTEN Log Qut
Back
& —l éﬁ One Alternate to Many Accounts
Add PATTEN,SCOTT~00996518 to an Org/Activity/Project
Type Date From Date To
i ipti Account . Fill Fill
Siﬁct OrglD % s:t’::‘ﬂ Descr:ptlnn Executive Fund 2 AL Down Down Status
&5 All Financial Transaction: |w 10/01/2014 11/30/2015
FOURTH HOWAT,LAURA
00346 01-01534 FLOOR M 2000 All Financial Transactions v
KEROX 00100629
SE;\?I)((ZES HOWAT LAURA
01110 01-01769 M 2000 All Financial Transactions v
CARTE 00100629
DEV.
HOWAT, LAURA
00346 01-05806 CONT?EJLLER M 1001 All Financial Transactions v
L]
Click Select All, and choose the From and To dates.
SCOTT PATTEN Log Out
Back
& — E One Alternate to Many Accounts e
Add PATTEN,SCOTT~00996518 to an Org/Activity/Project
’
Date From
A t Wpe
Funding Description ceoun + Fill Down Fill
orgiD & Source - " Executive Fund & e status
= S : _— ;
All Financial Transactiont |v 10’011201 | 11/30/2015
FOURTH HOWAT,LAURA 0 Oct v 2014 v O
00346 01-01534 FLOOR M 2000 All Financial Transactions v
XEROX 00100629 Su Mo Twu We Th Fr Sa
l 2 3 4
SEFI\‘?I)((:ES HOWAT,LAURA 5 6 7 8 9 10 M
01110 01-01769 M 2000 All Financial Transactions v
OFFICE 00100629 12 13 14 15 16 17 18
DI2Y 19 20 21 22 23 24 25
HOWAT,LAURA
CONTROLLER 26 27 28 29 30 3
00346 01-05806 MGT M 1001 All Financial Transactions v
: 00100629
HOWAT.LAURA
00346 01-05624 c:z:g;iR M 1001 All Financial Transactions v
00100629




Clicking the Fill Down buttons will add the dates to every
line.

SCOTT PATTEN Log Out

8 —l @: One Alternate to Many Accounts

Add PATTEN,SCOTT~00996518 to an Org/Activity/Project

Date Frem

Date To
Type .

Account
In-Selec Fundin ipti
-------- ¢ 9 Descrlptlon Executive + Fill Down
Source % s | To
— All Financial Transaction: 1 02015
10/01/2014 Ik

EOURTH HOWAT,CAUR
00346 01-01534 FLOOR M AII Financial Transactions 10/01/2014 11/30/2015
XEROX 00100629

SEFEIT:ES HOYESELALS

01110 01-01763 M AII Financial Transactions 10!01!2014 11.’30!2015
orrlss 00100629

DEV.

HOWATLAU

01-05806 COI‘:;‘E?LLE All Financial Transactions 10/01/2014 11/30/2015
00100629
HOWATLAU

- 00346 01-05824 CQS:HE\:'ErR n All Financial Transactions 10/01/2014 11/30/2015 -

00100529

Once you have the desired dates, Click Submit.

-~

All Financial Transactions

All Financial Transactions

All Financial Transactions

Select Range




GFA You can check Alternates by selecting Verify Authorities and

then By Account.

FINANCIAL AUTHORITY

Y OF UTAH

& Designate Alternate(s) -

Welcome to Gra
You can use this |

Employee Signature
e Capture an Hist%r; ° ‘e to be cor

(Requisitio ravel Reimt
e Designate others to approve financial transa
® Verify who can approve financial transaction

Enter an Activity or Project to see the list of authorized signers.

BU

Org

Activity

Project

Transaction Date

Verify Authorities-By Account

@ 01 02 04

.......

Date From * Date To *

10/01/2014 12/31/2014

Clear All



