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This tutorial will demonstrate 
how to use the "Evidence of 
Review” (EOR) Application.
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Learning Objectives
This application was created as a tool to be used to 
provide "Evidence of Review” for Management 
Reports.  

University regulations (3-003) require that 
Management Reports be reviewed monthly. 
Regulations (3-006) also state that the “evidence of 
review” can be electronic.

Departments still need to review their monthly 
Management reports in a “timely” manner.  This 
application does not change that requirement.

https://regulations.utah.edu/administration/3-003.php
https://regulations.utah.edu/administration/3-006.php
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EOR can be accessed from several Places:
• EOR can be accessed from the 

Finance/Accounting section of the CIS home page.
• The EOR-AE button opens with information for the 

account Executive displayed next to the button. it 
can be accessed from several applications:
• Management Reports
• Project lookup
• Activity Lookup

• The EOR button can be found at the top of 
management Reports.  EOR is opened with no 
criteria.
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"Evidence of Review” (EOR) Application
Many features of EOR are only available if the 
Accounting month has been closed.  If the Reporting 
period is not closed, this message will be displayed: 

Management Report PDF’s can be created in EOR.  

The next few screens are a demonstration of how to 
use EOR.
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Select Business Unit (BU)
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Select Activity or Project
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Begin typing the Employee ID of the Account 
Executive beginning with a zero. A list will 
generate as you type the Employee ID
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Select the desired Account Executive
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You can also search by typing the last 
name of the Account Executive
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Select the desired Account Executive
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You can search by Account Executive, or 
Org or Both. Begin typing the Org ID #
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Select the desired Org
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You can also search by Org Name. Start 
by typing any part of the Org Name.    
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Select the desired Org
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Roll-up is optional
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Select the Run Report 
button to execute EOR
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Select All will check all the rows in the SEL column
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De-Select All will un-check all the rows
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Columns can be sorted by clicking on the column
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Individual Rows can also be selected
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Choose this option to create a bundled PDF of selected 
Management Reports
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Select additional Rows 
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Select “Mark Reviewed” to indicate the selected rows have 
been reviewed
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Confirm selection
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These Activities have been reviewed
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Select additional Rows 
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Select “Indicate Review PDF” to create a PDF that can be 
printed and signed indicating review has been completed
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Open File
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This PDF 
can be 
printed and 
signed
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These Activities have been reviewed using a 
printed PDF - indicated by a “P” at the end
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You can Filter by Reviewed, Blank (Not Reviewed) or Both
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Select “Run Report” after selecting “Status” filter
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Filtered results are displayed.
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Resources

• General Accounting
• EOR Help Pages

• Activities
• Projects

• Electronic Management Reports

https://fbs.admin.utah.edu/ga/
https://fbs.admin.utah.edu/help/reports/management/eor-activity/
https://fbs.admin.utah.edu/help/reports/management/eor-project/
https://fbs.admin.utah.edu/ga/resources/emr/
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