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The following email is system-generated weekly by Financial & Business Services. Account Executives will receive
this email only if there are pending approvals that require attention.

Click on the "Click here" link in the email to begin the process.

GFA

You are receiving this

Authority (GFA) s

sage because you are an Account Executive, and your action is required to approve or deny at least one "alternate request"” on at least one of your Activity(s) or Project(s) within the Granting Financial

if'the GFA system will have authority to sign on your behalf of financial documents like payment requests. campus orders and other financial documents.
Click here to approve and/or deny the pending request(s)

Thank you for your continued support,

Financial & Business Services

Please read this FBS News post about GFA.

If you are not logged in to CIS, A CIS login screen will appear.

After logging in, the instruction page below will be displayed. Please click the "Close" button.
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Account Executive Approvals Instructions

Please use the drop down menus in the first column of the Pending Approvals Table — to Approve or Deny an

individual Account Alternate | No Action v

If you would like to Approve or Deny All Account Alternate Requests use the the Fill Down menu in the Pending

Fill Down

Approvals Table heading column :
MNo Action A

~Note™" the €3 image indicates that the Account Alternate does not yet have a signature on file. Requests can

- - not be approved until the Account Alternate has a signature captured
No Action [v] 01-01
| **Click™ on the & image to email the Account Alternate a link to the capture signature page of Grant Signature
- i Authority
No Action — 01-01 .

# Close ‘
&




A list will be displayed with all the Activities and/or Projects and the pending Alternates.

1. This application requires you to approve/deny each request.
2. A date range that each Alternate would have the authority to sign on your behalf is displayed.

CARL A. LARSON Log Out
Account Executive Approvals
9 Pending Approvals for LARSON,CARL A. e
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Az Account Alternate ) . o R o . .
Mo Action ~ Name/EmplID & Funding Source & De: o ) Fund ¢ Type ¢ Date From Date To
Mo Action ! 01 MR?;?;:sL A 2000 ALL 09/01/2014 12/01/2019
No Action ] 01 mng;)sgéc?gsL & 2000 ALL 09/01/2014 12/01/2019
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Submit Reset

If you agree with all the pending Alternates, you can select "Approve All" in the drop down list at the top.
Or if you disagree with all the pending Alternates, you can select "Deny All" in the drop down list at the top.

Fill Down
Account Alternate ' -
o Name/EmplID & Funding Source <
Approve All ‘_
Deny All
—_— — 014
No Action 4 01

If you agree with some and not other pending Alternates, you can select "Approve" or "Deny" on each line.
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After making all your selections, click the "Submit" button at the bottom of the screen.
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Pending Approvals for LARSON,CARL A.
(10f1) - E - |25_E

Fill Down
Account Alternate o h
| CTCIM )| | NameEmpiD & | Funding Source Description Account Executive & Fund ¢

Approve LARSON,CARL A.
p 00208703
rove v LARSON,CARL A.
Rpp = 00208703
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—bl Submit | Reset |

After clicking "Submit", a small box will appear with all your selections. You may need to scroll down to see them
all. Please select "Confirm".

This completes the process of Approving and/or denying Alternate requests in the GFA system.
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You are submitting the following changes: .
Approve e - % s 1o be added as an Account Altemate on:

01 v - ¢ AN Financial Transactions 09/01/2014 through 12/01/2019

Approve W a2 to be added as an Account Altemnate on:

" - W W A Financial Transactions 09/01/2014 through 12/01/2019

Confirm to spend on the above Accounts, according to Policy 3-003
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