Financial Access and Authority Management
fa C t (FAAM) Service How-to Sheets
enanciacsomistraron - Assigning or Changing Which

Owner Receives Notifications

Assumptions/Prerequisites:
e Funding sources can have multiple Owners
e Only one Owner at a time can be an Approver
e Only the Owner with the Approver role receives requests in the Workflow and can approve/deny the request

This how-to sheet outlines the steps required to:
e Assign or change which Owner has the Approver role

IMPORTANT NOTE: The Approver role should be delegated to another Owner during extended absences (e.g. vacation,
conference)

STEPS

1 Once you have accessed FAAM,

click on the ‘Financial Ownership # Carleton
and Notification Options’ text. ?ﬁ::_;“’:::v:;; Carleton Central

RETURN TO MENU | SITE MAP | HELP | EXIT

Personal Information §f Student Services § Employee Services ¥ Financial Services § WebTailor Administration

Financial Access and Approval Authorities

;, This section is only available to a limited number of users during the pilot stage of the project. If you wish to be part of the
pilot, please contact financial.systems@carleton.ca.

Request Access

Use this opticn to request a new funding source security assignmi % r if you are an owner, for another individual.
Q view My Access

View effective, pending and future funding source security assign

Financial Ownership and Notification Options

View funding sources for which you have hierarchical or direct ownership. Update the cwner responsible for approving new security requests or which owners
should receive email notifications when a security request is approved.

Request eShop ONLY Access
Request an eShop account for another individual who should not have access to specific funding sources. This area is restricted to funding source owners.
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2 The list of funding sources for
which you are an owner will be
displayed. The funding source is
represented by a short code called
an index.
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Ownership of a funding source is determined by your employment position in the University, or your direct role in relation to the funding (i.e. as a primary
investigator on a grant). Changes to ownership records can only be processed by Financial Services

How is the index short code

. 2 Under Direct Ownership are the funding sources for which you have direct confrol; Hierarchical Ownership will list any high level conirol you may have over
d ete rmin ed H segment of correlated of funding sources.
) De pa rtmenta | | n d exes are Use the options to indicate (1) if you would like to receive emails when a security assignment is approved, and/or (2) fo establish which owner is designated o
— approve security assignments for the associated index. Click on the *+'to expand the Hierarchical Ownership records.
made up “D” + ORGN (e.g.
D016 — French) Direct Ownership
e Ancillary Indexes are made up Show 10 [v] entries search:[ |
upn
A + ORGN (eg A640 - Index 5 Fund-Orgn < Ownership Level < Ownership Type ¢ Receive Emails?
Pa rk| ng) D482-Business Office 10000-482 Secondary Pasition O
. D498-Finance Office )0000-438 Secondary Position
d ResearCh and Other Interna”y D507-Purchasing J0000-507 Secondary Position O
restricted indexes are equal to OPBAL-Operating Balance Shest (spec acct) )0000-00000  Secondary Position O
the FUND (eg 555555) Showing 1 to 4 of 4 entries

Find the one you want to set an
approver for and click on it.

3 The detailed list of who has access
to the selected index and their View Index Authorities and Access RS 0T DE A B
level of access will be displayed.

D507-Purchasing (100000-507)
The ‘Name’ column in the table Owmers

T wnchvickaals listed besow are the owners for the selectad funding saurce. Dwnershin i determined by empleyment positions or the individuals relationshia to the funding source. Qwnership can only be changed or

I ists OW ners. < pxiaied by Financisl Sarvices (Research Accounting or the Conrallers Ofice)

To establish ar change the designated approver for security raquests, ciick on the Receive Approval lems’ radio button. Nots. Gnly 0ne persan may be &n approver, and onil Quners [divec o Nierarchical) may be
approvers

(v

To designate an Approver role, ! e —————
click on the radio button in the Kmmmu = pLalv - Tl:i Expenss Financial Approver g R Approval Icems? s :cm Emails? :
‘Receive Approval Items?’ column o
for the chosen owner. o — =

Showing 1 to 4 of 4 entries

IMPORTANT NOTE: If you/ they
wish to receive email
notifications, you must also click
on the radio button in their
respective ‘Receive Emails?’
column (recommended). If the
‘Receive Emails’ radio button is
not chosen, designated owners
will only see requests the
Workflow List.

Tip: The funding source can have multiple owners. Which one should be designated the Approver role?
Normally, the owner who takes care of the day-to-day transactions and is familiar with who should and who
should not have access to the funding source would be the best choice.

Tip 2. The Owner designated the Approver role can be changed as needed. For example, when the Owner with the
Approver role is on any type of leave.

Tip 3. Any Owner for the funding source has the ability to designate or change the Approver role.

Need help? Email financial.systems@carleton.ca, include your Carleton ID.







