Funding Reviewer

*Note: When using the e-mail link to login to OnBase you will begin at step 3

1. Login to OnBase: r
An email will be sent from OnBase when a transaction 0 B
is ready for funding review. n as e
a. Click on link provided in email or go to this
address: https://onbase.louisville.edu/onbase
(do not use Edge browser) ADLOUISVILLE EDU
b. Log into OnBase using your University UserlD ARCOITON
and password. sressceee

2. Go to Transaction Processing:

— . E D t Retri I
a. Click on 3 lines next to “Document Retrieval” =giocument Retrieval S
DOCUMENT
b. Click on “Open Workflow”. Document Types a

© o O

O\ Custom Queries
c. Life CycleView is where all of the transactions Import Document
will be worked. Pin Life Cycle View by clicking Documents Checked Out
on the pin located at the top right of the menu OnBase "—*J m—
Screen. < N cQ Open Workflow n’}
WO?K FOLDER k\
. e TATUSVIEW
d. Click on the arrow next to ‘FI-Procard - Trans- T Combmed nbor i b
action Processing”. Available queues will ppnocmnmansam.onpmcess.ng
appear. :
3. *Display Pending Transactions: .
pay g ‘ransactlons: OnBase ¥ =
Transactions ready for funding review will be in the
“Dept Funding Review” queue. Click on the name of the < cCeoeRY
folder. LIFE CYCLE VIEW WORK FOLDER
L} Combined Inbox
> "y FI-PROCARD - MAR Processing
“~ &) Fl-PROCARD - Transaction Processing
£S5 Dept Chargs Review: (450)
P Dept Funding Review (239)
4. Filtering Data: | carD 4 DiGITS | AmounT | mercHANT |

v Contains.. W Contains..

Once in the queue the data within the queue is filterable

by any of the criteria found in the data menu. Type in -

AMAZON MKTPLACE

the first few letters of the vendor name or any other 40 (AER) PMTS
criteria to view specific transactions. 2620 76,04 AMAZON MKTPLAGE
AMAZON MKTPLACE

7707 $23.80 PMTS
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5. Select and Review Transactions: » I Justification and Doc ion 3
Upon selecting a transaction, the specific information Business Purpose” W 1 vide the Busiess Purpose b
will open in the bottom window. . _
[ charge Disputed
a. Scroll down the Information Form to Attach Recelpt
. . Procard Charge Transaction - RECEIPT ONLY *
the “Departmental Justification and e — —
Documentation” section. - _ .
[ Receipt is Attached* Attach receipts and any c
[ Receipt Not Available ™ other documentation

b. Review the business purpose, BA project and
SpeClal CommentS. Attach Additional Documentation /

Procard Charge Transaction - Event Attendee:

Attach Procard Charge Transaction - Event Attendees

c. Review all documentation attached.

Procard Charge Transaction - Additional Items'

Attach Procard Charge Transaction - Additional Ttems

6. Verify Funding: iy
Speedtype and account code should be verified. FUNDING REVIEWS " R B
No Funding Chang se Default Speedtype and Account Code
a. Under Funding RevieW CIiCk either the bOX Reallocate Funding to Other Speedtypes, or Change Account Codes
“ . Reallocation Table Add
that says, “No funding changes needed... or — T ¢
the box that says Reallocate Funding to Other — P e e e e T
”
Speedtypes- .. I}e?;location Total MUSTCEQP;EE Amount
b. To reallocate type over the default speedtype Ammg . A..o;;;
provided in the speedtype box. e

c. Charges can be split by clicking the Add
button.

7. Save Changes:
Review form and save by pressing the “SAVE

CHANGES?” button at either the top or bottom of the
Procard Charge Information Form.

8. Send to Business Ops: — -
When all information is verified and correct, click e |
“Funded. Send to Next Queue”. If there are issues with L]

what the cardholder /proxy has entered the form can be o< Viet=ten / Fsent back by Funding
. eviewertio the
sent back to the Department Charge Review queue by bepartment Comments Cardnolder/Proxy put

clicking the “Send Back to Dept Charge Review” button comments s box
with comments in “Department Comments”.

9. Additional Review:

If any charges have been flagged for additional review OnBase + =
by Business Operations, Sponsored Programs or the < CeRY
Procard Office, they will appear in the “Additional LIFE CYCLE VIEW WORK FOLDER

Review Required” queue. If charges have open
issues after thg progard cycle month end close thg v © FL- PROCARD - Transaction Processin
transactions will be in the “Open Issues after Posting to S Dept Charge Review (450)

PS” queue. F5 Dept Funding Review (239)
3! Additional Review Required (32) :
F3 Open Issues After Posting to PS (4)

£l Combined Inbox

*Note: If you are both a Proxy and a Funding Reviewer,
review both Quick Start Guides as you must work both
queues.
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