ORACLE Job Aid

USER PRODUCTIVITY KIT

Expenditure Authority

You will receive an email like the one below when there is an action required by you on the Sponsored

Graduate Student Support Memo. Follow the steps provided to perform the required action.

Washington State University - Graduate Support Memo

Sponsored Graduate Student Support
Memo

Sponsored Graduate Student Support Memo for
2017 Spr

The following Sponsored Graduate Student Support Memo requires your

approval.

StudentID Student Name Account Number

17A-02940111

This email has been generated by the Sponsored Graduate Student Support
Memeo application. If you have any questions or concemns regarding this

communication please contact the Graduate School

Click here to go to myWSsU
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Job Aid ORACLE
USER PRODUCTIVITY KIT

Step Action

Navigation | Main Menu > CS — Worklist > Worklist

mywsu

. Fawvorites « Main Menu+

i
Student | M
[ C5- PeopleTools b
4 ¢S - Reporting Tools v
S = I_-I Warklist
Motices —)_iCS - Workist e
B 1D Upioad Function (2] workiist Details
i EP - Reporting Tools 4
B My Profile b
M wen "
1. Click the Exp Auth Approval Work Item link.
Worklist
Worklist for
Publish as Fead Worklist Filters v| Feed

Worklist ltems

From Date From
12/08/2016 Exp Auth Approval W_SGS_APPR_GRD ] 010847719 000384, 2173
12/08/2016 HWS Approval W_SGS_APPR_HWS 010547719, 000362, 2173, WSU G5

SGS HWS Approver, ,

2. Click the Search button and choose the desired memo.

*|f the student only has one memo, you will be taken directly to the memo upon clicking
Search.*
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ORACLE’ Job Aid
USER PRODUCTIVITY KIT

Step Action

Grad Support Memo

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value | Add a New Value |
w Search Criteria

User 10| begins with || @
D begins with Q
Term: | begins with s |[2173 Qy

U include History W correct History [ case Sensitive

Basic Search El Sawve Search Criteria

Grad Support Memo

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value | Add a New Value |
w Search Criteria

User I0: | begins with QL
1o begins with ||| x|Q
Term: |begins with (2173 &)

Linclude History [Icorrect History [ case Sensitive

Basic Search [& Save Search Criteria

Search Results
View All First ‘4 1303 ‘M Last
| UseriD | 1D |SGS Log Nbr|Term|Support Option Total Grad Memo Amount|Memo Status Description
000332 2173 Guar'Comm 6733 Completed
000334 2173 Guar Only 766474 Completed
000344 2173 GuanComm 6376.74 Completed
3. Choose Approve or Deny from the Approve and Sign drop down list.

*If a memo is denied, an email will be sent to the person that submitted it.*

4, Click the Save button.
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Job Aid ORACLE
USER PRODUCTIVITY KIT

Step Action

Electronic Expenditure Authority Signature

Approved memos will be submitted fo the Graduate School after you click SAVE.

Approve & Sign

Audit Dates: Save & Last Updated

SAVE Audit 1208/16 11:26:05AM

Memo Last Updated 12/08M16 11:26:05AM

For Official Use Only

HWS Signature
SPS Signature
Graduate School Signature
Fisave | ] & Asa |3 Upcateipiay

5.
End of Procedure.
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