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Faculty and Staff Reimbursement Accountable Plan Policy
1) Click Accountable Plan to view policy.
Use of the Justification for Exception to Policy Request Form
2) The CMP Justification for Exception to Policy Request Form is used for an Accountable Plan Reimbursement Justification Request or an Exception to NAU Comptroller’s Policy and Procedures Request.
3) You can click the ? button to show and hide help for the type of justification that needs to be completed.
4) Complete the form as an Accountable Plan Reimbursement Justification Request for an exception to the Accountable Plan policy to allow a reimbursement to be processed.  It needs to include Department information, who needs the exception, why the exception is needed, the amount and any supporting documentation.
5) [bookmark: _GoBack]Complete the Justification for Exception to Policy Request form for an exception to a NAU Comptroller’s or Travel Policy and Procedures.  It needs to include Department information, Policy or Procedure that the exception is requested for, exception detail, speedchart(s) for the department and unit affected by the Justification for Exception to Policy and the designated Justification for Exception to Policy Signer.  When completing the form for this section, there must be an original approved Justification for Exception to Policy Signer Authorization Form on file with the Comptroller – Financial Controls Office. A copy of the approved form must be filed with the applicable Department/Unit.  There are (2) types of Justification for Exception to Policy Request: 
i. Blanket – This exception occurs frequently within an operating unit.  It is valid from the date specified until the end of the current fiscal period.   
ii. One-Time – This exception occurs one-time within an operating unit.  It is valid from the specific effective date until the end date within the current fiscal period.
6) The form will be completed and submitted by a Requestor.
7) Once the form is submitted, a submission confirmation page will appear and an email notification will be sent to the Requestor.
8) A Comptroller’s (CMP) approver will process the submitted request.
9) Note:  When going through this User Guide, hovering over a Title will give a hand icon showing it has a hyperlink.  Click on the Table of Content Title to go to the hyperlink in the guide. When on a Title in the guide, click on the Title to go back to the Table of Content.


Access the Justification for Exception to Policy Request Form
10) Click the Justification for Exception to Policy Form link on the Comptroller’s page to open the form.
11) Type in user’s NAU CAS credentials. 
[image: ]
12) The form allows tabbing through it when completing.
13) All fields with the * are required and must be populated as below.
[image: ]



Complete an Accountable Plan Reimbursement Justification for Exception to Policy Request Form 
14) Click the Help button ? for help with the type of request that needs to be completed.
15) Select Accountable Plan Reimbursement Justification from the Request Type drop-down list.
16) Enter the Requestor ID or the Requestor Name.  (See Steps 3 and 4)
17) Enter the Requestor ID.  Tab out and the Requestor Name will automatically populate.
[image: ]
18) Enter the Requestor Name.  Type in the Requestor Last Name followed by a “,” and a full First Name or a partial First Name and TAB out, (See Figure 1 below).  If a partial First Name is typed, a Select Keyset pops up which allows the option to select the correct person.  (See Figure 2 below).  If the partial name only matches one person, the Requestor ID will automatically populate.
 [image: ]
Figure 1
[image: ]
Figure 2
19) Click Select on the correct name.   
20) The Requestor ID will auto populate.
21) If an incorrect Requestor Name and/or ID is entered, one of the following messages appear: 

22) Enter the Expense Report #, if available.
[image: ]
23) Click the Reimbursee Same as Requestor checkbox, if the person being reimbursed is the same as the Requestor.  This will populate the Reimbursee Name and Reimbursee ID.
[image: ]
24) Enter the Reimbursee ID and the Reimbursee Name will automatically populate.
[image: ]
25) Enter the Reimbursee Last Name followed by a “,” and a full First Name or a partial First Name and TAB out (See Figure 3 below).  If a partial First Name is typed, a Select Keyset pops up which will allows the option to select the correct person (Same as above in Figure 2).  If the partial name only matches one person, the Reimbursee ID will automatically populate.
[image: ]


26) If an incorrect Reimbursee Name and/or ID is entered, one of the following messages appear:




27) Complete the Reimbursement Details.
28) Select the Accountable Plan Reimbursement Justification Type from the drop-down list.
[image: ]
29) If OTHER is selected, enter the required details for the Other Accountable Plan Reimbursement Justification Type.
[image: ]
30) Select the Reimbursement Reason from the drop-down list.
[image: ]
31) If Other is selected, enter the required details for the Other Reimbursement Reason.
[image: ]


32) Enter the Amount.
[image: ]
33) Enter the Explanation of Circumstances details.
[image: ]
34) Enter the Actions to Prevent Future Violations. After this information has been entered, the Submit button will be enabled.
[image: ]
 

35) Click Attach to add any supporting documentation to the form. It will open a window to select a file to upload.
[image: ]





36) Select the file name and click Open.  This will place the file to upload on the form. If there is a need to remove the file, click the Remove link. 
[image: ][image: ]
 

37) The Accountable Plan Reimbursement Justification Request form has been completed. 

[image: ]
38) Click Submit to complete the form process. 


Complete a Blanket or One-Time Justification for Exception to Policy Request Form 
39) Select Blanket or One-Time from the Request Type drop-down list.
[image: C:\Users\sjw2\AppData\Local\Temp\SNAGHTMLe774460.PNG]
[image: ]
40) Enter the Effective Date that the exception begins.  This date must be greater than or equal to the current date and less than or equal to the end of the current fiscal period. 
[image: ]

41) Enter the End Date that the exception ends.  This date must be greater than or equal to the current date and less than or equal to the end of the current fiscal period. 
[image: ]


42) Enter the Requestor ID or Requestor Name. (See Steps 5 and 6)
43) Enter the Requestor ID.  Tab out and the Requestor Name will automatically populate.
[image: ]
44) Enter the Requestor Name.  Type in the Requestor Last Name followed by a “,” and a full First Name or a partial First Name and TAB out, (See Figure 1 below).  If a partial First Name is typed, a Select Keyset pops up which allows the option to select the correct person (See below).  If the partial name only matches one person, Requestor ID will automatically populate.
[image: ]
[image: ]

45) Click Select on the correct name.   
46) The Requestor ID will automatically populate.
47) If an incorrect Requestor Name and/or ID is entered, one of the following messages appear:



48) Complete the Justification for Exception to Policy section. 
Note:  For any speedcharts selected in this section, there must be designated Justification for Exception to Policy Authorized Signers on file with the Comptroller’s Office.  If no Signer is available in the drop-down list, a Justification for Exception to Policy Authorization Form must be completed for the Speedchart. The form is located on the NAU Comptroller's Form page.
[image: ]
49) Click Add which will expand the section and allows adding Policy Number Reference(s).       Repeat clicking Add as needed.
[image: ]
[image: ]
50) Select the Policy Number needed for the exception from the drop-down list.
51) Type or copy and paste the appropriate policy information in the Policy Statement number.
[image: ]
52) Repeat Steps 11-13 as needed.


53) Complete the Exception Detail section.
54) Enter the Business Need or Circumstances requiring the Justification for Exception to Policy.
55) Enter the appropriate Additional procedures.
[image: ]
56) Click Add to expand the section and allows adding a speedchart for a Department/Unit affected by the Justification for Exception to Policy.
[image: ][image: ]

57) [image: ]Select a Speedchart which must be in the list from the drop-down list.  Once a speedchart is selected, the other fields in the section will automatically populate. The designated Justification for Exception to Policy Signer(s) drop-down list will be updated. Repeat Steps 18 and 19 as needed.

58) Complete the Justification for Exception to Policy Signer section.
[image: ]Note:  To complete this process, a Justification for Exception to Policy Signer must be in the drop-down list.
  

 


59) Select a Justification for Exception to Policy Signer from the drop-down list.  
[image: ]
60) After the Justification for Exception to Policy Signer has been selected, the field will be disabled.  To change the selection, click Clear to clear and enable the Justification for Exception to Policy Signer field.  Re-select a signer from the list.
[image: ]
61) Click Attach to add any supporting documentation to the form. It will open a window to select a file to upload.
[image: ][image: ]








62) Select the file name and click Open.  This will place the file to upload on the form.  If there is a need to remove the file, click the Remove link.
[image: ]

63) The Blanket or One-Time Justification for Exception to Policy form has been completed.
[image: ]
64) Click Submit to complete the form process.



Submit an Justification for Exception to Policy Request Form
65) Click Submit to complete the form process.  The following message will display that the form is being saved.
[image: ]
66) The form is submitted.  The Confirmation Page below will display.
[image: ]


Process Overview – Accountable Plan Reimbursement Justification Request Form
67) [bookmark: G1]An email notification with a link to the form will be sent to the Requestor that the request has been received. (See G.1 Notification)
68) Click on the link to the form, which signs in to OnBase through NAU CAS, to see updated information on the request form.
[image: C:\Users\sjw2\AppData\Local\Temp\SNAGHTML175ef6a.PNG]
69) [bookmark: G3]An email notification with a link to the form will be sent to the Comptroller’s Office Approver Team that a new request has been submitted.(See G.3 Notification)
70) The Approver’s Team will process the request within a reasonable time with the following status of Approved, Denied, Pending or Cancelled. (See Steps 5-7)
71) [bookmark: G5]Approved – The request has been approved.  An email notification with a link to the form will be sent to the Requestor and/or Reimbursee that the request was approved. (See G.5 Notification)
[image: ]
72) [bookmark: G6]Denied – The request has been denied.  An email notification with a link to the form will be sent to the Requestor and/or Reimbursee that the request was denied.  The denial reason will be on the Request form. (See G.6 Notification)
[image: ]
73) [bookmark: G7]Pending – The request is pending because additional information may be needed.  An email notification with a link to the form will be sent to the Requestor and/or Reimbursee that the request is pending.  The pending reason will be included in the email as well as on the form with what is needed.  Once the requested information is received, the Comptroller’s Approver Team will continue the review process to either approve or deny the request. (See G.7 Notification)
[image: ]
74) [bookmark: G8]Cancelled – The request has been manually cancelled.  An email notification with a link to the form will be sent to the Requestor that the request was cancelled.  If the cancelled request was a valid request, a new request form will have to be submitted.  (See G.8 Notification)
75) [bookmark: G9]After the Requestor has received the email notification from the Comptroller’s Office Approver Team that the Reimbursement Request Exception has been approved, the Requestor will need to follow-up with Accounts Payable that the Expense Report is ready for processing.  The Exception Request Number or email will need to be included with documentation submitted to Accounts Payable.  If the documentation has been submitted to Accounts Payable, the email notification with the Exception Request Number link needs to be forwarded to them.   Note:  Accounts Payable receives email notifications for approved Reimbursement Request.                                 (See G.9 Notification)

Process Overview – Blanket or One-Time Exception Request Form
76) [bookmark: H1]An email notification with a link to the form will be sent to the Requestor that the request has been received.  (See H.1 Notification)
77) Click on the link to the form, which signs in to OnBase through NAU CAS, to see updated information on the request form.
[image: ]
Figure 3
78) [bookmark: H3]An email notification with a link to the form will be sent to the designated Justification for Exception to Policy Signer that they have a new request to review.(See H.3 Notification)
79) The designated Justification for Exception to Policy Signer will process the request within a reasonable time with an Approved or Denied.
80) [bookmark: H5]For Blanket or One-Time Justification for Exception to Policy Request forms that have been approved by the Justification for Exception to Policy Signer, they are routed to the Comptroller’s Office Approver Team.  They will process the request within a reasonable time with the following status of Approved, Denied or Pending. (See Steps 13-18) (See H.5 Notification)
81) [bookmark: H6]Approved – The request has been approved.  An email notification will be sent to the Requestor with a link to the form that the request has been approved by both the Justification for Exception to Policy Signer and the Comptroller’s Office. (See H.6 Notification)
[image: ]
82) [bookmark: H7]Click the link to the form, which signs in to OnBase through NAU CAS, to see updated information on the request form. (See Figure 3 above)
83) [bookmark: H8]Denied – The request has been denied.  The denial reason will appear on the Request form.  An email notification with a link to the form will be sent to the Requestor that the request was approved by the Justification for Exception to Policy Singer but denied by the Comptroller’s Office.  (See H.8 Notification)  
[image: ]
84) Click on the link to the form, which signs in to OnBase through NAU CAS, to see updated information on the request form. (See Figure 3 above)
85) [bookmark: H10]Pending – The request is pending because additional information is needed.  An email notification with a link to the form will be sent to the Requestor that the request is pending with the Comptroller’s Office.    The pending reason will be included in the email and on the form what is needed.   Once the requested information is received, the Comptroller Office Approver Team will continue the review process to either approve or deny the request.                                         (See H.10 Notification)
[image: ]
86) Click on the link to the form, which signs in to OnBase through NAU CAS, to see updated information on the request form. (See Figure 3 above)
Justification for Exception to Policy Signer Process a Blanket or One-Time Exception Request 
87) [bookmark: I1]After the designated Justification for Exception to Policy Signer receives the email notification of a new request form and clicks the link to the form, it signs in to OnBase through NAU CAS and goes to the new request form in Workflow to process. (See I.1 Notification)
[image: ][image: ]
88) It goes to the CMP – Justification for Exception to Policy Request Workflow Life Cycle.
[image: ]
89) Click on the CMP – Justification Signer (JS) – Review Queue. (See above)
90) Justification for Exception to Policy signers can only see requests for which they are the designated Signer.
91) [image: ]In the Documents window, designated signers will see a list of forms waiting to be processed including the form from the email link that was clicked.

92) Click on the appropriate form to view it. There are five sections of the form as shown below: 
Requestor, Request for Justification for Exception to Policy, Processed and Supporting Documentation.  Click on a section to expand it if it is not already expanded.

[image: ]
[image: ]

93) The request needs to be processed within a reasonable time with the following Ad Hoc task options of Approve or Deny. The Ad Hoc tasks will open a HTML form that allows comments to be entered.  (See Steps 8 - 13 )  Note:  If an Ad Hoc task is selected and needs to be changed, click Cancel and re-select the appropriate ad-hoc task.
[image: ]

94) Click the Approve Exception Request Ad Hoc Task to approve the request.  The HTML Comments form will open to add comments.  Click Submit to process and update the form or Cancel to cancel the process.
[image: ] 
[image: ]
95) [bookmark: I9]An email notification with a link to the form will be sent to the Requestor that the Justification for Exception to Policy Signer approved the request and that it has been routed to the Comptroller’s Office Approvers Team to review. (See I.9 Notification)
96) Click on the link to the form, which signs in to OnBase through NAU CAS, to see updated information on the request form. (See Figure 3 above)
97) Click the Deny Exception Request Ad Hoc Task to deny the request.  The HTML Comments form will open to add comments.  Click Submit to process and update the form or Cancel to cancel the process.
[image: ]
[image: ]
98) [bookmark: I12] An email notification with a link to the form will be sent to the Requestor that the request has been denied by the Justification for Exception to Policy Signer. (See I.12 Notification)
99) Click on the link to the form, which signs in to OnBase through NAU CAS, to see the updated information on the request form. (See Figure 3 above)

Correction to a Accountable Plan Reimbursement Justification Request Only
100) After receiving the email notification and clicking on the link to review the form, there is a change needed to the Reimbursement Type and/or Reimbursement Reason, don’t worry.  It can be corrected without having to submit another Request Form.
[image: ]
101) Immediately, email FinControls with the Exception Request Number and the correct information for the Accountable Plan Reimbursement Justification Type and/or Reimbursement Reason and a brief explanation of why the correction is needed.  
102) The Comptroller’s Office Approvers Team will be able to make the correction while processing the form.
103) An email notification will be sent with the status of the Request.
Retrieve Justification for Exception to Policy Request Forms
104) [bookmark: K1]Specific Request form can be retrieved by clicking on the link provided in the email notification received.  (See G.1 Notification)
105) This allows the ability to see the status of the Request at any point.
106) After submission, all Justification for Exception to Policy Request forms will be read-only.
107) A request form can be retrieved by Opening the OnBase Unity or Web Client.
108) Click on Home | Retrieval. Select Document Types and Groups | Compliance & Controls.
109) Click on CMP – Justification for Exception to Policy Request.
110) Enter the Exception Request Number in the Keywords | Exception Request # which will retrieve the form or any keyword can be used to retrieve forms.
[image: ]

Reimbursement or Justification for Exception to Policy Request Manual Cancellations
111) [bookmark: L1]Accountable Plan Reimbursement Justification Request forms can be manually cancelled by the Comptroller’s Office Approvers Team.  A cancellation notification will be sent to the Requestor.                                    (See L.1 Notification)
112) [bookmark: L2]Blanket or One-Time Justification for Exception to Policy forms can be manually cancelled by the Comptroller’s Office Approvers Team.  A cancellation notification will be sent to the Requestor. (See L.2 Notification)
113) If the cancelled request was a valid request, a new request form will have to be submitted.
 Reminder 7 and 14 Day Notifications before Auto Cancellation of Request Form
114) [bookmark: M1]For Justification for Exception to Policy Request forms in the Justification for Exception to Policy Lifecycle User’s Queue for seven (7) days, a 1st Reminder notification will be sent to the Justification for Exception to Policy Signer that they have a request form to review and process.  (See M.1 Notification)
115) [bookmark: M2]For Justification for Exception to Policy Request forms in the Justification for Exception to Policy Lifecycle User’s Queue for fourteen (14) days, a 2nd Reminder notification will be sent to the Justification Signer that they have a request form to review and process.  This notifications includes a date that the request needs to be processed by so that it does not get auto cancelled.  (See M.2 Notification)
116) [bookmark: M3]For Justification for Exception to Policy Request forms in Justification for Exception to Policy Lifecycle Users Queues for twenty-nine (29) days will automatically be cancelled by the system.  A cancellation notification which includes the cancellation reason will be sent to the Justification Signer and the Requestor.  (See M.3 Notification)
117) If a cancelled request was a valid request, a new request form will have to be submitted.



Appendix – Examples of Email Notification
	Section Number
	Example Screen Print

	G.1
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	G.3
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	G.5
G.9
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	G.6
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	G.7
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	G.8
L.1
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	H.1
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	H.3
I.1
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	I.9
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	I.12
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	H.5
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	H.6
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	H.8
	[image: ]





	H.10
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	L.2
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	M.1
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	M.2
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	M.3
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From:
Sent:
To:

Subject:

NoReply@nau.edu
Tuesday, June 30, 2020 1:56 PM
Sharon D Jackson

NORTHERN ARIZONA
UNIVERSITY

Associate Vice President and Comptroller's Office

***This is an automated message from the NAU OnBase System. Please do not reply.***

‘The Justification for Exception to Policy Request was cancelled manually. If this is a valid request, a new request will need to be
submitted. Email comments here.

Exception Request #: | 9999
Exception Type: | Blanket
Requestor: | Sharon Jackson
Department: | Assistant Comptroller
Policy Number: | CMP 515-0a: Processing of Travel Expenses
speedchart: | 1000010F15
Justification signer: | Farley,Christine Marie

Click https://onbase.nau.edu/Appnet/docpop/formpop.aspx?docid=4571683 to view the request.

If you have any questions, please contact the Comptroller's Office at

Thank you,

Sharon D Jackson

iancial Controls.

NAU Comptroller's - Financial Controls Analysis and Reporting
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From: NoReply@nau.edu
Sent: Tuesday, June 30, 2020 2:49 PM
To Sharon D Jackson

o _

NA NORTHERN ARIZONA
UNIVERSITY

Associate Vice President and Comptroller's Office

ey

an automated message from the NAU OnBase System. Please do not reply.***

Dear Christine,

As the designated Justification for Exception to Policy Signer for the request, this is your 15t Reminder that the request needs to be
reviewed and processed.

Exception Request #: | 9999
Exception Type: | Blanket

haron Jackson

CMP 515-04: Processing of Travel Expenses

120004015

Farley,Christine Marie

Click the Justification for Exception to Policy Request Workflow link to view and process all requests pending your review.

f you have any questions, please contact the Comptroller's Office at Financial Controls.

Thank you,

NAU Comptroller's - Financial Controls Analysis and Reporting
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Subject:

NoReply@nau.edu

Tuesday, June 30, 2020 2:49 PM
Sharon D Jackson

NORTHERN ARIZONA

N UNIVERSITY

Associate Vice President and Comptroller's Office

***This is an automated message from the NAU OnBase System. Please do not reply.***

Dear Christine,

As the designated Justification for Exception to Policy Signer for the request, this is your 2nd Reminder that the request needs to
be reviewed and processed.

Ifthe request is not processed by July 11, 2020, the request will be cancelled and you will receive a cancellation notification. If
this request gets cancelled and it is a valid request, a new request will need to be submitted.

Exception Request #: | 9999
Exception Type: | Blanket
Requestor: | Sharon Jackson
Department: | Assistant Comptroller
Policy Number: | CMP 515-0a: Processing of Travel Expenses
speedchart: | 1200040F15
Justification signer: | Farley,Christine Marie

Click the Justification for Exception to Policy Request Workflow link to view and process all requests pending your review.

If you have any questions, please contact the Comptroller's Office at

Sincerely,

iancial Controls.

NAU Comptroller's - Financial Controls Analysis and Reporting
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From: NoReply@nau.edu
Sent: Tuesday, June 30, 2020 1:56 PM

To ‘Sharon D Jackson; Christine Marie Farle)

Associate Vice President and Comptroller's Office

u NORTHERN ARIZONA
| UNIVERSITY

++*Thisis an automated message rom the NAU Onase Sytem, Please o notreply**

“The Justification for Exception to Policy Request was cancelled manually. If tis is 2 valid request, a new request will need to be.
Submitted. Email comments here.

Exception Request #: [ 5395
Exception Type: | Blanket
Requestor: | Sharon Jackson
Department: | Assistant Comptroller
Policy Number: | CMP 515-04: Processing of Travel Expenses
Speedchart: | 1000010F15
Justification Signer: | Farley,Christine Marie

Click https://onbase nau.edu/Appnet/docpop/formpop.aspx?docid=4571689 to view the request.
Ifyou have any questions, please contact the Comptroller's Office at Financial Controls.

Thank you,

Sharon D Jackson

NAU Comptroller's -

inancial Controls Analysis and Reporting
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Requestor Name (Last,First)*




image4.png
NA NORTHERN ARIZONA
UNIVERSITY
Justification for Exception to Policy Request

Complete this form to submit a request for a justification for exception to policy. You can verify designated Justification for Fxception to Policy

Date Requested Request Type*
02/13/2020

One Time - Justification for Exception to Comptroller policy
Blanket - Justification for Exception to Comptroller policy for the fiscal year

Accountable Plan Reimbursement Justification - Justification for Exception to the Accountable Plan poli er 60 days or 51,000

The Requestor Name and ID will auto-populate if entered correctly.

Requestor Name (Last,First)* Requestor ID*
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Enter the details for the Explanation of Circumstances

IN
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Actions to Prevent Future Violations *

Enter the details of the actions taken to prevent future violations
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NORTHERN ARIZONA
UNIVERSITY

Justification for Exception to Policy Request

Complete this form to submit a request for a justification for exception to policy. You can verify designated Justification for Exception to Policy Signer(s)
for speedcharts at NAU fustification for Exception to Policy Signer *Lookup* on the Comptroller's page. (See User's Guide for details)

Date Requested Request Type*

[02/01/2020]  [Accountable Plan Reimbursement Justfication 1|

The Requestor Name and ID will auto-populate if entered correctly.

Requestor Name (Last,First)* Requestor ID*
[Nesonc) ] [ssssss ]

Expense Report #

1234567

Enter the Reimbursee full Last Name followed by a*," and a full First Name or a partial first name which will give a lookup to select the desired name.

The Reimbursee Name and ID will auto-populate if entered Reimbursement Justification Type*
correctly. [ 60 pavs -]
[ Reimbursee Same as Requestor Reimbursement Reason *

Reimbursee Name (LastFirst)* [Extended Travel -]
[JACKSON,SHARON DENISE Amount*

Reimbursee ID* [s500-00

9999999 Explanation of Circumstances *

[enter details for explanation of circumstances.

Actions to Prevent Future Violations *
[enter details for actions to prevent future violations.

C:\Users|sjw2| Documents| Test1.pdf Remove
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NA NORTHERN ARIZONA
UNIVERSITY

Justification for Exception to Policy Request

Complete this form to submit a request for a justification for exception to policy. You can verify designated Justification for Exception to Policy
Signer(s) for speedcharts at NAU Justification for Exception to Policy Signer "Lookup” on the Comptroller's page. (See User's Guide for details)

Date Requested Request Type*

[02/13/2020 kl

Request Type*

Accountable Plan Reimbursement Justification
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NA NORTHERN ARIZONA
UNIVERSITY

Justification for Exception to Policy Request

Complete this form to submit a request for a justification for exception to policy. You can verify designated Justification for Exception to Policy
Signer(s) for speedcharts at NAU Justification for Exception to Policy Signer "Lookup” on the Comptroller's page. (See User's Guide for details)

Date Requested Request Type* Effective Date * End Date *

TN | T — - - ] E— —

The Requestor Name and ID will auto-populate if entered correctly.

Requestor Name (Last,First)* Requestor ID*
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Date Requested Request Type* Effective Date *
[02/13/2020 | [planket <] I
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Date Requested Request Type*

Effective Date *

02/13/2020

Blanket

6/29/2020

End Date *
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You can view policies at Financial Management Comptroller Policies to copy and paste appropriate information in corresponding Policy Statement.

Policies for both CMP and PUR are included in the Policy Number drop-down list.
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Must click "Add’ to select Policy Number Reference(s)

Add
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Policy Number* -

Policy Statement (1) - Please copy and paste the specific part of the policy for which you are requesting an exception. *
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CLICK ADD TO ADD MORE POLICY NUMBER REFERENCES

Policy Number*
(CMP 401-03 - Prohibited Transactions (See also PUR 302-01-01 for Other Restricted Commodities or Purchases) n

Policy Statement (1) - Please copy and paste the specific part of the policy for which you are requesting an exception. *
Enter or copy and paste the appropna{e policy information in the corresponding policy statement
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JUSTIFICATION FOR EXCEPTION TO POLICY DETAIL

Business Need / Circumstances Requiring Justification for Exception to Policy *
Enter the business need or circumstances requiring exception to policy details

Additional procedures such as prior purchase approvals, reviews, etc. to be undertaken to prevent and detect misuse *
Enter addition procedures details

N
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CLICK ADD TO ADD MORE DEPARTMENTS

Speedchart* Department ID Department Name Fund # Branch ID

Remove

Branch Description Cabinet ID Cabinet Description
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Must click "Add’ to select a Speedchart for a Department

Add
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CLICK ADD TO ADD MORE DEPARTMENTS

Speedchart* Department ID Department Name Fund # Branch ID
1000080F15 n 1000080 GENERAL ADMINISTRATION 1500 B115
Branch Description Cabinet ID Cabinet Description

President - Administration C100 President





image44.png
JUSTIFICATION FOR EXCEPTION TO POLICY SIGNER

A Justification for Exception to Policy Signer must be available in the drop-down list for any speedchart selected above. If no Signer s available
iin the drop~down list, a Justification for Exception to Policy Authorization Form must be completed for the Speedchart. The form is located on

the NAU (frpotraller's Form page.

Justification Signer * Comments Date Status

[ | I g
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Jusgfication Signer*
‘ Iy

Farley,Christine Marie
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Justification Signer *

Farley,Christine Marie
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SUPPORTING DOCUMENTATION

C\Users\ sjw2\ Documents  Test1.pdf Remove
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NA NORTHERN ARIZONA
UNIVERSITY

Justification for Exception to Policy Request

Complete this form to submlt a request for aJusllflcatlon for exceptlon to policy. You can verify designated Justification for Exception to Policy Signer(s) for speedcharts at NAU Justification for

Date Requested Request Type* Effective Date * End Date *
102/01/2020 Blanket n 06/27/2020 06/28/2020

REQUESTOR

The Requestor Name and ID will auto-populate if entered correctly. y

Requestor Name (Last,First)* Requestor ID*
[NELSON,ERIC J 5555555

REQUEST FOR JUSTIFICATION FOR EXCEPTION TO POLICY

You can view policies at Financial Management Comptroller Policies to copy and paste appropriate information in corresponding Policy Statement.

Policies for both CMP and PUR are included in the Policy Number drop-down list.

CLICK ADD TO ADD MORE POLICY NUMBER REFERENCES

Policy Number*
[CMP 515-04: Processing of Travel Expenses n

JUSTIFICATION FOR EXCEPTION TO POLICY DETAIL

Business Need / Circumstances Requiring Justification for Exception to Policy *

Enter the business need or circumstances requiring exception to policy details.

Additional procedures such as prior purchase approvals, reviews, etc. to be undertaken to prevent and detect misuse *

Enter additional procedures details.

CLICK ADD TO ADD MORE DEPARTMENTS

Speedchart* Department ID Department Name Fund # Branch ID Branch Description
1200040F15 n 1200040 EDUCATIONAL PARTNERSHIPS 1500 B114 Government Affairs
Cabinet ID Cabinet Description

IC100 President

JUSTIFICATION FOR EXCEPTION TO POLICY SIGNER

A Justification for Exception to Policy Signer must be available in the drop-down list for any speedchart selected above. If no Signer is available in the drop-down list, a Justification for Exception
to Policy Authorization Form must be completed for the Speedchart. The form is located on the NAU Comptroller's Form page.

Justification Signer * Comments Date Status
Farley,Christine Marie

SUPPORTING DOCUMENTATION

Test].pdf Remove
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form has been forwarded to the designated Justification Signer for their
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PROCESSED

Date Received Completion Status Processed By
/3072020 | [sPProve ] Bharondjackson ]
Date Processed Processed By User ID

[06/30/2020 sw2
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PROCESSED

Date Received

Completion Status

Processed By

[06/30/2020

[DENIED

[Sharon D Jackson

Date Processed

Denial Reason

Processed By User ID

[6/30/2020

[insufficient circumstances explanation

sw2
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PROCESSED

Date Received Completion Status Processed By
/3072020 | [pevome ] [sharon DJackson |
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NA NORTHERN ARIZONA
UNIVERSITY
Justification for Exception to Policy Request

Complete this form to submit a request for a justification for exception to policy. You can verify designated Justification for Exception to Policy Signer(s) for speedcharts at NAU lustification for Exception to Policy
Signer "Lookup” on the Comptroller's page. (See User's Guide for details)

Date Requested Exception Request #  Request Type Effective Date End Date
[r27/2020]  [gse ] [anket | | oz ] osrzezon ]

REQUESTOR

Requestor Name (Last,First) Requestor ID'

[JACKSON SHARON DENISE | [ssoss9s |

Requestor Department Name
SSISTANT COMPTROLLER |

REQUEST FOR JUSTIFICATION FOR EXCEPTION TO POLICY

You can view policies at Financial Management Comptroller Policies to copy and paste appropriate information in corresponding Policy Statement.
Policies for both CMP and PUR are included in the Policy Number drop-down list.

CLICK ADD TO ADD MORE POLICY NUMBER REFERENCES

Policy Number
[CMP 515-04: Processing of Travel Expenses

Policy Statement (1) - Please copy and paste the specific part of the policy for which you are requesting an exception.
fest 1 - Justification Signer - Approve

JUSTIFICATION FOR EXCEPTION TO POLICY DETAIL

Business Need / Circumstances Requiring Justification for Exception to Policy
[Enter the business need or circumstances requiring exception to policy details.

Additional procedures such as prior purchase approvals, reviews, etc. to be undertaken to prevent and detect misuse
[Enter additional procedures details.

CLICK ADD TO ADD MORE DEPARTMENTS

Speedchart Department ID_ Department Name Fund#  Branch ID Branch Description Cabinet ID_ Cabinet Description
1000010F15 1000010 [OFFICE OF GENERAL COUNSEL | [1500 | [B115 President - Administration [c100 [resident

JUSTIFICATION FOR EXCEPTION TO POLICY SIGNER

A Justification for Exception to Policy Signer must be available in the drop-down list for any speedchart selected above. If no Signer is available in the drop-down list, a Justification for Exception to Policy
Authorization Form must be completed for the Speedchart. The form is located on the NAU Comptroller's Form page.

Justification Signer m Comments Date Status
[Farley,Christine Marie [comments entered here [06/27/2020 3:15:17 PM |approved

REIMBURSEMENT

PROCESS EMAIL

PROCESSED

Date Received Completion Status Processed By

[ 1| \

Date Processed Processed By User ID

CCBS USE

SUPPORTING DOCUMENTATION (1)

|
|

CMP - Justification for Exception To Policy Request Attachments #9999 - 2/21/2020 - Blanket - IACKSON.SHARON DENISE for

DEVELOPER SYSTEM WORK
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NA NORTHERN ARIZONA
UNIVERSITY
Justification for Exception to Policy Request

Complete this form to submit a request for a justification for exception to policy. You can verify designated Justification for Exception to Policy Signer(s) for
speedcharts at NAU lustification for Exception to Policy Signer "Lookup” on the Comptroller's page. (See User's Guide for details)

Date Requested Exception Request #  Request Type Effective Date End Date
[r27/2020]  [gse ] [anket ] 272020 ] osrasizo0 |

REQUESTOI

REQUEST FOR JUSTIFICATION FOR EXCEPTION TO POLICY

PROCESSED

SUPPORTING DOCUMENTATION (1)
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SUPPORTING DOCUMENTATION (1)

CMP - lustification for Exception To Policy Request Attachments #1917 - 2/12/2020 - Accountable Plan Reimbursement Justification =

NELSON.ERIC | for IACKSON.SHARON DENISE
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SUPPORTING DOCUMENTATION (1)

CMP - lustification for Exception To Policy Request Attachments #1917 - 2/12/2020 - Accountable Plan Reimbursement Justification =

NELSON.ERIC | for IACKSON.SHARON DENISE
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Exception to Policy Signer Comments

Please type any comments you would like to add to the form:

Enter applicable comments.

Submit Cancel
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JUSTIFICATION FOR EXCEPTION TO POLICY SIGNER

A Justification for Exception to Policy Signer must be available in the drop-down list for any speedchart selected above. If no Signer is
available in the drop~down list, a Justification for Exception to Policy Authorization Form must be completed for the Speedchart. The

form is located on the NAU Comptroller's Form page.

Justification Signer * Comments

Date Status

Farley e Mari [Enter approval comments here

[p6/27/2020 3:24:00PM | [Approved
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Y JUSTIFICATION FOR EXCEPTION TO POLICY SIGNER

A Justification for Exception to Policy Signer must be available in the drop-down list for any speedchart selected above. If no Signer is available in the drop-down
list, a Justification for Exception to Policy Authorization Form must be completed for the Speedchart. The form is located on the NAU Comptroller's Form page.

Justification Signer * Comments Date Status
Farley,Christine Marie Enter applicable comments. 06/27/2020 12:50:05 PM Denied
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REIMBURSEMENT DETAI

Reimbursement Justification Type *
> 60 DAYS

Reimbursement Reason *
[Extended Travel

Amount*
$500.00

Explanation of Circumstances *
[Enter details for explanation of circumstances.

Actions to Prevent Future Violations *
[Enter details for actions to prevent future violations.
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From: NoReply@nau.edu
Sent: Tuesday, June 30, 2020 10:38 AM

To: Sharon D Jackson

Associate Vice President and Comptroller's Office

NORTHERN ARIZONA
UNIVERSITY

o

an automated message from the NAU OnBase System. Please do not reply.***
Dear Eric,

‘The Justification for Exception to Policy Request has been received.

Exception Request #: | 9999
Exception Type: | Accountable Plan Reimbursement Justification
Requestor: | Eric Nelson
Expense Report#: | 1234567

Reimbursee Name: | Sharon Jackson
Amount: | $500.00

Click https://onbase.nau.edu/Appnet/docpop/formpop.aspx?docid=4571576 to view the request.
f you have any questions, please contact the Comptroller's Office at Financial Controls.

Sincerely,

NAU Comptroller's - Financial Controls Analysis and Reporting
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From: NoReply@nau.edu
Sent: I Tuesday, June 30, 2020 10:38 AM
To: Sharon D Jackson

NORTHERN ARIZONA
UNIVERSITY

Associate Vice President and Comptroller's Office

***This is an automated message from the NAU OnBase System. Please do not reply.***
Dear FCAR Team Member,

A new Justification for Exception to Policy Request has been submitted.

Exception Request #: | 9999
Exception Type: | Accountable Plan Reimbursement Justification
Requestor:
Expense Report#: | 1234567
Reimbursee Name: | Sharon Jackson
Amount: | $500.00

Eric Nelson

Click the Justification for Exception to Policy Request Workflow link to view and process all requests pending your review.

Click https://onbase.nau.edu/Appnet/docpop/formpop.aspx?docid=4571576 to view the request.
f you have any questions, please contact the Comptroller's Office at Financial Controls.
sincerely,

NAU Comptroller's-

inancial Controls Analysis and Reporting
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From:
Sent:

ey

Dear Eric,

NoReply@nau.edu
Tuesday, June 30, 2020 10:49 AM
Sharon D Jackson

NA NORTHERN ARIZONA
UNIVERSITY

Associate Vice President and Comptroller's Office

s an automated message from the NAU OnBase System. Please do not reply.***

‘The Justification for Exception to Policy Request was approved by Sharon D Jackson. Commentsto email here.

Exception Request #: | 9999
Exception Type: | Accountable Plan Reimbursement Justification
Requestor: | Eric Nelson
Date Processed: | 6/30/2020
Expense Report#: | 1234567
Reimbursee Name: | sharon Jackson
Amount: | $500.00

Please print this Justification Approval email as a PDF file and upload along with other backup documentation for your Expense
Report before submittal to Accounts Payable.

Click https://onbase.nau.edu/Appnet/docpop/formpop.aspx?docid=4571576 to view request.

f you have any questions, please contact the Comptroller's Office at Financial Controls.

Thank you,

Sharon

NAU Comptroller's - Financial Controls Analysis and Reporting
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NoReply@nau.edu
Tuesday, June 30, 2020 12:51 PM
Sharon D Jackson

NORTHERN ARIZONA

N UNIVERSITY

Associate Vice President and Comptroller's Office

***This is an automated message from the NAU OnBase System. Please do not reply.***

Dear sharon,

‘The Justification for Exception to Policy Request was denied by Sharon D Jackson. Email comments here.

Exception Request #: | 9999
Exception Type: | Accountable Plan Reimbursement Justification
Requestor: | Eric Nelson
Date Processed: | 6/30/2020
Expense Report#: | 1234567
Reimbursee Name: | sharon Jackson
Amount: | $500.00
Denied Reason: | Insufficient circumstances explanation

Click https://onbase.nau.edu/Appnet/docpop/formpop.aspx?docid=4571576 to view request.

f you have any questions, please contact the Comptroller's Office at Financial Controls.

Thank you,

Sharon

NAU Comptroller's - Financial Controls Analysis and Reporting
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From: NoReply@nau.edu
Sent: Tuesday, June 30, 2020 12:51 PM
To: Sharon D Jackson

NORTHERN ARIZONA
UNIVERSITY

N,

Associate Vice President and Comptroller's Office

***This is an automated message from the NAU OnBase System. Please do not reply.***
Dear Eric and Sharon,

‘The Justification for Exception to Policy Request s pending. Email comments here.

Exception Request #: | 9999
Exception Type: | Accountable Plan Reimbursement Justification
Requestor: | Eric Nelson
Date Processed: | 6/30/2020
Expense Report#: | 1234567
Reimbursee Name: | sharon Jackson
Amount: | $500.00
Pending Reason: | REQUESTED ADDITIONAL DOCUMENTATION

Click https://onbase.nau.edu/Appnet/docpop/formpop.aspx?docid=4571576 to view request.
f you have any questions, please contact the Comptroller's Office at Financial Contro

Thank you,

Sharon D Jackson

NAU Comptroller's - Fi

is and Reporting
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From:
Sent:
To:
Subject:

NoReply@nau.edu
Tuesday, June 30, 2020 2:18 PM
Sharon D Jackson

NA NORTHERN ARIZONA
UNIVERSITY

Associate Vice President and Comptroller's Office

***This is an automated message from the NAU OnBase System. Please do not reply.***

‘The Justification for Exception to Policy Request was cancelled manually. If this is a valid request, a new request will need to be
submitted. Email comments here.

Exception Request #: | 9999
Exception Type: | Accountable Plan Reimbursement Justification
Requestor: | Eric Nelson
Date Processed: | 2/21/2020
Expense Report#: | 1234567
Reimbursee Name: | sharon Jackson
Amount: | $500.00

Click https://onbase.nau.edu/Appnet/docpop/formpop.aspx?docid=4571576 to view request.

f you have any questions, please contact the Comptroller's Office at Financial Controls.

Thank you,

Sharon D Jackson

NAU Comptroller's - Financial Controls Analysis and Reporting
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From: NoReply@nau.edu
Sent: Tuesday, June 30, 2020 2:49 PM
sharon D Jackson

NORTHERN ARIZONA

N UNIVERSITY

Associate Vice President and Comptroller's Office

#+*Thisis an automated message from the NAU OnBase System. Please do not reply.***

Dear Sharon,

The Justification for Exception to Policy Request has been received.

Exception Request #: | 9999
Exception Type: | Blanket
Sharon Jackson
Assistant Comptroller
Policy Number: | CMP 515-04: Processing of Travel Expenses
Speedchart: | 1200040F15
Justification Signer: | Farley,Christine Marie.

Click https://onbase.nau.edu/Appnet/docpop/formpop.aspx?docid=4571689 to view request.
If you have any questions, please contact the Comptroller’s Offce at Financial Controls

Sincerely,

NAU Comptroller's - Financial Controls Analysis and Reporting.
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NoReply@nau.edu
Tuesday, June 30, 2020 2:49 PM
Sharon D Jackson

NORTHERN ARIZONA

N UNIVERSITY

Associate Vice President and Comptroller's Office

*+*This s an automated message from the NAU OnBase System. Please do not reply.**

Dear Christine,

As the designated Justification for Exception to Policy Signer, you have a new request to review.

Exception Request #: | 9999
Exception Type: | Blanket
Requestor: | sharon Jackson
Department: | Assistant Comptraller
Policy Number: | CMP 515-04: Processing of Travel Expenses
Speedchart; | 1200040F15

Justification signer: | Farley,Christine Marie

Click the Justfication for Exception to Policy Request Workflow link to view and process all requests pending your review.

‘There are (2) AD-Hoc task for processing:

1. Approve - Click to approve the request and enter any comments. Once approved, the request will be routed to
the Comptroller's Approvers to review and approve, deny or place in pending because additional information is
needed. If the request is pending, the Approvers will communicate with the Requestor what additional
information s needed. When the additional information is received, the review process will continue. Once the
Comptroller' Office review is complete, the Requestor will receive a notification that the request was approved
or denied.

2. Deny - Click to deny the request and enter any comments. If denied, the Requestor will receive 3 notification
that the request was denied.

If you need additional assistance with processing the request, click User's Guide.

Ifyou have any questions, please contact the Comptroller’s Office at Financial Controls.

Sincerely,

NAU Comtroller's - Financial Controls Analysis and Reporting.
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From: NoReply@nau.edu
Sent: Tuesday, June 30, 2020 3:15 PM
Sharon D Jackson

- SR et mm—"

NORTHERN ARIZONA

N UNIVERSITY

Associate Vice President and Comptroller's Office

#+*This s an automated message from the NAU OnBase System. Please do not reply.***

Dear Sharon,

‘The Justification for Exception to Policy Signer approved the request. The request has been routed to the Comptroller's Office to

Exception Request #: | 9999
Exception Type: | Blanket

Requestor: | sharon Jackson

Department: | Assistant Comptroller

Policy Number: | CMP 515-04: Processing of Travel Expenses
‘Speedchart: | 1200040F15

Justification Signer: | Farley,Christine Marie

Click https://onbase.nau.edu/Appnet/docpop/formpop.aspx?docid=4571689 to view the request.
If you have any questions, please contact the Comptroller’s Offce at Financial Controls
Sincerely,

NAU Comptroller's - Financial Controls Analysis and Reporting.
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NoReply@nau.edu

Tuesday, June 30, 2020 315 PM

Sharon D Jackson

NORTHERN ARIZONA
UNIVERSITY

Associate Vice President and Comptroller's Office

*4*Thisis an automated message from the NAU OnBase System. Please do not reply.***

Dear Sharon,

The Justification for Exception to Policy Signer denied the request.

Exception Request #:

5999

Exception Type:

Blanket

Requestor:

Sharon Jackson

Department:

Assistant Comptroler

Policy Number:

‘CMP 515-04: Processing of Travel Expenses

‘Speedchart

1200040715

Justification Signer:

Farley,Christine Marie

Click https://onbase.nau.edu/Appnet/docpop/formpop.aspx?doci

71659 to view the request.

Ifyou have any questions, please contact the Comptroller’s Office at Financial Controls.

Sincerely,

NAU Comptroller's - Financial Controls Analysis and Reporting.
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From: NoReply@nau.edu
Sent: Tuegiay, June 30, 2020 3:15 PM
Sharon D Jackson

NORTHERN ARIZONA

N UNIVERSITY

Associate Vice President and Comptroller's Office

***This is an automated message from the NAU OnBase System. Please do not reply.***

Dear FCAR Team Member,

A new Justification for Exception to Policy Request has been approved by the Justification Signer. It has been submitted to you
for review,

Exception Request #: | 9999
Exception Type: | Blanket
Requestor: | Sharon Jackson
Department: | Assistant Comptroller
Policy Number: | CMP 515-0a: Processing of Travel Expenses
speedchart: | 1200040F15
Justification signer: | Farley,Christine Marie

Click the Justification for Exception to Policy Request Workflow link to view and process all requests pending your review.

Click https://onbase.nau.edu/Appnet/docpop/formpop.aspx?docid=4571683 to view the request.
f you have any questions, please contact the Comptroller's Office at Financial Controls.

Sincerely,

NAU Comptroller's - Financial Controls Analysis and Reporting
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From: NoReply@nau.edu
Sent: Tuesday, June 30, 2020 3:51 PM
To: Sharon D Jackson

- S ———
NORTHERN ARIZONA

N UNIVERSITY

Associate Vice President and Comptroller's Office

#+*This s an automated message from the NAU OnBase System. Please do not reply.***

Dear sharon,

‘The Justification for Exception to Policy Request has been approved by both the Justification Signer and the Comptroller's
Office. Please proceed with your process and reference the exception request number in the supporting documentation. Email
comments here.

Exception Request #: | 9399
Exception Type: | Blanket
| Sharon Jackson

Assistant Comptroler

‘CMP 515-04: Processing of Travel Expenses
‘Speedchart: | 1000010F15

Justification Signer: | Farley,Christine Marie

Click https://onbase.nau.edu/Appnet/docpop/formpop.aspx?docid=4571689 to view the request.

Ifyou have any questions, please contact the Comptroller’s Office at Financial Controls.

Thankyou,
Tammy Laird

NAU Comptroller's - Financial Controls Analysis and Reporting.
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From: NoReply@nau.edu
Sent: Tuesday, June 30, 2020 12:39 PM
To: Sharon D Jackson

NORTHERN ARIZONA
UNIVERSITY

N,

Associate Vice President and Comptroller's Office

seemh

an automated message from the NAU OnBase System. Please do not reply.***
Dear sharon,

‘The Justification for Exception to Policy Request was approved by the Justification Signer but denied by the Comptroller's
Office. Email comments here,

Excel

ion Request #: | 9999
Exception Type: | Blanket
Requestor: | sharon Jackson
Department: | Assistant Comptroller
Policy Number: | CMP 515-04: Processing of Travel Expenses
Speedchart: | 100001015
Justification Signer: | Farley,Christine Marie
Denial Reason: | Insufficient circumstances explanation

Click https://onbase.nau.edu/Appnet/docpop/formpop.aspx?docid=4571683 to view the request.
f you have any questions, please contact the Comptroller's Office at Financial Controls.
Thank you,

Sharon D Jackson

NAU Comptroller's - Financial Controls Analysis and Reporting
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From: NoReply@nau.edu
Sent: Tuesday, June 30, 2020 1:50 PM
To: Sharon D Jackson

NORTHERN ARIZONA
UNIVERSITY

N,

Associate Vice President and Comptroller's Office

***This is an automated message from the NAU OnBase System. Please do not reply.***
Dear sharon,

‘The Justification for Exception to Policy Request s pending with the Comptroller’s Office. Email comments here.

Exception Request #: | 9999
Exception Type: | Blanket
Request
Department: | Assistant Comptroller
CMP 515-04: Processing of Travel Expenses
1000010F15

Farley,Christine Marie
Pending Reason: | REQUESTED ADDITIONAL DOCUMENTATION

Sharon Jackson

Click https://onbase.nau.edu/Appnet/docpop/formpop.aspx?docid=4571683 to view the request.
f you have any questions, please contact the Comptroller's Office at Financial Controls.

Thank you,

Sharon D Jackson

NAU Comptroller's - Financial Controls Analysis and Reporting




