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Preparer Access:
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Form preparer's sign in to the site using their OU Net ID and password in the top section labeled 'Preparers:'. 
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Choose 'Form List' from the Transfer Request menu.
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You are presented with a list of current Transfer requests, a sort button and a button to start a new form. Click the 'New' button to start a new request

Fund Selection

[image: image4.png]244

FOUNDATION L=

Scholarship.
Disbursement Request Transfer Request
» Eliaibiity Gheck Fund Selection
» Eom Lt
» insiructons
Date of Request:
Transfer Request
» Eom Lt =R
Preparer 4 +4: ‘Begin typing a fund name or number and
‘Choose from the lst that appears.
Transter between income and principal vithinthe same fund
Transfer from Fund: o
Transer to Fund:
Transfer to Fund:

ving fom an endowed fund)

ing 1o an endoed und)

(STATE SPECIFIC REASON FOR TRANSFER) AMOUNT

TOTAL: S000

Backup documentation s required
Backup documentation is NOT required

McAfee SECURE

TESTED DALY 03-0CT





To begin the request, enter the disbursing fund in the 'Transfer from Fund' textbox. You may type in part of the fund number or title and wait for the selection list to appear or you may type in the fund number and ignore the selection list. 
If you are transferring between the principal and income within the same fund, check the check box indicating this and skip the 'Transfer to Fund' textbox. If you are transferring between two funds, enter the receiving fund in the second text box. Click 'Ok' to continue to sponsor selection.

Sponsor Selection
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Pre and Post Approver selection is optional. If you do not wish to select a Pre or Post approver for your form, select the primary and counter signers, click the 'OK' button and skip the next section of the instructions. The primary and counter signers are required.

Pre and Post Approver Selection (Optional):
Pre and post approvers are optional signatories, such as a department head or dean, which you wish to approve this form before or after the fund sponsors.
To select a Pre or Post Approver, begin typing the person's name in the appropriate text box. Once you have typed at least four characters and paused, without leaving the field or pressing enter, a select list will appear with the potential matches if any. Select the desired name from the list. You must select the name from the list, typing the name in the text box will not select the approver. If the approver you are searching for does not appear in the list you will need to contact the Foundation to have them setup.
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Once a pre and/or post approver has been added to the form they will appear in the signature section with the primary and counter signing sponsors. They will have the same ability to sign or decline to sign as the fund sponsors.

[image: image7.png]Transfer Request
Editing
(Reviewer)

Hold Request

From: Exccutive Affairs Date of Request: (05152012
Sponsor: Nicholas S. Hathaway Prepared By: [Valace Devey UL

preparer 4+ 4 a6t e E TR T
Emalme the prepare) a copyofthis form  Preparr,
7] ance thas been submited Email Address: |12/ 000 e

This Transfer is to update a gift (Backup documentation is required)

“Close Disbursing Fund Transfer

Transfer from Fund: 0033123 - Reforestation Campaign
Principal @ income  (Please specify principal or income when transferring from an endowed fund)

0060104 - Gordon K. Jimerson Memorial Endowment Leclureship

© prncioal © ncome. (Pleae specypincipl o ncome ihen ransirin o anendoved un) (Ml Funds)

PURPOSELUSTIFICATION
(STATE SPECIFIC REASON FORTRANSFER)  AMOUNT

iy —

ToTAL: 5000

© Backup documentation is provided
© Backup documentation is NOT provided

Nicholas S. Hathaviay.





At this point the rest of the form becomes unlocked, allowing you to continue filling out the request.

Hold Request:

Checking this box allows you to complete a transfer request, but prevent the Foundation from processing the request. The Foundation will not process the request until you take it off of hold.

Date of Request:

The date of request is a system generated date. It will be the date that the form is ready for the Foundation to process. This will be either the date of the last signature or the date the form is taken off of hold.
Preparer Information:

The preparers name and phone number have been pre-populated.

Preparer email and 4 + 4 are pre-populated and cannot be changed when logging in via OU Net ID.

Email me (the preparer) a copy of this form once it has been submitted.

Check this to get a copy of the form via email at form submission.
This Transfer Request is to Update a Gift

Check this option for gift corrections. Backup documentation is required.
Close Disbursing Fund Transfer
Check this if the transfer will result in the disbursing fund being closed. Checking this will automatically set the transfer type radio buttons and transfer amount. The transfer amount will be an estimate of the actual amount of the transfer. The actual amount will be entered by the approver at the time the transfer is completed.

Transfer from Fund radio buttons

Indicate whether to transfer from the fund's principal or expendable balance. Depending on the fund chosen, these radio buttons may be preset and read only.
Transfer to Fund radio buttons

Indicate whether to transfer to the fund's principal or expendable balance. Depending on the fund chosen, these radio buttons may be preset and read only.

Modify Fund(s) button

At any time prior to saving a new transfer request, you may choose this option to change the fund(s) involved in this transfer.

Purpose/Justification

Enter the reason for the transfer in this area. Multiple transfer amounts and reasons may be entered.

Amount

Enter the amount of the transfer associated with this reason. Multiple transfer amounts and reasons may be entered.

Add Additional Purpose/Amount button

Click this button to add additional transfer reason and amount entry fields.
Backup Documentation radio buttons

You must choose one of these options to indicate whether or not this transfer requires backup documentation. If you choose 'Backup documentation is required', once the form is saved, a link will appear to allow you to print the transmittal sheet or you may upload images of the backup documentation. If you choose to mail the backup documentation, you should print the transmittal sheet, attach the backup documentation to it and mail it to the Foundation. If you choose to upload images you may upload Images (*.bmp, *.jpg, *.png, *.gif) or PDF files. 
Note: You must choose whether or not backup documentation is required in order to save the form. The ability to print the transmittal sheet or upload backup documentation will not be available until after the form is saved. Both of these features need the form id in order to work correctly; the form id is not generated until the form is saved.
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Click the browse button and navigate to the file you wish to upload.[image: image9.png]o —— —
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Once the file is selected click the upload button

[image: image10.png]© Backup documentation is provided

Print Transimial Sheet — Atiach backup documentation o this sheet and mail o the Foundation

OR

Backup Docus

[crusersiubtocures:s |3 Uposd

‘Backup documentation i NOT provided




Once the file is received you will see it in the list titled 'Existing Backup Documentation' on the right.
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The name of the file is also a link to display the file. It will be disabled after the file is first uploaded. It will be enabled once it has been stored in the database with the form. This may take a few minutes. Once the file is stored in the database, you may click on the link to view it. At any time up until the form is signed you may delete a backup document by clicking on the word 'DELETE' next to the file name.

Saving the form:

Once all of the required fields have been entered, you may save the form. The form can be saved by clicking the save button in the floating command box at the top right of the form. 
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Note: This is a web application. If the session with the web server expires and the form has not been saved, all work will be lost. Web sessions will generally expire after 20 - 30 minutes. Save frequently to avoid data loss.

Requesting Signatures:

Once all the required information has been entered and the form has been saved, the floating command box will have two new buttons: 'Request Signature' and 'Request Signature with Message'. Clicking 'Request Signature' emails the sponsor(s) a notification that there is a form for them to review and sign. The notification email contains a link to the form.
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Clicking 'Req. Sig. w/Msg.' will allow you to send a message along with the request. When the message popup appears, enter a maximum of 500 characters and click 'OK'. The message will appear at the top of the email with the normal request information following.  If you check 'Send to All Signatories', the message will be saved and sent along to all signatories as the form is signed and the system generates requests, otherwise, the message gets sent to sponsors in the current request only. Once a message is saved, un-checking the checkbox and sending a request or sending a request via the 'Request Signature' button will clear any saved message.  

[image: image14.png]Enter a message to send with the signature request:

| send to Al Signatories ©





Once the notification has been sent, the signature section is updated with the last notification date, time and number of times notified.
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The preparer will be notified via email as each required signature is received and when the form is submitted to the Foundation.
Adding, Changing, and Removing Signatories:

Example Signature Block
[image: image16.png]



Changing Primary and Counter Signatories

Primary and counter signers may be changed if there are alternate choices available. Click the change button next to the signatory you wish to change.
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The alternate sponsor(s) will display in the dropdown for selection. Select the sponsor you would like to change to and click OK or click Cancel to make no change.
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Changing Pre and Post Approvers

Clicking the change button next to a pre or post approver will display a popup to allow you to type the name of a new approver. Similar to the original selection dialog, you need to wait for the dropdown to appear and select them from the list.
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If you delete the approver name from the dialog and click the OK button, the approver will be removed. Clicking Cancel will keep the approver that is already selected.

Adding Pre and Post Approvers

If the form has been saved and has not been signed, you may add pre and post approvers by selecting the appropriate add button in the signature block.
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The Add Pre or Post Approver dialog box displays.
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Begin typing the name of the desired approver and select them from the dropdown when it appears.
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Removing Pre and Post Approvers

If no signatures have been received, you may remove pre and/or post approvers by clicking the remove button next to their signature area.
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You will be prompted to confirm that you want to remove the approver.

[image: image25.png]Message from webpage [ =

Are you sure you want to remove Michael Marcotte 7

—T—





Click 'OK' to remove the approver or 'Cancel' to make no changes

Sponsor Access:
Signature Request Email

When a preparer requests signatures for a form, each sponsor will receive an email signature request like the one below. If your email client does not support HTML, you will receive a text version with links instead of button images.
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If you feel that the information provided in the email is enough that you would like to approve the request, click the 'Quick-Sign' button. You will be taken to a page where you may enter your signature without having to log on to the system (see the Quick-Signing section). If you want to view all of the details, including backup documentation, or you wish to decline to sign, click 'View Form' button. You will be taken to the form via the login page (see the next section: Signing the Form).

Signing the Form

Note:  Changes have been made to the Online Forms to speed up the process of signing, saving and loading forms. Prior to these changes, when signing a form, the system validated your digital signature, saved the form, and notified the preparer and any following signers before sending you on to the next form. Now, once your signature has been validated, you will be sent on to the next form while the system continues to process the form in the background, thus speeding up the process of signing. Please keep in mind that part of the process of signing a form is to load the next form that is ready for you to sign. These changes have also improved the load time of forms and you should notice that the signing process is faster. In the event that something goes wrong in this background process, you will receive an email notifying you that you should return to the form and that you may need to re-sign it. 

When a sponsor clicks on the link in the email notification, they are directed to the logon for online forms. When using the link in the signature request email, the preparer logon section is disabled.
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Sponsors/Approvers login with the same ID and password that would be used for the Foundation Financial Reports web site. Once successfully signed in, you will be directed to the form you have been requested to review and sign.

After reviewing the form, scroll to the bottom of the form and click the 'SIGN' button next to your name. You will be presented with the following dialog.
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Enter your digital signature and click the 'apply' button. If the signature was successfully entered, the preparer will be notified that the form has been signed and the next required signer, if any, will be notified. If this is the last required signature, the preparer will be notified and the form will be submitted to the Foundation for review. 

Once the form is successfully signed, the application will display the next form, if any, or return you to the form list.

If a sponsor prepares the form while logged in with their OU Net ID, the form may be signed without re-logging in with their Financial Reporting credentials. The dialog for signing in this situation will require an additional entry and appears as follows.
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The code in the image must also be entered as well as the digital signature. This is to prevent automated programs from attempting to guess a sponsor's digital signature.

If while attempting to sign a request you receive the following response, you have attempted to sign with the temporary signature assigned by the Foundation. You will need to change your digital signature. See the next section.
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If while attempting to sign you receive the following dialog, you are attempting to sign a form that the preparer has not requested the signature. Be sure before signing the form that the preparer is done with the form or wait until the signature is requested.
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Once you have signed a form while logged in with your Foundation credentials, you will not need to re-enter your digital signature to sign additional forms. Until you log out, close your browser, or your session expires, your signature will be applied to the next form as soon as you click the sign button. This does not apply to forms where the preparer has not requested the signature. When you click the sign button on a form that the signature has not been requested, the signature code will always be required.
Quick-Signing the Form
Clicking on the 'Quick-Sign' button in the signature request email will bring you to the Quick-sign page.
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Enter your signature and click 'Apply'.
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You will see a message indicating that your signature is being validated.
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If your signature is valid, you will see the following indicating that you have signed the form.
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Declining to Sign

If you want to decline signature and send the form back to the preparer for changes, select the 'Decline' button next to your signature. You must be logged in as a sponsor for this button to enable.
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You will be required to enter a reason for declining to sign.
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Once a reason is entered and 'Decline to Sign' is clicked, an email will be sent to the preparer notifying them the signature was declined. The email will contain the reason and a link to the form.

A link will appear next to the sponsor's signature area that will allow viewing the reason the signature was declined. The sponsor may update the reason from this link.
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The 'Update' button will only appear for sponsors.

In the form list, form's that the signature has been declined will appear with a light-red background color.

[image: image40.png](San) [t

Date of

=
= = e
st | e, [ososna s otz | gt | e {320t [ | B2 | srom [omere
ou
—
e P -
s | e, ososna | s oty | 52 | e | 330 | | S | smoto |omere
L
e
= ons | coevey | smrcoro
0 | e, | ovmirs | i oo Hons | St | SEEE | i | TS | s
saraore
e const | Coevey | sorc0
s | | v st oo | 2o | ot | S50 | s | BT | smoro
) sou
939 Blane | 052112012 | Submitted | 0032777 | aNeinet | Soutney | 8212012 |\ yesig | 104504 | 5240000
= atene’| S | S,
== &
saraore
e s | coutey | smraore
o | e, | iz s covis| 7 | s | | | B | nn
e D
- | oo |
B P i | o = ) (e 5 R R
iouTuRe ecunied re
oot | 8 | cazvaore | somst CUNED ey | 0212012 | oo | 05 | soss270
5 et i




A form that has had a signature declined will also have a message at the top.
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Clearing the Signature Declined status

To clear the declined status, the signature must be requested or the form signed.
Changing your Digital Signature

To change your digital signature you must login to the Online Forms application as a Sponsor/Approver with your Foundation Financial Reporting user id and password.
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Once logged in choose the change signature option from the list on the left.
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Enter your current signature in the box labeled 'Current Signature'. If you have received and email from the Foundation informing you of a temporary digital signature password, this is the digital signature password from the email. Enter your desired new signature in the next two text boxes and click the submit button. If your new signature meets the criteria outlined on the screen, your signature will be changed and an email sent to you informing you that your signature was changed. 
Proxy Signature Authority:
Sponsors may tempoarily grant signature authority to another user. From the foms menu, choose the 'Proxy Signatory' item under 'Signatories'. You must be logged in as a sponsor to access this.
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This will take you to a form list similar to the other online forms. Click the 'New' button to start a new proxy signatory form.
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Begin typing the name of the person you wish to assign signature authority to. Select them from the drop down that appears. If you cannot find the person, they may not have a Foundation login. You will need to contact the Foundation to get them setup.
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Enter the begin and end dates for the period you are granting signature authority. The maximum is 90 days. Enter the email of the person receiving signature authority. This person will receive an email with a temporary digital signature upon successful completion of the form. Enter your digital signature and click the save button.

[image: image48.png]% FOUNDATION

» Home

Scholarship i

Sonolreh st New Proxy Signatory

 Eiaiiy Check

» EixForm Begin typing the name of the person you wish to assign signature authority to. Select them from the list that
» Fuc Form Instuctions appears. f you cannot ind them, they may need o contact the Foundation to have alogin crested for them
» Fom Lt

» Instructions ‘Selected Signatory: Trent Wells

Transter equest Sarose  or2r2012

» Fom List End Date Tomez01z

» Insnucions emai els@oucdu

payment Reauest 'l be o vacaton A

» Fom List Reason o Proy:

 nsicons d

Signatories Digial Sgnatue. [+

» Change Signature:
» Change Passuord
» Reset Signature: (save )| [(Back ]

» Proxy Sianatory

(@ McAfee SECURE

TESTED DALY 27-J0LY





Once the form is saved it will appear in your form list. A copy will be added to the Foundation's document management system in the 'Documents' application. Click the ID to view or edit the form. 
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Any changes will require your digital signature to be re-entered.
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Search/View Processed Forms

The forms that you may search depend on how you are logged into the system. If you are logged in as a preparer, you will only be able to search forms that you prepared. If you are logged in as a reviewer, you will be able to search forms that you prepared as well as forms paying from funds in the colleges and departments for which you have been set up as a reviewer. If you are logged in as a Sponsor/Approver, you will be able to search forms disbursing from any fund for which you are a primary or counter-signing sponsor.

To search and view forms that have been processed by the Foundation, choose the 'Processed Forms Search' menu item in the Scholarship Disbursement Requests menu.
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This will take you to the query screen. Enter your query criteria and click the 'Search' button. An explanation of the query criteria follows.
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Form ID: 
Enter the form number of the form you are searching for. If you do not know the form number or do not wish to limit the results to a single form, leave this blank.

Disbursing Fund Account:

Enter the fund account number to limit the search results to only transfers from the entered fund. The leading zeros are not required. If you do not wish to limit the results to a single fund, leave this blank.

Receiving Fund Account:

Enter the fund account number to limit the search results to only transfers to the entered fund. The leading zeros are not required. If you do not wish to limit the results to a single fund, leave this blank.

Submitted on:

These dates limit the query results by the date the form was submitted to the Foundation for processing. They will default to the current fiscal year.  When these fields receive input focus, a date picker control will display to aid in entry of the date.
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At least one query argument must be supplied and any combination of query criteria may be entered. The results are limited to a maximum of 100 forms. If your query results in more than 100 forms, you will see a message informing you of that but, the results will only display 100 forms.
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Once you receive the results, you may sort them by clicking in the column headers or navigate to the form by clicking the form id.
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System Generated Notifications

You may instruct the system to periodically notify you of forms that have been on-hold and/or forms that have been waiting for signature. This is an opt-in process; no notices will be sent unless you request them.

From the 'Preferences' section of the menu choose 'Notifications'.
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Preparer Notification Preferences
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Signature Section

Check the checkbox in this section and click the 'Apply Changes' button to have the system send you an email every 5 days containing links to any online forms that have been waiting for signature 5 or more days. The setting for number of days may be changed to any number of days from 1 to 99. Uncheck the checkbox and click 'Apply Changes' to stop notifications. An example of the email that is sent is below.
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 On-Hold Forms Section

Check the checkbox in this section and click the 'Apply Changes' button to have the system send you an email every 5 days containing links to any online forms that are currently on hold. The setting for number of days may be changed to any number of days from 1 to 99. Uncheck the checkbox and click 'Apply Changes' to stop notifications.  An example of the email that will be sent is below.
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Immediate Notification to Sponsors Section

Click the 'SEND' button to have the system generate signature requests to sponsors. The system will check all of your forms for forms that have had signature requests and have not been signed in 10 or more days.  You may change the number of days the form has been waiting for signature by selecting another value from the dropdown. The request email is the same as if you went to the form and clicked the 'Request Signature' button. 

NOTE: If you have used this function in the last 5 days, you will get a popup confirming that you really want to send signature requests again.
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Sponsor Notification Preferences
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Signatory Section

Check the checkbox in this section and click the 'Apply Changes' button to have the system send you an email every 5 days containing links to any online forms that have been waiting for your signature 5 or more days. The setting for number of days may be changed to any number of days from 1 to 99. Uncheck the checkbox and click 'Apply Changes' to stop notifications. An example of the email that is sent is below.
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To: dwallace@ou edu;

Sent: Thursday, February 21, 2013 2:15 PM

Subject: Forms waiting for your signature 5 or more days
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You received this email because of preferences you set up in the Foundation’s Online Forms Application. If you wish to stop recciving this
email or change the parameters that affect how often it is sent, log in to the Online Forms application. Choose 'Notifications’ from the
‘Prfferences' section of the memu. See the instructions for any of the online forms for further deails.




