Guide for Travelers to approve

For Travel Documents to route, the traveler must first certify and approve their travel via the Kuali
Financial System (KFS). If the traveler does not certify and approve the document, then the document will
not go through workflow and the traveler will not be reimbursed. Below is a guide on how the traveler
approves their document.

When a document is in the Traveler's action list needing their approval, they will receive an email from
bfs kuali_implementation@mail.colostate.edu with subject line: KFS Action List Reminder.
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Once you open the email, follow the steps below:
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© You forwarded this message on 4,/9/2015 7:54 AM.

From: bfe_kuali_implementation@mail. colostate.edu Sent: Wed 2/11,/20159:39 AM
To: Biel, Thao

e

Subject: KFS Action List Reminder

Your KFS Action List has an eDoc(electronic document) that needs your attention:

Document ID: 5324033

Inftiator:

Type:  Disbursement Voucher

Title:  Disbursement Voucher - Payment for Recruitment Fairs Registrati [N:A]

[To respond to this eDoc:
Go to http://kprd.is.colostate.edu/kfs-prd/financialDisbursementVoucher.do?methodToCall=docHandler&docld=5324033&command=displayActionListView

Or you may access the eDoc from your Action List:
Go to hitp://kprd.is.colostate.edu/kr-prd/kew/ActionList.do, and then click on the numeric Document ID: 5324039 in the first column of the List.

To change how these emall notifications are sent{daily, weekly or none):
Go to hitp://kprd.is.colostate.edu/kr-prd/kew/Preferences.do

For additional help, email <mailto:bfs kuali implementation@mail.colostate.edu>

Action [tem sent to

03/15/2024


mailto:bfs_kuali_implementation@mail.colostate.edu

Click on your campus

kuali

Select Campus

CSUFort Collins

CSU Pugblo

Enter your existing login information

Netl D Losim

Loz imn to Kuali Saas

I<was<ali

FKuali Softwvwware as a Serwvice

MNetlD: | |

Passwworad: | |

I Disable Single Sign—«On for this session

Losir

03/15/2024



| Zuali

financial systemss  [EEORGRNN | Meintenance | | Administration
(L3 action list ] (3] doc search |

Travel Reimbursement [7]

[ expand anl | [ collay

* required

Document Overview

Document Overview

| * Description: |Leaming, Summer E 04/06/2015 VAIL
Organization Document Number: [T-51

| Explanation:

Financial Document Detail

‘ *+ Bank Code 122 | Total Amount: ‘232.50 ‘
Reports [rshow]  \ <
Trip Overview [ hide \

Traveler Section

* Traveler Type Code: |Employee
Principal Id: | 65624 Principal Name:
First Name: | SUMMER Last Name: |LEAMING
Street Address Linel: 6003 CAMPUS DELIVERY Street Address Line2:
City Name: |[FORT COLLINS State Code: |CO
Country Code: |United States Zip Code: 30523
Email Address: | SUMMER,LEAMINGECOLOSTATE.EDU Phone Number: |970-491-2801
Liability Insurance: [No

Trip Information Section

* Trip Type Code: |In-State | |
* Trip Begin: 04/05/2015 01:29 PM | * Trip End: |04/07/2015 01:23 PM
* Primary Destination: |VAIL  Per Diem Links
Primary D ion Country/State: COLORADO [ Primary Destination County: |EAGLE COUNTY
S p——
Contact Campus Code: MC
Traveler Certification [ hige. \ ec
I certify the statements herein are true and just in all respects; that payment of the amounts claimed has not and will not be reimbursed to me from any other sources; that travel performed for w
reimbursement is claimed was performed by me on State business and that no claims are included for expense of a personal or political nature or for any other expense not authorized by the Stg -
Rules; and that I actually incurred or paid the operating expenses of the motor vehicles for which reimbursement is claimed. -, |
T —_—
* Employee Certification: || \
Summary by Object Code [+ nige \ g
Accounting Distribution
| Object Code | * Expense Source | Object Code Name Sub Total ining Amount
|s005 |ouT oF PockeT |In State Employee Travel Per Diem 232.50 0.00
1 Total ining: | 0.00 USD
Assign Accounts L
Accounting Lines \
Accounting Lines & [Fhice detai |
| * Account Number Sub-Account | * Object | Sub-Object | Project | OrgRefld | * ExpenseSource | * Amount Actions
1 ;snns ‘ou‘ro? POCKET ‘23250
Line Description
Total: 232.50
Payment Information [ahow] \
Pre-Disbursement Processor Status [bshow]
General Ledger Pending Entries [»show | \ /\
View Related Documents 3 0
Agency Links A ‘(ec 3
Notes and Attachments (0) \ % K\& (’ I
Ad Hoc Recipients / C,\‘\(,\é
Route Log \ / >
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How to Approve from off campus (remotely):

To approve documents when away from campus you will need to access secure.colostate.edu.
To do this will need to sign in using two-factor authentication.

If you have not enrolled in two-factor authentication this will need to be done before travel
documents can be approved from off campus.

These links below provided by ACNS contain additional information as well as instructions on
how to enroll and sign in to secure.colostate.edu.

o Frequently Asked Questions

* User Guides:

o Enroll in Two Factor Authentication
Register and Activate Mobile App
Use Mobile Authentication
Using Pulse Secure to Connect
Register a Phone Number
Using Duo to Call a Phone Number
Using Hardware Tokens (Key FOB)

O O O O o

o

Once you have logged in through the two-factor authentication, follow the instructions above to
log in and approve the TR
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