Responsible Office

System

Description of System

Who needs access?

How to obtain access?

Notes

Financial Security Authorization & Delegation of Fiscal Authority Form must be completed in SoftDocs system, see link below.
DOFA/DOA must be requested and in place before CSUBuy and Concur approval workflow will function

Accounts Payable

Concur Transaction and Expense

CSU Transaction & Expense Management System

All stateside employees are
automatically provisioned.

Automatically granted upon
completion of new hire paperwork

Contact Accounts Payable with questions. New users should attend Concur
general overview training available in CSU Learn
https://www.csuchico.edu/ap/cte/concur.shtml

Employees who will be shoppers,

Complete FIN Security Authorization

You may need a "compliance approver" CSUBUY role if you work in one of the
following departments:

- HR (Ind Contractors)

- Facilities - EHS

- IACUC Live Animal

- Univ Communications (logos)

- UPD/Risk Mgmt

Check with your Supervisor or Procurement

Procurement CSUBUY CSU Purchasing & Payment System requesters, or DOA approvers. and DOFA Form https://www.csuchico.edu/purc/csubuy.shtml
Employees whose job
SoftDocs - ProCard Request/Update Form responsibilities require a Submit new card request in SoftDocs; update limit, name, or department in
Procurement Procurement Credit Card Program (ProCard) Concur - ProCard Reconciliation procurement card. Complete ProCard Request form Concur

Accounts Payable

Travel Credit Card

SoftDocs - Travel Credit Card Request/Update Form

Employees whose job
responsibilities require a travel
card.

Complete Travel Credit Card Request
form

Submit new card request in SoftDocs; update limit, name, or department in
Concur

Financial Services

Common Financial System (CFS)

CSU Financial Software

Employees who will reconcile
procurement cards for others
(soon in Concur).

Complete FIN Security Authorization
and DOFA Form

Employees who need access to
financial, inventory, or labor cost
distribution reports from the

Complete FIN Security Authorization

Financial Services Insight Chico State Reporting Software local data warehouse. and DOFA Form

Employees who need access to

limited financial reports from the |Complete FIN Security Authorization
Financial Services Cognos Chico State Reporting Software local data warehouse. and DOFA Form

Financial Services

Common Financial System (CFS) Data Warehouse

CSU Financial Software

Employees who need access to
financial reports from the CSU-
managed data warehouse.

Complete FIN Security Authorization
and DOFA Form

Financial Services

SoftDocs

Chico State Document Management & Workflow
Software

Employees who need access to
most forms.

Automatically granted upon
completion of new hire paperwork




