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File Attachments

Userscannow attacha singledocumentto salaryadjustment. Theattachmentfeature will be
availableon all adjustments adjustmentsthat require backupdocumentationwill now usethis

featureinsteadof submittingpapercopies.

1. Selectthe Adjustbutton asnormal

2. Completethe adjustmentasnormalandselectthe Uploadbutton



3. Clickthe browseandselectthe file youwantto attach. After selectingthe file, select
the Uploadbutton

4. Oncethe file hasbeenuploadedthe userhasseveraloptions:

Button Function
Upload Replacdhe currentattachmentwith anotherfile
Delete Removeghe currentattachment

View Viewsthe currentattachment

Save Saveghe adjustmentand startsthe workflow process
Return Returnsto previousscreenand cancelghe adjustment

Thereare no changesto the documentationrequirementspolicy.




E mail notifications

Usersthat enter a salaryadjustmentthat requiresan approvalwill receivean automated
systeme mail whetherthe adjustmentwasapprovedor denied. Denialnotificationswill
includethe individualwho deniedthe adjustment.

SampleApprovalE mail

Therequestedsalaryadjustmentfor CWRUEmMployee8888888 for payperiod ending04 80 2015has
beenapprovedby the Officeof SponsoredProjects(OSPAandwill be postedduringthe nextavailable
month end closeprocess.

If you havequestions pleasecontactyour GrantAccountantin OSPr emailspadocs@case.edu.

| SampleDenialE mail
Therequestedsalaryadjustmentfor CWRUEmMployee8888888 for payperiod ending04 80 2015has
beendeniedby the Officeof SponsoredS p or o] n s 0



