Hello Users of the Financial Management System (FMS),

We are transitioning FMS eForm and Approval functionality to the new Fluid format. They will retain
the basic core functionality but will have minor navigation and page formatting changes that have a
more modern user experience and work better with smaller form-factor devices like phones or
tablets.

The current Classic format has menu navigation to each form individually under the Employee Self-
Service menu:

Main Menu = |
Search Menu:
5]
3 Campus Solutions b
L Enterprise Learning Management 3 .
CJ  Financial Management | —  Employee Self-Service ' Service Request
3 Human Rescurces I Manager Self-Service 1 Procurement
9 MyCWU Links 1 sSupplier Contracts L Assets
C1 My CWU WorkCenters | ) CVWU Custom Functions '—' Travel and Expenses
T Enterprize Components J  customers I_l ChartField Request Form
) PeopleSoft 3 Products |:| Dept Fizcal Manager Change
3 My Content 3 custemer Contracts [  Fiscal_Auth_Delegation
C3  Portal Administration | =) Order Management [ wobie Appications
Cd Worklist 3 Pricing Configuration Ij Modify PCard Informaticn
1 Reporting Tocls 3 customer Returns @ Open Resource Requests
3 PeocpleTools =  tems Ij Payroll Exp Transfer Request
T3 ©wu Portal Utilities 1 cost Acceunting Ij Project Fiscal Manager Change
1 CWU H Directory Setup] g Suppliers I;l Purchasing Card Application
|J Concern and Support F 3 Procurement Contracts [l Employee Travel and Exp Center

The New Fluid eForm navigation will have them all consolidated in FMS My Forms under the
Employee Self-Service Menu:

Main Menu -

Search Menu:

3 Campus Solutions Homepage Manager Student
3 Enterprise Leaming Management

3  Financial Management O Employee Self-Service L3 Service Request )
3 Human Resources 3 Manager Seli-Service 3 Procurement »
83 mycwu Links 03 supplier Contracts O Assets

0O mMy cwu WorkCenters 8 cwu custom Functions 3 Travel and Expenses

(3 Enterprise Components 83 Order Management ﬁ Employee Travel and Exp Center

8 Peoplesoft B items 5] FMS My Forms <
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The FMS My Forms page is in the new Fluid Format and lists all FMS eForms you are currently
working on or have created and submitted for approval. You can click anywhere on the line for the

form with the little expand > arrow to open the form to edit or review:

< Home My Forms
s gl ! out a new form
Forms
— Form < Description < Approval Status &
“View By | Status v/
Purchasing_Card_y i Antother Test in QAT for Fluid eForms Initial
| All 2
Dept_Fiscal_Manager_Change Testin QAT Initial
Initial 2

Created Datetime <~

01/06/25 1:36PM

12/16/24 4:26PM

To create a new form, select the blue Fill out a new form button (see above).

This will pop up a list of all the FMS eForms you have access to:

- / Select a form to fill out
W

n ChartField_Request_Form

existing chartfields (Dept, Account, Fund, Program, Component, Project, Oper Unit)

Contract_Intake_Form
CWU Contract Intake Form

2) Dept_Fiscal_Manager_Change
Department Fiscal Manager Change

Property_Removal_Authorization

Equipment_Return_Ferm
Form for returning equipment when coming back to campus

EXT_Sponsored_Project_Form
Externally Sponsored Project Intake Form

Fiscal_Auth_Delegation
department, project or grant.
Modify_PCard_Information

usually allowed for purchase with PCards

Payroll_Exp_Transfer_Request

Purchasing_Card_Application
This form will be used by employees to apply for a departmental credit card from JPMorganChase bank

Project_Fiscal_Manager_Change
Project Fiscal Manager Change Request Form

The Property Removal Authaerization Form is intended to be used by individuals that plan on taking CWU property off campus

This form will be used by employees to request the transfer of Payroll / Accounting Expenses to a different ChartString

This form will be used by employees to make initial request for Chartfield mapping changes, new chartfields, or modifications to >

This form will grant the indicated CWU employee authorization to spend funds on specified transaction types for the stated >

This form will allow users to request additional SpeedKey(s), increase spending limits, or request special approval for items not >

@ QA Q

Submitted Datetime <

Click anywhere on the line with the little expand > arrow for the form you want to use.

The form will open up for you to fill out - Save and Submit the same way you do now.
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The content of the eforms have not changed however, the page layout may have shifted some of
the field locations.

Equipment_Return_Form

*Description e

Seq # 999999999999939

Approval Status Initial Created On
*Equipment Custodian ‘ Q| *Custodian Email | ‘
*Custodian Supervisor ‘ | *Custodian Department | Q‘
Building Location ‘ | Rm. Number | ‘

Enter any tagged CWU equipment in the fields below:

* Submit as many eforms as neccessary if you have more than 4 tag numbers.

CWU Tag #1 | al CWU Tag #2 | Q|

CWU Tag #3 | al CWU Tag #4 | al

Enter any non-tagged equipment that you are returning below as a comma separated list. i.e. mouse, keyboard

Equipment List

P
* If you need any i with ing your i 1t you can make a request by clicking here.

Are you returning any of
this equipment to
Computer Support
Services (CSS5)?

z
S

More Information

Attachments

There is no attachment uploaded.

To access the directions for the specific eForm you can select the Instructions link in the upper left
corner. To Save the eForm click the Save button in the upper right corner.

After you save the eform you can add any needed Attachments by clicking the button in the lower
left corner. To return to your list of eForms select the < My Forms button at the top.

Purchasing_Card_Application

Instructions

*Description |Antother Test in QAT for Fluid eForms

Seq # 13587

Approval Status Initial Created On 01/06/2025
DrARN NETAN &

After saving your eForm, you can continue to edit it, Preview Approval path, or Submit it for
approval. Also, after initially saving it, the Seq # will change from the 999999999999999 place-
holder to the unique identifier for this specific form instance that can be used for reference in the
future.
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If you select the Preview Approval button the Review Approver pop-up area will appear.
Purchasing_Card_Application @ Q 7

*Description |Amulher Test in QAT for Fluid eForms

Seq# 13587

roval 5t1 Approval @ r

2d by Jpg Review/Edit Approvers

it =512,
Limit =

Jay=15
juest for a ¥ Purchasing_Card_Application: 13587 Initiated Agreement docx form is
chments

PCARD Application Approval

NATION
1 to fulfill i

Standard Fluid navigation indicates areas that can be expanded with a right pointing triangle.
Selecting that row will expand the section details and the triangle will point down indicating it has
been expanded.

Cancel Approval m

Review/Edit Approvers

PCARD Application Approval

{ vPi,chﬂsing_Card_AppIication: 13587 Initiated o

PCARD Application Approval [

Bl Mot Routed Bl Mot Routed Bl Not Routed
»
Brenda Mofford Pafrick Stanton Stuart Thompson
PCard Dept Mgr Appr List ? PCARD Appt Authorify List > PCARD Application Bus Mgr Appr
gl Not Routed

Charity Thernton
Purchasing Card Buyer Approvat

After Submitting your eForm for approval the Approval Status will change to Pending Approval.
Clicking the Pending Approval link will allow you to review the approval path and see the current
approval status.

Purchasing_Card_Application

Instructions

| Save H Cancel Approval ‘
*Description | Antother Test in QAT for Fluid eForms f
Seq# 13587
Approval Status Pending Approval Created On  01/06/2025

PCARD DETAILS

fradit carde are icenad b IBharnanhaca hank Burchacinn limite ara ac fallne:

The Cancel Approval button can be used to Cancel the form. It can be resubmitted as needed.
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All older forms that are no longer displayed in your current list of My Forms can be displayed by
using the triple doticon at the top of the page and then selecting View Forms History.

My Forms

Fill out @ new form Forms ( View Forms History
) Form < Description © Approval Status © Created Datetime
*View By ‘ Status V| New Window
Purchasing_Card_Application Antother Test in QAT for Fluid eForms Cancelled 01/06/25 1:38PM
| All 2 Add to Homepage
Dept_Fiscal_Manager_Change Testin QAT Initial 12/16/24 4:26PM
Cancelled 1 Add to NavBar

Initial 1 Add to Favorites

My Preferences

Help

Sign Out

For small form factor devices, the FMS My Forms tile can be used on the Employee Self Service
home page to navigate to the Fluid FMS My Forms page.

Employee Self Service v < 20f4 >
Approvals Benefits
“© L
0
Learning
L]
V

Pav Performance
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FMS Fluid eForms now also use FMS Fluid Approvals

The navigation to FMS eForm approvals stays the same.
You can still use the FMS Approvals pagelets with links to approval:

FMS Approvals

Approve Travel Transactions Manage Requisition Approvals
Manage Requisition Approv{OLD) Manage eForm Approvals Jt-——-"
Manage Voucher Approvals Approval Delegation

However, the eForm Approval links will take you to the new Fluid style Approvals pages.

The FMS Fluid Approvals page lists all eForms pending your review.

¢ Home Pending Approvals 1A S © N A N S 7
View By |Type v‘ All
[ 1
1 row
%3' oon= { Forms from Tim McGuire Routed @
Property_Removal_Authorization test in PRD 01/08/2025

Select the row for the form you want to approve and it will open the form page providing visibility to
all the information in the eForm.

Property_Removal_Authorization

Instructions | Save | Deny ‘
*Description |testin PRD
Seq# 13643
Approval Status Pending Approval Created On 01/08/2025
*Equipment Custodian ‘ma]ﬁwz Q‘ *Custodian Email |um@nwu edu ‘
*Custodian Supenvisor |Viad \ *Custodian Department 502160 a
Building Location ‘nnme ‘ Room Number |123 ‘

| understand that the state property listed below shall be used for official university activity only. The normal time frame for property remaoval shall not exceed thirty calendar days. If the checkout exceeds thirty days, the
exact time frame should be noted and approved in advance by the appropriate supenisor/chairman or dean.

| understand that if | am found to be negligent that | will be held responsible for providing any repair/replacement resulting from any damage done to or loss of the aforementioned property during the period of removal
defined herein. | agree to hold harmless in their individual and official capacities the President, officers, and staff of Central Washingten University, the Board of Trustees of Central Washington, and the State of
Washington for any private damages or personal injuries that may result from my use or transport of property named herein

Enter any tagged CWU equipment in the fields below:

* Submit as many eforms as neccessary if you have more than 4 tag numbers.

CWUTag #1 | 105008 a| cWuTag#2 | a|
CWUTag #3 | al WU Tag 4 | al
Enter any non-tagged i thatyou arer ing from campus below as a comma separated list. I.e. mouse, keyboard

Intended Removal Date |

A

Equipment List

Intended Return Date |

Address of site where property will ‘
be used £

)

Intended Use

More Information

Vi

Attachments

There is no attachment uploaded.

| Al
You can then select Approve or Deny.

Attachment |
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If you are on a smaller form factor device or just using Fluid Tile navigation, look for the FMS
Approvals tile for reviewing FMS Fluid eForms.

Employee Self Service ~

FMS Approvals Learning Benefits

Z0 BH @ﬁ
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