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Worksheet for Electronic Check Request Set-Up

Academic Unit:       

Please complete this worksheet to create the appropriate users, roles and grant security to access the Workflow Check Request form/task list.

Name(s) of individual creating check requests:
One Solution Username
One Solution User ID

1.       

     


2.       

     


3.       

     


Name(s) of Fund Account Representative(s):

1.       

     


2.       

     


3.       

     


Name(s) of Fund Account Representative Supervisor(s) who signs as control authority:

1.       

     


2.       

     


3.       

     


Please note that each person in your unit that will be involved with creating or approving a workflow check request must have a One Solution username and password.  If they currently do not have a One Solution user account, one will have to be created for them in order to be able to use workflow.  All fund account representatives already have a One Solution username and password.

Department Contact Name:       

Phone #:       

Please return to Teresa Mock at KU Endowment.
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