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Onboarding Steps for Financial System Access 

Manager’s Guide 

Pre-Training Preparation 
• Identify Necessary Systems Access & User Permissions: To ensure employees can effectively complete

their daily tasks, it is essential to identify which financial systems they will need access to, such as Compass

and Emory Express.

o Financial Systems Onboarding Matrix (Refer to column 1 “if you do this”)

o Recommended Training Paths by Emory Finance Division (based on common role responsibilities)

• Determine Corresponding Required System Access Training: Determine the appropriate level of access

within each system to align with the employee’s job responsibilities. Note that the required training will be

unique to each employee’s necessary system access level.

o Financial Systems Onboarding Matrix

o Recommended Training Paths (based on common role responsibilities)

o Custom Training Plan Questionnaire (If you prefer to customize your training programs)

o Brainier Crosswalk (ELMS to Brainier Course Codes)

• Notify Employee: Inform the employee about the required online training and provide access details.

(Resources for logging into Brainier and searching for a course are listed in the Employee Section.)

• Set Expectations: Communicate the training's objectives, benefits, and requirements to the employee. Share

completion deadlines. Be mindful of competing onboarding requirements, such as required HR elements and

RAE Program expectations.

• Notification of Completion: Instruct your employee to notify you immediately after completing the

required course via e-mail, Microsoft Teams chat, or other communication method.

Post-Training Verification & Requesting Access 

• Training Completion Verification: Confirm with your employee that all specified, required training has been

successfully completed.

• Approve an Employee’s EPEX Access: As a manager, you must approve your employee’s EPEX access.

o How Do I Approve an Employee’s EPEX Access?

https://rgc.emory.edu/resources/systems/epex.html
https://finance.emory.edu/home/procurement/buying/products-services.html#:~:text=Emory%20Express%20is%20the%20required,Buying
https://finance.emory.edu/home/_includes/documents/sections/systems/onboarding_financial_systems_courses2.pdf
https://finance.emory.edu/home/financedivision/systems/recommended-training-paths.html
https://finance.emory.edu/home/_includes/documents/sections/systems/onboarding_financial_systems_courses2.pdf
https://finance.emory.edu/home/financedivision/systems/recommended-training-paths.html
https://forms.office.com/Pages/ResponsePage.aspx?id=nPsE4KSwT0K80DImBtXfOKehbw8ubFtIi3vK9MpHSCtUNTRaWTBESElTSjdLTUhBNFlIVkY3WE1NMy4u
https://finance.emory.edu/home/_includes/documents/sections/systems/brainier-crosswalk
https://online.flipbuilder.com/qsea/vwpr/
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System Access Request 

• Submit Access Request: Submit a formal request for system access on behalf of the employee/user. 

o How Do I Submit a Request for EPEX Access? 

o How Do I Submit a Request for Emory Express Access? 

o How Do I Submit a Request for Emory Business Intelligence (EBI) Access? 

• Approval Process: Check the approval status and, if needed, modify an existing request.  

o How Do I View the Status of My Request? 

• Approval Notification: The employee/user will receive an email notification regarding the form's status, or 

it can be viewed directly in Compass (see above “How Do I View the Status of My Request”). 

 

Support and Follow-Up 

• Emory Finance Support Center: The Finance Support Center's community website lets you open a support 

ticket quickly and easily. Each ticket request will have a few required fields so that we can route your inquiry 

to the proper team. 

o Website / 404-727-7000 / finance.support.center@emory.edu  

• Finance System Video Library: The video library contains quick tips and tutorials about new features and 

common transactions. It offers information when you need it outside of longer formal training courses.  

o Emory Express (order search), Grants (closing an award in Compass), General Ledger (journal mover), 

and Workcenters (Compass). 

• Finance System Job Aid Library: Index of all Emory Finance Job Aids 

o Job Aid Library 

https://online.flipbuilder.com/qsea/japo/
https://online.flipbuilder.com/qsea/rhef/
https://online.flipbuilder.com/qsea/wrja/#p=1
https://online.flipbuilder.com/qsea/fhqs/#p=1
mailto:finance.support.center@emory.edu
https://finance.emory.edu/home/financedivision/systems/training/video-library.html
https://finance.emory.edu/home/financedivision/systems/training/video-library.html
https://online.flipbuilder.com/qsea/fpwo/#p=1
https://rgc.emory.edu/resources/systems/finance.html


If you do this… Financial System Module  Take this Course  ELMS Course Code Modality Frequency Form Required?

Require access to any Emory University 
financial system including Compass, 
Emory Express or Emory Business 
Intelligence (EBI)

N/A N/A Institutional Data 
Management 410001-9264 Self-Paced eLearning On-Demand NA

Require access to Compass Compass All Compass Fundamentals 260728 Self-Paced eLearning On-Demand NA

Reconcile Purchasing Card (P-Card) Compass Purchasing 
Compass P-Card 

Reconciliation, Policies, 
and Procedures eLearning

260602 Self-Paced eLearning On-Demand NA

Approve Purchasing Card (P-Card) 
transactions Compass Purchasing 

Compass P-Card 
Reconciliation, Policies, 

and Procedures eLearning
260602 Self-Paced eLearning On-Demand email                                 

credit.cards@emory.edu

260613 Self-Paced eLearning On-Demand

260612 Instructor-led

260601 Self-Paced eLearning On-Demand NA

Make Deposits Compass Accounts Receivable Compass Introduction to 
ePay Deposits 260696 Video Recorded Class On-Demand Compass Access

Claim Wires Compass Accounts Receivable Compass Introduction to 
Wire Claims 260603 Self-Paced eLearning On-Demand Web-Wire Claim Access

Initiate Invoicing Compass Accounts 
Receivables

Compass Collection 
Workbench and 

Workcenters
260698 Video Recorded Class On-Demand Compass Access

Dispose of Assets Compass Asset Management Compass Asset Disposal 260604 Self-Paced eLearning On-Demand Compass Access

Manage departmental and/or non-
sponsored budgets and available 
balances

Compass Commitment Control 
(Budgets)

Compass Introduction to 
Inputting & Processing 

Budget Journals
260700 Video Recorded Class On-Demand Compass Access

260606 Self-Paced eLearning On-Demand Contact ctrl@emory.edu 

Reclasses (Journal Mover) Compass N/A Compass Journal Mover 260767-18465 Self-Paced eLearning On-Demand Compass Access

Approve Financial transactions in 
Compass Compass Workflow Compass Workflow and 

Approving Transactions 260614 Self-Paced eLearning On-Demand Compass Access       Modify 
Workflow Access

Create & Set-up New Proposals in EPEX, 
Set-up Proposal Projects, Enter Proposal 
Budgets, Understand Proposal Workflow 
& Routing

Compass Grants Emory Proposal Express 
(EPEX) 236001 Self-Paced eLearning On-Demand NA

Understand about functionality relating 
to EPEX, award terms/sub recipient PO 
activity ID, updates to the grants portal, 
contract workbench, and fund code and 
fringe adjustment.

Compass Grants Compass Pre-Award- 
Grants Only 260692 Video Recorded Class On-Demand Compass Access

N/A

Create payment requests for guest, 
students or individuals Compass Accounts Payable

Compass Introduction to 
General Ledger

FINANCIAL SYSTEMS ONBOARDING MATRIX

Compass Introduction to 
Expense Reports

Compass Introduction to 
Payment Requests 

Initiate expense journals, journal 
transfers (recharges, accruals, FNA) or 
spreadsheet uploads

Compass

ExpenseTravel for Emory business or support 
business travelers (Proxies) Compass NA



Overview 

This document presents the updates made in the transition from ELMS (Legacy) to Brainier. It 
includes changes to the course number and name. Courses can be searched in Brainier by 
course number or name. Please note that courses marked with an asterisk (*) are currently 
not visible on the front end in Brainier. These courses require approval from the Controller's 
O�ice before they can be assigned by the LMS Administrator in Brainier.

Instructions
To e�ectively use this guide, search for the course number or name (use CTRL +F).

Axiom

BRAINIERBRAINIER
CrosswalkCrosswalk

Legacy 
Course No.

ELMS (Legacy) Course Name Brainier 
Course No.

Brainier Course Name

260778 Academic Units:  Web Budget Detail 1115 Axiom: Academic Units - Web Budget Detail

260773 Administrative & Infrastructure Units:  Web 
Budget Detail - Non-compensation

1111 Axiom: Administrative & Infrastructure Units - 
Web Budget Detail (Non-Compensation)

260774 Administrative & Infrastructure Units:  Web 
Budget Detail - Compensation

1113 Axiom: Administrative & Infrastructure Units 
- Web Budget Detail (Compensation)

260771 Administrative & Infrastructure Units:  Web Budget 
Request Form

1106 Axiom: Administrative & Infrastructure Units - 
Web Budget Request Form

260772 ALL UNITS:  Introduction to Web Budget Detail 1108 Axiom: Introduction to Web Budget Detail (All 
Units)

260768 Web Budget Forecast Kicko� 1101 Axiom: Introduction to Web Budget Forecast

260769 Web Budget Forecast Training 1103 Axiom: Web Budget Forecast



Compass: Accounts Administrator

Compass: Accounts Payable

Compass: Accounts Receivable | Billing

Legacy 
Course No.

ELMS (Legacy) Course Name Brainier 
Course No.

Brainier Course Name

260766 Compass Account Administrator for Data 
Managers

1077 Compass: Account Administrator for Data 
Managers

Legacy 
Course No.

ELMS (Legacy) Course Name Brainier 
Course No.

Brainier Course Name

260601 Compass Introduction to Payment Requests 
Webinar

1059 Compass: Introduction to Payment 
Requests

260602 Compass P-Card Reconciliation, Policies & 
Procedures eLearning 976 Compass: P-Card Reconciliation, Policies 

& Procedures

Legacy 
Course No.

ELMS (Legacy) Course Name Brainier 
Course No.

Brainier Course Name

260691 Compass Accounts Receivable - Grants Only 
Classroom Recording

1035 Compass: Accounts Receivable - Grants 
Only 

260622 Compass Introduction to ePay Deposits Webinar 1023 Compass: Introduction to ePay Deposits

260603 Compass Introduction to Wire Claims eLearning 990 Compass: Introduction to Wire Claims



Compass: Asset Management

Compass: Fundamentals

Compass: General Ledger

Legacy 
Course No.

ELMS (Legacy) Course Name Brainier 
Course No.

Brainier Course Name

236604 Compass 9.2 Asset Disposal Workflow 
eLearning

999 *Compass: Asset Management, 
WorkCenter, and Disposals

Legacy 
Course No.

ELMS (Legacy) Course Name Brainier 
Course No.

Brainier Course Name

260728 Compass Fundamentals 1556 Compass: Introduction to Compass 
Fundamentals

Legacy 
Course No.

ELMS (Legacy) Course Name Brainier 
Course No.

Brainier Course Name

260606 Compass: Introduction to General Ledger 
WorkCenter & Entering Journals - Live Webinar

1001 *Compass: Introduction to General 
Ledger WorkCenter & Journals

260700 Compass Introduction to Inputting & Processing 
Budget Journals Classroom Recording

1040 Compass: Introduction to Inputting & 
Processing Budget Journals

260767 Compass Journal Mover 1079 Compass: Journal Mover



Compass: Grants

Compass: Security (Access) and Workflow

Legacy 
Course No.

ELMS (Legacy) Course Name Brainier 
Course No.

Brainier Course Name

260705 Compass Award Receipts & Set-Up- Grants 
Only

1083 Compass: Award Receipts & Set-Up - 
Grants Only

260732 Emory Grants Forms: ClinCard and RPPF Cash 
Requests

1073 Compass: ClinCard and RPPF Cash 
Requests

260770 CAS Exception Training 1588 Compass: CAS Exception

260698 Compass Collection Workbench and Workcenters 
Classroom Recording

1056 Compass: Collection Workbench and 
Workcenters

260615 Compass Contracts Workbench 1021 Compass: Contracts Workbench

260731 Emory Grants Forms 1070 Compass: Grants Forms

260729 Compass Grants Project Activity Status Recorded 
Webinar

1067 Compass: Grants Project Activity Status

260693 Compass Letter of Credit Management- Grants 
Only- Classroom Recording

1039 Compass: Letter of Credit Management - 
Grants Only

260692 Compass Pre-Award- Grants Only Classroom 
Recording

1037 Compass: Pre-Award - Grants Only

260611 Compass Understanding Grants eLearning 1003 Compass: Understanding Grants

236001 Emory Proposal Express (EPEX) Online 870 Compass: Emory Proposal Express (EPEX)

236010 E�ort Reporting System/ERS 1607 Finance Division: Effort Reporting System 
(ERS)

Legacy 
Course No.

ELMS (Legacy) Course Name Brainier 
Course No.

Brainier Course Name

260614 Compass Workflow and Approving Transactions 
eLearning

1011 Compass: Workflow and Approving 
Transactions

260736 Tableau Reporting for Expense Report Monthly 
Review Process

1312 Compass: Tableau Reporting



Compass: Travel & Expense

Compass: Treasury

Emory Business Intelligence (EBI)

Emory Express

Legacy 
Course No.

ELMS (Legacy) Course Name Brainier 
Course No.

Brainier Course Name

260613 Compass Introduction to Expense Reports 
eLearning

1007 Compass: Introduction to Expense 
Reports

Legacy 
Course No.

ELMS (Legacy) Course Name Brainier 
Course No.

Brainier Course Name

260708 Compass Deal Management & Accounting 
Recording

1063 *Compass: Deal Management & 
Accounting

260636 Compass Introduction to Treasury 1034 *Compass: Introduction to Treasury

Legacy 
Course No.

ELMS (Legacy) Course Name Brainier 
Course No.

Brainier Course Name

260744 Introduction to Emory Business Intelligence 1014 EBI: Introduction to Emory Business 
Intelligence

260351 Emory Business Intelligence (EBI) Course 1309 EBI: Fundamentals to Emory Business 
Intelligence

Legacy 
Course No.

ELMS (Legacy) Course Name Brainier 
Course No.

Brainier Course Name

260684 Emory Express For Approvers eLearning 1026 Emory Express: Approvers 

260747 Introduction to Emory Express 1043 Emory Express: Introduction to Emory 
Express



Kronos

Training | Support
For Further Inquiries, visit the Finance Website.

Legacy 
Course No.

ELMS (Legacy) Course Name Brainier 
Course No.

Brainier Course Name

260776 Kronos Web-Based Clocking: Hourly Employees 
and Hourly Paid Student Workers

1581 Kronos: Web-Based Clocking - 
Timekeepers

260777 Kronos Web-Based Clocking: Hourly Employees 
and Hourly Paid Student Workers

1585 Kronos: Web-Based Clocking - Hourly 
Employees & Students

https://finance.emory.edu/home/systems/training/index.html


If you do this… Financial System Module  Take this Course  ELMS Course Code Modality Frequency Form Required?

FINANCIAL SYSTEMS ONBOARDING MATRIX

Set-up new awards, complete an award 
continuation, no cost extension, finalize a 
PAN, amend an award and other duties 
associated with award receipt & set-up. 

Compass Grants
Compass Award Receipts 

& Set-
Up- Grants Only

260705 Video Recorded Class On-Demand Compass Access

Set-up an LOC contract or subaccount, 
run grants billing process for an LOC 
contract, reprint LOC reports and  identify 
expiring LOCs.

Compass Grants Compass Letter of Credit 
Management- Grants Only 260693 Video Recorded Class On-Demand Compass Access

Grants A/R using of the collection 
workbench/customer conversation & 
correspondence including marking items 
in dispute, spliting items, tranferring 
items, refunding items and apply 
payments using payment predictor.

Compass Grants Compass Accounts 
Receivable - Grants Only 260691 Video Recorded Class On-Demand Compass Access

Work in a RAS unit or need to understand 
an overview of Pre-Award, Award 
Receipt and Set-up, Activity ID and 
Project Status Control, Grants Billing, 
Accounts Receivable and Grants 
Recording. PI Portal, Fund Codes and 
Fringe process.

Compass Grants Compass Understanding 
Grants 260611 Self-Paced eLearning On-Demand Compass Access

Submit Requests for research study 
participants to receive compensation via 
Clincard (a reloadable debit card) or 
cash.

Compass Grants
Emory Grants Forms:  

ClinCard and RPPF Cash 
Requests 

260732 Recorded Webinar On-Demand NA

Submit Requests for Refunds from Grants 
or Contracts                                              
Submit Requests for Refunds from the On-
Account                                            Submit 
Requests for Residual Transfers

Compass Grants Emory Grants Forms 260731 Recorded Webinar On-Demand NA

Change Project Activity Status of Closed 
in Compass Compass Grants

Compass Grants Project 
Activity Status Recorded 

Webinar
260729 Recorded Webinar On-Demand Compass

Access data from Contracts Workbench Compass Grants Contracts Workbench 260615-11447 Self-Paced eLearning On-Demand Compass  Access

Create and modify queries within the 
Compass financial management system. Compass Reporting Query Manager 260402 Instructor-led Once a Quarter Compass  Access

260344-11815 Recorded Webinar On-Demand Emory Express Access

Approve orders in Emory Express Emory Express Emory Express Emory Express For 
Approvers eLearning 260684 Self-Paced eLearning On-Demand Emory Express Access/ Emory 

Express Workflow

Run reports in EBI including labor reports Emory Business 
Intelligence

Emory Business 
Intelligence

Introduction to Emory 
Business Intelligence 260744 Self-Paced eLearning On-Demand EBI Access

Run reports in EBI including labor reports 
and would like a hands-on experience                                                                                                                     
Course Prerequisite: Emory Business 
Intelligence: Navigation

Emory Business 
Intelligence

Emory Business 
Intelligence

Emory Business 
Intelligence (EBI) Reports 260351 Instructor-led Once a month NA

Emory ExpressPurchase catalog items and create 
custom orders Emory Express Emory Express
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 Finance Support Center 

We are here to support you.  
Contact us at the Support Center. 
 

 

 

Finance System Job Aid Library 

https://eufinancesupportcenter.force.com/login?
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Accounts Payable 

Payment Request 

How Do I Submit a Payment Request? 

How Do I Submit a Foreign Wire Payment Request? 

How Do I Reimburse Guest Expenses?  
How Do I Reimburse Student Expenses?  
How Do I Fund a Research Participant Payment Fund (RPPF) for First Payments or Increases? 

How Do I Replenish a Research Participant Payment Fund (RPPF)?  
How Do I Replenish a Petty Cash Fund? 

How Do I Close a Research Participant Payment Fund (RPPF)? 
How Do I Check the Status of my Payment Request?     

How Do I Search for AP Vouchers Submitted Prior to November 14, 2016? 

How Do I Search for Payment Requests for My Department and Direct Reports? 

How Do I Search for AP Payment Requests Within My Department? 

How Do I Print a Payment Request Summary? 

Tips and Tricks: Accounts Payable 

Purchasing Card 

How Do I Approve a P-Card? (Reconcile Statement) 
How Do I Reconcile a P-Card Statement?  

Central Finance 

How Do I Manually add a Regular Voucher Online? 

How Do I Review a Supplier Financial Sanctions Status? 

How Do I Search for a Supplier? 

How Do I Track Supplier Name History? 

How Do I Update a Regular Voucher Online? 

How Do I Verify a Supplier’s SAM Status? 

How Do I View Supplier Attachments? 

How Do I View the Accounts Payable (AP) Dashboard? 

Guidelines 

Payment Request Guidelines 
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Accounts Receivable/Billing 

Billing 

How Do I Create an Express Bill? 

What is the Workflow for Non-Grant Invoices? 

How Do I Run the Finalize and Print Process? 

How Do I Reprint Invoices? 

How Do I Upload Invoices from a Spreadsheet? 

How Do I Create Contract Invoices? 

What are the AR/Billing Scheduled Processes? 

How Do I Review Email Logs?  

ePay 

How Do I Create Direct Journal Deposits with ePay? 
How Do I Create Customer Deposits with ePay? 
How Do I Verify an ePay Deposit? 

Wire Claims 

How Do I Claim a Wire for Direct Journal? 
How Do I Claim a Wire for Customer Deposit? 
How Do I Add Back a Wire for Direct Journal Payment? 
How Do I Add Back a Customer Payment Wire? 
How Do I Remove Wires from the Wire Claim Page? 

Deposits - General 

How Do I Apply Customer Deposits with Payment Predictor? 
How Do I Create an Express Deposit? 

How Do I Reclassify Direct Journal Entries? 

How Do I Move the Line Description on the Create Accounting Entries Page? 

How Do I Partially Unpost Payments? 

Maintenance 

What is the Workflow for Write-Offs?  

Customers 

How Do I Add a Customer Note? 
How Do I Maintain Corporate Customer Relationships? 
How Do I Create Customer Contacts? 
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Correspondence 

How Do I Use Statement Groups? 
How Do I Create Customer Statements? 
How Do I Create Dunning Letters? 

How Do I Create Follow Up Letters? 

How Do I Put Correspondence on Hold?  
How Do I Review Email Logs? 

Collections Workbench and Workcenters 

How Do I Use the Collections Workbench? 

How Do I Use WorkCenters? 

How Do I Personalize WorkCenters? 

How Do I Edit WorkCenters? 

Aging/Audit 

How Do I Run Mass Change for Bad Debt Items? 
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Asset Management 

Asset Management 

How Do I Dispose of an Asset? 

How Do I Ensure Purchase Orders Integrate with Asset Management? 

Central Finance 

How Do I Enter a Leased Asset with Warranty/Maintenance Contract? 

How Do I Enter a Child Asset? 

 

Axiom 

Axiom 

How Do I Use Web Budget Forecast? 

How Do I Use Budget Request Forms? 

How Do I Navigate the Web Detail Budget Tool? 

How Do I Navigate the Web Detail Budget Labor Roster? 

How Do I Navigate the AIU Allocation Dashboard 

How Do I Use the Endowment Planning Report 

 

Guidelines 

IFP Budget Request Guidelines 

IFP Web Detail Budget Guidelines 

IFP Transfer Guidelines 

 

 

Commitment Control 

Commitment Control 

What is my Available Department Budget? 

What is my Available non-Sponsored Project Budget? 

What is my Available Capital Project Budget?  
How Do I Input Budget Journals to Departments? 
How Do I Input Budget Journals to non-Sponsored Projects? 
How Do I Input Budget Journals to Capital Projects? 
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Emory Express 

Approvers 

How Do I Approve an Emory Express Transaction? 

How Do I Approve Legal Invoices? 
How Do I Add an Approver (Ad-Hoc) to a Requisition in My Approval Inbox? 

How Do I Assign a Substitute Approver? 
How Do I Edit Account Codes on Requisitions Pending My Approval? 

How Do I Search for Emory Express Orders? 

How Do I Submit a Workflow Change Request? 

How do I Approve Check Requests? 

How Do I Setup the Jaggaer Mobile App in Emory Express 

Shoppers 

How Do I Setup Shipping Addresses and SpeedTypes in My Profile? 

How Do I Order Using the PunchOut Ordering Function? 

How Do I Order from an Emory Express Catalog? 

How Do I Order a Non-Catalog Item? 

How Do I Submit a Non-Catalog Form? (New Suppliers, special PunchOut requests) 

How Do I Order Radioactive Materials? 

How Do I Order a Single/Sole Source Item? 

How Do I Order Capital Equipment? 

How Do I Submit a Procurement Contract Request? 
How Do I Submit a Lab Coat Laundering Request? 
How Do I Setup or Change My of Biological Waste Disposal Service (Submit Stericycle Form)? 

How Do I Edit Items in My Shopping Cart? 

How Do I Complete the Checkout and Place Order Process? 

How Do I Check the Status of my Requisition? 

How Do I Resubmit a Returned Cart? 

How Do I Manage My Draft and Assigned Shopping Carts?  

How Do I Request an Off-Site Shipping Address in Emory Express? 

How Do I Create a Blanket Purchase Order? 

How Do I Change the Price or Quantity for Items on My Purchase Order? 

How Do I Request a New Supplier or Update an Existing Supplier? 

How Do I Submit an Independent Contractor Request 
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Payments and Settlement 

How Do I Receive Capital Equipment? 

How Do I Create a Receipt for My Purchase Order (Quantity & Cost)? 

How Do I locate Payment Information? 

How Do I Check Payment Status on a Requisition or Purchase Order 

How Do I Submit a Check Request? 

How Do I Submit a Foreign Wire Payment Request? 

How Do I Change Receivers (Owners) of a Purchase Order? 

How Do I Approve an Invoice? 

Miscellaneous 

How Do I Request Access for Emory Express? 

How Do I Submit an Item to Surplus Property? 
How Do I Close a Purchase Order? 

How Do I Check the Change Request Status 

 

Guidelines 

Procurement Contract Request Guidelines 
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General Ledger 

General Ledger 

How Do I Request New Departments 

How Do I Request New Events, Programs, and Projects? 

How Do I Request New SpeedTypes? 

How Do I Create an Online Journal Entry? 

How Do I Use GL Journal Mover? 

How Do Use the GL WorkCenter to Identify Journals Needing Approval? 

How Do I Enter a Journal Spreadsheet for Uploading to Compass? 

How are Fringe Benefits Calculated on a Fed/Non-Fed Grant? 

How Do I View a SpeedType and the Associated Chartfield Combination? 
How Do I Copy an Online Journal Entry? 

How Do I Mark Journals for Posting? 
How Do I Approve Chartfield Requests in GL WorkCenter? 
How Do I Print a Journal with a Barcode?  
Correcting Suspense Items Using the Correct Suspense Entries Tool 
How Do I Correct Suspense Items Using an Online Journal Entry? 
Copying a Journal Entry Using the Copy Journal Entry Page 

How Do I Delete a Journal Entry Prior to Posting? 
How Do I Find a Specific Journal? 
How Do I Correct a Journal Entry? 
How Do I Determine the Status of a Journal? 
Determining a Journal’s Budget Check Exceptions 
How Do I View Suspense Cross Reference Information? 

What Kind of Journals are Processed in Compass 

How Do I Inactivate a Non-Sponsored Project? (Emory Project Close Request) 

Understanding Recurring Journal Entries 

Compass Journal Deadlines 

Journal Suspension Overview 

Copying a Journal Entry Using Run Control 

Tips and Tricks: General Ledger  

Frequently Asked Questions 
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Grants 

Accounts Receivable 

Overview - How Do I Create Direct Journals? 
How Do I Use the Collections Workbench? 
How Do I Create Deposits for Direct Journals? 
How Do I Create Accounting Entries for Direct Journal Payments? 
How Do I Apply Payment to an Invoice?  

How Do I Close a Research Participant Payment Fund (RPPF)? 
How Do I Split an Item? 
How Do I Request a Residual Transfer? 

How Do I Request a Refund? 

How Do I Request a Refund from the On-Account? 

How Do I Transfer an Item from One Customer to Another? 
How Do I Enter Dispute Codes? 
How Do I Update Limits by Processing Contract Amendment? 

How Do I Add/Update a MICR ID? 

Refund and Residual Transfer Forms Frequently Asked Questions 

Award Modifications 

Overview - How Do Change the Department for an Award? 
Overview - How Do I Create a Continuation? 
How Do I Change the Dates on an Award? 
How Do I Change the Department for an Award? 

How Do I Change the Effort for an Award Team Member? 
How Do I Create a Project? 
How Do I Change the PI on an Award? 
How Do I Create a No Cost Extension? 
How Do I Create a Budget Adjustment for an Award (RAS)? 
How Do I Create a V102 Version of a Proposal? 
How Do I Update the V102 Version of a Proposal to Reflect a Continuation? 
How Do I Submit the V102 Proposal? 
How Do I Add an Activity? 
How Do I Update an Award to Reflect a Continuation? 

How Do I Document Clinical Trial Awards Managed by the Office of Clinical Research? 

How Do I Close an Award in Compass? 

Award Modifications – Training Vignettes 

How Do I Close an Award in Compass? (Training Video) 
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Award Setup 

Overview - How Do I Create a NEW or RENEWAL Award? 
Overview - How Do I Create an Award Request - Initial PAN? 
Overview - How Do I Create an Award Request – Full PAN? 
How Do I Initiate an Award Setup Request? 
How Do I Approve an Award Setup Request? 
How Do I Create a Proposal Version V102? 
How Do I Update and Submit Proposal Version V102? 
How Do I Generate an Award from Proposal Version V102? 
How Do I Setup an Award? 
How Do I Request a SpeedChart? 

How Do I Finalize Budgets? 
How Do I Generate an ENOA? 
How Do I Setup a Fixed Contract? 
How Do I Setup a LOC, NONLOC and Prepaid Contract? 

How Do I Setup a Hybrid Contract with More Than One Product (Fixed, non-LOC, etc.)? 
How Do I Setup Initial PAN Project and Activity? 
How Do I Setup SpeedChart?  
How Do I Add Contract Prepaid Lines to an Existing Contract? 

How Do I Add Additional Information? 

How Do I Update a Contract? 

How Do I Remove Out-Year Budgets and Budget Periods on a Proposal V102? 

How Do I Use the Contracts Workbench? 
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Billing 

How Do I Add Attachments to an Invoice? 

How Do I Change the Existing Contract Type to LOC? 
How Do I Invoice a Fixed Contract? 

How Do I Finalize Award Budgets – Department? 
How Do I Locate the Invoice ID and Review Billing History? 
How Do I Manage Billing Worksheets? 
How Do I Reprint Non-Letter of Credit Invoices? 

How Do I Review the Email Status on an Invoice? 
How Do I Run the Retrieve Billing Items Process? 
How Do I Run the Billing Interface? 
How Do I Run the Billing to PC/CA Interface? 
How Do I Run the Contract Aging Report? 
How Do I Run the Contracts to Billing Interface for Other Billing Methods? 
How Do I Run the Contracts to Billing Interface Process for As Incurred? 
How Do I Run the Single Action Invoice Job? 

How Do I Setup an Email Address to Receive Invoices for an Existing Customer? 

How Do I Setup a Department Billing Invoice? 

How Do I Update Billing Limit by Process Contract Amendment? 

EPEX (Emory Proposal Express) 

How Do I Create and Manage a Proposal in EPEX? 
How Do I Setup Proposal Projects in EPEX? 
How Do I Create Proposal Budgets in EPEX? 
How Do I Create Adhoc Approvers and Reviewers in EPEX? 

How Do I Use the Return to RAS functionality for OSP? 

 

eNOA 

How Do I Generate an ENOA and Upload to Onbase? 
How Do I Search an eNOA Document in Onbase? 

How Do I Print from OnBase? 
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http://online.flipbuilder.com/qsea/jyuw/
http://online.flipbuilder.com/qsea/csxo/
http://online.flipbuilder.com/qsea/pedu/
http://online.flipbuilder.com/qsea/oink/
http://online.flipbuilder.com/qsea/okbf/
http://online.flipbuilder.com/qsea/jpcl/
http://online.flipbuilder.com/qsea/wlqw/
http://online.flipbuilder.com/qsea/quin/
http://online.flipbuilder.com/qsea/olkl/
http://online.flipbuilder.com/qsea/dhta/
http://online.flipbuilder.com/qsea/ybsm/
http://online.flipbuilder.com/qsea/zcop/
http://online.flipbuilder.com/qsea/vtxa/
https://online.flipbuilder.com/qsea/wvsi/
http://online.flipbuilder.com/qsea/zhxu/
http://online.flipbuilder.com/qsea/ayub/
http://online.flipbuilder.com/qsea/rgai/
http://online.flipbuilder.com/qsea/fvhq/
http://online.flipbuilder.com/qsea/soqz/
http://online.flipbuilder.com/qsea/ztgb/
http://online.flipbuilder.com/qsea/ztgb/
http://online.flipbuilder.com/qsea/nwgo/
http://online.flipbuilder.com/qsea/pgpo/
http://online.flipbuilder.com/qsea/lyjo/
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Forms 

How Do I Submit a Cost Accounting Standards (CAS) Exception Request? 
How Do I Submit a ClinCard Request? 

How Do I Submit a Research Participant Payment Fund Cash Request? 

Miscellaneous 

Tips and Tricks: Grants 

How Do I Resolve Exception Query Errors?  

How Do I Pushback an Award Approval Request? 
How Do I Add a PO to an Award Subrecipient? 
How Do I Setup Milestones?   

How Do I Use the Contracts Workbench? 

How Do I Inactivate a SpeedType? 

How Do I Archive or UnArchive a Project? 

How Do I update Project FA Department Distribution? 

How Do I Run a Subcontract Report? 

Reporting 

Axiom Reporting 

Syntellis User Reports 

Compass Reporting 

How Do I Use the Reporting Library? 

How Do I Clone and Run a nVision Report? (Coming Soon) 

nVision Reporting 

How Do I Request a Recurring Report? 

What’s New in nVision Reporting?  

How Do I Create and Run Private Reports? 

How Do I Use a Report Request to Create Reports By Changing Scopes?  

Appendix for nVision Reporting  

Emory Business Intelligence (EBI) 

http://ebi.emory.edu/ 

 

 

 

https://online.flipbuilder.com/qsea/fpwo/#p=1
https://online.flipbuilder.com/qsea/oynd/
http://online.flipbuilder.com/qsea/mkck/mobile/index.html
http://online.flipbuilder.com/qsea/heyj/mobile/index.html
http://online.flipbuilder.com/qsea/wvnk/
http://online.flipbuilder.com/qsea/rdhd/
http://online.flipbuilder.com/qsea/htcm/
http://online.flipbuilder.com/qsea/xyrv/
http://online.flipbuilder.com/qsea/opjd/
http://online.flipbuilder.com/qsea/kour/
http://online.flipbuilder.com/qsea/wmha/
http://online.flipbuilder.com/qsea/xqjg/
http://online.flipbuilder.com/qsea/irlk/
http://online.flipbuilder.com/qsea/zcsd/
https://online.flipbuilder.com/qsea/npyf/
http://online.flipbuilder.com/qsea/uqri/
http://online.flipbuilder.com/qsea/uqri/
http://online.flipbuilder.com/qsea/ljmn/
http://online.flipbuilder.com/qsea/fhnj/
http://online.flipbuilder.com/qsea/yyrx/
http://online.flipbuilder.com/qsea/aikr/
http://online.flipbuilder.com/qsea/exyq/
http://ebi.emory.edu/
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Travel & Expense 

Travel & Expense Center 

How Do I Create an Expense Report? 
How Do I Create an Expense Report? (HealthCare) 

How Do I Withdraw an Expense Report? 

How Do I Create an Expense Report User Template? 

How Do I Authorize Users to Manage My Expense Reports? 

How Do I Split an Expense Receipt? 
How Do I Itemize a Hotel Bill? 
How Do I Add Attendees to an Expense Report? 
How Do I View the Expense Report Summary? 
How Do I Manage Corporate Card Late Fees? 

How Do I View My Wallet Items for my Proxies? 

How Do I View Assigned My Wallet Transactions? 

How Do I Reconcile a Cash Advance? 

How Do I Check the Status of an Expense Report?  

Pre-Paid/Direct Billed Airfare Process within Compass? 

How Do I add Ad-Hoc Approvers as a Submitter? 

How Do I add Ad-Hoc Approvers as an Approver? 

How Do I View Expense Reports Charged to My Department? 

How Do I View Expense Reports for My Employees? 
Expense Type Categories 
Tips and Tricks: Travel and Expense 

How do I Adjust Paid Expenses (Coming Soon) 

 

 

 

 

 

 

 

 

 

 

https://online.flipbuilder.com/qsea/fpwo/#p=1
http://online.flipbuilder.com/qsea/buaf/
http://online.flipbuilder.com/qsea/gzgo/
http://online.flipbuilder.com/qsea/fukl/
http://online.flipbuilder.com/qsea/wqzr/
http://online.flipbuilder.com/qsea/jucy/
http://online.flipbuilder.com/qsea/mvmx/
http://online.flipbuilder.com/qsea/vnek/
http://online.flipbuilder.com/qsea/ymre/
http://online.flipbuilder.com/qsea/bniw/
http://online.flipbuilder.com/qsea/fvdb/
http://online.flipbuilder.com/qsea/mpdm/
http://online.flipbuilder.com/qsea/txyh/
http://online.flipbuilder.com/qsea/qlvv/
http://online.flipbuilder.com/qsea/ncva/
http://online.flipbuilder.com/qsea/tggg/
http://online.flipbuilder.com/qsea/vmmq/
http://online.flipbuilder.com/qsea/brll/
http://online.flipbuilder.com/qsea/bpnw/
http://online.flipbuilder.com/qsea/bpnw/
http://online.flipbuilder.com/qsea/zjzr/
http://online.flipbuilder.com/qsea/mmft/
http://online.flipbuilder.com/qsea/mldq/
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Treasury 

Banking 

Bank Reconciliation 

How Do I Configure BSP_NO_GL or BSP_BLOCKEXTRNL for Bank Reconciliation? 

Bank Fee Analysis 

How Do I Run Emory Business Intelligence (EBI) Bank Fee Analysis Reports? 

Cash Management 

Cash Positioning 

How Do I Update User Preferences for Cash Forecast Results? 

How Do I Use the Cash Positioning Worksheets-Drill Down Source? 

How Do I Update Cash Positioning Saved Search? 

How Do I Add a Manual Position for Cash Positioning Worksheet? 

How Do I Create a Search for Cash Positioning Worksheets? 

Settlements 

How Do I Complete a Cash Management EFT Request? 

How Do I Manage Net Deal Settlements? 

Treasury Accounting 

How do I Enter and Approve TR Accounting Entries? 

How do I Run the Deal Automated Accounting Process? 

Deal Management 

How Do I Manage Interest and Payments? 

How Do I view the Mark to Markets Values? 

How Do I Run Emory Business Intelligence (EBI) Debt Portfolio Reports? 

Oracle Business Intelligence 

How Do I Run Oracle Business Intelligence (OBI) Bank Free Analysis Reports?  

How Do I Run Oracle Business Intelligence (OBI) Debt Portfolio Reports?  

https://online.flipbuilder.com/qsea/fpwo/#p=1
http://online.flipbuilder.com/qsea/vsmv/
http://online.flipbuilder.com/qsea/ehbt/
http://online.flipbuilder.com/qsea/ufzp/
http://online.flipbuilder.com/qsea/jevj/
http://online.flipbuilder.com/qsea/cijt/
http://online.flipbuilder.com/qsea/ipxk/
http://online.flipbuilder.com/qsea/dumz/
http://online.flipbuilder.com/qsea/svhd/
http://online.flipbuilder.com/qsea/aczq/
http://online.flipbuilder.com/qsea/amwu/
http://online.flipbuilder.com/qsea/dulz/
http://online.flipbuilder.com/qsea/wgzx/
http://online.flipbuilder.com/qsea/cdmo/
http://online.flipbuilder.com/qsea/gpsa/
http://online.flipbuilder.com/qsea/aogf/
http://online.flipbuilder.com/qsea/pexs/
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Workcenters 

Workcenters 

How Do I Use WorkCenters? 
How Do I Personalize WorkCenters? 
How Do I Edit WorkCenters?  

Process Maps 

Security 

Self Certification Process Map 

Transferee Access Process Map 

Accounts Payable 

Procurement Card Process Map 

Financial Gateway Process Map 

Asset Management 

PO to AM Integration Process Map 

Leased Assets Process Map 

Accounts Receivable/Billing 

Statements Dunning Process Map 

Express Bill Template Process Map 
ePAY and CORE Enhancements Process Map 

Emory Express 

PO export Process Map 
Department PO Close Process Map 
AIMS Integration Process Map 

General Ledger 

Journal Entry Engine Process Map 
Journal Mover Process Map 

 

https://online.flipbuilder.com/qsea/fpwo/#p=1
http://online.flipbuilder.com/qsea/nivs/
http://online.flipbuilder.com/qsea/zeqb/
http://online.flipbuilder.com/qsea/wjge/
https://www.lucidchart.com/documents/view/5040704a-ee33-4da9-8ba1-480d2d172734
https://www.lucidchart.com/documents/view/5040704a-ee33-4da9-8ba1-480d2d172734
https://www.lucidchart.com/documents/view/2d5cea16-e0d5-4daa-8346-c9b556dc26b0
https://www.lucidchart.com/documents/view/6086310a-c5b9-482a-b804-e98d0345d30a
https://www.lucidchart.com/documents/view/6086310a-c5b9-482a-b804-e98d0345d30a
https://www.lucidchart.com/documents/view/4058c713-3672-4bba-87fc-29a13cd56e09
https://www.lucidchart.com/documents/view/4058c713-3672-4bba-87fc-29a13cd56e09
https://www.lucidchart.com/documents/view/ed03cf95-c876-4a17-a38a-322b86182c79
https://www.lucidchart.com/documents/view/ed03cf95-c876-4a17-a38a-322b86182c79
https://www.lucidchart.com/documents/view/a47b7d1f-dd86-42a6-8972-b3b8d1d4fca9
https://www.lucidchart.com/documents/view/8c74477b-5e44-4768-8a07-502e8a79cb12
https://www.lucidchart.com/documents/view/8c74477b-5e44-4768-8a07-502e8a79cb12
https://www.lucidchart.com/documents/view/083a2a3a-d2ff-483e-b229-294002096934/1
https://www.lucidchart.com/documents/view/7e81caec-293a-46ad-ac15-9d2c293f694f
https://www.lucidchart.com/documents/view/fe58ef22-0d68-463d-80c5-750709ec5a70
https://www.lucidchart.com/documents/view/7c4c2f81-9d84-4ab6-bf32-269d5890641d
https://www.lucidchart.com/documents/view/de27c172-3e04-44dd-a8ca-1111b661975d
https://www.lucidchart.com/documents/view/4b7c0211-b321-4e58-aa5c-cf3999ab0fbb
https://www.lucidchart.com/documents/view/cbda3e1d-309e-4634-9c5d-a1a10a8eb680
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Grants 

Account Analysis and Item Maintenance Process Map 

Date Change Process Map 
Project Status Controls Process Map 

Fund Code & Fringe Process Map 
Value Based Billing Process Map 
EPEX Process Map 
Award Setup Process Map 

Activity ID Process Map 

 

Travel and Expense 

Student Profile Setup Process Map 

Treasury 

Foreign Currency Plan B Process Map 
Foreign Currency Process Map 

Treasury Accounting Process Map 

Financial Gateway Process Map 

Deal Management Process Map 

Bank Recon Process Map  
Payroll Net Pay Interface Process Map 
Routing Plan Process Map 
 

Workflow 

Routing Plan Process Map 
GL Chartfield Request Process Map   
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https://www.lucidchart.com/documents/view/29b2819a-ddae-41aa-b62c-bffa515fdd9e
https://www.lucidchart.com/documents/view/29b2819a-ddae-41aa-b62c-bffa515fdd9e
https://www.lucidchart.com/documents/view/00d3f9bb-ccdf-4806-b649-95ca070341ad
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https://www.lucidchart.com/documents/view/c25dc34c-7737-47e8-a43d-252b08f1db18
https://www.lucidchart.com/documents/view/e875826b-7bf7-47d4-a5d6-b83c298d0037
https://www.lucidchart.com/documents/view/d6cea2f1-283f-4fa0-9b7f-16536e1bf75a
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https://www.lucidchart.com/documents/view/4058c713-3672-4bba-87fc-29a13cd56e09
https://www.lucidchart.com/documents/view/a30aadcf-35ba-434a-b742-239d40781192
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Payroll 

Kronos 

How Do I Use the Kronos Webclock 

Out-of-State Employment 

How Do I Submit the Out-of-State Employee Form (Submitters) 

How Do I Process the Out-of-State Employee Form (Approvers) 

 

Controller’s Office 

How Do I Check for Active HR Distribution for a Non-Grant Project 

How Do I Process the Project Balance to Inactivate a Non-Sponsored Project 

 

https://online.flipbuilder.com/qsea/fpwo/#p=1
https://online.flipbuilder.com/qsea/mzxw/
https://emory-my.sharepoint.com/personal/lsross2_emory_edu/Documents/Emory%20University/Projects/04.%20Job%20Aid%20Library/01.%20Audit/01.%20Word/How%20do%20I%20submit%20the%20out-of-state%20employee%20form%253F
https://finance.emory.edu/home/_includes/documents/sections/payroll/how-do-i-process-the-out-of-state-employee-form.pdf
https://finance.emory.edu/home/_includes/documents/sections/payroll/how-do-i-process-the-out-of-state-employee-form.pdf
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