FORT HAYS STATE UNIVERSITY
ACTIVITY ACCOUNT OR STATE ACCOUNT
REASSIGN A PR

Example:

This PR will go to Mike Drees as budget authority for 6230112035. Since this traveler’s supervisor is
Phil Toepfer, the PR should be reassigned to him.
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NOTE: If more than one supervisor needs to approve the PR, please contact the Purchasing Office
for instructions.
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Email Notification:
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To create a generic email that can be resent:
1. Open the Tools folder and select Stationery.

2. Click on New and select Stationery — Memo.

3. Type the generic email and click on Save. Folders

7 Tools

4. Name your stationery (Ex. PR to Approye). ;.----@ Archive
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When you need to send the email: gl

Subject |IFAS PR to Approve

There is a PR pending your approval. Flease log in to IFAS to approve the PR. Thanks!

1. Open the Tools folder and selec

Stationery.

Amy Gregg

Accounting Specialist

Fort Hays State University
Administration and Finance
600 Park Street

2. Open the saved stationery (PR to

Approve). Hays, KS 67601
3. Send the email to the individual the PR
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