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Understand the various types of routing

Know why delegates are used and how to set them up

Understand how and when to use Workgroups and Review Hierarchies
Ability to use the MCAM and MCAD documents

Knowledge of Decision Support queries pertaining to the above objectives
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ACCOUNT MANAGER 102

ROUTING

The approval of a transaction is accomplished through electronic routing. DaFIS
routing provides the following:

®  Checks and balances to ensure that financial transactions are appropriate

and accurate (PPM 330-10 IV.C: http://www.mrak.ucdavis.edu/web-
mans/ppm/330/330-10.htm) and that segregation of duties is provided

(PPM 330-11: http://www.mrak.ucdavis.edu/web-mans/ppm/330/330-
11.htm).

®  The ability to notify non-approvers of transactions in which they might
have an interest

" Optional forms of document routing to meet specific departmental or ad
hoc needs

The following types of routing are available in DaFIS:

Ad hoc — This can be used by any user at any point in the routing process. There are
two options provided: Approval Required or FYI (review only). If you select
Approval Required, the document routes to the specified user as soon as you click
Q. If you select FYI, the document routes to the specified user only after all
required approvals have been made.

Ad hoc routing can be used in situations where the necessary approvals are not
accomplished through the other routing processes. For example, a membership
requiting a dean/vice chancellor’s approval might be ad hoc routed.

Information  on  setting up ad hoc  routing is  available at
http://dafis.ucdavis.edu/help/1min/adhoc.cfm.

Account Manager — Unless the initiator ad hoc routes a document, the account manager
will be the first in the routing chain. The document routes simultaneously to the
manager for every account cited. If the account manager is the initiator, the document
is automatically approved. However, if it contains other users’ accounts, it will route to
those managers for approval.

Although most financial documents have account manager routing, several do not. For
a list of these documents, see Appendix A.
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Review Hierarchy — 'This allows for additional accountability above the account
manager level.  Review hierarchy routing is based on document type and/otr
transaction value. It can be for Approval Required or as FYI, and can route to an
individual or a workgroup. Review Hierarchy routing is established by departments to
meet their specific needs.

Special Conditions — This is used to ensutre that specified activities, or activities in
specifically funded accounts, are routed to the approptiate offices for review and/or
approval. The system automatically routes documents based on document type, sub-
fund group, chart, and/or object level.

Special conditions routing is established by Accounting & Financial Services, but may
be made to any appropriate administrative office. For example, all animal purchases
route to the office of the campus veterinarian for approval.

Account Reviewer — An FYT copy of the document is routed to the account reviewer(s)
established for each account cited. The account reviewer(s) receive the document after
all required approvals have been made. Account reviewers are established on the
Account document, and are optional. This should be someone who has interest in
seeing a// transactions made on that account, but who does not need to be an approver
of those transactions.

To view a flowchart that illustrates the order of routing, see Appendix B.
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ACCOUNT MANAGER 102

DELEGATES

An account delegate is an individual who the account manager has selected to approve
transactions on his/her behalf. Using delegates can aid in meeting the separation of
duties requirement detailed in PPM 330-11 (http://www.mrak.ucdavis.edu/web-
mans/ppm/330/330-11.htm) and enables transactions to be completed in the account
manager’s absence.

Delegates are established based on document type and dollar amount. There are two
types of delegates in DaFIS:

Primary — This delegate will receive documents in place of the account manager. The
account manager can still locate and approve the documents, but they will route
directly to the delegate’s In Box. If an account has more than one primary delegate,
the document will route to all of them. When one of the primary delegates approves
the document, it is removed from the In Boxes of all other primary delegates.

Establishing primary delegates can allow the account manager to focus on the more
critical transactions. For example, you could have a primary delegate for all low value
purchases (say, under $250).

Non-primary — Documents will continue to toute to the account managet; however, the
non-primary delegate can still access and approve documents for which they are given
authority. Once a non-primary delegate approves a document, it disappears from the
account manager’s In Box.

Establishing non-primary delegates allows business to go on in the absence of the
account manager. It is strongly recommended that every account have at least one
non-primary delegate that can approve a4/ transactions. Remember to set up account
delegates before you are scheduled to be out.

Assigning and Maintaining Delegates
When establishing a new account, there is a Default Delegate field provided on the
Account document. This will establish a non-primary delegate with the authortity to
approve all transactions for all dollar amounts. It is highly recommended that this be
done for all accounts.

To create and/or maintain delegates on established accounts, use the Account Delegate
(ADEL) or the Mass Change Account Delegate (MCAD) document. If you want to create
multiple matching primary delegates, or modify any existing, you will have to use the
ADEL document, since the MCAD won’t allow it. For assistance in completing these

documents, see the online reference manual at http://dafis.ucdavis.edu/help/olrm/.

It is a good idea to periodically run the Account Delegate Lookup (167) report in
Decision Support.  This query allows you to run a list of all current delegates.
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Whenever you need to deactivate delegates, remember to use the ADEL or MCAD

document.

Below are sample results for this query:

N indicates
the delegate is
a non-primary
e Account Delegate Lookup delegate.

The user ID of "' DaFIS Decision Support >» Reference Queries >» Account Delegate Lookup (FIS167) »>> Results

the delegate(s)

for the Account Manager: SZPOTRAT

associated

Dos Delegate Delegate From To Primary Start
account Type ] Name Amount Amount Rowte? Date Active?

FINANCIAL SWCE
ZBE1700

Accourt Manager: SZFOTRAT -

FERRARD-FOTRATZ MARIAROSA

ALL ~SZHENN HENH,SHARTN ! WA N 1-Jundn v
2672500 FEE INSTALLMENT PLAN: PROCESSING FEE Azeourt Manager: SZPOTRAT - FERRARO-FOTRATZ MARIAROSA
ALL  STHENN HENN,SHARTN 4% N o1-Jur00 v
620001 ACCOUNTING & FINANCIAL SVES BENERAL FNDS Ageourt Manager: SZPOTRAT - FERRARD-F OTRATZ MARIAROSA
ALL  SZHENN HENH,SHARTN ! 205 1-Jun0 v
EE20002 ASGFS UCDMC DIRECT COST AGREEMENT Accourt Manzger: SIPOTRAT - FERRARC-POTRATZ MARIARDSA
AL SZHENN HEMN,SHARTN ! 5 N 1-Jur00 v
BEZ0003  ACCTES & FINL 5G5S FED FIN AID ADMIN ALLD Azcourt Manager: SZPOTRAT - FERRARO-POTRATZ MARIAROSA
ALL  SZHENN HENH,SHARTN ! WA N 1-Jun0 v
BE20004 ACCOUNTING & FINANCIAL SYCS ICR Arcourt Manzger: SZPOTRAT - FERRARD-POTRATZ MARIARDSA
AL STHENN HEMN,SHARTN ! 5 1-Jury v
Document type for EEZ000G  AFS CHART 5 RECHARGES Azcourt Manager: SZPOTRAT - FERRARD-POTRATZ MARIAROS,
. - Ll SZHENN HENH,SHARTN 205 N v
which the user is a ACCTG & FIN SVES SALE SURFLUS FROP fAccount Manager: STPOTRAT - FERRARD-POTRATE MAR]
. ALL  SZHENM HENN SHARON LEY Jun-00 e
delegate. In this case, the BE20002  ACCOUNTING & FINANCIAL SVES NUD INCOME Ascourt Manager: SZPOTRAT - FERRARC-P OTRAT
: ALL  SZHENN HENN,SHARTN ! 5% -Jurd0 v
useris a ddegatc for ALL 620009 ASFSUCRS FUNDS Azoourt Manager: SIPOTRAT - FERRARD-E \eRDSA
d()CuantS ALL  SZHENM HENN,SHARON [ 01-Jun-00 e
. 620010 ACCTE & FIN SV0S RENEW & REFLACE Azsourt Manager: SZPOTRAT - WMARIARDSA
ALL  SZHENN HENN,SHARTN ! -Jurd0 v
620011 ACCOUNTING & FINANCIAL $VES UNIY ADY FHD Ageourt Manager: 5ZPOTR RATZ MARIAROSA
ALL  SZHENN HEHN,SHARON ] 01-Jun-00 e
620012 ACCOUNTING PROFESSIONAL DEVELOPMENT Azeourt Manager: 5 -FOTRATZ MARIAROSA
ALL  SZHENN HEMN,SHARTN N o1-Jur00 v
620013 ASFS: KPMG ICR PROJECT Ageourt Mang RARO-F OTRATZ MARIAROSA
AL SZHENN HENH,SHARTN s N 1-Jundn v

The Y indicates that the delegate is active. If
the user should no longer be a delegate, then
complete an ADEL or MCAD document to
deactivate the user.

For more information on using delegates, see http://dafis.ucdavis.edu/help/tutotials/.

6 RevF


http://dafis.ucdavis.edu/help/tutorials/

ACCOUNT MANAGER 102

WORKGROUPS

This column indicates who

has received the document.

You can double-click on a
user ID to get more

information about the user.

Shows that this
document was
approved by
EAARCE, on
behalf of the
Accounts Payable

workgroup

Workgroups are selections of FIS users who share the collective responsibility of
reviewing and/or approving documents, affer the documents have gone through
account manager routing. They are used in special conditions and review hierarchy
routings only. Workgroups cannot be used as delegates or for ad hoc routing.

Workgroups are established at the departmental level using the Workgroup document.
Once established, a Workgroup can be specified in a Review Hierarchy routing. For
more information or for assistance in completing the Workgroup document, see the
online reference manual at http://dafis.ucdavis.edu/help/olrm/.

The following routing log illustrates routing to a Workgroup. Any one person in that
workgroup can approve for all:

ﬁ Document Routing Log

A checkmark
- Routing indicates this
—— Matification Action document has
Perzson Date Perzon Date Statuz WhGrp routed to a
~ [LISTOCKB 10/01:2002  [LISTOCKB 10012002 [Approved [ = workgroup.
WHM 1000172002  |TDWRIGHT 10/02/2002 [Ho Actn Reqd I_
DRTHOMAS  [10/0272002 ApprovalReq ¥
HEYOUNG 1010212002 ApprovalReq ¥
BJRIDDLE 1010212002 Approval Req Indicates that
approval is still
TOPETE 10/02:2002 Approval Req v needed by those
EAARCE 100022002 Approval Req v listed in the
ACARCH 10/02:2002 Approval Req [ Person column
HEVANTAS  [10/02:2002 Approval Req | ¥
SJALBREC 1010212002 ApprovalReq | W o] 1=
When the document has been approved by a member of the workgroup, the routing
log will appear as follows:
£ Document Routing Log M=l 3
~Routing
—— Notification Action
Person Ciate Person Diate Status WkiGrp
LJSTOCKE 100012002  |LJSTOCKB 10,01:2002  |Approved I_ * Because EAARCE
WHM 100012002 [ TOWRIGHT 10/02:2002  |Ho Actn Reqd |_ approved this
L DRTHOMAS 10/02:2002 |EAARCE 10/09:2002  |Ho Actn Reqd |7 dloc"jllrlnzlt’ no one
L Fhi T else c
aamaznny I pARCE 100972002 [Ho ActnReqd | ¥ ortarou has to
—u:lﬂ‘l]‘l]ﬂ:/’ 10/02:2002 |[EAARCE 10/09:2002  |Ho Actn Reqd |7 take action on the
TOPETE 1010272002 |EAARCE 10/09/2002 |No Actn Reqd docament.
EAARCE 10022002 [EAARCE 1010972002  [Approved //Iv/l
ACARCH 10/02:2002 |[EAARCE 10:09:2002  |Ho Actn Reqd v
HEVAHNTAS 10/02:2002 |[EAARCE 10:09:2002  |Ho Actn Reqd v
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that Dean’s and
Vice Chancellor’s
offices set up
review
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see the following
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REVIEW HIERARCHIES

Review Hierarchies allow documents to be routed to additional users after account
manager approval. They can be established as approval required or for review only,
can route to workgroups or individuals, and are based on document type and dollar
amount.

Review hierarchies are created using the Review Hierarchy (RVWH) document, and are
used to establish routing outside of what is normal for a specific document. For
example, the RVWH document itself does not route. If an organization (e.g., Dean’s
office) wants to see all these documents, they can create a review hierarchy.

To find a list of review hierarchies in your organization, use the Review Hierarchy
Lookup (166) query in Decision Suppott. You can search for review hierarchies by
many fields, including organization and workgroup ID. It is important to run this
report periodically to determine whether your review hierarchies are current.

Below is a sample result from this query:

\ iew Hi %
documents: g Review Hierarchy Lookup o
DaFIS Decision Support >> Reference Queries >> Review Hierarchy Lookup {FIS166) >> Results
Account,
. . User ID: SZHENN
Organization,
org Doc User/ Useri Fram To Special Revievs Reviews
Review Hierarchy Code Type WorkGroup ‘WorkGroup Name Amourt  Amourt Conditions Order Only? Active?
s
3ACCT - ACCOUNTING & FINANGIAL SVCS
Account af - Add Asset Reflects whether
ACCTEAPPRL ACCTE APPROVAL th is f 0.00 b N FIRST N v
SZHENN HENN,SHARON
Delegate, Current B - Azcount egsems Lrs_tor
ACCTEAPPRL accre arerovat | Jast in the review 0.00 M N FIRST N ¥
SZHENN HENN,SHARON K K X
Budget and Base - Apcount Delegate hierarchy; it will also
ACCTGAPPRL ACCTE APPROVAL J 0.00 haX N FIRST N v
STHENN HENH,SHARDN say FIRST if there
Bud ge t. ;“.?is_[eﬁt‘fﬁ:l;?etmem ACCTGE APPROVAL 1 I’ll FIRST N ¥
SZHENN HENN,SHARON 1s only one uset or
- Base Budget Adjustrent < i
aeCTOARERL T ACCTE APFROVAL workgroup in the hAX N FIRST N v
: SZHENN HENN SHARDN 1 i 7
Identifies the o ot Adiustmert review hierarchy
ACCTGAPPRL ACCTG APPROVAL 000 M N FIRST N ¥
name of the SZHENN HENN SHARDN
: - AP Entertzinment E Vouch:
WOI‘kgI‘OLlp listed SeeTaARERE T WECTE AREROVAL 0.00 MAK N FIRST N v
in this review SZHENN HENN SHARDN
N indicates the uset’s role
is to approve, not just
review the document
type EEV.
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MASS CHANGE ACCOUNT MANAGER

The Mass Change Account Manager (MCAM) document allows you to change the
account manager for many accounts at the same time. (The alternative is to complete
a separate Account document for each account that needs to be changed.) Any user
can complete an MCAM document, but it will route to the existing managers for all
accounts cited. A single disapproval of the document cancels the document for a/.
Once an MCAM document is in routing, it cannot be edited.

Clicking on a column
heading sorts the
information by that
column. Clicking on a
heading consecutively
reverses the sort order.

Although many characteristics of the MCAM are common to all DaFIS documents,
there are some unusual features, which are identified in the illustration below:

If these fields are used alone, the search will
display all accounts in the specified organization.

B Mass Change Account Managey
~Mass Change Account M

Entering a user ID returns all accounts for
which the user is an account manager. This is
the most likely search criterion to be used.

unt Search Criteria

"This column indicates

contention.

®  Gray indicates that
a line item has not been
changed or that the
change is not complete.

. Green indicates
you’ve made a change
and that there are no
documents in routing
that conflict with that
change.

. Red indicates
you’ve made a change
but that there’s another
document in routing
that conflicts with that
line.

The MCAM document allows you

Document Mum: 04 _000136074 Mor [JOBFREE @ Search
Intistor: JOBFREE Wgr COAOrg [T [FIST =
l\ Created: 10/21/2002 COARCcaunt:
< 2 oot Org/T
\ﬁ B I To update an
M Mew AcctMgr: [ @ Cy_/ account manager
from one user to
Existing Mar | Mgr COAOrg ]~ COA/ficcount Org | Type| New Acct Mor another for a//
JOBFREE T FsT  [3] Josacct ami - Ex ¥ accounts, just
7_ ACCOUHT FOR AM 102 UPPER DIVISION CLASSES enter the new
JOBFREE T FIST [3] [osTRAN ami Ex | v managet’s uset
_|  REVAMPED TRAINING CLASSES UPPER DIVISION CLASSES ID and press the
JOBFREE T FIST 5] &CDF  EX | v =) key on your
ACCOUNT FOR TRAIHIHG CLASS DAFIS - ACCOUNTING & FINAHCIAL §| Kevbonrd
= ;
JOBFREE T FST ACCT  EX cyboard.
_| DEmoaccount ACCOUNTING & FINANCIAL SERVI
JOBFREE T FST S TUDS00 DRAH  EX
STUDIO SEASON DRAMATIC ART & DANCE
Indicates the
Saves the document without number of detail
removing it from the screen ® lines in the
Qut document. The
Insert Line_| Delete Line | CopyLine | § recards < number is updated
as changes are
\‘ made.

to specify account manager assignments for any

number of selected accounts. You can enter the new account manager’s User ID once
to update all selected accounts, or you can update each line item individually.
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Contention
Contention exists when you attempt to update the account manager while there is one
or more Aceount or MCAM document currently in routing. When there is contention,
the Contention Indicator column will be red for those accounts that are in contention.
You can click on the red button to see the number of the conflicting document.

If the contention indicator column is red for any of the line items when you attempt to
route the document, you will receive a prompt, asking if you want to continue. You
can then cancel the request to route/approve, or proceed. A red-flagged account isn't
necessarily disqualified for the life of the MCAM document. If the prior document
happens to be disapproved while the later document is still in routing, the contention
goes away, so the red flags go away.

Upon final approval of the document, the account records are updated to reflect the
desired account manager changes, except for any accounts identified by detail lines
with a red contention indicator. The red-flagged accounts are skipped. In the unlikely
event a given line has a green contention indicator, but for other unforeseen reasons
the account update cannot be done, that detail line is updated to indicate the particular
account was not changed as desired. This exceptional condition is also labeled as a red
contention indicator in the approved document. Thus, an approved document can be
perused for the red indicators to determine which, if any, account updates did not
occut.

For assistance in completing the MCAM document, see the online reference manual at

http://dafis.ucdavis.edu/help/olrm/.
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MASS CHANGE ACCOUNT DELEGATE

Enter the user ID of the
person you want to be
the new delegate.

The Mass Change Account Delegate (MCAD) document allows you to change the
account delegate(s) on several accounts at the same time. The alternative is to
complete a separate Account Delegate (ADEL) document for each account that needs
to be changed. Any user can complete an MCAD document, however it routes to all
account managers for the cited accounts. A singl disapproval of the document cancels
the document for a/. Once an MCAD document is in routing, it cannot be edited.

The MCAD has many features that are common to all DaFIS documents; however, it
also has some uncommon fields:

By entering a document type, you can display only those users

whose delegation includes that document type. Use this field
in conjunction with other search criteria or you’ll get all
delegates throughout the system for that document type.

which the user is a delegate.

By entering a user ID, you can restrict your
search to display only those accounts for

This field becomes active when the
Existing Delegate and New Delegate
fields are populated. It allows you to
update a// the accounts listed at once so
that the new delegate takes the place of
the existing delegate.

B Mass Change Account Delegate _|Of=
~Mass Change A it Delegat Search Crite

Documert Mum: 01 —000136075 Acct Manage EXEand |

Initiztor: JOBFREE Mg SO

Createst: 107222002 COAMBccount: __ Sae | _OK |

’\\ws: ? Acct OrgType
f === Routing |
m; Existing Delegate: Mo Delegates r
Description; Digt. COMOrg: LJ MHotes | Quit
Mew Delegate: BEEIace | Dac Type: Primary I_ .&ctivel_ For these

- accounts, there
Mager |_coaifccount |Type| Org | Dlgt COAOrg| Delegate | Doc | Pri | Act|Chy|Gr >
L] T RSt JOBFREE 3 JOSACCT EX  AMI are 3 sets of
| 7rst JOBFREE 3 JOSTRAH EX  amIl T FIST JOBFREE DPO ¥ H 1 delegates, as
| 7 rst JOBFREE 3 JOSTRAN  EX  aMI T FIST DSSAH DPO H H 1 B denoted by

T FIST JOBFREE 3 JOSTRAHN  EX &M T FIST TYRONE11 DPO H ¥ 128 .
— — " numbers 1,2,
Il st JOBFREE 3 JOSTRAN  EX  ami T PMIE  TAZUDOH DPO ¥ ¥ 1b B
ol TRst JOBFREE 3 SEIB111 EX ACDF T ACDF  JIMBOB ALL N ¥ 2 a B and 3. A blank
| Trst JOBFREE T SEIB111 EX  ACCT Bl indicates there is
o] Trst JOBFREE T STUDS00  EX  DRAH ALL H ¥ 3a Bl no delegate
| 7rst JOBFREE T STUDSO0  EX Y indicates the ALL H ¥ 3b ¥ group assigned.

T FIST JOBFREE T STUDSOD  EX . . 36 3
= delegate is a primary =

delegate

MCAD document Account View 10 records

This column reflects how many delegates are
are three delegates, denoted by a, b, c.

in the group. In group 3, there

The MCAD document allows you to replace an existing delegate with a new delegate
by populating both fields and then clicking the Replace button. Or, you can update
each delegate individually by clicking on the # button.

When you click on the # button, you will be taken to this screen:
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f-‘.] Change Delegate Group [ [Of=]
Grp Digt COMOTg Delegate Doc_ | Primary | From $ Amount | To $ Amount | Start Date ncturl
1a T FST TYROHE11 DPO H 0.00 0.00] 03282002 [ ¥
1b T PMIE [TAZUDOH DPO Y 0.00 5,000.00 | 03282002 | ¥ 0K
Identifies the I\ 2a T ACDF IMBOB aLL H 0.00 0.00| osm09zo02 | ¥
deleoate erou — 3a T FHST [CMUNSTER ALL H 0.00 0.00] o319z002 | ¥
gate group / 3b T FST EARLES ALL H 0.00 0.00| 04302002 [ ¥
number; group 3 3¢ T FST EZ054565 ALL Y 0.00 10,000.00 | 03282002 | ¥ Quit
has three
delegates
Clicking this button copies
whatever line the cursor is
. - on. You can do this to add
Clicking this Y denotes that

a delegate to a specific
group. Remember to
update the fields of the new
new delegate line, if needed.

group.

the user is an
active delegate.

button allows
you to assign a

MCAD document Group Yiew New Group | Delete Line | Copy Line | b records

Contention
Like the MCAM document, the MCAD has a contention indicator. When there is
contention, the Contention Indicator column will be red for all accounts that are in
contention. You can click on the red button to see the number of the conflicting
document that is currently in routing.

If the contention indicator column is red for any of the line items when you attempt to
route the document, you will find that the document won’t route, which is where the
MCAD differs from the MCAM. At this point, you'll need to delete the lines in
contention, or quit the document and complete it later when the contention is
resolved.

For assistance in completing the MCAD document, see the online reference manual at

http://dafis.ucdavis.edu/help/olrm/.
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APPENDIX A - DOCUMENTS THAT BYPASS ACCOUNT
MANAGER ROUTING

Document Name Generated by
Cancel Check Accounts Payable
Cancel Non-Check Accounts Payable
Closed Payment Adjustment Accounts Payable
Fund Balance Adjustment Financial Services
Fund Balance Adjustment - Year End Financial Services
Hold Payment Accounts Payable
Journal Voucher Financial Services
Journal Voucher - Year End Financial Services
Manual/Rush Check Accounts Payable
Non-Check Disbursement Accounts Payable
Restricted Base Budget Adjustment Planning & Budget
Restricted Current Budget Adjustment Planning & Budget
Stale Dated Check Accounts Payable & Internal Control
State Tax Remittance Accounts Payable
Cancel/Close Departmental Purchase Order Departments
FIS User Departments
Organization Departments
Project Departments
Statement of Cash Collections Departments
Sub Object Departments
Review Hierarchy Departments
Workgroup Departments
Most Accounts Receivable maintenance Departments

Remember: any document initiated by the account manager bypasses account manager
routing unless there are accounts with other managers cited. If an account manager
does initiate a document that cites only their accounts, special care should be taken to
enisure accuracy.

You may want to set up review hierarchy routing for the documents created by the
department (excluding Statement of Cash Collections, which doesn’t route).
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APPENDIX B — ROUTING ORDER

Document Initiator

Ad hoc routing can be added at any point in the
routing process, and can be initiated by any user in
the routing chain. Ad hoc routing can be for
approval or FY1.

—

Account Manager/Primary Delegate

—

Review Hierarchy

—

Special Conditions Workgroup
(EH&S, Extramural, Facilities Services, Accounts Payable)

At this point, the document is approved. FYT

routing takes place only after the document is fully
approved.

—

FYI Reviewers
(Anyone listed as a reviewer; could be individual or workgroup)

14 RevF



ACCOUNT MANAGER 102

APPENDIX C - WEB RESOURCES FOR AM 102

Below are some web resources which you may find helpful when working with the
material presented in this class.

Need more information on routing?

http://dafis.ucdavis.edu/help/whatisit/routing.cfm.

Looking for additional information about delegates?
http://dafis.ucdavis.edu/help/tutorials/Acct Mgmt/Delegate/.

Want  assistance ~ with ~ workgroups  or  review  hierarchies?

http://dafis.ucdavis.edu/help /howdoi/.

Need step-by-step instructions for the MCAM or MCAD documents? Have a
question on a document field, or whether or not you’re using the correct
document? Use the Online Reference Manual at

http://dafis.ucdavis.edu/help/olrm/.

Note: You can also access the online reference manuals directly from the document you are working
in, by selecting Online Help from the Help menu.

Need a definition for an unfamiliar term?
http://dafis.ucdavis.edu/help /whatisit/elossaryv.cfm.

Need a copy of a past DaFIS Tip or Top 5 list?
http://dafis.ucdavis.edu/emails/.

Still can’t find the answer to your question? Visit the Frequently Asked

Questions section of the DaFIS web site at http://dafis.ucdavis.edu/faq/.

If you don’t find your answer on our website, use the Help Request Form at

http://dafis.ucdavis.edu/gethelp.cfm.

To practice the exercises from this or other DaFIS classes, go to

http://dafis.ucdavis.edu/exercises/.
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