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I. Objectives

By the end of this procedure, you should be able to:
e Create an Apex eForm
e Update an Apex eForm
e Approve an Apex eForm
e View an Apex eForm

II. Tips and Tricks
Here are few tips and tricks when creating an Apex eForm:

e Be sure to have the following before creating an Apex eForm:
o Expense Report ID, 3xxxxxxxx, that requires a correction
o Correct chartfield information that will need to be added to the new distribution
line(s)
o Supporting documentation (invoice and receipts from the original expense report)

e Supporting documentation can include: (Note: All can be added to a spreadsheet and
uploaded as one document.)
o Invoices
o Receipts
o GL screenshots
o Any additional items attached to the original expense report

e If you need to make a correction to an expense report that has already been corrected, please
reach out the General Accounting Team at genacctg@mailbox.sc.edu. The team will help you
make the correction(s).

e Remember to provide detailed explanations when responding to the three Cost Transfer
questions that will populate if correcting a USC Sponsored Project (USCSP)!

e
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III. Explanation of eForm Status Options

Apex eForm Status

Saved The Apex eForm has not been submitted.

Withdrawn | The creator of the Apex has cancelled the eForm and therefore it cannot be
resubmitted.

Pending The Apex eForm has been submitted and waiting for approvals.
Denied An approver denied the Apex and therefore it cannot be resubmitted.
On Hold An approver has put the Apex on hold, but the creator and approver can

continue to make changes to the Apex and resubmit using the Update Apex
option on the landing page.

Executed The Apex is fully approved and is assigned an ID.

Recycle An approver has returned the Apex to the creator. When recycled, only the
creator can make changes and resubmit using the Update Apex option on the

landing page. The form status will show partially approved.

IV. Left Navigation Options

Left Navigation Options

Landing Page Click this option to find the definition of an Apex, what can be
corrected using an Apex, a list of supporting documentation to attach
to the Apex, and who to contact if you have questions or processed
an Apex incorrectly.

Add Apex Click this option to adjust or correct the accounting associated with
paid expense reports for travel, employee non-travel
reimbursements, procurement cards (P-cards), team cards, travel
cards, and Program Expense cards.

Update Apex Click this option to complete an Apex that has been saved, not
submitted or pending approval. From here you can make changes,
Save, Submit, or Withdraw.

Approve Apex Click this option to search for an Apex eForm that is ready for
approval. You will only see Apex eForms you have access to approve.
View Apex Click this option to view Apex eForm details, status, and/or see who

has approved the entry.
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V. Creating an Apex eForm: Correcting an Account
An Apex (Adjustment of a Paid Expense) eForm is used to adjust or correct the accounting associated
with paid expense reports for travel, employee non-travel reimbursements, procurement cards (P-

cards), team cards, travel cards, and Program Expense cards.

The following is needed to complete the Apex:
e Expense Report ID that requires an accounting correction
e Correct account
e Supporting documentation (invoice and receipts from the original expense report)

To navigate to the Apex eForm Landing page use the following menu path in PeopleSoft Finance:
Main Menu > USC Finance eForms > APEX eForm

Step 1: Click the Add APEX tab.

E Landing Page What is an Apex?
The term “Apex” refers to the Adjustment of a Paid Expense. An Apex eForm is used to adjust or comrect the accounting associated with paid expense reports for fravel, employee non-travel
reimbursements, procurement cards (P-cards), team cards, and travel cards.
% Add APEX "
What can be corrected with an Apex?
An Apex is used to correct any portion of the chartfield string that was used on the original paid and posted expense report. This could be anything from the operating unit to the project and all
%) Update APEX values in between

Why can't| just process a journal entry (JE)?
%] Approve APEX The use of an Apex rather than a JE to correct expense reports allows the comection to remain in the expense module and flow to the general ledger (GL) in the same manner as the original ilem
did. It also allows easy future reference to the correction, as it will be directly linked to the original expense report.

5] View APEX How can | tell if | need to process an Apex instead of a JE?
The easiest way to tell is to look at how the item needing correcting posted to the GL. If it posted with a JE beginning with EX, such as EXA0012345 for example, an Apex would be needed. JEs
beginning with any other prefix would require different means to correct.

What supporting information does an Apex eForm require?

Each Apex at a minimum will need a justification and an attachment before it can be submitted. Apex's involving a USCSP project will also need Cost Transfer Justification (CTJ) questions to be
completed. The justification and attachment need to be very detailed, to allow anyone with no prior knowledge of the entry to be able fo tell what is being done. Some good examples of
attachments include invoices, receipts, GL shot of initial , along with any additional items attached to the original expense report. The CTJ questions need to be
detailed to allow Grants and Funds Management and the project Pl to verify the validity of the entry on the project level

The new Apex module is currently not configured to allow an Apex to be processed on another Apex. For example, you are comecting expense report 3000123456 and need to move expenses
from account code 53009 to 53002, but accidently moved the expenses to 53001 by mistake. The system will not allow a new Apex eForm to be created to correct this error using the original
expense report or the Apex. Instead, please create/sign a copy of the Apex PDF form (expense_madule_comrection_form. pdf {sc.edu)) and send to the Controller’s Office at

genacelg@r sc.edu for The Controller’s Office staff will process the enlry for you. Please remember to include adequate back-up and to aitach a Pl signed copy of the Cost
Transfer Justification form if this comrection involves a USCSP project.

n What if | process an Apex incorrectly?

Need Help?
If you run into issues during the Apex process, please reach out to the General Ledger Team at genacctg@mailbox.sc.edu.

Controller's Office - General Ledger

Step 2: There are several search options available. For this example, search by entering the expense
report number in the Report ID field.

Step 3: Click the Search button.

[ Landing Page Bamrch by:

Empl ID Begins With v Q
%] Add APEX ‘

Inapon D Begins With | |3000152677 I
%) Update APEX

Accounting Date is Equal To v
Y Approve APEX

Report Description B With ~

5] View APEX P Pl egns

Clear || Save Saarch
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Step 4: On the form page review the information carried over from the original expense report into the
Apex eForm.

Original Transaction Information:
e View Employee ID
e View Employee ID for the person that created the expense report.
e View Business Purpose
e View Report ID Number
e View Accounting Date

Current Distribution:
e View a list of original accounting and transaction amounts

P . -
¢ Home APEX a Q N i 3]
= Add APEX : Expense Module Correction Request Form ID 10564 (NEW)
Transaction Information
Empl ID D66180257 Biagas,Adrienne Nicole Business Purpose PCARD Procurement Card
Entered By BLACKBU4 Katherine Blackburm Journal Report ID 3000152677 June P-Card Transactions
*Accounting Date | 10/12/2023 Original Accounting Date 07/10/2023
Current Distribution
8 rows
n Expense Type ¢ T(r’an:a.ctiun Date T:;zzn:og chrating Unit Dgparimenl F;lrld Code A;counl Cola“ Field Eﬁ:;:in::s Péui:ct Agﬁvlty Péuducl C:st Share Select ©
1 EDUCATIONAL SUPPLIES 06/05/2023 $1,413.00 CL0D39 152500 L2406 53002 301 No
2 REGISTRATIONS 06/08/2023 $250.00 CLO39 152500 L2406 52024 301 N
3 REGISTRATIONS 06/08/2023 $200.00 CLO39 152500 L2406 52024 301 | No
4 EDUCATIONAL SUPPLIES 06/11/2023 $252.00 CLO39 152500 L2406 53002 301 T Ne
5 OFFICE SUPPLIES 06/13/2023 $705.78 CLO39 152500 L2406 53001 301 ) No
& EDUCATIONAL SUPPLIES 08/18/2023 $103.00 CLO39 152500 L2406 53002 301 ) No
7 EDUCATIONAL SUPPLIES 06/21/2023 §77.25 CLO39 152500 L2406 53002 301 . No
8 EDUCATIONAL SUPPLIES 06/26/2023 $2,268.00 CLD39 152500 L2406 53002 301 I Ne
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Step 5: In the Current Distribution area, select the transaction row(s) that requires the correction by
clicking the NO button to toggle to Yes. For this example, the incorrect account code was entered on
Line 1, Educational Supplies.

< Home APE. w Q a. R

+  Add APEX : Expense Module Correction Request Form ID 10564 (NEW)

Transaction Information

Empl ID D66180257 Biagas Adrienne Nicole Business Purpose PCARD Procurement Card
Entered By BLACKBU4 Katherine Blackbum Journal Report ID 3000152677 June P-Card Transactions

*Accounting Date | 10/12/2023 Original Accounting Date 07/10/2023

Current Distribution

8 rows
m Expense Type & T;umaclion Date T:::I::c::ug %pemling Unit D:plﬂlll!l’l! F‘;md Code A;munl Céus Field lPJs“B:sinzn P;vje::l Acl/:ﬁvity Pébduct Cgﬁt Share Select &

1 EDUCATIONAL SUPPLIES 06/05/2023 $1,413.00 CLO39 152500 L2408 53002 301

2 REGISTRATIONS 06/08/2023 $250.00 CLO39 152500 L2406 52024 301 7 Ne
3 REGISTRATIONS 06/08/2023 $200.00 CLO39 162500 L2406 52024 301 7 No
4 EDUCATIONAL SUPPLIES 06/11/2023 $252.00 CLO39 152500 L2406 53002 an ) No
5 OFFICE SUPPLIES 06/13/2023 $705.78 CLO39 152500 L2406 53001 3 > No
6 EDUCATIONAL SUPPLIES 06/18/2023 $103.00 CLO39 152500 L2406 53002 301 B No
7 EDUCATIONAL SUPPLIES 06/21/2023 $77.25 CLO39 152500 L2406 53002 301 h No
8 EDUCATIONAL SUPPLIES 06/26/2023 $2,268.00 CLO39 152500 L2406 53002 301 7 he

Step 6: The transaction row in Current Distribution is copied to the New Distribution section of the form.
Notice when the row is copied the Transaction Amount is automatically reversed.

< Home APEX a Q
B rows
—~ Transaction Date Transaction Operating Unit Department Fund Code Account Class Field PC Business Project  Activity Product Cost Share -
Lo oo o Amount ¢ & e & ° E Unit < 3 ¢ ° 2 =
1 EDUCATIONAL SUPPLIES 06/05/2023 $1,413.00 CLO39 152500 L2408 53002 301
2 REGISTRATIONS 06/09/2023 $250.00 CL039 152500 L2406 52024 301 No
3 REGISTRATIONS 08/09/2023 $200.00 CLO39 152500 L2406 52024 301 No
4 EDUCATIONAL SUPPLIES 06/11/2023 $252.00 CLO39 152500 L2406 53002 301 No
5 OFFICE SUPPLIES 06/13/2023 $705.78 CLO38 152500 L2406 53001 a0 No
6 EDUCATIONAL SUPPLIES 06/18/2023 $103.00 CL039 152500 L2406 53002 3 N
7 EDUCATIONAL SUPPLIES 06/21/2023 $77.25 CL039 152500 L2406 53002 301 No
n 8 EDUCATIONAL SUPPLIES 08/26/2023 $2,268.00 CLO39 152500 L2406 53002 an 7 Ne
Select All
New Distribution
1 row
Copy Down & *Transaction Amount & Operating Unit ¢ Department ¢ Fund Code & Account ¢ Class Field ¢ PC Business Unit Project & Activity ¢ Product & Cost Share ©
1 No 152500 L2406 53002 301 <= -
Copy Down
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Step 7: To copy down the line in the New Distribution section to make the correction, click the NO
button to toggle to Yes.

Step 8: Click the Copy Down button. This will create a copy of the reversed row and open the fields to
make necessary correction(s).

< Home
. Transaction Date Transaction Operating Unit Department Fund Code Account Class Field PC Business Project  Activity Product Cost Share -
Expanse Type & ¢ Amount & < o o & % Unit & & & & o Select O
1 EDUCATIONAL SUPPLIES 06/05/2023 $1,413.00 CLO39 152500 L2406 53002 301 Yes |
2 REGISTRATIONS 06/08/2023 $250.00 CLO39 152500 L2406 52024 301 No
3 REGISTRATIONS 06/08/2023 $200.00 CLO39 152500 L2406 52024 301 No
4 EDUCATIONAL SUPPLIES 06/11/2023 $252.00 CLO39 152500 L2408 53002 301 J No
5 OFFICE SUPPLIES 06/13/2023 $705.78 CLO3D 152500 L2408 53001 301 i No
6 EDUCATIONAL SUPPLIES 06/18/2023 $103.00 CLO39 152500 L2406 53002 301 B No
7 EDUCATIONAL SUPPLIES 06/21/2023 $77.25 CL039 152500 L2406 53002 301 ) No
m 8 EDUCATIONAL SUPPLIES 06/26/2023 $2,268.00 CLO39 152500 L2406 53002 301 7 No
Select All
New Distribution
1 row
Copy Down & *Transaction Amount < Operating Unit ¢ Department © Fund Code © Account ¢ Class Field ¢ PC Business Unit © Project ¢ Activity ¢ Product ¢ Cost Share <
$-1,413.00| CLO39 152500 L2406 53002 301 + -

Step 9: Click in the Chartstring field(s) to make the necessary change(s). For this example, only the
account needs to be changed.

¢ Home APEX
Expanse Type & T[nmncliun Date Tr:‘r;‘lﬂﬂliuil Ufﬂmﬁ"ﬂ Unit D’l\!pil'(l'lsl\l F:.Irld Code Afcuunl C‘his Field PC Bﬂsinuss P:Djsl:l A::lill\iy P’l\udur.'l C(EB| Share Select &
¢ ount ¢ < < ¢ ¢ ¢ Unit & < < < ¢
1 EDUCATIONAL SUPPLIES 0610512023 $1,413.00 CLO39 152500 L2406 53002 301 Yes [ )
2 REGISTRATIONS 06/08/2023 $250.00 CLO39 152500 L2406 52024 301 i No
3 REGISTRATIONS 0610812023 $200.00 CLO39 152500 L2408 52024 301 . No
4 EDUCATIONAL SUPPLIES 06/11/2023 $252.00 CLO39 152500 L2408 53002 30 i No
5 OFFICE SUPPLIES 0611312023 $705.78 CLO39 152500 L2408 53001 301 T No
6 EDUCATIONAL SUPPLIES 06/18/2023 $103.00 CLO39 152500 L2406 53002 301 ) No
7 EDUCATIONAL SUPPLIES 06/21/2023 $77.25 CL039 152500 L2406 53002 301 No
D 8 EDUCATIONAL SUPPLIES 06/26/2023 $2,268.00 CLO39 152600 L2406 53002 301 7 No

Select All

New Distribution
CopyDOWN  wyansaction Amount & Operating Unit & Department < Fund Code & Account © Class Field © PC Business Unit & Project

1 _ves [) 5-1,413.00| CLO39 152500 L2406 53002 301
2 $1,41300| |CLO39 Q| 152500 0 |L2408 Q a0 Q qQ

Copy Down

APEX eForm October 2023



Step 10: A justification is required for the change. Click in the More Information section and add
detailed information explaining why the change is needed. You can enter up to 254 characters.

Here is a good example:
Correct account code keying error. $1413.00 in educational supplies were mistakenly recorded to
account code 53002 instead of 53001.

< Home APEX ha n e

New Distribution

Cupygown “Transaction Amount ¢ Operating Unit & Department & Fund Code & Account & Class Field & PC Business Unit & Project
1 Yes [ ) $-1,413.00| CLO38 152500 L2406 53002 301
2 $1.413.00) CLO39 Q| | 152500 Q| L2406 Q| 5300 Q| 30 Q Q
Copy Down
Justification
m Correct account code keying error. $1413.00 in educational supplies were mistakenly recorded to account code 53002 instead of 53001,

*More Information

File Attachments

Please attach supporting documentation. Allowed file types include .DOC, .DOCX, .JPG, .PDF, .TIF, MSG, .TXT, .XLS, XLSX, CSV

1 row
Attachment Required Upload Description © File Name < Delete
1 o Upload Document Delete
Add
Step 11: Attachments are required. To attach applicable documentation, click the Upload button.
< Home APEX A O\ ﬂ. i '.a
CopyDown  .yransaction Amount & Operating Unit © Department & Fund Code ¢ Account & Class Field & PC Business Unit < Project
1 Yes J $-1,413.00| CLO39 152500 L2406 53002 301
2 $1.413.00) | CLO39 Q| 152500 Q| L2406 Q| 53001 Q301 Q Q
Copy Down
Justification
Correct account cade keying error. $1413.00 in educational supplies were mistakenly recerded fo account cade 53002 instead of 53001.
D *More Information
é
File Attachments
Please attach supporting documentation. Allowed file types include .DOC, .DOCX, .JPG, .PDF, .TIF, MSG, .TXT, .XLS, .XLSX, .CSV
1row
Attachment Required Upload Description & File Name < Delete
1 o Document Delete
Add
b Comments
—
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Step 12: Click the My Device icon to search for the saved document.

c"”?"""‘ *Transaction Amount < Operating Unit & Department & Fund Code © Account & Class Field PC Business Unit < Project
1 Yes | ‘ &1.413.on| CLO039 152500 L2406 53002 301
2 $1.41300| CLO3S Q| 152500 Q| L2406 Q53001 Q| 301 Q Q

Copy Down File Attachment x

Choose From

Justification C

My Device

D *More Infori

File Attachments

LN

Please attach supporting docut

Delete

LI ! } Upload Document Delete

» Comments

Search

Step 13: Select the document, click the Open button.

8 Desktop — iCloud
Recents

Applicati... Date Modified

Downloads M GFM Resources
I Controller's Office eForms
| Misc AR

iCloud... = controllers_office_template.pptx

2 Compliance Class Examples_jc_edits
I APEX

Desktop B 112_lune ROA_Statemant pdf

2 Correct 3000152677.xIsx

2 2 correct 3000153399.x

Documents

£ Shared

D 3 correct 3000147802.xIsx
2 apex eform training examples.docx
Network controllers_office_reco...roval_form_9_27.23.pdf

&) rise_program_controller_office_9_2

OneDrive

M Personal Info

Cancel Open
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Step 14: Click the Upload button.

File Attachment

o

] Correct 3000152677.xlsx
6|  File Size: 128KB

Step 15: When you see the Upload Complete message, click the Done button to return to the form
page.

File Attachment

1

Correct 3000152677.xsx
|  File Size: 128KB

Note: To add additional attachments, click the Add button, select Document for the Description, and
repeat steps 12 through 15.

2rows

Attachment Uploaded View Description & File Name & Replace
T @ Dosument Correct_3000152677.xisx

: =
|
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Step 16: To submit the Apex form for approval, click the Submit button.

11

Note: If a form is not ready to submit, save the form and return to it from the Update APEX search page.

From there you can make changes, Save, Submit, or Withdraw.

APEX
1 Yes | ) §-1,413.00| CLO39 152500 L2406 53002
2 $1.413.00| CLO39 Q| 152500 Q| |L2406 Q| 53001
Copy Down

Justification

*More Information

File Attachments

D Please attach supporting documentation. Allowed file types include .DOC, .DOCX, .JPG, .PDF, .TIF, MSG, .TXT, .XLS, XLSX, C8V

Attachment Uploaded

View Description < File Name ©
1 o View Document Correct_3000152677 xlsx
Add
= Comments
Search Save l Submit ]

Correct account code keying error. $1413.00 in educational supplies were mistakenly recorded to account code 53002 instead of 53001.

Replace

Replace

Step 17: On the Approval Submission page, click the View Approval Route button to see where the Apex

eForm is in the approval process.

=+  Add APEX : Results

You have successfully submitted your eForm.

The eForm has been routed to the next approval step.

multiple approvers.

View Approval Route

Transaction / Signature Log

Current Date Time Step Title User ID Description
1 10/12/2023 2:24:30PM

Initiated BLACKBU4 Katherine Blackburn

Refresh Log

Form Action

Submit

APEX QL e

Form ID 10567 (Pending)

Time Elapsed

e
APEX eForm

October 2023
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Step 18: Click the Multiple Approvers link at the Dept and Accting levels to view a list of who has access
to approve.

When one person from the Level 1 Departmental approval list approves, the eForm then routes to the
Controller’s Office for final approval. Once fully approved, the eForm will run through a nightly batch

process to create the Apex and flow over to the GL.

Step 19: Click the Done button to close the View Approval Route page.

=4 | Add APEX : Results Form ID 10567 (Pending)

‘You have successfully submitted your eForm. Cancal View Approval Route

The eForm has been routed fo the next approval step.

5 Review/Edit Approvers
multiple approvers.

Basic Stage
* G3FORM_ID=10567 Pending
View Approval Roufe
l.ﬁ-\pp—. Basic Path
Transaction / Signature Log 1 row
Pendin, Not Routed
Current Date Time z 9 b & jion Time Elapsed
Multiple Approvers Muiltiple Approvers
1 10/12/2023 2:24:30PM APEX Dept Approver > APEX Accling Approver >

Refresh Log

APEX eForm October 2023
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VI. Creating an Apex eForm: Correcting a USCSP Project

An Apex (Adjustment of a Paid Expense) eForm is used to adjust or correct the accounting associated
with paid expense reports for travel, employee non-travel reimbursements, procurement cards (P-

cards), team cards, travel cards, and Program Expense cards.

The following is needed to complete the Apex:
e Expense Report ID that requires an accounting correction
e Correct USCSP Project
e Supporting documentation (invoice and receipts from the original expense report)

To navigate to the Apex eForm Landing page use the following menu path in PeopleSoft Finance:
Main Menu > USC Finance eForms > APEX eForm

Step 1: Click the Add APEX tab.

[T] Landing Page What is an Apex?
The term “Apex” refers to the Adjustment of a Paid Expense. An Apex eForm is used to adjust or correct the accounting associated with paid expense reports for travel, employee non-travel
reimbursements, procurement cards (P-cards), team cards, and travel cards.
% Add APEX 5
What can be corrected with an Apex?
An Apex is used to correct any portion of the chartfield string that was used on the original paid and posted expense report. This could be anything from the operating unit to the project and all
%5 Update APEX values in between.

Why can't | just process a journal entry (JE)?
%] Approve APEX The use of an Apex rather than a JE to correct expense reports allows the comection to remain in the expanse module and flow to the genaral ledger (GL) in the same manner as the original item
did. It also allows easy future reference to the correction, as it will be directly linked 1o the original expense report.

5] View APEX How can | tell if | need to process an Apex instead of a JE?
The easiest way to tell is to lock at how the item needing comecting posted to the GL. If it posted with a JE beginning with EX, such as EXA0012345 for example, an Apex would be needed. JEs
beginning with any other prefix would require different means to correct.

What supporting information does an Apex eForm require?
Each Apex at a minimum will need a justification and an attachment before it can be submitted. Apex's involving a USCSP project will also need Cost Transfer Justification (CTJ) questions to be
completed. The justification and attachment need to be very detailed, to allow anyone with no prior knowledge of the entry to be able fo tell what is being done. Some good examples of
attachments include involces, receipts, GL 1shot of initial , along with any additional items attached to the original expense report. The CTJ questions need to be
detailed to allow Grants and Funds Management and the project Pl to verify the validity of the entry on the project level.

The new Apex module is curmently not configured to allow an Apex to be processed on another Apex. For example, you are correciing expense report 3000123456 and need to move expenses
from account code 53008 to 53002, but accidently moved the expenses to 53001 by mistake. The system will not allow a new Apex eForm to be created to correct this error using the original
expense report or the Apex. Instead, please createlsign a copy of the Apex PDF form (expenss_module_correction_form.pdf (sc.edu)) and send to the Controller’s Office at
genacctg@mallbox.sc.edu for processing. The Controller’s Office staff will process the entry for you. Please remember to include adequate back-up and to attach a Pl signed copy of the Cost
Transfer Justification form if this correction involves a USCSP project.

n What if | process an Apex incorrectly?

Need Help?
If you run into issues during the Apex process, please reach out to the General Ledger Team at genacctg@mailbox.sc.edu.

Controller's Office - General Ledger

Step 2: There are several search options available. For this example, search by entering the expense
report number in the Report ID field.

Step 3: Click the Search button.

] Landing Page Search by:
Empl ID Begins With v Q
4 Add APEX
| Report ID Begins With | |3000151178
5| Update APEX
Accounting Date isEqualTo  ~
| Approve APEX
~ Report Description Begins With M
%) View APEX
Clear Save Search

APEX eForm October 2023
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Step 4: On the form page review the information carried over from the original expense report into the
Apex eForm.

Original Transaction Information:
e View Employee ID
e View Employee ID for the person that created the expense report
e View Business Purpose
e View Report ID Number
e View Accounting Date

Current Distribution:
e View a list of original accounting and transaction amounts

< APEX APEX @ Q Oe : (%]

=/ Add APEX : Expense Module Correction Request Form ID 10568 (NEW)

Transaction Information

Empl ID V11792297 Houston,Julia Faith Business Purpose PCARD Procurement Card
Entered By BLACKBU4 Katherine Blackbum Journal Report ID 3000151178 Houston May2023 BoA Statement
*Accounting Date |10/12/2023 Original Accounting Date 07/02/2023

Current Distribution

2rows
D Expense Type ¢ Tfansacﬂon Date  Transaction AmouT Ocperallng Unit D}pamnanl and Code Acecount c{lan Field Pf Business Unit P/ro]ect Acctlvlty Pgwua c:s! Share Select &
1 OTHER SUPPLIES 05/12/2023 $36.72 CLO34 115007 F1000 53009 201 usCsP 10012187 1 . No
2 OFFICE SUPPLIES 05/24/2023 $12.52 CL034 115007 F1000 53001 201 uscsp 10012299 1 7 No

Select All

New Distribution

*Transaction Amount < *Operating Unit & *Department & *Fund Code & *Account & *Class Field ¢ PC Business Unit © Project &

1[ $0.00] Q al [ Q al [ Q Q

APEX eForm October 2023
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Step 5: In the Current Distribution area, select the transaction row(s) that requires the correction by
clicking the NO button to toggle to Yes. For this example, the incorrect account code was entered on
Line 1, Educational Supplies.

Step 6: The transaction row in Current Distribution is copied to the New Distribution section of the form.
Notice when the row is copied the Transaction Amount is automatically reversed.

. .
< APEX APEX a Q o P
= ' Add APEX : Expense Module Correction Request Form ID 10568 (NEW)
Transaction Information
Empl ID V11762257 Houston,Julia Faith Business Purpose PCARD Procurement Card
Entered By BLACKBU4 Katherine Blackburm Journal Report ID 3000151178 Houston May2023 BoA Statement
*Accounting Date |10/12/2023 ] Original Accounting Date 07/02/2023
Current Distribution
2rows
Expense Type & T{,‘ ion Date T i Amuurrvg f'o ing Unit T‘L Found Code Agcuum C’I‘nsa Field P: Business Unit P:oject Acl':livity P('l‘oducl c’?sl Share Select &
D 1 OTHER SUPPLIES 05/12/2023 $36.72 CLO34 115007 F1000 53009 201 uscsp 10012187 1 [ Yes »
2 OFFICE SUPPLIES 05/24/2023 §1252 CLO34 115007 F1000 53001 201 UsCsP 10012299 1 No
Select All
New Distribution
1 raw
Copy Down < *Ti Amount & O Unit < P ¢ Fund Code C Account ¢ Class Field ¢ PC Business Unit C Project ¢ Activity © Product © Cost Share ©
1 () No Lu:u 115007 F1000 53009 201 USCSP 10012187 1 + -
Copy Down

e
APEX eForm October 2023
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Step 7: To copy down the line in the New Distribution section to make the correction, click the NO
button to toggle to Yes.

Step 8: Click the Copy Down button. This will create a copy of the reversed row and open the fields to
make necessary correction(s).

2 rows
Expense Type < Transaction Date & Transaction Amount ¢ Operating Unit © Department ¢ Fund Code © Account © Class Field ¢ PC Business Unit © Project & Activity © Product ¢ Cost Share © Select &
1 OTHER SUPPLIES 051212023 $36.72 CLO34 115007 F1000 53000 201 uscsp 10012187 1 Yes [ )
2 OFFICE SUPPLIES  05/24/2023 $12.52 CLO34 115007 F1000 53001 201 USCSP 10012299 1 T No
Select Al
New Distribution
Copy '?"""" *Transaction Amount ¢ Oparating Unit & Department < Fund Code © Aceount & Class Fiald © PC Business Unit & Project & Activity
1 Yes | ) §-36.72) CLO34 115007 F1000 53009 201 USCSP 10012187 1
D 2 $36.72 |CLO3S Q| | 115007 Q| [Flooo Q| |s3009 Q| 201 Q| |uscsp Q| 10012187 Q|1

Justification

“More Information

Please specify the transactions(s) being moved and how it direcly benefits the sponsored project it is being moved toffrom,

Al

Step 9: Click in the Chartstring field(s) to make the necessary change(s). For this example, the UCSSP
Project needs to be changed.

Zrows
Expense Type ©  Transaction Date & Transaction Amount & Operating Unit - Department & FundCode © Account © Class Field © PC Business Unit <  Project © Activity & Product & Cost Share © Select <
1 OTHER SUPPLIES 05122023 $36.72 CLO34 115007 F1000 53009 201 uscse 10012187 1 Yos [ )
2 OFFICE SUPPLIES  D8/24/2023 §12.52 CLO34 15007 F1000 53001 201 uscsp 10012299 1 No
Select Al
New Distribution
Copy Down *Transaction Amount ¢ Operating Unit & Department & Fund Code & Account & Class Field © PC Business Unit < Project & Activity
1 Yes [ ) §-36.72| CLO34 115007 Fi000 53009 201 uscsp 10012187 1
D 2 $36.72| |CLOM Q| 115007 Q| [Fio00 Q| |53009 Q|20 Q  |uscsp Q| [ 10011982 El 1
Copy Down
Justification

APEX eForm October 2023
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Step 10: A justification is required for the change. The three Cost Transfer questions that will populate if
you are correcting a USC Sponsored Project (USCSP) project. Click in the box for each question and add
detailed information explaining why the change is needed. You can enter up to 254 characters.

Here is a good example:

e More Information: Correct account code keying error. $36.72 in supplies were mistakenly
recorded to USCSP Project 10012187 instead of 10011992.

e Please specify the transactions(s) being moved and how it directly benefits the sponsored
project it is being moved to/from. Correctly moving expenses for supplies from project
10012187 to 10011992. Project 10011992 included budget to cover supplies and they were
mistakenly recorded to project 10012187 on original expense report.

e How was this error or situation discovered? Please include the reason this was originally
charged to the incorrect sponsored project or account. While going through the monthly GL
review processes for project 10012187 it was determined that the expenses were higher than
anticipated for the project. It was discovered that an incorrect project was used initially.

e How will this type of error or situation be prevented from happening in the future? Review the
expense report and project balances more closely before submitting the initial expense report.

Justification

Correct account code keying error. $36.72 in supplies were mistakenly recorded 1o USCSP Project 10012187 instead of 10011992.

*More Information

Please specify the transactions(s) being moved and how it directly benefits the spanscred project il is being moved toffrom,

Correctly moving expenses for supplies from project 10012187 to 10011892, Project 10011862 included budget to cover supplies and they were mistakenly recorded to project 10012187 on original

waq [erPense report

How was this error or situation discovered? Please include the reason this was originally charged to the Incorrect sponsored project or account.

iWhile going through the monthly GL review processes for project 10012187 it was determined that the expenses were higher than anticipated for the project. It was discovered that an incorrect project

pg s used initially

How wil this type of eror or situation be prevented from happening in the future?

Review the expense report and projeet balances more closely before submitting the Initial expense repart.
A3

Step 11: Attachments are required. To attach applicable documentation, click the Upload button.

File Attachments

Please attach supporting documentation. Allowed file types include .DOC, .DOCX, JPG, .PDF, TIF, MSG, TXT, XLS, XLSX, .CSV

Attachment Required Upload Description & File Name & Delets
1 o Document Delete

Add

» Comments

Search Save

APEX eForm October 2023
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Step 12: Click the My Device icon to search for the saved document.

Please specify the transactions(s) being moved and how it directly benefits the sponsored project it is being moved to/from.

"0

Correctly moving expenses for supplies from project 10012187 to 10011892, Project 10011892 included budget to cover supplies and they were mistakenly recorded to project 10012187 on original
expense repor.
Al
How was this error or situation discovered? Please include ihe reason this was. charged to the incomect sponsored o account.
File Attachment ®
Chaose From Rt projact
How will this type of error or situatio ;D
My Device
E
File Attachments.
Please attach supporting dacument
1 row
Attachment Required Upload Description & File Name Delete
Document Delste

Step 13: Select the document, click the Open button.

Recents
Applicati...

Downloads 112_lune_ROA_Statement pdf
A Correct 3000151178.xIsx
2 2 correct 3000151178.xIsx
iCloud.. 2 NFC_DOC_UMDF-6.28-7.1.2023.pdf
2 3 correct 3000147802 xIsx
D apex eform training examples.docx

Documents
[=] Desktop

' Shared

OneDrive

Network

Blue.
Work

pO iment Q019
Micros..k (xisx) Oct9, 2023 at
Mi t 9,
o)
S

Cancel Open

APEX eForm

October 2023
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Step 14: Click the Upload button.

Please specify the transactions(s) being moved and how it directly benefits the sponsored project it is being moved to/from.

Corractly moving expenses for supplies from project 10012187 to 10011992. Project 10011992 included budget to cover supplies and they were mistakenly recorded to project 10012187 on original
‘expense report.
‘A1l

How was this error or situation discovered? Please include the reason this was originally charged to the incorrect sponsored project or account.
File Attachment x

Choose From

How wil this type of error or situatio

m Upload Clear

@ Correct 3000151178 xlsx o

File Size: 128KB

Flle Attachments

Please attach supporting document

Step 15: When you see the Upload Complete message, click the Done button to return to the form
page.

Please specify the transactions(s) being moved and how it directly benefits the sponsored project it is being moved taffrom.

Correctly moving expenses for supplies from project 10012187 to 10011992. Project 10011992 included budget to cover supplies and they were mistakenly recorded to project 10012187 on criginal ‘
axpense report
A1

How was this error or situation di Pleasa include tha thi rigi charged to the incorrect spansorad project or account.
File Attachment

Choese From ot projoct

How will this type of error or situatio

Carract 3000151178.xisx
K|  File Size: 128KB.

Filo Attachments Lpload Complele
Plaase altach supporting document
1row
Note: To add additional attachments, click the Add button, select Document for the Description, and
repeat steps 12 through 15.
2 rows
Attachment Uploaded View Description < File Name < Replace
1 V) | View Document Correct_3000151178 xlsx ‘ Replace

2 Upload | v | Delete 1
Documeant
:

APEX eForm October 2023
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Step 16: To submit the Apex form for approval, click the Submit button.

Note: If a form is not ready to submit, save the form and return to it from the Update APEX search page.
From there you can make changes, Save, Submit, or Withdraw.

APEX Q o i o

Please specify the transactions(s) being moved and how it directly benefits the spanscred project it is being moved toifrom.

Correctly moving expenses for supplies from project 10012187 to 10011992, Project 10011992 included budget to cover supplies and they were mistakenly recorded to project 10012187 on original
expense report
a1

How was this eror or situation discovered? Please Include the reason this was originally charged to the incomrect sponsored project or account.

While gaing through the monthly GL review processes for project 10012187 it was determined that the expenses were higher than anticipated for the project. It was discovered that an incorrect project

np |Was usedinitially.

How will this type of error or situation be prevented from happening in the future?

D Review the expense report and project balances more closely before submitting the initial expense report.
*A3
£l
File Attachments
Please attach supporting documentation. Allowed file types include .DOC, .DOCX, .JPG, PDF, TIF, MSG, .TXT, XLS, .XLSX, CSV
1rew

Attachment Uploaded View Description & File Name © Replace

1 0 View Document Correct_3000151178.xisx Replace

» Comments

Search Save Submit

Step 17: On the Approval Submission page, click the View Approval Route button to see where the Apex
eForm is in the approval process.

APEX e s U S

<+  Add APEX : Results Form ID 10569 (Pending)

‘You have successfully submitted your eForm.
The eFarm has been routed to the next approval stap.

multiple approvers.

View Appraval Route

Transaction / Signature Log 1 row
Current Date Time Step Title User ID Description Form Action Time Elapsed

1 1011342023 9:34:48AM Initiated BLACKBU4 Katherine Blackburm Submit

Refresh Log

APEX eForm October 2023
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Step 18: Click the Multiple Approvers link at the Dept and Accting levels to view a list of who has access

to approve.

For this example, the Principal Investigator for the USCSP Project is required to approve, it will then
move on to department approvers, from here to the Post Award Accountant in Grants and Funds
Management, and then to the Controller’s Office for final approval.

Step 19: Click the Done button close the View Approval Route page.

= | Add APEX : Results

You have successfuly submitted your eForm.
The eForm has been routed to the next

multiple approvers.

View Approval Route

Transaction / Signature Log
Current Date Time

1 10/13/2023 9:34:48AM

| Refresh Log

Cance|

View Approval Route

Review/Edit Approvers
Basic Stage
~GIFORM_ID=10569

Basic Path

F Pending

James Roger Hebert
APEX Sponsored Programs >

B Not Routed

Sylvira Grady
APEX GFM Accling Approver 3

Bl Not Routed

Multiple Approvers
APEX Accling Approver

Pending

>

lll Action

smit

Form ID 10569 (Pending)

Time Elapsed

APEX eForm

October 2023
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VII. Updating an Apex eForm

If a form is not ready to submit, save the form and return to it from the Update APEX search page. From
here you can make changes, Save, Submit, or Withdraw.

Main Menu > USC Finance eForms > APEX eForm
Step 1: Click the Update APEX tab.

Step 2: You can find an Apex eForm that requires updating by using any of the available search fields or
just click the Search button. This will return all the Apex forms that have been saved and not submitted.

 ~ . . =y
APEX QL i@
= Landing Page Gearch by.
Form ID Bogins With
%] Add APEX
Form Type Begins With ~ ~ Q
5| Update APEX |
Form Status is Equal To v
7 Approve APEX
. Empl ID Begins With
7 View APEX
Report ID Bogins With
Accounting Date isEqualTa v 3l

Step 3: Click on the APEX eForm you would like to update.
e Apex eForms with a status of Pending have been submitted but not approved. This eForm can
be updated. You also have the option to Withdraw or Resubmit.
e Apex eForms with a status of Saved have been saved but not submitted. This eForm can be
updated. You also have the option to Save, Withdraw or Resubmit.

a1Ch Dy:
[T Landing Page

Form ID Begins With
%] Add APEX

Form Type Begins With v Q
5l Update APEX

Form Status is Equal T v
| Approve APEX

Empl ID Begins With
%] View APEX

Report ID Bagins With

Accounting Date is Equal To ~ [

10 rows

D FormID ¥ FormType ¢ FormStatus ¢ EmplID ¢  ReportlD ¢ AccountingDate ¥  Journal ReportiD ¢  Original Operator ¢ Original Date Last Operator ¢ LastDate &
1| 10571 APEX Saved C32689324  NEXT 2023-10-13 3000152415 BLACKBU4 2023-10-13 BLACKBU4 2023-10-13
2 10889 APEX Pending V11792297  NEXT 2023-10-13 3000151178 BLACKBU4 2023-10-13 BLACKBU4 2023-10-13
3 10867 APEX Pending D66180257  NEXT 2023-10-12 3000152677 BLACKBU4 2023-10-12 BLACKBU4 2023-10-12
4 10555 APEX Pending W94139306 NEXT 2023-10-10 3000153399 BLACKBU4 2023-10-10 BLACKBU4 2023-10-10
5 10854 APEX Pending A1B506380  NEXT 2023-10-10 3000153027 BLACKBU4 2023-10-10 BLACKBU4 2023-10-10
6 10551 APEX Pending AD4343878  NEXT 2023-10-08 3000000246 PH26 2023-10-08 PH26 2023-10-09
7 10850 APEX Pending A14796984  NEXT 2023-10-09 3000002200 PH26 2023-10-09 PH28 2023-10-09
8 10549 APEX Pending EG3278762  NEXT 2023-10-08 3000146869 AKREBS 2023-10-09 AKREBS 2023-10-09
9 10548 APEX Pending EB3278762  NEXT 2023-10-08 3000160435 AKREBS 2023-10-09 AKREBS 2023-10-09
10 10847 APEX Pending ABT247015  NEXT 2023-10-09 3000154905 BASHOJAS 2023-10-09 BASHOJAS 2023-10-09
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Step 4: For this example, the Apex was saved because the documentation was not completely pulled
together. Now that it’s pulled together into one spreadsheet, it is ready to upload to the Apex. To
attach, click the Upload button.

APEX [T N AN
New Distribution
Copy Down -Tr -~ - a ~ - < a ~ - -
& ransaction Amount & Operating Unit < Department & Fund Code Account & Class Field © PC Business Unit = Project Activity
1 Yes [ ) $-40.00| AK0OO 11111 E8053 53008 301
2 $40.00| | AKOOD Q| g1 Q| |Eaos3 Q| |s3001 Q| |ao1 a Q Q
Copy Dawn
Justification
D ‘Correct account code keying eror. $§40.00 in miscellaneous supplies were mistakenly recorded to account code 53009 Instead of 53001
*More Information

File Attachments

Please attach supporting documentation. Allowed file types include .DOC, .DOCX, JPG, PDF, .TIF, MSG, .TXT, .XLS, XLSX, CSV

1 row
Attachment Required Upload Description © File Name & Delote
1 [1] Upload Document Delete

Add

» Comments

Search Save Withdraw Submit

Step 5: Click the My Device icon to search for the saved document.

New Distribution
CopyDawn  wyransaction Amount & Operating Unit © Department < Fund Code © Account & Class Field & PC Business Unit © Project © Activity
10 Yes [ ) 5-40.00 AK0OD 8111 E8053 53009 301
. " - . | a
s File Attachment x B
e | Choose From
e
My Device
m More Inforf
b Y.
File Attachments
Please attach supporting document
1 row
Attachment Required Upload Description © File Nama < Delote
1 (1] | uptoad Document Delete
Add

APEX eForm October 2023



Step 6: Select the document, click the Open button.

Step 7: Click the Upload button.

Recents

Applicati..

Downloads

3 iCloud...
Documents
Desktop

—9 Shared

OneDrive

Network

112_lune_BOA_Statement pdf
D Correct 3000152315.xIsx
2 2 correct 3000151178.xIsx

2 NFC_DOC_UMDF-6.28-7.1.2023.pdf

D 3 correct 3000147802.xIsx
2 apex eform training examples.docx

PDE men:

131 KB Micros..k (

24

New Distribution

c”"’g“"‘ *“Transaction Amount © Operating Unit © Department © Fund Code * Account & Class Field © PC Business Unit © Project ©
1 Yo () $40.00| AK00D 911111 E8053 53009 301
2 Q|
- File Attachment x =
) Choose From
Justification
D MJ Clear |
*More |
Correct 3000152315.xisx 4
File Size: 128KB
File Attachments
Please attach supporting document

e
October 2023
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Step 8: When you see the Upload Complete message, click the Done button to return to the form page.

New Distribution

Gapy g"“ *Transaction Amount © Operating Unit Department & Fund Code © Account & Class Field © PC Business Unit & Project & Activity
10 Yes [ ) $-40.00, AKDOO 91111 EB053 53009 201
2 » s - . @
1 File Attachment Done
T ] Fi
Copy Down Choose From
Justification
m *More Infor| Correct 3000152315.xlsx
File Size: 128KB
E 4

File Attachments Upload Complete
Please atiach supparting document|

Note: To add additional attachments, click the Add button, select Document for the Description, and
repeat steps 5 through 8.

Attachment Uploaded View Description < File Name < Replace

1 (] View Dogument Correct_3000152315.xlsx Replace

Upload v Delete
Document
Add a .

Step 9: To submit the Apex form for approval, click the Submit button.

Note: From there you can make Save, Submit, or Withdraw.

New Distribution
Cary, Dow *Transaction Amount < Operating Unit & Department & Fund Code ¢ Account & Class Field © PC Business Unit Project ¢ Activity

10 Yes [ ) $-40.00| AKODO 9111 EB053 53008 301

2 $40.00 | AKDOO Q| amn Q| |Es0s3 Q| (532001 Q| 3o Q Q a

Copy Down
Justification

D Correct account code keying emor. $40.00 in miscellaneaus supplies were mistakenly recorded to account cade 53009 instead of 53001
“More Information
4
File Attachments
Piease attach supporting documentation. Allowetd file types include .DOC, .DOCX, .JPG, .PDF, .TIF, MSG, .TXT, .XLS, XLSX, C8V
1row
Attachment Uploaded View Description & File Name ¢ Replace

1 9 View Document Correct_3000152315.xisx Replace |

Add
» Comments

Search Save Withdraw [ Submit

APEX eForm October 2023
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VIII. Approving an Apex eForm

Use the Approve APEX tab to search for an APEX eForm that is ready for approval. You will only see APEX
eForms you have access to approve.

Main Menu > USC Finance eForms > APEX eForm
Step 1: Click the Approve APEX tab.

Step 2: You can find an Apex eForm ready for approval by using any of the available search fields or just
click the Search button.

O
APEX a QL0 0
] Landing Page Search by.
Form ID Begins With
% Add APEX
Form Type Begins With v Q
%) Update APEX
Form Status is Equal To v ~
| Approve APEX
i Empl ID BeginsWith  ~
3] View APEX
Report ID Begins With ~ ~
Accounting Date is Equal To ~

Clear || Save Searcn
D 3 rows

FormID Form Type Form Status EmplID & ReportlD  Accounting Date  Journal ReportID  Original Operator  Original Date  Last Operator  Last Date

1 10543 APEX Pending E32149161 NEXT 2023-10-09 3000147802 BASHOJAS 2023-10-09 BLACKBU4 2023-10-10
2 10554 APEX Pending A18696380 NEXT 2023-10-10 3000153027 BLACKBU4 2023-10-10 BLACKBU4 2023-10-10
3 10567 APEX Pending DB6180257 NEXT 2023-10-12 3000152677 BLACKBU4 2023-10-12 BLACKBU4 2023-10-12

Step 3: Click the Form ID for the Apex you are approving.

C
APEX a QL 0

] Landing Page Search by:

Form ID Begins With ~
% Add APEX

Form Type Begins With ~ Q
%] Update APEX

Form Status. is Equal To v v
| Approve APEX
N Empl ID Begins With v
57 View APEX

Report ID Begins With v

Accounting Date is Equal To v

D 3 rows

FormiD  FormType FormStatus g\ . ReportiD AccountingDate JournalReportiD Original Operator Original Date  LastOperator  LastDate

APEX Pending E32149161 NEXT 2023-10-09 3000147802 BASHOJAS 2023-10-09 BLACKBU4 2023-10-10

2 10554 APEX Pending A18896380 NEXT 2023-10-10 3000153027 BLACKBU4 2023-10-10 BLACKBU4 2023-10-10

3 10567 APEX Pending D66180257 MNEXT 2023-10-12 3000152677 BLACKBU4 2023-10-12 BLACKBU4 2023-10-12
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Step 4: Review the Apex eForm.

+" | Approve APEX : Expense Module Correction Request Form ID 10543 (Pending)
Transaction Information
Empl 1D E32149161 Al Jessica Business Purpose EMPL Employes Travel
Entered By BASHOJAS Jason W, Bashore Journal Report ID 3000147802 State Bursar's Group Mesting
*Accounting Date |10/08/72023 Original Accounting Date 06/19/2023
Current Distribution
Zrows
Expanse Type © Transaction Date © Transaction Amount & Operating Unit & Department ©  FundCode ¢  Account & ClassField ©  PCBusinessUnit & Project ©  Activity ©  Product & CostShare ©  Salect &
1 Mieage 05/18/2023 $78.60 SAD00 956605 AD0D1 52024 803 Yes
D 2 Miscellaneous Travel Expenses 05192023 5285 SA000 956605 ADDO1 52024 603 Yes
Al
New Distribution
4rows
Copy Down & Transaction Amount & Operating Unit & Department & Fund Code & Account & Class Field & PC Business Unit © Project & Activity & Product & Cost Share &
1 Yes $-78.60 SAQOD 956605 A0001 52024 603
H 57860 SAD0D 956607 A0DO1 52024 301
3 Yes 5285 SADOD 956605 A0001 52024 603
4 5285 SADOD 956607 Aonot 52024 301 k
Copy Dow
Justification
Move expense o 956607 due to incorrect depariment code mistakenty used on original expense roport 3000147802
More Information
“
File Attachments
Please atiach supporting documentation, Allowed file types include .DOC, DOCX, JPG, PDF, TIF, MSG, TXT, XL8, XL8X, CSV
1 row
Attachment Uploaded View Description © File Name Replace
1 o View Document cormect_3000147802 xlsx Replace
Add
» Comments
Search Deny Recycle Approve

APEX eForm
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Step 5: You have the option to Deny, Recycle, Hold and Approve. For this example, click the Approve
button.

Note: If recycling back to the original creator, be sure to include a comment clearly describing the edit
that is needed.

New Distribution

Lrows
Gopy Dawn & Transaction Amount < Operating Unit & Department & Fund Gode & Account & Glass Fiald & PG Business Unit & Project & Activity & Product & Gost Share &

1 Yes $78.60 SAD0D 956605 AQ001 52024 603

2 $78.60 SAO0D 956607 AQOO1 52024 301

3 Yes $-2.85 SADOD 956605 AQ001 52024 603

4 5285 SADOD 956607 AQOO1 52024 301

Justification

Move expense o 956607 due to incarrect department code mistakenly used on original expense report 3000147802,

More Information
4
File Attachments
Flease aftach supporting documentation. Allowed fila types include DOC, DOCX, JPG, PDF, TIF, MSG, TXT, XLS, XLSX, CSV
1row

Attachment Uploaded View Bescription & File Name & Replace

1 0 View Document corect_3000147802 xlsx Replaca
Add

» Gomments

Step 6: Once you approve, the Apex eForm will move to the next step in the workflow.

+ | Approve APEX : Results Form ID 10543 (Authorized)

You have succassfully approved your aForm.

View Approval Route

Transaction / Signature Log 5 rows
Current Date Time Step Title User ID Description Form Action Time Elapsed

1 10/09/2023 11:22:21AM Initiated BASHOJAS Jason W, Bashare Submit

2 10082023 1:22:42PM Resubmitted NEALJH Jacob Neal Resubmit 2 hours

3 10092023 1:24:07PM Resubmitted NEALJH Jacob Neal Resubmit 1 minute

4 102023 S:26:50AM APEX Dapt Approver BLACKBU4 Kathering Blackburn Approve 20 hours 2 minutes

6 10122023 Z51:42PM APEX Accling Approver BLACKBUS4 Katherine Blackburn Autherize 2 days 5 hours 24 minutes

Refresh Log
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IX. View an Apex eForm
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Use the View APEX tab to view Apex eForm details, status, and/or see who has approved the entry.

Main Menu > USC Finance eForms > APEX eForm

Step 1: Click the View APEX tab.

Step 2: You can view an APEX eForm

button.

by using any of the available search fields or just click the Search

1 Landing Page

5 Add APEX

%l Update APEX

7] Approve APEX

View APEX

Search by:
Form ID Begins With
Form Type Begins With Q
Form Status s ~
Empl ID Bogins With
Report ID Begins Wilh
Accounting Date isEqualTo v 5
Clear || Save Search
10 rows
FormID O FormType ¢ FormStalus ©  EmpllD ©  ReporID & Accounting Date © Journal Report ID < Original Operator & Original Date ¢ LastOporator ¢ LastDate &
1 10843 APEX Executed E32148181 3000160846 2023-10-08 3000147802 BASHOJAS 2023-10-09 BLACKBU4 2023-10-12
2 10546 APEX Pending FOBSTHTE  NEXT 2023-10-08 3000157605 BASHOJAS 2023-10-09 BASHOJAS 20231009
3 10847 APEX Pending ABT247015 NEXT 2023-10-08 3000154805 BASHOJAS 2023-10-09 BASHOJAS 2023-10-08
4 10548 APEX Pending E63278762  NEXT 2023-10-09 3000160435 AKREBS 20231009 AKREBS 20231009
5 10848 APEX Pending E6327B762  NEXT 2023-10-08 3000148869 AKREBS 20231009 AKREBS 20231008
& 10550 APEX Pending A14796084  NEXT 2023-10-09 3000002200 PH26 2023-10-09 PH26 2023-10-09
7 10851 APEX Pending AD4IOTE  NEXT 2023-10-08 3000000246 PH26 2023-10-09 PH26 20231008
5 10854 APEX Pending AN8B06380  MEXT 2023-10-10 3000153027 BLACKBU4 2023-10-10 BLAGKBU4 2023-10-10
9 10555 APEX Pending We4139306  NEXT 2023-10-10 3000153399 BLACKBU4 2023-10-10 BLACKBU4 2023-10-10
10 10887 APEX Pending DEG180257  NEXT 20231012 3000152877 BLACKBU4 20231012 BLAGKBU4 2023-10-12

APEX eForm
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Step 3: Select an Apex eForms from the list.

30

Landing Page

%] Add APEX

Update APEX

A Approve APEX

5] View APEX

Search by:

Form ID

| Begins with

\ Begins With

| Begins With [ |
Report 1D | Begins with [ |
Accounting Date |isEqualTe | |
Clear || Save Search
10 rows

FormiD ¢  FormType ¢ FormStatus ©  EmplID C  RoporiD G AccountingDate & JournalReportiD C  Original Operator ¢ Original Date & LastOperator ¢ LastDate &
1 10543 APEX Exacuted E32140181 3000160646  2023-10-00 3000147802 BASHOJAS 2023-10-00 BLACKEU4 2023-10-12
|2 10546 APEX Pending FOBSTHTE  NEXT 2023-10-08 3000157605 BASHOJAS 2023-10-09 BASHOUAS 20231008
s 10847 APEX Pending ABT2ATOIE  NEXT 2023-10-00 3000154905 BASHOJAS 2023-10-00 BASHOUAS 2023-10-00
4 10548 APEX Pending E63278762  NEXT 2023-10-09 3000160435 AKREBS 2023-10-09 AKREBS 2023-10-09
5 10549 APEX Penting E6327B762  NEXT 2023-10-08 3000148858 AKREBS 2023-10-09 AKREBS 20231008
& 10550 APEX Pending A4796964  NEXT 2023-10-09 3000002200 PHZ6 2023-10-09 PH26 2023-10-09
T 10881 APEX Pending ADSZA3OTE NEXT 2023-10-08 3000000246 PH26 2023-10-00 PH26 20231008
8 10854 APEX Pending A18606380  NEXT 2023-10-10 3000153027 BLACKBU4 2023-10-10 BLACKEU4 2023-10-10
9 10855 APEX Pending W84139306  NEXT 2023-10-10 3000153399 BLACKBUM 2023-10-10 BLACKELI 2023-10-10
10 10867 APEX Pending DE6180267  NEXT 2023-10-12 3000152677 BLACKBU4 20231042 BLACKEU4 2023-10-12
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Step 4: Review the eForm details.

Step 5: To view the approval routing, go to the bottom of the screen and click the Next button.

Q.| View APEX : Expense Module Correction Request Form ID 10546 (Pending)
Transaction Information
Empl ID FOGS571178 Bradham,Rebecca L. Business Purpose PCARD Procurement Card
Entered By BASHOJAS Jason W. Bashore Journal Report ID 3000157605 P-GARD--JUL 2023
Accounting Date 10/08/2023 Original Accounting Date 08/04/2023
Current Distribution
2 rows
Expense Type © Transaction Date < Transaction Amount ¢ Operating Unit ©  Department ¢ FundCode &  Account ©  Class Fleld ¢ PCBusinessUnit C  Project ©  Activity ¢ Product C  CostShare &  Select &
1 OTHER SUPPLIES 072602023 §126.83 UPODD 981138 N2100 53002 202 uscie 80004002 1 Yes
2 OTHERSUPPLIES 07262023 51,107.88 UPDOD 981138 NZ100 53002 202 uscip BOOD4OD2 1 No
Select All
New Distribution
2 rows
Copy Down Transaction Ameunt & Operating Unit < Department Fund Code © Aceount & Ciass Field © PC Business Unit & Preject < Aetivity © Produet & Cost Share &
1 Yes $-126.83 UPO0D 981138 N2100 53002 202 uscie 80004002 1
2 $126.83 UPO0O 48138 N210D 53000 202 USCIP 80004002 1
opy Down
Justification
D Cormect account code keying error
More Information
#
File Attachments
Pleass ing llowed file types include DOC, .DOCX, .JPG, PDF, TIF, MSG, TXT, XLS, XLSX, GSV
1row
Attachment Uploaded view Description © File Name © Replace
1 a View Decument 1_correct 3000153027 xdsx Replace
» Comments
Search

Step 6: Click the View Approval Route to view where the eForm is in the approval process.

Q, | View APEX : Results Form ID 10546 (Pending)

View Approval Route

Transaction | Signature Log 1 row
Current Date Time Step Title User ID Deseription Form Action Time Elapsed
1 10/08/2023 11:66:59AM Initiated BASHOUAS Jason W, Bashore Submit
Refresh Log
Search || Pravious
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