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Overview 

The ALA Finance & Accounting unit has spent months developing a new, Web-based software 
platform that provides a paper-less workflow and supports an approval process for 
encumbering budgeted funds for future expenditures and the ultimate payment of goods and 
services. 

The benefits of the new bill payment process are that ALA: 

• Will provide expense commitment details which management can use to improve expense 
monitoring and financial projections/forecasting 

• Will have an improved cash management process due to the increased knowledge and 
awareness of outstanding liabilities and eliminates “surprise” payment requests 

• Will provide an improved control environment as all major expenditures will be reviewed 
and approved prior to the commitment being made 

• Will improve monitoring of the major components of the Association’s business i.e. 
meetings, symposiums etc. 

Policy regarding Expenditure Authorization & Check Requests 

1. An Expenditure Authorization (EA) must be completed for the pending procurement of all 
significant goods or services (generally $1,000 or over). Initially, on a rollout basis, EAs are 
to be prepared for purchases that are for: 

• Publishing 
• Public Programs Office 
• Grants & Awards 
• conference related 
• fixed assets 
• building improvements 
• capital expenditures 
• professional services 

These expenditures may include 

• the anticipated procurement of 
freelance work 

• honoraria 
• temporary help 
• hotel arrangements-exclusive of 

staff travel 

2. An Expenditure Authorization is to 
be prepared for all contracts that 
provide, or will provide, for a 
financial commitment of the Association. The contracts are to be uploaded into the 
SharePoint system once they have been signed by all parties and linked to an Expenditure 
Authorization. 

3. Only the Executive Director, Associate Executive Directors and Controller may sign 
contracts. 

4. Types of purchases not requiring an Expenditure Authorization (EA) include the following: 

Helpful Tip:  You can think of an EA in 
three ways: 

 

Expenditure 
Authorization

Estimated 
Amount

Encumbered 
Account
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• All employee and member expense reimbursements 
• Other less significant expenditures as determined by Unit Heads 

A Check Request should be submitted via the Finance System platform instead. 

5. A Unit Manager is authorized to approve an Expenditure Authorization or a payment 
request of up to a total of $10,000. Any amount over $10,000 must be approved by an AED. 
In addition, all requested capital and building improvements expenditures must be 
approved by the Finance AED. These work flow approval rules are incorporated into the 
SharePoint system, through which Expenditure Requests/Approvals, invoices and check 
requests will be processed. 

6. All invoices are to be directed to Accounts Payable. Staff personnel are required to direct 
any vendor that they work with personally to mail or otherwise send all invoices directly to 
the Accounts Payable department. Staff personnel can be referenced on the invoice but 
should not be the addressee. 

7. Any invoices received by staff personnel must immediately be imaged, hand carried or sent 
interoffice to the Accounts Payable department, which will initiate the payment approval 
process. 

8. Pending Expenditure Requests must be prepared and properly approved prior to making an 
expense commitment. They cannot be generated after the fact or after the receipt of goods. 
See #1 above. 

Workstation configuration modifications due to the implementation of the ALA 
BPP Platform 

• The ALA BPP Platform is built with Microsoft (MS) SharePoint software which offers tools 
and components for organizations to build customized, collaborative workspaces to support 
business processes. 

• Many organizations use SharePoint to create a company intranet but ALA has configured it 
solely to support internal Finance & Accounting processes. 

• Nevertheless, like an intranet the Web-based, ALA BPP Platform: 

 
• It is recommended to use Microsoft’s Internet Explorer 7.0 or newer to take full advantage 

of SharePoint’s tools. Although SharePoint supports third party browsers such as Firefox, 
Chrome and Safari, there are limitations with certain functionality. 

Network User Credentials Changes 

• To configure a MS SharePoint intranet workspace in which we can define and manage 
internal working groups, it became necessary to add Microsoft Active Directory to our 

is only accessible within the ALA offices or 
in Citrix for remote offices

(same as eTime)

only has full functionality in the MS 
Internet Explorer browser since it is a 

Microsoft product



September 13, 2011  Page 3 

technology stack. Simply put, Active Directory houses username and passwords within a 
Microsoft (MS) Windows environment. 

• As you know, we use Novell to manage access to the ALA Network, networked programs 
and network drives. Novell is not going away but rather Active Directory, which manages 
MS Windows usernames and passwords, is being layered on top. 

• You will now have a Novell login and a Windows login which we can synchronize so that you 
are not prompted to enter another login to access the Web-based ALA BPP Finance System. 

 
• Furthermore, we can no longer offer a series of grace logins before you are required to 

change your Novell login based on the requirements of the Active Directory windows 
password which must synchronize when your Novell login is changed. When you are 
prompted to change your Novell Network password it must be done immediately and fit 
the requirements stated above. 

Required Novell and Active Directory Workstation Configuration and Synching 
Passwords 

Three Steps 
• Once you have completed the ALA BPP Finance System training, three steps need to be 

completed before you will be able to access the system from your workstation: 

1. Your user account needs to be created in Active Directory (this is done by ITTS.) 

2. Your role within a workflow group needs to be defined in MS SharePoint (this is done by 
Finance, contact John Cuculich.) 

3. Your workstation needs to be added to the Windows domain by our PC Tech during a 
desk-side visit and afterwards your Novell login will need to be synchronized with Active 
Directory (if you don’t run away during the visit, PC Tech will assist you in this one time 
procedure). If you received a new PC this summer this process has already been 
completed. If you leave your desk before PC Tech is finished, you will return to a logged 
off workstation and you must complete the procedure below: 

• This one time procedure ensures that initially your Novell and Active Directory 
passwords correctly synchronize so that in every subsequent Novell password change 

With the adoption of Active Directory we are 
required to strengthen our password 
requirements. In October,  2011 Novell passwords 
will be required to:
• Have at least eight characters
• Have three of the following four (3 of 4) attributes
• One upper case letter
• One lower case letter
• One number
• One symbol

• ITTS will send a communication with a 
new policy documet when this change is 
initiated

mailto:jcuculich@ala.org?subject=ALA%20BPP%20SharePoint%20User%20Role%20and%20Workflow�
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your Active Directory password automatically synchronizes without any intervention by 
you. 

1. Login to your new Windows domain workstation with your Novell Network 
username and password 

2. Upon entering your Novell password, a Windows Workstation window will open 

3. Select the checkbox labeled Change your Windows password to match your 
Novell password after a successful login.  

4. In the Password: field type the text: Default1 

5. Click OK and return to your workstation. 

 

Now that you have synchronized Novell and Active Directory passwords, you can proactively 
change your password to meet the more stringent requirements prior to them being enforced 
by Novell in the near future. 

Remember when you are prompted in the future to change your Novell password, do so 
immediately so your Novell and Active Directory passwords remain synchronized. One you are a 
Widows domain PC, grace logins are now a thing of the past. 

To change your password outside of the Novell password expiration routine: 
1. Hold down the CTRL+ALT+ Delete keys on your keyboard in unison to open the Novell 

(Windows) Security screen. 
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2. Click on the Change Password button. 

 

3. In the Change Password dialog box, make sure both Resources: ALA and ALA_TREE are 
highlighted.  Then enter your old network password and your new network password which 
should contain: 

• at least 8 characters and must include 3 out of 4 of these types of characters; 

• UPPERCASE letter 
• lowercase letter 
• number 
• symbol 

4. Confirm the new password.  When complete, click, OK.  

Thank you for protecting ALA data assets by utilizing password complexity rules. 

Accessing the Web-based ALA BPP Finance System 

1. Make sure all three steps described in the Required Novell and Active Directory Workstation 
Configuration and Synching Passwords section above have been completed. 
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2. When you are in the ALA offices and logged into your workstation, launch Internet 
Explorer(IE) 7 or 8 by going to Start>All Programs or from an icon on the IE Quick Launch 
bar next to the Start menu. 

3. In the browser’s address bar, type finance or http://finsharepoint 

4. The Finance System SharePoint Web-page will open. 

5. In the upper right-corner you will see your username (first initial, last name). 

It is recommended to add http://finsharepoint to your IE Favorites or add it to the IE Links 
toolbar. 

If you are not recognized by http://finsharepoint and see a an Error Message that says Error: 
Access Denied, then one or all of three steps in the section above have not been completed and 
you should send an email to Financial_Systems_Hotline@ala.org. 

 

Protecting your login and workstation 

You may not share your network login information with anyone in your Workflow group in 
order to have them approve or reject Expenditure Authorizations or Check Requests in the ALA 
BPP platform. 

 

Sharing of login credentials to any ALA technology resource 
has always been forbidden and is grounds for termination. 

Since the Web-based Finance System has seamless sign-on 
with Network login there will be a zero tolerance policy for 
any mismanagement of login credentials.  Every login and 
task accomplished on the Finance System is logged and 
part of an audit trail that supports the EA workflow.

http://finance/�
http://finance/�
http://windows.microsoft.com/en-US/windows-vista/Show-or-hide-the-Links-toolbar-in-Internet-Explorer�
http://windows.microsoft.com/en-US/windows-vista/Show-or-hide-the-Links-toolbar-in-Internet-Explorer�
http://finance/�
mailto:Financial_Systems_Hotline@ala.org�
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• Once you workstation has been configured with the Novell and Active Directory 
combined structure, you will now see the above Novell screen when your PC is logged 
out. 

• It is imperative that you lock your workstation in your absence so others will not be able 
to access your ALA BPP Finance System or any other ALA data assets. To lock your 
workstation, press the CTRL+ALT+DEL keys on your keyboard simultaneously and then 
select the Lock Workstation option from the Novell Security screen. 

User Roles and Permissions 

Workflow Group 
Every authenticated user established in the Finance System is associated with their Workflow 
Group. Only those members of unit who are identified as working with EAs and CRs will be 
given a user account. A Workflow Group is comprised of: 

• Unit members 

• the Unit Manager 

• Unit’s Assistant Executive Director (AED) 

All members of a workflow group will be able to see EAs, CRs and supporting documents 
created by others in the group in the List and Libraries area of the site. 

 

Requestor 
The person who initiates an EA or payment request, or the initial unit reviewer of an invoice. 
For an initial EA or payment request, this person will complete most, if not all, of the 
information regarding the request. 



September 13, 2011  Page 8 

Approver 
The supervisory person of the Requestor/Reviewer who is initially required to review and either 
approve or reject the request. Depending upon the amount and/or nature of the request, there 
may be more than one approver.  

Each user account is associated with an immediate supervisor who is considered to be the first 
level approver for any Finance System request. The supervisor will appear by default as the 
approver on the request forms, however the Requestor can change the default to request 
review from a peer or another supervisor like a project manager before the request is sent to 
the Unit manager for approval. A Unit Manager is authorized to approve an Expenditure 
Authorization or a payment request of up to a total of $10,000. 

AED 
Assistant Executive Director. An AED is to approve all EAs/payment requests exceeding $10,000 

Approver Exceptions 
An approver or, in most likely a rare occurrence, an AED, may also act as a requestor for an EA 
or payment. The approver would then be the person to whom the approver or AED reports.   

Financial AED 
Greg Calloway. All requested capital and building improvements expenditures must be 
approved by the Financial AED. 

Training Roles 
For ALA BPP Training in the Training Room, workstations have been configured to simulate the 
workflow process. The password for all Train IDs is Learning1 (note the 3 of 4 password 
format.) 

Username Role Approver AED 
Workflow Group Orange 
Train01 Requestor - Peer Train05 Trainer 
Train02 Requestor - Peer Train05 Trainer 
Train03 Requestor - Peer Trainer05 Trainer 
Train04 Requestor - Peer Train05 Trainer 
Train05 Approver  Unit Manager Trainer -AED Trainer 
Workflow Group Green 
Train06 Requestor - Peer Train10 Trainer 
Train07 Requestor - Peer Train10 Trainer 
Train08 Requestor - Peer Train10 Trainer 
Train09 Requestor - Peer Train10 Trainer 
Train10 Approver  Unit Manager Trainer -AED Trainer 
Finance & Accounting 
Doris McKelvin First stop in Accounts Payable Joanne Greg Caolloway 

(Financial AED) 
Aleina Lee Approval Authority Under $1K  Jennifer Greg(Financial AED) 
Jennifer Tam Approval Authority up to $5K 

and will review any request  
that is Grant related 

Joanne Greg(Financial AED) 

Joanne Pak Approval Authority up to $10K Russ Greg (Financial AED) 
Russ Swedowski Approval Authority over $10K 

with review by Joanne first 
Greg will review any 
request that is Capital 
Expenditure 

Greg (Financial AED) 
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Username Role Approver AED 
(CEA)related 

 
ALA BPP Finance System User Interface Tour 

Left Navigation Pane 

Home, Approval Tasks and Approval History 
Tasks 
• Any pending request assigned to you that requires your action will appear under the 

Tasks area of your Home page.  
• When you receive an email notification that a request has been assigned to you, the 

links in the email lead to your Tasks list. The list is automatically sorted with the oldest 
task at the top of the list.  Requests are identified by the EA or CR number assigned by 
the Finance System not the name of the vendor. 

 

• Clicking the View Item link will take you to the EA or CR so you can view the request. 

 
Approval History 
• The first field at the top of the form called Requested by: will indicate the originator of 

the request. 
• At the bottom of the form is the Approval History for that request. The Approval 

History shows a Status and date stamp for every action taken by a workflow Assignee 
thus far as defined by dollar amount for the type of request (EA or CR) and its details 
such as a Grant, Capital expenditure, etc.  

There are also Approve and Reject hyperlinks on the Tasks list that 
will move the task to the next step of the workflow but you are 
strongly encouraged not to use these unless you have previously 
used the View Item link and have reviewed the complete request.
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• Status types are:  
• Approved 
• Canceled 
• Completed 
• In Progress 
• Pending 
• Rejected 

• Approvers affect the status of a request by using the Command icons located both at 
the top and the bottom of an opened request form. 

• In an opened request, an Approver in the workflow can then Submit for Approval, 
Withdraw, Approve or Reject the request by using the Command icons. 

 

When to Approve, Submit for Approval, Reject or Withdraw 

Approve 
If you make no changes on the form and agree with all information entered there, click 
the Approve icon. Your approval will be logged by SharePoint and added to the request 
form’s Approval History. The task will fall off your Tasks list and move the request to the 
Tasks list of the next user in the established workflow with a Status of Pending. The next 
user will receive an email notification. 

Submit for Approval 
If you make a change on the form, click the Submit for Approval button. This will return the 
request back to the originator to view your modifications and then reinitiate the workflow.  
When one uses the Submit for Approval icon, there is no prompt to enter explanation text 
to document why the workflow was reinitiated. 

Reject 
• Clicking the Reject link will prompt you to supply the rejection reason and then update 

the Status of the request to Rejected.  
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• The task will then fall off your Tasks list and the requestor will receive an email 
notification that the request was rejected. The sender of this email is also 
finance@ala.org but does not have the same format as a workflow assignment email 
notification and there are no links to the EA or CR form. 

 

• Instead, the requestor will need to go to http://finsharepoint and view the request from 
the respective EA or CR List, and click on the View hyperlink and scroll down to 
Approval History and click on the Rejected link under Status. 

Withdraw 
Clicking the Withdraw link will remove the request from any point in the workflow and will 
be added to its respective List with a Status of Canceled.  The originator of the request and 
any approver who was in possession of the request when it was withdrawn will receive an 
email notification that the request was withdrawn. The request will be removed from any 
Task list. This should be used when a request is created in error or the reason for the 
request is eliminated.  If the request is withdrawn mid-workflow, it would be a courtesy to 
explain via email to those involved in the approval chain why the request was withdrawn. 

Save Only 
Clicking the Save Only button will save any changes you made to the form and you should 
return to the request form via its respective list when you are ready to take action. 

New Requests 
Check Request 
Expenditure Authorization 
This is where a Requestor opens the appropriate form and starts the process for submitting 
a check request or an expenditure authorization. 

mailto:finance@ala.org�
http://finsharepoint/�
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Lists (Existing Requests) 
Check Request Lists 
Expenditure Request List 
New Vendor Request List 
This is where everyone in a workflow group will see a list of all requests already submitted 
or in draft format divided by type that have been created by anyone in the entire Workflow 
group. Lists can be searched, sorted or filtered as detailed in sections below. 

To reopen a request, click on the View hyperlink before the request item to be returned to 
the Request form view. 

Accounting Shortcuts 
This list is accessible only by members of the accounting staff and will result in an Access 
Denied message to anyone else who selects it. 

Libraries 
Files 
Any attachment uploaded in support of an EA such as a signed contract or RFP will be 
stored here and viewable by the entire workflow group. Most file types other than 
executable files (.exes) can be attached to an EA.  

 

These files will inherit the metadata Properties from the fields in the New Expenditure 
Authorization form itself and can be seen by scrolling across the Column headings in the 
default Library view and using the search, sort and filter options described below. 

Invoices  
Attachments that support Check Requests that were scanned by Accounting from a paper 
original or uploaded as an electronic file can be viewed here. Paper invoices sent to 
Accounts Payable will be scanned by Accounts Payable staff and go through Optical 
Character Recognition (OCR) in order to be made searchable.  

Additionally, metadata fields will be associated with each invoice that link the .tif file to: 

• Vendor Numbers 

Remember, according to the new policy,  any invoices received 
by staff personnel must immediately be imaged, hand carried 
or sent interoffice to the Accounts Payable (AP) department, 
which will initiate the payment approval process. AP will create 
Check Requests which will be submitted to the unit for 
approval.  The only time a staff member would initiate  a check 
request would be for payments that do not have an invoice. 

Exceptions: Confidential documents such as Bank Routing 
Numbers or Social Security numbers on a W-9 should be sent to 
Accounts Payable and not attached to a Request.

Invoices should not be attached to EAs or CRs but sent to 
Accounting first to process and then initiate the workfllow.
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• EA Type 
• Invoice Number 
• EA Number 
• EADate 
• Description, etc. 

This collection of metdata is referred to as Properties. 

One can view the Properties assigned to a scanned invoice by scrolling across the Column 
headings in the default Library view and using the search, sort and filter options described 
below. 

Opening Library Files and Invoices 
To view an item in either library, click on its Name which is a hyperlink. The file type will 
determine which application is launched.  

Files 
In the Files library there will be a greater amount of Adobe Acrobat PDF files since these 
files were uploaded to the system by EA requestors when they completed the original 
request. 

Invoices 
For the most part, the Invoices library will house .tif files since they were created by 
scanning a paper original.  If you hover over the icon in the Type column, you will see a 
screen tip with the full file name which shows the file type extension.  .Tiff files are 
indicated by a paper icon with a blue and green image on it.  

After clicking on the name of .tif file, you will be presented with a dialog box with radio 
buttons asking if you want to open the file in Read Only or Edit mode. 

If you select Read Only, the file will open in the Windows Picture and Fax Viewer. If you 
select Edit, the Windows Paint application will launch and you could annotate the file with 
the Paint tools.  However, annotating is not recommended instead you should return to the 
actual EA or CR and enter what you wanted to annotate in the Special Instructions or 
Comments fields where everyone will see them. 

 

Searching 

Site level 
You can search for text or files on a SharePoint site or list by entering a word or phrase into the 
Search this site… box. When you search a SharePoint site, your query searches the current site 



September 13, 2011  Page 14 

and any sub-sites below it. To search across multiple sites, start your search at the home or root 
site.  

List level 
When you know that the content you are looking for is contained in a specific list or library, 
start your search in the Search this site…box on that List or Library page. 

SharePoint 2010 Search Wildcard Characters 
You can use the wildcard characters — question mark (?) and asterisk (*) in find_text. A 
question mark matches any single character; an asterisk matches any sequence of characters. If 
you want to find an actual question mark or asterisk, type a tilde (~) before the character. 

Sorting and Filtering Lists and Libraries 

Sorting 
Lists and Libraries are sorted into columns that have column headings taken from the 
corresponding form fields found in the Requests Forms (EA or CR). 

You will need to use the left to right scroll bar located at the bottom of the page to see all 
column headings. 

You can sort any column by clicking on its column heading. If you hover over the column 
heading, you will expose a drop-down arrow which when clicked offers an MS Excel/Access-like 
menu that gives you options to perform an alphabetical A-Z sort or reverse alphabetical Z-A 
sort. Below the dotted-line on that same drop-down menu is an area for filtering the data 
contained in the column. 

Insert Screen Shot here. 

Filtering 
Below the sorting options on the column drop-down menu is the option to filter the column by 
all the data values contained in the list. It is only possible to select one value at a time. When 
you return to the results screen, you will see a funnel icon next to the column heading upon 
which you placed the filter. To remove the filter, hover over the column heading to expose the 
menu and select the Remove filter from (column heading) item after the sort commands. 

Expenditure Request Authorization 
Procedure 

1. Expenditure Authorizations (EAs) are initiated 
within the SharePoint system by an authorized 
user, (the Requestor) who accesses the 
Expenditure Authorization form, a copy of 
which is attached as Appendix A. The form 
contains a number of data fields to complete, a 
description of which is included in a section 
following this procedure.  

EAs are vendor specific, and therefore vendors must be properly identified. The Requestor 
identifies the proposed vendor by accessing the Lookup button next to the Vendor Number 
field. In the subsequent Vendor Lookup window, the Requestor can perform a search on the 
following fields (individually or in combination): 

• Vendor Number 

Helpful Tip:  Next to each field 
on the EA form, a question 
mark icon will appear. 
When the user hovers over the 
icon, a tooltip appears with a 
brief description of what 
should be in that field. 
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• Vendor Name 
• Address, City and State fields 

Search results appear in a grid in the 
same window. Use the Select text at the 
beginning of an entry to designate the 
correct vendor and then scroll down and 
click on the Add Vendor button at the 
bottom of the window. You will be 
returned to the EA Form and the Vendor 
information will be populated. 

2. If the vendor is new and not contained 
within the ALA vendor file, a New 
Vendor Request process is initiated by 
clicking on the corresponding button on 
the EA form. The New Vendor Form will 
appear (Attached as Appendix B) which 
will contain a number of vendor information fields to complete. 

The Requestor must complete the mandatory fields, which include vendor name, address 
and phone number information, and is strongly encouraged to complete all fields. 

Vendor bank information (routing and account numbers) or tax identification numbers 
received by the Requestor are to be delivered separately to Accounts Payable. 

Vendor supporting documents that don’t include confidential tax or banking information 
may be attached to the EA. When the form is saved, it is automatically submitted to 
Accounts Payable, which receives an e-mail notification and will proceed to approve and set 
up the new vendor in the ALA vendor files. The Requestor may then return to the EA form 
to resume the request process. 

The vendor number assigned by SharePoint system is an automatically generated number 
which acts as a placeholder and does not correlate with the vendor number that will 
ultimately be created in Great Plains (GP) our accounting system. Once a vendor has gone 
through the approval process and an actual vendor number has been established in GP, 
Accounting will update the EA with the new vendor number. 

3. The Requestor proceeds to complete the remaining applicable fields pertaining to the 
proposed purchase. 

4. The Requestor should pay particular attention to the Approval field. The person appearing 
in the Approver field is the person who has been designated as the Requestor’s supervisor, 
per the work rules developed from ALA organizational relationships.  

If it is appropriate that another person within the Requestor’s unit first reviews the EA, the 
Requestor may re-designate the Approver by selecting the user from the drop-down list. 
The name of the desired reviewer then appears in the Approver field, and the EA will next 
be forwarded to that person. This feature allows for the review of the EA by a project 
manager, or some other person within the unit who needs to review the EA, prior to 
submission of the EA to the Approver. 

If it is desired that a person outside the unit review the EA, that review should be conducted 
outside of the SharePoint workflow process. It is intended that the EA preparation and 

Helpful Tip:  The requestor, if 
preparing multiple EAs that will 
necessitate registering new 
vendors, is strongly encourage to 
separately transmit a listing of 
the vendors to Accounts Payable 
prior to preparing the EAs and 
request that the new vendors be 
registered. Once these new 
vendors are registered, the EA 
process will then be 
uninterrupted by the need to 
register new vendors. 



September 13, 2011  Page 16 

approval process be restricted to the unit initiating the EA. The only exception to this is that, 
when the EA has reached the point at which the approval of an AED is required, the AED is 
or will be absent, and approval is needed before the AED’s return,  the AED approval may 
be re-designated to an AED outside of that unit. 

5. The Requestor should upload various supporting materials, such as contracts, bid 
documents, correspondence and other items, in the File to Upload field. 

6. To complete the request, click the Add, Save and then the Submit button located at the top 
of the form. 

If the Requestor is not able to complete the EA, click the Save but not the Submit button. 
The EA will then be saved for future completion, and will be accessible by returning to the 
Finance System and using the Expenditure Request list to return to the EA. Read the Sorting 
and Filtering Lists and Libraries section in these instructions to learn how to locate requests 
quickly. which will be sorted by Vendor, or the EA number. If the Requestor decides not to 
pursue or to discontinue a request, the EA request may be canceled by clicking the Cancel 
button, which will remove the request and cancel all pending workflows. 

7. Once an EA is submitted, the approval workflow is initiated. A system generated E-mail 
notification to the first approver is sent. A flowchart of the EA Approval Process is attached 
as Appendix C. 

8. The approver, upon this notification, reviews the EA and supporting documentation.  If the 
approver approves the EA, an additional E-mail notification will, if another level of approval 
is required, be sent to the next approver. This can occur when the approval amounts are 
over $10,000, in which case the approval of an AED is required, and/or the EA is for a capital 
expenditure item, for which the final approval of the Finance AED is required. 

9. If an approver rejects the EA, a system generated E-mail notification is sent to the 
Requestor, who may re-start the approval process after addressing the reasons for the 
rejection, or stop the process by canceling the EA. 

10. Upon final approval of the EA, an E-mail notification is sent to the EA initiator advising of 
the approval. The EA initiator may then proceed with the procurement. 

Description of Expenditure Authorization Fields – (See Appendix A) 

Requested By: 
This field is automatically populated with the username of the logged in user and is non-
editable. 
Vendor Number, Vendor Name 

One cannot begin to type in either of these fields but rather must click on the Lookup 
button next to the Vendor Number field. In the subsequent Vendor Lookup window, the 
Requestor can perform a search on the following fields (individually or in combination): 

• Vendor Number 
• Vendor Name 
• Address, City and State fields 

Search results appear in a grid in the same window. Use the Select text at the beginning of an 
entry to designate the correct vendor and then scroll down and click on the Add Vendor button 
at the bottom of the window. You will be returned to the EA Form and the Vendor information 
will be populated. 
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Vendor Contact 
If this field is not auto-populated when a Vendor Number is entered, then the initiator should 
populate the Vendor Contact field with the name of the person who represents the vendor 
regarding the pending transaction. 

EA Type 
From this drop-down field, the Requestor selects the type of expenditure proposed. 
Expenditure options that are initially shown are:  

• publishing 
• conference related 
• fixed assets 
• building improvements 
• capital expenditures 
• professional services 
• grants and awards 
• other 

EA Number 
A unique EA number is automatically assigned by the system. 

CEA Number 
If the EA is for a capital expenditure item, the Requestor enters the CEA number associated 
with the proposed expenditure. This is a text field and the proper format of a CEA number is 
YYYY-N-NN. If you do not remember your CEA number, contact Sandra Lee. Otherwise, this field 
is left blank. 

EA Date 
This field is completed by placing the cursor on the calendar icon. A calendar will extend, from 
which the Requestor should select the current date. 

Description 
This is a text field with which to enter information describing the items or services to be 
procured. It is highly recommended that a descriptive text of the proposed commitment be 
entered, as this field will be referenced to the EA. 

EPLS Verification 
If the Expenditure Authorization request pertains to expenditures funded by a Federal grant, 
the Excluded Parties List System (EPLS) Web site must be accessed to verify that the proposed 
vendor is not on the Federal debarment list. A link to this web site is provided on the 
Expenditure Authorization form for the Requestor to verify this, if the Requestor has not 
already done so. Once this is done, the Requestor selects the EPLS Verification checkbox. If this 
is not applicable, the Requestor ignores this field. In the unlikely event that the vendor is 
debarred, the Requestor notates this in the EA, saves the EA, and proceeds no further with the 
request. 

Special Instructions 
This field is optional and may contain additional information helpful to the approver or other 
information, such as shipping or delivery provisions, as needed. 

mailto:slee@ala.org?subject=CEA%20Number�
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Payment Currency 
This field, which is set with US Dollars as the default currency, indicates the currency in which 
the transaction will be settled. The Requestor indicates currencies other than US Dollars by 
selecting a value from the drop-down list. If the currency does not appear in the drop-down list, 
indicate that it is other and note the currency in the Special Instructions field above. 

Approver 
The person appearing in the Approver field is the person who has been designated as the 
Requestor’s supervisor, per the workflow rules developed from Association organizational 
relationships. If it is appropriate that another person within the Requestor’s unit first review or 
approve the EA, the Requestor may re-designate the approver by selecting the name of the 
appropriate reviewer/approver from the drop-down list. 

The name of the desired reviewer or approver then appears in the Approver field, and the EA 
will next be forwarded to that person. This feature allows for the review of the EA by a project 
manager, or some other person within the unit who needs to review the EA, prior to 
submission of the EA to the approver. If it is desired that a person outside the unit review the 
EA, that review should be conducted outside of the SharePoint workflow process. It is intended 
that the EA preparation and approval process be restricted to the unit initiating the EA. The 
only exception to this is that, when the EA has reached the point at which the approval of an 
AED is required, the AED is or will be absent, and approval is needed before the AED’s return,  
the AED approval may be re-designated to an AED outside of that unit. 

Account Designation Fields 
The account destinations of the proposed expenditure are then indicated. Drop-down boxes are 
provided to access the proper account number. The Requestor then selects an account to be 
charged and clicks the Add button. If the Requestor chooses a non-existent account number, 
the system will display a message that the account is not valid and the Requestor must re-enter 
the account number to an existing number or stop the Check Request process to request the 
set-up of a new account number. 

If a new account setup is necessary, the Requestor would Save the Check Request using the 
Command icon at the top of the form, prior to signing out of SharePoint and initiating a new 
account setup. 

The draft Check Request can then be retrieved within the Check Request List item on the Left 
Navigation pane. 

Once an account number is added, the account added will appear above the account number 
fields and additional accounts can then be added to the expenditure distributions.  

Fund Sub Fund, Unit, Line Item, Project 

 

Drop-down boxes are provided to create valid GL account number strings.  If the account 
number entered is inactive or invalid, an error message will be presented below the incorrect 
GL string. 
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If you cannot complete your request with a valid string, you will need to individually clear each 
drop-down box and then Save the form until you learn the correct existing string or learn from 
Account that the inactive or new account has been added to the SharePoint system from our 
accounting software, Great Plains (GP). 

Account/Fiscal Year Fields 
These are multiple fields and allow for the allocation of the planned EA expenditure to future 
years. For example, if the request is to enter into a three year contract beginning September 1, 
2011, the Requestor would indicate the amounts of spending indicated for fiscal years 2012, 
2013 and 2014. The grand total of the expenditure must equal the totals indicated in the 
expenditure account allocation fields. 

The account destinations of the proposed expenditure are then indicated. 

File to Upload 
The Requestor may upload various supporting materials, such as contracts, bid documents, 
correspondence and other items. Place the cursor on the Browse button and locate, highlight 
and double click on the highlighted file.  

File Type 
Access the drop-down description that best fits the uploaded file.  

Description Field 
The user adds additional text information, if necessary, in this field. 

Expiraton Date 
This field is to indicate the final date that services can be rendered or items can be purchased 
under the proposed commitment. Locate the appropriate date on the drop-down calendar and 
double click. This field is information only and will not trigger an automatic cancellation or 
expiration of the EA when that date occurs. 

New Vendor Form – (See Appendix B) 

 

Description of New Vendor Form Fields – an asterisk (*) connotes a required field. 

Vendor Number 
This will be assigned by the system and is uneditable. 

Vendor Name* 

Vendor bank information (routing and account numbers) 
or tax identification numbers received by the Requestor
are to be delivered separately to Accounts Payable and 
should not be attached to the New Vendor form.  Since 
these confidential attachments would be viewable in the 
Files Library by all members of the workflow unit .
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Enter the official name that the vendor uses on their invoices or other official documents. 

Address, City, State, Zip Code* 
Enter the address to which payments are to be remitted. 

Phone Number* 
Enter the phone number of the vendor representative who will be most dealt with. 

E-Mail 
If available, enter the E-Mail address of the vendor representative who will be most dealt with. 

Fax Number 
If available, enter the Fax Number of the vendor representative who will be most dealt with. 

Customer Number 
This is the Association’s customer number as assigned by the proposed vendor. 

Payment Terms 
Enter the vendor’s standard payment terms. 

Website Address 
Enter, if available and desired, the vendor’s website address. 

Check Request/Invoice Policies 

To review these policies refer to Page 1, Policy regarding Authorization & Check Requests. 

To view the Check Request/Invoice Workflow diagram see Appendix E. 

Check Request/Invoice Processing Procedures 

Invoices That Have an EA - (See Appendix F) 

1. The process begins with the receipt of an invoice by Accounting, per ALA policy. If not yet 
done, Accounting will scan paper invoices and electronic documents into the Invoices 
Library. 

2. Accounts Payable (AP) then processes the invoices in Knowledge Lake. This involves the 
indexing of the invoices so that they may be properly retrieved to begin the approval and 
payment processes. 

3. Accounts Payable determines whether an Expense Authorization (EA) exists for the invoice 
being reviewed. This can be accomplished in several ways, the foremost of which is if the 
invoice notes the EA number. If not, AP accesses the vendor and reviews a drop-down list of 
open EAs associated with the vendor to determine if there is a match.  

4. If it is determined that there is a match with an open EA, the EA reference is selected and 
the expenditure line items (GL codes) will display in the grid. Accounts Payable reviews each 
invoice and will, following a consultation with the reqeustor’s unit, enter any remaining GL 
code(s) and corresponding amounts. 

5. Accounts Payable reviews each invoice and will, if necessary, enter any remaining GL 
code(s) and corresponding amounts. Invoices with an EA can include, but are not limited to, 
contract deposits, progress payments against a contract or service agreement, single 
procurements, or purchases against a blanket EA. 
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6. The workflow process will then select the approver group and an E-mail notification will be 
sent to the invoice owner (the Requestor of the matching EA). 

7. The invoice owner will review the invoice, compare it to the EA, and review and modify, if 
necessary, the data fields contained within the Check Request form. In addition, the invoice 
owner may also attach any additional documentation related to the payment request.  

8. The invoice owner, upon completing the Check Request form, will return the Commands 
area at the top or bottom of the form, and click the Submit button. This changes the status 
of the request to In Process. If the user wishes to return to the request at a later time, he or 
she can Save the request and retrieve it later from the Check Requests List located on the 
Left Navigation Pane. This action will place the request in Pending status.  

9. The approver will then receive an e-mail notification that the check request is pending 
review, and can access the check request. 

10. The approver will review, compare the invoice to the EA, and approve the invoice. In the 
event that the approver rejects the invoice, an E-mail notification is sent by the SharePoint 
system to the Requestor. 

11. If the payment amount is greater than $10,000, the approval of an AED is required and the 
SharePoint system will route the invoice for approval by the appropriate AED. 

12. If the payment is for a capital expenditure item, the SharePoint system will, in addition, 
route the invoice to the AED, Finance for final approval. 

13. If the expenditure authorization request pertains to expenditures funded by a Federal grant, 
the Excluded Parties List System (EPLS) web site must be accessed, if not done so during the 
EA process, to verify that the proposed vendor is not on the Federal debarment list. A link to 
this web site is provided on the payment request form for the Requestor to verify this. Once 
this is done, the Requestor checkmarks the EPLS Verification box. The vendor cannot be 
paid from Federal grant funds if it has been debarred. If this is not applicable, the Requestor 
ignores this field. When final approval is obtained, the SharePoint system generates an E-
mail notification to Accounting. The request is now in “Approved” status.  

14. Accounting reviews the invoice and makes any necessary changes and authorizes payment. 
The Controller reviews all invoices of over $10,000, all grants, endowments, legal fees and 
audit fees. The Assistant Controller reviews all invoices of over $5,000. The Accounting 
Manager reviews all invoices of under $5,000, as well as grant related invoices, and the AP 
staff reviews all invoices under $1,000. 

15. Upon approval for payment by Accounting, an E-Mail notification to the workflow initiator is 
sent, advising that approval for payment has been granted. 

16. Payment of the invoice will then be processed through the ALA accounts payable system. 
Once this has been accomplished, the status of the request will be changed to “Paid”, and 
the check request no longer can be modified or re-submitted. 

Invoice Processing Procedure – Invoices That Do Not Have an EA (See Appendix 
F) 

1. The process begins with the receipt of an invoice by Accounting, per ALA policy. If not yet 
done, Accounting will scan paper invoices and electronic documents into an electronic 
invoice folder.  
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2. Accounts Payable then processes the invoices in Knowledge Lake. This involves the indexing 
of the invoices so that they may be properly retrieved to begin the approval and payment 
processes. 

3. Accounts Payable determines whether an EA exists for the invoice being reviewed. This can 
be accomplished in several ways, the foremost of which is if the invoice notes the EA 
number. If not, AP accesses the vendor and reviews a drop-down list of open EAs associated 
with the vendor to determine if there is a match. 

4. If there is no EA associated with the vendor, Accounts Payable will create a check request 
and assign an owner. A portion of the Check Request form, including the vendor 
information, will be populated by SharePoint, based on information taken from the invoice. 

5. An E-mail notification is then sent to the owner to complete the Check Request. 

6. The requestor then completes the remaining applicable information on the Check Request 
Form. (Helpful Tip:  Next to each field on the Check Request form, a question mark icon will 
appear. When the user hovers over the icon, a tooltip appears with a brief description of 
what should be in that field. This will help users unfamiliar with the field know what to 
provide). In addition, a Description of Check Request Fields is provided as a reference 
section at the conclusion of these procedures. 

7. The requestor, upon completing the Check Request screen, will click the “submit” button. 
This changes the status of the request to “In Process”. If the requestor wishes to return to 
the request at a later date, he or she can “Save” the request. This action will place the 
request in “Pending” status. 

8. The approver then receives an e-mail notification that the check request is pending review, 
and can access the check request. 

9. The remaining approval steps are the same as those contained in the preceding procedure 
for “Invoices That Have An EA”. 

Invoice Processing Procedure – Check Request with No Invoice – (See Appendix 
G) 

1. This type of request is used for payment requests that are not accompanied by an invoice. 
This can include requests in which an EA is approved and scheduled payments have been 
contracted, but the vendor does not submit invoices, payments for deposits against a 
contract or service agreement for which no invoices will be received, payments negotiated 
via e-mail or other manual correspondents for which there is no formal contract, or other 
arrangements for which goods or services have been received, such as conference speaker 
services, with or without an EA, for which no invoice is to be submitted. This scenario also 
can include payments to multiple recipients, such as for honorariums, and payments for 
travel advances and non-ALA travel reimbursements. 

2. The requestor accesses the Check Request Form from the SharePoint system. 

3. The requestor completes all applicable fields of the Check Request. If the Check Request is 
associated with an EA, upon identifying the EA number, portions of the Check Request will 
populate from information contained in the EA. The requestor then proceeds to complete 
the remaining applicable fields. 

4. If the payment request is not associated with an EA, the requestor identifies the proposed 
vendor by populating either the Vendor Number, if known, or the Vendor Name field. When 



September 13, 2011  Page 23 

the requestor types the Vendor name, or portion of, the name will be validated. If several 
names are shown, the requestor can select the Vendor from among the options shown. 
Alternatively, the requestor may type only the first few letters, click “enter”, and assorted 
vendors will be shown on the Lookup screen. The requestor may select the correct Vendor 
by placing the cursor on that Vendor and clicking the “select” key.  

5. Once the proper vendor is selected, the Address, City, and Zip Code fields will automatically 
populate. The vendor contact field may be populated by the user with the name of the 
vendor representative with whom the user is conducting business. 

6. If the vendor is new and not contained within the ALA vendor file, a New Vendor Request 
process is initiated. The New Vendor Request – New Item (Attached as Appendix C) screen 
will appear, which will contain a number of vendor information fields to complete. The 
requestor must complete the mandatory fields, which include vendor name, address and 
phone number information, and is strongly encouraged to complete all fields. Vendor bank 
information (routing and account numbers) or tax 
identification numbers, if received by the requestor, 
are to be delivered separately to Accounts Payable. 
When the form is saved, it is automatically submitted 
to Accounts Payable, which receives an e-mail 
notification and will proceed to approve and set up the 
new vendor in the ALA vendor files. The requestor may 
then return to the Check Request form to resume the 
request process.  

7. The requestor, if preparing multiple Check Requests 
that will necessitate registering new vendors, is 
strongly encouraged to separately transmit a listing of the vendors to Accounts Payable 
prior to preparing the Check Requests and request that the new vendors be registered 
within the System. Once these new vendors are registered, the Check Request process will 
then be uninterrupted by the need to register new vendors.  

8. The requestor may then proceed to complete the remaining applicable fields of the Check 
Request” screen and may “Save” the request, if not completed, or “submit” the request for 
approval. 

9. The subsequent steps are the same as for the prior procedures, once the payment request 
has been submitted for approval. 

 

Description of Check Request Fields – (See Appendix D) 

This form looks very similar to the EA Form, however there are differences in a few fields and 
the workflow. 

Requested By: 
This field is automatically populated with the username of the logged in user and is non-
editable. 
Vendor Number, Vendor Name 
One cannot begin to type in either of these fields but rather must click on the Lookup button 
next to the Vendor Number field. In the subsequent Vendor Lookup window, the Requestor can 
perform a search on the following fields: 

Helpful Tip:  Next to each field 
on the Check Request form, a 
question mark icon will 
appear. When the user hovers 
over the icon, a tooltip 
appears with a brief 
description of what should be 
in that field. 
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• Vendor Number 
• Vendor Name 
• Address, City and State fields 

individually or in combination 

Search results appear in a grid in the same window. Use the Select text at the beginning of an 
entry to designate the correct vendor and then scroll down and click on the Add Vendor button 
at the bottom of the window. You will be returned to the EA Form and the Vendor information 
will be populated. 

Vendor Contact 
If this field is not auto-populated when a Vendor Number is entered, then the initiator should 
populate the Vendor Contact field with the name of the person who represents the vendor 
regarding the pending transaction. 

Check Request Number 
This field will automatically populate. 

Invoice Number 
If an Invoice exists for this check request, type the number here. 
Check Request Type 
From this drop-down field, the Requestor selects the type of expenditure proposed. 
Expenditure options that are initially shown are:  

• publishing 
• conference related 
• fixed assets 
• building improvements 
• capital expenditures 
• professional services 
• grants and awards 
• other 

CEA Number 
If the EA is for a capital expenditure item, the Requestor enters the CEA number associated 
with the proposed expenditure. If you do not remember 
your CEA number, contact Sandra Lee. Otherwise, this 
field is left blank. 

Complete EA 
If this is the final check request for an EA that had a single 
payout or the last request for recurring payouts extended 
over a fiscal year, select this checkbox. 

EA Reference 
This field will contain a dropdown box for the user to 
select the applicable approved EA. 

Request Date 
This field will contain a calendar from which the user can 
select the current date as the request date. 

If the vendor is new and not 
contained within the ALA 
vendor file, a New Vendor 
Request process is initiated. 
The New Vendor Form will 
appear (Attached as 
Appendix B) which will 
contain a number of vendor 
information fields to 
complete. 

mailto:slee@ala.org?subject=CEA%20Number�
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Payment Date 
The Requestor may indicate a date that payment is requested for or by. 

EPLS Verification 
If the Check Request pertains to expenditures funded by a Federal grant, the EPLS web site 
must be accessed to verify that the proposed vendor is not on the Federal debarment list. A link 
to this web site is provided on the Expenditure Authorization form for the Requestor to verify 
this, if the Requestor has not already done so. Once this is done, the Requestor checkmarks the 
EPLS Verification box. If this is not applicable, the Requestor ignores this field. In the unlikely 
event that the vendor is debarred, the Requestor notates this in the Check Request, as the 
vendor cannot be paid from Federal grant funds. 

Description 
This is a text field with which to enter information describing the items or services that were 
procured. 

Special Instructions 
This is optional and may contain additional information, such as special payment provisions, as 
needed.  Refrain from writing these instructions on the paper invoice but add them to this field 
instead so they can be seen by everyone in the workflow group without having to open the 
Invoice from the Library. 

Comments 
This is a text field in which the user can provide various comments, such as evaluations of the 
product received, etc. Refrain from writing these instructions on the paper invoice but add 
them to this field instead so they can be seen by everyone in the workflow group without 
having to open the Invoice from the Library. 

Attention To 
If not provided for on the invoice and special instructions are needed, the user may indicate to 
whom payment should be directed.  This field may also be used for internal alerts. 

Payment Currency 
This field, which is set with US Dollars as the default currency, indicates the currency in which 
the transaction will be settled. The Requestor indicates currencies other than US Dollars by 
placing the cursor on the drop-down box, highlighting the desired currency, and clicking the 
enter key. If the currency does not appear in the drop-down list, indicate that it is “other” and 
note the currency in the “Special Instructions” field above. 

Charge to Fiscal Year Field 
The user should indicate whether the charge is to the prior year (often for invoices that are 
received in the first few months of a fiscal year), the current fiscal year, or the next fiscal year 
(often for pre-payments for services to be rendered in the next month).  

Approver 
The person appearing in the Approver field is the person who has been designated as the 
Requestor’s supervisor, per the workflow rules developed from Association organizational 
relationships. If it is appropriate that another person within the Requestor’s unit first review or 
approve the EA, the Requestor may re-designate the approver by selecting the name of the 
appropriate reviewer/approver from the drop-down list. 
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The name of the desired reviewer or approver then appears in the Approver field, and the EA 
will next be forwarded to that person. This feature allows for the review of the EA by a project 
manager, or some other person within the unit who needs to review the EA, prior to 
submission of the EA to the approver. If it is desired that a person outside the unit review the 
EA, that review should be conducted outside of the SharePoint workflow process. It is intended 
that the EA preparation and approval process be restricted to the unit initiating the EA. The 
only exception to this is that, when the EA has reached the point at which the approval of an 
AED is required, the AED is or will be absent, and approval is needed before the AED’s return,  
the AED approval may be re-designated to an AED outside of that unit. 

Account Designation Fields 

 

The account destinations of the proposed expenditure are then indicated. Drop-down boxes are 
provided to access the proper account number. The Requestor then selects an account to be 
charged and clicks the Add button. If the Requestor chooses a non-existent account number, 
the system will display a message that the account is not valid and the Requestor must re-enter 
the account number to an existing number or stop the Check Request process to request the 
set-up of a new account number. 

If a new account setup is necessary, the Requestor would Save the Check Request using the 
Command icon at the top of the form, prior to signing out of SharePoint and initiating a new 
account setup. 

The draft Check Request can then be retrieved within the Check Request List item on the Left 
Navigation pane. 

Once an account number is added, the account added will appear above the account number 
fields and additional accounts can then be added to the expenditure distributions.  

File to Upload 
The Requestor may upload various supporting materials, such as contracts, bid documents, 
correspondence and other items. Place the cursor on the Browse button and locate, highlight, 
and double click on the highlighted file. If requestors are in possession of an invoice, they 
should not attach them here, instead they should forward them to Accounts Payable (AP) either 
by hand if possession of a hard paper copy or electronically as an attachment to the 
Financial_Systems_Hotline@ala.org email address.  AP will add the invoice to SharePoint and 
then initiate the workflow.  Requestors will receive an email notification that a Check Request 
has been added to their Tasks list. 

 

File Type 
Access the drop-down description that best fits the uploaded file.  

Description Field 
The user adds additional text information, if necessary, in this field. 

mailto:Financial_Systems_Hotline@ala.org�


September 13, 2011  Page 27 

Expiration Date 
This field is to indicate the final date that services can be rendered or items can be purchased 
under the accompanying EA. Locate the appropriate date on the drop-down calendar and 
double click. If the Check Request is not linked to an EA, this field is left blank.  

Email Notifications 

 

Each member of a workflow group will receive an e-mail notification from the American Library 
Association [finance@ala.org] when a review/approval task has been assigned to him or her. 

Make sure to add finance@ala.org to your safe senders lists in Outlook and Postini so that 
these notifications are delivered to your inbox. 

Certainly, you can create rules to have all emails sent from finance@ala.org to be moved to a 
particular folder in your mailbox. 

Within the email body are links to View the EA or CR in the ALA BPP Finance SharePoint System. 
Remember these links will only work when launched from within the office since one cannot 
access the platform from outside of the office. 

IE not your default browser? Then don’t follow links, go to Finance System instead 
Additionally, since the Finance MS SharePoint System should be accessed in MS Internet 
Explorer, if you have set another default browser it is recommended that you don’t use the 
links but rather upon receipt of an email notification go to http://finsharepoint in Internet 
Explorer and go to the Tasks list on your Home page. 

Returning to IE as your default browser if you so choose 
Refer to the screenshot on the next page. 

If you have set another default browser but want to revert to Internet Explorer, you can do so 
by: 

1. Clicking the Windows XP Start button 
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1. Select Control Panel 

2. Open the Add/Remove Programs option 

3. Select the Set Programs Access and Defaults button on in the left pane of the window. 

4. In the Choose a Configuration box, expand the Custom option. 

5. Select the Internet Explorer radio button and then click OK. 

 

Getting Help with the ALA BPP System 

• The Finance & Accounting unit provides support for the ALA BPP Finance SharePoint System 
not ITTS 

• This including creating authenticated users, assigning permissions and providing training 
for incoming employees 

• An email account called Financial_Systems_Hotline@ala.org has been established where all 
users can submit help requests 

 

• Issues with the ALA BPP SharePoint system should not be entered into Track-IT!, since that 
is the workorder platform for ITTS 
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Appendix A:  Expenditure Authorization Form 
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Appendix B: New Vendor Form 
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Appendix C:  EA Approval Process Workflow 
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Appendix D:  Check Request Form 
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Appendix E: Check Request/Invoice Workflow 
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Appendix F: Invoices that Have an EA or Don’t Have an EA Decision Tree 
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Appendix G:  Invoice Processing Procedure – Check Request with No Invoice 
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