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W] ® Gift Award Form in Cardinal Financials pce they O

g Catholic’s Promise, together

Gift Award Form i1s now in Cardinal Financials!

My Forms

Applying for gift cards or gifts is now done in Cardinal Financials in the My Forms
utility. This replaces the old Gift Card Approval Form. It will no longer be necessary to =
send it by email for approval and processing. =4

The new Gift Award Form will be processed through Cardinal Financials, routing it to
all appropriate and designated supervisors for their review and approval. Once approved
you will be notified a Controller's Office department person on how to proceed with distributing your
gift card or gift award.

Instructions
Save

*Description

Approval Status Initial Created On
This is so cool!

*Requester's Name
*Department Name 9

*Phone number (ext)

GL codes

*Org/Dept Q *Fund Code

“Class Q *Account

Approval

\\\\\\\\

Like Payment Requests in Cardinal Financials, you will be able
to track the Approval History of your submitted Gift Award
Form.

Approvals

Approvers of submitted Gift Award Forms will find them awaiting in their
= Approvals utility in Cardinal Financials just like pending approvals for
submitted Payment Requests

‘OFFICE OF THE CONTROLLER

_ Step by step instructions are available to users in
Forms Procurement and Payment Services, Forms Section:
Gift Award Form Manual
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Gift Award Form Manual
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This Gift Award Form Manual is attached to this bulletin for your convenience

For a limited time, brief training sessions are being offered (15 min). Sign up on P&PS Training Calendar here.
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