SALARY ENCUMBRANCE AUTHORIZATION MANUAL

This manual documents the step by step procedures for your WISDM Business Unit administrator to follow to authorize users for the Salary Encumbrance application.  

The Salary Encumbrance application operates within WISDM and uses the authorization system of WISDM, so this process is similar to the normal authorization procedures of WISDM.
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ASPECTS of SALARY ENCUMBRANCE AUTHORIZATION

Separate Role

The Salary Encumbrance maintenance application is defined as a separate ‘role’ within WISDM.  This role has already been set up for your Business Unit, but, until you assign this role to a user and grant data access privileges to this user, the application will remain invisible.  

Separate Data Access Grant

The separate role allows the WISDM administrator to assign separate levels of data access to a user for maintaining salary encumbrances than is assigned for generic WISDM browsing.  For example, a user may be permitted to maintain salary encumbrance records for one specific division, but may be permitted to query and browse WISDM pages for the entire Business Unit.

Types of Data Access Grants for Salary Encumbrance Maintenance

There are two types of grants that the Salary Encumbrance application checks before allowing a user to proceed.  They are:

Business Unit grant

A grant at the Business Unit level supercedes any and all department level grants.  It gives the user universal rights to maintain salary encumbrances for any department within the Business Unit.

Department Level grant(s)

One or more grants at the department or at a node level within the department authorization tree may be assigned to a user.  The grants give the user authorization to maintain salary encumbrances for the named departments or nodes within the Business Unit.  

Warning!

Even though the administrator can attach fund, project, and/or manager grants to the Salary Encumbrance maintenance role, they are not checked by the Salary Encumbrance application at this time. The fits the design goal of making the Salary Encumbrance application as similar to EPRQ as possible. 
Same WISDM login ID and password

The user logs into WISDM with the same login ID and password that s/he normally uses.

For the WISDM Administrator

Initial Steps

The user must be set up as a WISDM user before s/he can be assigned the role of Salary Encumbrance maintenance.  This document does not provide instructions about how to set up a new WISDM user.

Salary Encumbrance Authorization “How To”

Step 1:  Edit User

Once the user has been set up, the administrator selects the “Edit Users” path from the WISDM main menu.
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The system responds by listing the authorized users.  The administrator may scroll down to find a specific user.  If it is a long list, the administrator may click the “SEARCH ALL USERS” link to find the specific user.
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WISDM responds by providing a criteria entry panel for the administrator to use in limiting the search for matching candidates.  
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The system responds to the submittal of criteria by listing the matching candidates.  The administrator clicks the appropriate link to select the user.


[image: image4.png]:ARCH CRITERIA

User Name

msnbe

Real Name [ic seacty ] |

Email [is sacty =] |

Records Per Page 0 3
Submit
e s wweees e e e
msnbergeman Jenny Bergemann-Hantz hantz@engr.wisc.edu
manbethr BethAnne K. Rettenmund bethr@primate wisc.edu
msnbendres Barb Endres be@mail sth.wisc. edu
msnberstad Beth Erstad berstad@cals wisc.edu
msnberlenborm Barbara Erlenborm bjerlenb@facstaff wisc.edu
msnbegan

Brenda Egan

Viewing Rows 1- 6 of 6

egan@waisrman wisc.edu




The system responds by displaying the user attribute page.

The administrator clicks the “User Rights” link in the black navigation menu across the top of the page.
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The system responds by displaying the rights that have already been assigned to the user.

In this example, the user has been granted a WISDM role of “Full” (meaning full navigation rights) for division 52 for the UWMSN Business Unit.

The system is ready for the administrator to assign a new role (or expand the data access rights for the current role) using the last row in the list, which is a data entry row.
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To authorize the user for Salary Encumbrance maintenance, the administrator must fill in the pending (last) row as follows:

1. Select “Salary Encumbrance” (not shown) from the dropdown listbox under the “Role” column.

2. Select “Organization” or “Business Unit” from the dropdown listbox under the “Col” column.

3. If “Organization” is chosen from the dropdown listbox, the administrator has several options for specifying one or more deptid values for the user.

a. Enter a subdepartment, major department, or division level code in the “Value” textbox.

b. Click the blue down arrow to enable the specification of search criteria to use in selecting a deptid.

4. If “Business Unit” is chosen from the dropdown listbox, the Business Unit (UWMSN) is automatically filled in by the system.

5. Click the Grant  button (not shown)  to submit the permit.

6. Repeat  steps 1 – 4 for as many deptid values as needed to authorize the user.

For example, here the user has been assigned the right to maintain Salary Encumbrances for department 520100:
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If the user now logs into WISDM, the Salary Encumbrance navigation line will appear on the Main Menu for the user.
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