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Process Overview
• Subcontract invoices will be routed to department personnel 

and PIs electronically 
• The process runs through NUFinancials just like other 

transactions such as REQs, PRQs, Expense Reports etc.
• In this new process, a Voucher transaction is routed for 

approval (or denial).
• The subrecipient’s PDF invoice is attached to the transaction 

so it can be reviewed.
• Once the Voucher transaction receives an approval, it then 

routes to the next person for approval.
• The routing process is: 

ASRSP > Department Personnel > PI > ASRSP > Accounts 
Payable, which is the same as the current email process.
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Process Highlights
• No need for wet signatures!
• No need for Receipts. One less step!
• Approvals can be done from anywhere 

NUFinancials can be accessed
• Turnaround time is significantly faster
• Queries will allow ASRSP to track the status 

of approvals and provide follow-up reminders
• NetID approvals are captured electronically 

for audit purposes
• A few schools are already using this!
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Process Roles
• Process utilizes roles defined on the 

Project Team page in NUFinancials
• Roles are defined per ProjectID number
• A new role has been created called 

SUBKAD (subk administrator)
• Notifications are sent:

– To both RADM and SUBKAD, but only 1 
person needs to approve the voucher

– To the PI
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Process Transactions

• REQ/PO is setup by department
• Voucher is created by ASRSP for each 

invoice
• PDF invoice is attached to Voucher
• Receipt no longer needs to be processed 

by the department.  ASRSP will create the 
Receipt as part of the Voucher process.
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Subcontract Invoice PI Certification

5

• Approvals will be applied via NUFinancials Workflow
• A system-generated email notification will be sent to the 

next approver
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Subcontract Invoice PI Certification
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• Invoices will be processed as a Voucher transaction
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Subcontract Invoice PI Certification
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Workflow Routing
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ASRSP > Dept. Contact > PI > ASRSP > Accounts Payable
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Subcontract Invoice PI Certification

• Job Aid is available
• Process can begin as soon as the next 

subcontract invoice arrives
• Your ASRSP Senior Accounting 

Representative will contact you
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Thank you!
Kathy Watson, ASRSP Subcontracts Manager
847-467-6395
kathy-watson@northwestern.edu
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