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How to Request DAL Authorization to Access Workday Adaptive Planning

Before employees can access Workday Adaptive Planning (Adaptive), they must receive
authorization through the Departmental Authorization List (DAL). Responsible fiscal officers
(RFOs) or deans, directors, or chairs (DDCs) request the authorization for them.

Note: Authorization to Workday Adaptive Planning does not provide access to UCF Financials.

Step | Action

1. Determine the required budget level. If you are unsure what levels will be needed, refer to the
online resource that lists budget levels https://financials.ucf.edu/helpful-resources-adaptive-
planning-level-hierarchy-sbl/.

2. On the DAL Navigate to Department Authorization > Employee Information.
Ensure the Employee Details section is filled out with all required information.

Favorites | Main Menu > Departmental Authorization~ >  Employee Information

Employee Details PCA Details PRC Details Employee Training Adaptive Planning

Empl ID 0000000  Addy
*NID | Addy Q Receive Final Notification
*Telephone |407/882-0000 For DDC or RFO only: Check to
-Fax | 407882-0000 receive notifications

*Business Email Add@ucf.edu

SpeedType  |02500001
Key

*Location 810201335

Q FNACT.GENERAL  Fund [10001 |@QProgram|7z |@
ACCOUNTING
R RESEARCH PAVILION
Required Fields for PRA, PRC, SBC, SBA:
Ship To (Reqd for PRA and Q

PRC)
Default Requester (PRA Only) A

SBL Journal Source (SBC/SBA Only) Q

&) Save | [aP Return to Search | (=] Notify 4 Add

Employee Details | PCA Details | PRC Details | Employee Training | Adaptive Planning
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Step | Action

3. Select the Adaptive Planning tab and use the magnifying glass icon to select a Budget

Level.
Favorites + | Main Menu - » Departmental Authorization v >  Employee Information
New Window
Employee Details PCA Details PRC Details Employee Training Adaptive Planning
EmplID 0000000 Addy Status | Active v
Personalize | Find | View All | (2! | [ First (4 10f1 (» Last
*Budget Level Description Status History
1 Q, ~ | History  [#]
il Save of Return to Search =1 Notify + Add
Employee Details | PCA Details | PRC Details | Employee Training | Adaptive Planning

4. The Look Up Budget Level selection window displays. Enter search items in the Search by
field and select the required budget level from the Tree Node list.

Look Up Budget Level

Search by: Tree Node begins with| CA

Look Up Cancel | Advanced Lookup

Search Results

View 100 First (4 1-350f35 (} Last
Tree Node Description
CAH _ADM Callage Admin _ CAH 2

n CAH_ADM_CAD College Admin - CAH I

CAH_ADM_CAH CAHSA

CAH_ADM_CRE Create

CAH_ADM_DEA Dean's Admin CAH
CAH_ADM_FHE Flying Horse Editions
CAH_ADM_HUM Humanities Center
CAH_ADM_MKT Marketing & Communication
CAH_ENG English 2
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Step | Action

5. The selected level is added.

To add an additional level, select the add line icon to add a Budget Level line. Repeat steps 3
and 4 to add the budget level. Repeat this process as needed.

Personalize | Find | View All | 2/ | 5 First (4 1-20f2 Last
*Budget Level Description Status History
1 /CAH_ADM_CAD 2, College Admin - CAH Active v | History ]
2 |CAH_ADM_CAH @, CAHSA Active ~ | History |+
ol Save 2t Return to Search =] Notify + Add
Employee Details | PCA Details | PRC Details | Employee Training | Adaptive Planning

6. Select a DAL code:
e ADR: Reports Only
e ADS: Standard

Navigate to Department Authorization > DAL by Department
Or
Navigate to Department Authorization > DAL by Employee
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7. | The DAL by Department or DAL by Employee tab displays. (The example below shows the
DAL by Employee tab.)

Favorites v Main Menu v > Departmental Authorization v > DAL by Employee

DAL by Employee

setb ucro1 EMPIID 6000000 Addy status (Al e
Select SpeedTypeKey  Description Find | ViewAll  First 4 10f1 b Last
118 02500001 FN ACT-GENERAL ACCOUNTING +

Effective Date  03/04/2021 DAL Status:
Effective Status | Active ~] Requested

Add SpeedType
Employee Information Personalize | Find | (31| [ First (4 10f1
Last

Department Authorization

ADR-Adaptive Planning Report

ADS-Adaptive Planning Standard

Fsave |[[Gh Retum to Search | [1] Previous in List =] \ AXA-Auxiliary Purch (Approve) =) Include History

CSA.Cashiers Check )

8. Add a new effective dated row.

Favorites = \ Main Menu - > Departmental Authorization + > DAL by Employee
I
DAL by Employee

setib  ucro1 EMPIID - on00000 Addy status | All ¥
Select SpeedType Key Description Find | View All First (4 10of1 (b Last
1 02500001 FN ACT-GENERAL ACCOUNTING +
Effective Date 03/04/2021 DAL Status:
Effective Status Active et Requested
Add SpeedType i
Employee Information Personalize | Find | (2| 5 First 1of1 0
Last

Department Authorization

1 - [Rle =]

ADR-Adaptive Planning Report

ADS-Adaptive Planning Standard

ol Save 5t Return to Search 4[] Previous in List =1 N AXA-Auxiliary Purch (Approve) |/#] Include History

LSA.Cashisrs Chack (Annraye
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9, Select the ADR or ADS option and click Save.

Favorites = Main Menu - > Departmental Authorization + > DAL by Employee
‘ DAL by Employee

setio  ucro1  EMPIID 5000000 Addy Status | Al %

Select SpeedType Key Description Find | View All First (4 10of1 (» Last

1M 02500001 FN ACT-GENERAL ACCOUNTING +|
Effective Date  03/04/2021 DAL Status:
Effective Status| Active W Requested
Add SpeedType
Employee Information Personalize | Find | (2| &5 First 10f1

=
Department Authorization

1 ~ | [+ [=]

ADR-Adaptive Planning Report

ADS-Adaptive Planning Standard

1l Save ot Return to Search 1| Previous in List "jAXA-Aux«Haw Purch (Approve) #| Includ@History

CSA.Cachiorg Chock (Annrove)

Addy Note_ How to Request DAL Authorization to Access Workday Adaptive Planning Page 5 of 5
3/9/2021




<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /LeaveColorUnchanged

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile (None)

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



