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Chemistry Training Guide for the Rapid Admin Service Request
(RASR) System
Initial Requests

1) Go to rasr.unc.edu.
2) You will see the following page. Please click Continue to Login

RASR

Rapid Admin Service Request

You must be logged in to access that page, please login now.

(O] Continue to Login

Continue to Login

3) You will be asked to go through the 2-step authentication process to log into the system. Please choose one of
the options provided to authenticate and login.
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Authentication with Duo is
required for the requested

service.
i [= sews: |
o
~
Device:

105 (XXX-XXX-9269)

Send Me a Push

Call Me

Enter a Passcode

[7l Bememher me for 12 hours

Cancel this Request
* > Meed Help?
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https://ramses.research.unc.edu/rasr/index.cfm?event=submissions.dashboard.pgDashboard

4) You will see the home page of the RASR system.

Welcome to RASR for Chemistry

e Search below for a RASR form that can help you.
Q
ie ‘Request, 'Advance’, P-Card! efc
Available Forms

= Employee Reimbursements/Invoice Payments
* Campus Vouchers/Reimbursements

/Reimbursements

« Entertainment Expense [mvai
= Human Resources
« Add/Updste Affiliate
» Independent Contractors
+ |G Payment Form
« Independent Contractor Reguest
=+ One Day Speaker Form
» Other Financial Requests
+ Joumnal Entry
= Other Requests
* Miscelianeous Request
« Purchasing
+ =PRO Access Request
+ ePRO Order request (COW-G, Lenovo, Staptes, Amazon)
- Purchasing/P-Card
+ P-Card Receipt Submission
+ Purchase Requistion/Purchase Order (=35,000)
» Travel
+ Travel - Pre-Pay Airfare (CABS)

= Travel - Reimbursement

If you do not see 'Chemistry' in orange select 'Group Selection' menu at top and select Chemistry

between RASR

RASR RapidAd

My Forms hemisiry N . L
VWelcome 10 RASR for The Graduate Schoo
Naw Forms: 1
Submitted:
 Search below for 8 RASR form that can heip you.
Retumad X
i m Q
T ie Request, Advance’ P-Card, eic
Available Forms
* Human Resources
u ° E ment 5t
o Travel

This example walks through the Payment Request-Voucher Form. However, all forms follow a similar process for
creation and use.

5)  Select the appropriate forms. A window will pop up with a brief description of the form you have selected. If

Create
you would like to proceed with that request, please select - . To return to the home page, select close.

Close

In this example, we are selecting the form titled Voucher (Reimbursements/Income Payments), which is under
the Payment Request section.

i RASR %

&« G W D@ n

amses.researchuncedu/rassfinderdmzevent = submissions.d we @ gy Q search nem®e® =

Voucher [Reimbursements/Invaice Payments)

Form Description

This form is required for payments/reimbursements <$5.000.
« Reimbursement of expenses paid out of pocket (excludes: Travel)
= [mwice Payments (excludes: Contracts, items that can be purchased on P-Cards or ePro)
= Outside Party Indriduals/Non-UNC Traveler such as a job candidate




6) Once created the form will appear as follows.

RASR Rapid Adimin Service Request

HOME = PREFERENCES Logged in as Syhia Waldeck on clusion

Voucher (Reimbursements/invoice Payments)
5 My F HNai RASRID

New Forms 1 AL My form name for this form here 5

Submitted o = = -
Form Vaucher (Reirr 2 sfimvoice Payments)Business/Finance Form Status New

Retumed 0
Creation Date OT/22/2019 Submission Date

Complated 0
Instructions are an ion. The University requires all ions less than $250 to be bought via P-Card or Epro

Employ
Reimbursement of expenses paid out of pocket should be limited, Example: Search candidate meals where the intendew team does not have a P-card,
Student (non-employse) reimbursemants, elc.

m Invoice Payments: Invoice payments are required to be limited to items not permitted on a P-Card or through Epro. Example: Paying a catering vendor
with terms and conditions, Subcontract lnvoice, Paying Vendar Invoice with prior Purchase Order approval {above 55,000), Independent
Awaing Approvels: - Contractor/Consultant Invaice with prior approval.
Recent Approvals: 0
Outside Party Individuals/Non-UNC affiliated Traveler: reimbursing a non-UNC employee (e.g. student), who will not be providing any additional
senices.

Please attach backup documentation: receiptsfinvoices with proof of payment (required), meeting agenda, attendee list, etc.

Invoice Payment

Depanment % Manager that Approved this Transaction %

2

=

For proper roufing, selsct your main department
Total Amount Date of Purchase/immoice Date %

A ]

Purchase or Paymant Justification s

[ FoodiCatering/Restaurant Purchase

7) Once you are in the request form you can provide the request with a name for your own tracking purposes in
the “My Form Name” section. This is strictly for the requester’s reference. For instance, you can name it “Smith
Candidate Travel 7/22/2019” or a recurring supply “Monthly Water Bill”. Although optional, forms names are
strongly encouraged as they will help the requester find previous submissions later if needed and to duplicate
forms.

Voucher (Reimbursements/imoice Payments)

My Form Name RASR ID

y { My form name for this form here
Form Voucher (Reimbursements/imvoice Payments)yBusiness/Finance Form Status Mew
Creation Date 07222019 Submussion Date



8) There will be instructions at the top of the form. Instructions will vary by form.

Vouches (Reimbursementsiimoice Payments)

My Form N RASR 1 JnasLighad
o Bl My form name for this form here D il mkdhin
Form Vioucher (Reimbursements/imoice Payments)Business/Finance Form Status New
Craation Date 0712202019 Submission Date
Instructions Employee Reimbursements are an exception. The University requires all transactions less than 3250 to be bought wia P-Card or Epro.

Reimbursement of expenses paid out of packet should be limited. Example: Search candidate meals where the intendew team does not have a P-card,
Student (non-employes) reimbursamants. elc.

Invoice Payments: Invoice payments are required to be limited to items not permitted on a P-Card or through Epre. Example: Faying a catering vendor
with terms and conditions, Subcontract Imoice, Paying Vendor Imvoice with prior Purchase Order approval (above $5.000), Independent
Contractor/Consultant Invoice with prior approval.

QOutside Party Individuals/Non-UNC affiliated Traveler: reimbursing a non-UNC employee (e g. student), who waill not be providing any additional
SEMNCES.

Please attach backup documentation: receiptsfinvoices with proof of payment (required), meeting agenda, attendee list, etc.

9) Complete all the information that you can. The fields with red asterisks * are required fields and must be
completed.

My Form teams [} St Cansdatn Travel 77222013 AR
Vioucher [Rarturtementyinisics PaymerniBuanes France Foem Status
L=t Setreameann Dase OR22208
nEtUTes Eenployee Reissbursemsints ot 3 axception. The Usiversity nquies al ransacticns as e 5250 50 b bought vis P-Caed or Epro. REmburbimant of axpesses paid ot of pocke: should be msed. Exaegie
arch where the does ot have a Pcard, Student (ron-employee) embursermesnts, ac

Irrvoict Payments: Invoio pay™acts 3e neguinkd 10 be mited 1o items nol permitsed on 3 P-Card or theough Epre. Examele: Paying 3 catefing vandor with tema and conditicoes, Subconteact lnveice. Paying Vesd
Imwgusn with gece Purchase Order $5.000). Invest with priot agprval

Qutside Party IndividualsHon-UNC affilisted Traveler resmborsing 3 non-UNC emgloyes (85 $udert), who wll not b providing any sdditcesl pervioes

Flanie sk baciug L gty oices with prool of | FARNNG BANE. ITEtee ENT Mt
Processing Info Wiang o9 8 Ve Dt Seres D vt
Approval Notes By 5 ;_HOTE
sttt Betn Manager ara0n Ertee appoval comments here
Cuparmesi o Mamager n Approred This Trasgaction &
£43001 - Studeet Aftars Housing and Rusdental Sduca = Mg, B Moo
- e =l s A | Assistik Cusctorof Busiiess Seevises
e Suith_MeSonigenc ey
(15 BT
Dugt: 853001 Seutent Aftaiss Heosing and
Total Amecnt o Cuse of Puchaseiavoics Due o
A 204 oot | @

PFuwchase or Pryment Justificaton e

€O Candidate fight rembursemant LGA 1o RDU

[JFeotCammmingRestaesns Prachase

Pracquest Type (PICK OHE)

(UG EmployssShdent Reimborsamant

[vender bnvs




10) Some forms have additional check boxes, which will lead to additional questions. In this example, the Voucher

form has additional check boxes based on the type of item you are submitting. Please check the appropriate
box and complete the information requested.

o

-~
Jobn Barvith
AmANI Ty abss tam

11) Complete the Accounting and Chartfield Information to the best of your ability. Please share as much

information as you know on the source, cost code, program code, etc. and the Administrative support
team will complete accordingly.

a. If you know the chartfield information you use frequently, you can save these as favorites. This enables
you to select favorite chartfields for use in any RASR form as Add Saved Chartfield Line.

To Save a Chartfield String:

First- Select Preferences at the Top of the screen

RASR Kapid Admin Service K

! HOME @ PREFERENCES °© LOGOUT :

Second- Select Chartfield Preferences + button

FPreferences for

Set Application theme and Chartfield selection

Theme E--CDtSt'EllJ Skins) “ Liz= another theme for 8 diferent ook snd fae!

Chartfield Preferences

Cireate a list of useful chartfields for fast entry in a RASR form

Mone found

Third- Name your Saved Chartfield that makes sense to you. i.e. Administrative Fee, State Funds, etc.

My Name Your rarmne for $es Chartfield Bus Unit Department Fund Code Source Account

s E 8
653001 - Student Affairs Housing and Residential Education

Name Your CFS Here UNCCH 652001 s



Fourth- Enter your data into the Chartfields including the Department, Fund, Source, Program and if
applicable CC1, CC2. You can also verify with your Administrative Support or Accounting Team to
determine the best Chartfield Strings for your Saved favorites.

Acosuntng and Chadbek] inkermalion

EmETE
Huninem Unll Depasimord Furd Code Souce Coi Codde 1 Coil Codls J
Aifrauid
] UG 53001 - Erutke 2505 - Het E 19113 - D B A L0 2
Al e oot L [l R Dl Lo - | Torlnd o KT

+
Last-You can add additional Saved Chartfields by selecting the o button.

b. Otherwise, select Add new Chartfield Line and complete the data. You can add multiple chartfield lines
in a form as needed to distribute expenses.

Chartfield Preferences Create & list of useful charfields for fast entry in & RASR form
My Name Your rame for ths Crarifiek Bus Unit Cepartment Fund Code Source Account Project ID Prog Code CostCode 1 CostCode 2 CostCode 3
Unititled 1 UNCCH = -} -} s = i)

12) You can add attachments as needed. Select to add your documents. This is not an option in

all forms and is a requirement in some forms. If an attachment is required, you will see this in Red and the form
will not permit you to submit without the attachment uploaded.

Anpchiment Flgsl hgands by Jeba Sieth pof Upiosd wid Sooceialkil

Form Allschmonls  abacheents aasocisl sl with Dy gobemypps m
r sl A e heraints W

Fike Marne Uploated By Upload Date ~  Typa HOTE
Floght sganda o John Sk paf Siyhin Wakisck el k] ' A

13) When uploading an attachment, you have the ability to choose your attachment type. More than one
attachment can be uploaded in the forms.

Attachment Info

Select a file(s)  Multiple files can now be selected

Browse... Mo files selected
Aftachment Type

Invoice/Receipt

Note



14) Please use the Browse button to select where your file is saved, select the appropriate Attachment Type and
complete the Note indicating what the attachment is.

Attachment Info o

Select a file(s) Mubtiple files can now be selected

Browse... | Flight agenda for John Smith pdf
Attachment Type:
Invoice/Receipt ~
Note

Flight detailed receipt attached

Save

15) You may submit the document by selecting or save the document by selecting
save the document and return to complete when you are ready to submit.

. You can

Submisscn Data Saved

Form Submassion was Submitted’




16) Once submitted, it will route to the Approval Group. The Approval Group members will receive an email to
direct them for further action on your submission.

:_'-._Lrw,x {_

‘ L haemting [f £3 Ta Manager Yoig Whaa- | Ty B P & o Q o E
¥ b chus. 3 e W Do i Dnetite ™ Mt -
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5 AN Pl Mose- |55 Ry Db Crwile M = - EiAdens= . s S ey P ot
Dvirts Eripard ik Torgt [ (e b [ Fddtisg Toom | OraRicty  FinaTims -
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Voucher (Reimbursements Tovodce Paymentx)
Hegqmei far Reiara

Diewr Manager and Beth Mellos

RASR ID; 2150 - Stk Candidse Travel
Submatier Waldeck, Svlna
Sebmined On: 07220019

Maen Deparemenr: $55001 - Smdear A Hooung snd Resdeninl Edscares
Sl Procenslaio! Veacher O

Request Deetails (some fieids may be blanic):

DESC: CT) Camdadlatr flight rrembrevesnent LOA 1o RIU
Reg#:

PurchaseType:

TOTAL

CF5:

o B byl Wil By 8. e el Wnlieed BPLair s

17) When an item is returned by a Manager Approval Group member the approval routing restarts on re-
submission. There are two methods to know an item has been returned/rejected for action.
a. Please log into RASR to manager the My Forms for further action of Returned forms.

RASK Rapid Admin Service Begiiest 8 UNESisss Bl
|| HOME | PREFEREMCES | LOGOUT |

Rapid Administratve Serice Requests

Welcome to RASR for Student Affairs

* Search below for a RASR form that can help you.
a

b. You will receive an email indicating the item has been rejected with a link to correct the item.



Check the status of your requests

1) Repeat steps 1 through 4 above.

b Submitted: .
2) Select under My Forms in the top left corner.

RASK Rapid Admin Service Request

HOME § ADMIN { REPORTS | GEMERAL MANAGEMENT i

New Forms: 0
b Submitted: 2
Returned: 0
Completed: 1

3) Select your request.
4) You will see something like the below. Look for the notes section directly under the instructions section.

Vousags [P s e n

Uty Ferm Namst [} Semits Canfiladn Travl 12018 sl e

Fom Yoocher [Remtunementyinygoe Payments) Baneas France Form Sistus Submitied

Crastss Date NI Setridnon D3 QTS

SIS Esaployes Reissburseesents 3 3% axoegtion. The Usivecity niqurtl 3 I0Raactans s thae 3250 10 b bough! vl PO0ed o B, Resmbursemnest of expitdtl pax out of pocks! aRoull b4 bmasd.  Exargie

Sgarch candudate rbals whink Ths =Birview 168 So8d not have 3 Pcard, Shodant [sor-smployes) embursements, #ic.

Iensios Pryments: [nessce prymeers es niquintd 1 b mited o tema not persined oa 3 P-Card of theoogh Epre. Exarvply: Parying 3 chiefng vendor with leima and conditions. Suboosaract Invaise. Faying Viedsr
Ingacg with prioe Purchabs Order sopeoval (above 35,0000, Independect © Conbuithnt Inytegl with proe approval

Oustaicle Party IndividualaMon-UNC slfitisted Troveler resniboriang 8 non-UNG smployee (.5 Husenr), who willl A0t b providing 3oy S05t0al 1 vinel

Fiaane 110ch Bacing dodurmitiiten MEgti v onted wih 3ol of pinment (Regurld). meating Joendh. Inesie EL 1S

Processng nfo WD i Wiother 10 5 G Dirsiing Fimiticn
Approval Hoses RECORDED_BY AFPROVER RECORDED ON RECORDMNG_MOTE
ldedoit, Beth anager AR Erder approval commenis hem

Daarimed Mpnnger Bl Aperaved This Toraastos
I th, My
883 - At a0t Rusdenual [~] \eazem, Ex
Soudent s Howlng Edecation el Brth & Agzsgraat Desztar of Buseess Servioes
B g s e T T SRzaTS Sath_bigharsins edy
915 Bd3-TZ
Dapt: 853001 Etodpnt Ainky Hovgeg and
Resdenial Blocanom
A, Teaakaeg
Total Amouet & Dote of Porchaseinvoics Date
A O bitrrirp L ]

Purchase o Foyment Justification e

CO Canduiate fighd neimborsermant LGA o RDU
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5) Inthis section you will be able to see if any staff member has started working your request and notes about the
request. In the example above Sylvia Waldeck created the Voucher reimbursement and the notes say that Beth
Mellott approved the transaction on 7/22/2019 and there is a date stamp of when that note was created.

6) Another important field is the Form Status in the upper right corner. The above example shows that the request
has been submitted and is awaiting the processing information from Connect Carolina to update. Here is are the
list of statuses and what they mean:

In Routing — currently in the worklist for somebody to work the request

On Hold - the request has been placed on hold, which could be for various reasons

Rejected — the request has been sent back to the requestor

Pending Completion — a few of the forms link to UNC-CH systems. When that is the case, this means the
staff has submitted everything to campus for final review and approval, but it has not been fully
processed by campus. It will move to completed once campus has processed it.

Completed — depending on the request this means that the Business Hub has completed the request
and potentially campus has completed their portion as well

7) You will receive an email when your form has been updated by the staff.

12



Duplicate requests from previous submissions

1) Repeat steps 1 through 4 above.
* Submitted: .
2) Select under My Forms in the top left corner.

RASK Rapid AdminsService Request

i HOME i ADMIN | REPORTS § GEMERAL MAMAGEMENT i LO

Mew Forms 0
* Submitted 2
Returned: 0
Completed: 1
Duplicate
(L)
3) Select the blue button under duplicate once you find the request you want to duplicate.

4) Click OK if you want to duplicate the form.

Are you sure you want do duplicate this Form Submission?

QK | | Cancel

5) Repeat steps 6 through 15 above.

Other questions regarding RASR, please contact chemadmin@unc.edu

13
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