
BASIC AUTHORIZATION PROCEDURES 

 
The following information is a general overview of functions that can be performed in the 
Rogue Net module ‘Authorization’. 

1. Initial set up 
a. Make sure ‘Authorization’ is available on your system.  Contact Help Desk if it is 

not installed. 
b. Open ‘Authorization’.  When it is opened for the first time you will be prompted 

to create a password that will then be used each time the module is accessed. 
2. Authorizing  Purchase Orders, Travel Requests, and Leave Requests 

a. The system will list the number of Purchase Orders, Travel Requests or Leave 
Requests that are available to review for authorizing.  You can select to bring 
both types up at once (recommended) or remove the check mark next to the 
quantity if you wish to review one type at a time.  To update this screen, click 
‘Refresh Status’. 

b. Once the type of form to review is selected, click ‘Authorize’ to see a detailed 
listing of the forms on the ‘Authorize Forms’ screen.  Leave requests will be listed 
first, followed by purchase orders and then travel requests. 

c. Here is a brief description of the columns listed once you have selected 
‘Authorize’: 

i. Type – this indicates if the form is for a standard purchase order (PO), 
travel request (TVL), or leave request (LV). 

ii. Form No. – the number of the form. 
iii. Amount – the total amount of the form; hours for leave requests and 

dollar amounts for PO’s and travel. 
iv. Auth. Amount – the amount of the form that you are authorizing.  This 

may differ from the Amount if the form contains accounts that you are 
not authorizing. 

v. Originator – the individual that created the form. 
vi. Vendor – the name of the recipient of the PO or individual for Travel and 

Leave Requests. 
vii. BudXfr – ‘OK’ indicates there is sufficient budget in the account(s) being 

authorized; ‘REQ’ in red means that there is not sufficient budget in the 
account(s) being authorized; ‘EDIT’ in green indicates that someone else 
has already set up a transfer of budget for the account(s) being 
authorized that require budget. 

d. To review the detail information of a particular form, click on that line and then 
select ‘View Form’.  Review the detail information about the form as necessary.  
Clicking on the eyeglasses next to the account number(s) assigned to the form 
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will allow you to see the status of the budget which includes encumbrance for 
the form being reviewed.  To see all the accounts for a Travel Requests you may 
need to use the arrows underneath the account numbers to scroll. 

e. Once the form has been reviewed, take one of the following actions: 
i. If the information and account budget or leave balance is satisfactory, 

click the checkmark box next to the form number and select ‘Approve’.  
This can be done for multiple forms to be approved simultaneously, just 
checkmark the appropriate forms.   

ii. If the information is incomplete, the account incorrect or the items being 
ordered are inappropriate, the form can be returned to the originator 
(there may be additional factors that cause an item to be returned to the 
originator).  This is done by clicking the checkmark box next to the form 
number and selecting ‘Return’. This can be done for multiple forms to be 
returned simultaneously.  For each form returned an email will be sent to 
the originator as notification.  You will be prompted to select a reason for 
each form being returned and enter an optional message that will be 
included in the email. 

iii. If a budget transfer is required and you wish to set up the transfer, select 
‘Budget Xfr’ at the bottom left of the screen.  This will take you to the 
screen where you can indicate which account(s) from which you would 
like to move budget.  You will only be able to move budget from accounts 
that you are also set up to authorize and budget cannot be moved 
between funds.  Budget transfers are done in whole dollar amounts only. 

1. Click on ‘From Account’ and either enter the account number or 
select the eyeglasses to see the tree of accounts from which you 
are able to move budget.   

2. Once you bring up the account, the amount will auto fill with 
either the full amount needed for the transfer or the amount 
available in the selected account.  You can change the amount if 
desired and use multiple accounts to complete the transfer.  You 
will need to press the enter key after each account amount is 
entered to save the selection.  The selected account/amount will 
move into the list and the balance needed will update each time. 

3. Once you have balanced the transfer, select ‘OK’ to save and 
return to the ‘Authorize Forms’ screen.  There should now be a 
green ‘EDIT’ in the BudXfr column. 
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4. If you cannot complete the transfer at the time simply select 

‘Cancel’ to return to the ‘Authorize Forms’ screen. 
iv. If you chose not to approve or return the current form(s), you can simply 

‘Close’ the screen and return to it later.  You may do this if you wish to 
get further clarification or if you know of something that will affect the 
status of budget in the account. 

f. Reports – there are a variety of reports that can be accessed in Authorization.  
The reports are found on the ‘Reports’ tab. 

g. Utilities – there are several utility options in Authorization.  Following is a further 
description of the utilities: 

i. Authorizer Setup – this allows you to assign a substitute to authorize for 
you if you will be unavailable to authorize for a period of time.  This can 
also be used to set up a substitute indefinitely. 

1. Select the type of form for which you are setting up a substitute 
(each type of form has to be done individually). 

2. Select the substitute from the drop down list.  The substitute 
should be the person that the original authorizer has identified.  
In the case that none was identified, it is best to use the next 
higher level of management. 

3. To make a substitute active for a specific time period, select a 
start date and end date and click the ‘substitute active’ box.  If the 
desired time period is open (no end date) then just click the 
‘substitute active’ box without entering dates. 

4. Click ‘OK’ when you are done to save the information or ‘Cancel’ 
to disregard the changes. 

ii. Change Password – this will change the password you are required to 
enter when accessing the ‘Authorization’ module.  You will be prompted 
to enter your existing password, then your new password and verification 
of your new password. 

iii. Employee Leave Balances – an estimate of end of month leave balances 
for staff assigned to you. 

iv. Employee Leave Requests – lists the employee leave requests currently in 
authorization. 

3. To exit the program click on the ‘Exit’ tab. 
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