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SACRAMENTO
STATE

BUSINESS MATTERS @ SAC STATE

TOPIC: Changes to DOA Information Required - Effective Immediately

DATE: Thursday, November 13, 2025

TO: Campus Business Partners, Deans, Associate Deans, Department Chairs, Directors,
and Managers

FROM: Tabitha Leeds, Financial Services Administrator in Charge

Due to preparation for Jagger/P2P, Campus is moving out of DART and to DOA 360.
While this is a more robust system, it also requires more information. Effective
immediately, when submitting a CARS request, in addition to the information
required previously, the individual submitting the request will also need to provide
the information outlined below:

Approval Approval
Level| Level Definition Roles/Titles pproval Authority
Types/Permissions ..
Limits
il s5000001+
1 5 CFO/President Approval-All by Dept ID(s)
campus and
o and X fund
auxiliaries
Provost, Vice
.. . President, Executive CSUBUY-
Ind1v1.duals with Director of University Approval CS.UBUY $500,001 -
oversight of .. . (Goods/Services)
2 . . Auxiliary Organization, $5,000,000, by
divisions or . . Approval-Concur Travel
auxiliaries Fiscal Officers Request/Reports Dept ID(s) and
(Budget/Financial X fund
Services)
Approval-CSUBUY i
Individuals with . . (Goods/Services) CSUBUY
oversight of sub- Deans, Assoclate Vice Approval-Concur Travel $100,001 -
3 . President, Athletic $500,000 by
divisions or . . Request/Reports,
Director, Vice Provost ) Dept ID(s) and
colleges Budget/Expenditure
X fund
Transfers




Approval Approval
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Approval-CSUBUY
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delegated . . Approval-Concur Travel
: Academic Equivalent, $5,001 -
authority to . Request/Reports
4 Department Chairs, $100,000 by
spend from and . Approval-Procard
Faculty Directors, e Dept ID(s) and
manage approved Associate Deans reconciliation, X fund
budgets . ’ Budget/Expenditure
Directors
Transfers
g;’ilcvel;isu?rllsox?:r Non-MPP, Fiscal Requester-CSUBUY
’ ’ (Goods/Services) CSUBUY-Up
and execute | Analysts or Approval-CSUBUY to $5,000 by
5 |lexpenditures Administrative Support (Goods/Services) Dept ID(s) and
transaction on personnel (CRA, ASC’s, P
. Approval-Concur Travel |X fund
behalf of higher |Budget Analysts)
. Request/Reports
authority
| H HFaculty, Lecturer HShopper-CSUBUY HNone (zero) |

Please keep in mind that Fiscal Approvers will be assigned Authority based on their
Roles and Titles as well as the Department (DeptID) and Fund accounts, also referred
to as chartstring. Requestors will need to specify the Approval Level (1-5) by each,
individual chartstring. Without this data, the request cannot be processed.

Your Departments and associated Designated Department CMS and CFS Requesters
for your area will have your own internal processes and requirements to submit
CARS Requests, but all requests will require Title/Role, approval level, and
chartstring(s).

Designated Requesters: Until OnBase is back online, likely in early December, Please
put the Title/Role, approval level, and chartstring(s) in the NOTES section of the
request.

For questions regarding this change in process, please contact Tabitha Leeds, Senior
Director of Accounting Services and the Administrator in Charge for Financial
Services.




