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1. System Overview & Platform Access

The CUA MemoTracker System is the official digital portal for formal internal communications,
institutional memo creation, financial budget requisitions, and multi-level administrative approval routing
across Cosmopolitan University Abuja.

LIFECYCLE OF AN INSTITUTIONAL MEMO

[ 1. Compose Memo ] -> [Z.RouteforApprovaI ] -> [ 3. Executive Review ] -> [ 4. Approval / Action j

LOGGING IN & DASHBOARD NAVIGATION

0 Authentication & Single Sign-On

Access the portal using your official University staff email address and password. Access privileges
are dynamically matched to your department and administrative role.

e Dashboard Folder Structure
Navigate the main sidebarmenu to access your primary workspace folders:

e Action Needed /Inbox: Memos submitted to you forreview, endorsement, or approval.
¢ SentMemos: Memos youinitiated that are active in approval routing.

e Drafts: Unsubmitted memo drafts stored securely for future completion.

e Archived: Fully approved or completed institutional records.

SECURITY & CONFIDENTIALITY NOTICE

Role authorization enforces strict privacy. Only designated recipients under TO, CC, orBCC can view memo
details. Keep your credentials secure at all times.
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2. Composing Official Memos

Toinitiate formal correspondence, click the "+ New Memo" button on the sidebar layout.

STEP-BY-STEP COMPOSITION GUIDE

0 General Memo Configuration

Entera descriptive, uppercase subject title (e.g. "REQUISITION FOR COMPUTER LABORATORY
UPGRADE") and select your originating Department and Category.

e Priority & Expiry Parameters

Setmemo urgency (Low, Medium, High, Urgent). Setting an optional expiry date flags time-sensitive
requests for priority action by reviewing officers.

€ Recipient Routing Setup (To, CC, BCC)

Select primary approval officers under To. Add informational recipients under CC and confidential
oversightunder BCC.

O Rich Content & File Attachments

Format your memo text using the rich text toolbar. Attach supporting documents (proforma invoices,
technical specifications) via the bottom toolbar.

FINANCIAL REQUESTS REQUIREMENT

If yourmemo requests institutional funds or expenditure approval, you MUST attach a digital Financial
Requisition using the dedicated module explained on Page 4.
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3. Financial Budget Requisitions

When drafting a memo requiring financial expenditure, toggle "Attach Financial Requisition" to enable
structured multi-tier budgetitemization.

THE 3-TIER MULTI-LEVEL SELECTION UX

To eliminate generic lump-sum estimations, MemoTrackerimplements a 3-tier hierarchy for exact
itemized accounting:

SELECTION LEVEL PURPOSE & FUNCTION EXAMPLE SELECTION

Main University budget expenditure

Tier1: Category , i ADVERTISING
classification
Tier 2: Item Group Specific category class or group name EQUIPMENT PURCHASE
Tier 3: Specific Sub-
P Exactindividual requested asset oritem LAPTOP / CAMERA / SOUND
Item SYSTEM

CONFIGURING REQUISITION LINE ITEMS

0 Full-Screen Requisition Modal

Click "Add Requisition Items". The full-screen modal opens displaying the active Fiscal Year badge
(e.g.FY: 2025/2026)inthe modal header description.

e Selecting Specific Items

Select your Budget Category, choose the Budget Item Class, then select the Specific Sub-Item. The
system formats the item title cleanly as Equipment Purchase - Laptop.

e Automatic Description & Pricing Retrieval

When anitemis selected, the system automatically fetches its pre-stored Description, Quantity,
Unit Price, and calculates the total subtotal from the University database.

Page 4



e COSMOPOLITAN UNIVERSITY ABUJA MEMOTRACKER USER MANUAL

4. Requisition Management & Routing

REQUISITION ATTACHMENT REMOVAL RULES

The system enforces smart UX rules forremoving or detaching requisitions:

0 New Requisitions (Clean UX)

When starting a fresh memo, removal buttons remain hidden to preventinterface clutter before
items exist.

9 Detaching / Removing an Added Requisition

Onceitems have beenadded, ared "Remove" button appears on the card and a "Delete
Requisition" button appearsin the modal header. Clicking this detaches the requisition without
refreshing the browser page.

SUBMITTING MEMOS: "ROUTE FOR APPROVAL"

UNIFIED ACTION LABELING

All primary submission controls on both top and bottom toolbars are explicitly labeled "Route for Approval” for
absolute operational clarity.

e Submission Actions

¢ Save Draft: Saves the memo locally for future editing. No recipient notificationis triggered.
¢ Route for Approval: Locks the document and routes it into the sequential approval pipeline for
designated HODs, Deans, Bursary, and Executive Management.

TRACKING PROGRESS & AUDIT TRAIL

Track live routing progress in your Sent Memos inbox. The audit timeline records officer reviews,
comments, endorsements, approvals, oramendment requestsinreal time.
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