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EGATS – Notes 

• Process: A special feature of the Endowment and Gift Account Tracking System 
(EGATS) is the notes function in the system.      

 
 

Procedures 
General Note 
Information 
 

• Notes are visible to all users with access to EGATS. 
• The notes feature in EGATS allows users to: 

o Record explanations and other comments 
o Add action items used as simple reminders in 

the system 
• Notes are associated with three areas in EGATS: 

o Endowment fund 
o Supported purpose (spending distribution cost 

center) 
o Faculty appointments 

• At the present time, notes are intended for internal 
reference within EGATS and will not appear in most 
reports. 

Access for Notes • Notes can be entered, modified, or deleted by users with the 
following roles: 

o Unit Business Office - edit access 
o Philanthropy – edit access 
o EGATS administrators (Endowment Accounting) 

• Only the original author of a note can update 
or delete a note. If a user is no longer available 
to change or delete a note, send an email to 
endowment@uky.edu to request the update. 

Types of Notes 
 

• Determine the type of note to be added: 
• Endowment header - Note related to the 

overall endowment. Examples include 
information related to: 
 Endowment status 
 Origin or history  
 Unusual threshold terms for 

contributions 
• Supported Purpose Detail and Notes tab – 

Notes related to a particular supported 
purpose including utilization notes  

• Supported Purpose Appt & Recruitment tab – 
Notes related to professorship or chair 
recruitment. NOTE: It is very important to put 
notes related to the faculty appointments in 
this section for reporting.  

mailto:endowment@uky.edu
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Adding Notes to the 
Endowment Fund 

On the Endowment Detail Screen, notes may 
be added to the endowment fund. 

• In the upper right corner, click on Add notes. 

 
• Click on the type of note: 

 
 Comment – explains some history or other 

information related to the endowment.  
• Add the free form notation 
• Click Submit 
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 Action – a note can be added with a due date and a 
status for a task to be completed: 

• Add the note 
o Add the due date 
o Add the freefrom note 
o Click Submit 

 
 

o The due date for the action is displayed, 
as well as the Area, userID of the person 
who added the note, and the date the 
note was added. 

 
 

• When the task has been completed 
o Click on Mark Complete  
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o Confirm that the task is complete. 

 
 

o The status has now changed to Action 
Complete 

 
 

Adding Notes to the 
Supported Purpose 

On the Endowment Detail Screen, notes may 
be added to the supported purpose under the 
Details & Notes menu option. 

• In the lower right corner, click on Add notes. 

 
• Click on the type of note: 
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 Comment – explains some history or other 
information related to the supported purpose.  

• Add the free form notation 
• Click Submit 

 
 Action – a note can be added with a due date and a 

status for a task to be completed: 
• Add the note 

o Add the due date 
o Add the freefrom note 
o Click Submit 
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o The due date for the action is displayed, 
as well as the Area, userID of the person 
who added the note, and the date the 
note was added. 

 
 

• When the task has been completed 
o Click on Mark Complete  

 
 

o Confirm that the task is complete. 

 
 

o The status has now changed to Action 
Complete 
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Adding Notes to 
Appointment and 
Recruitment 

On the Supported Purpose Appt & Recruitment 
tab, notes may be added regarding the 
professor or chair.  

• General information  
o The date ranges for note types of 

Recruitment and Building Principal 
should be continuous and not overlap 
with each other or with 
appointments.  Validation warning 
messages will indicate when this has 
occurred, notifying departments to 
make corrections.  

o Recruitment and Building Principal 
notes will appear on the Supported 
Purpose List report and may appear 
on utilization reports.  

o Recruitment and Building Principal 
notes for past periods should remain 
in EGATS for history. 

• Click on Add Recruitment Info 

 
• Add the date range for the recruitment note 

 
• Add the recruitment type from the drop-down 

list 
o Building Principal - choose this option if the 

unit is building principal in the endowment 
fund prior to appointing the chair or 
professorship. 

o Recruiting – choose this option if the unit is 
actively recruiting for the position 
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o Other – Other notes the unit would like to 
add related to the appointment 

      
 
 

• Enter freeform notes 

 
• Click Submit to save the changes 
• The note will now appear under the Appt & 

Recruitment menu option 

 
 

 

Editing a Note Choose the appropriate note for which a change 
needs to be made: 
• Endowment fund Note 

o Click on Edit Note 

 
 
 
 



Quick Reference Card – EGATS – Notes 

9 
 

o Make any necessary changes and click 
submit 

 
 

• Supported Purpose Note on the Detail & Notes tab 
o Click on Edit Note 

 
 

o Make any necessary changes and click 
submit 
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• Appointment & Recruitment Note 

o Click on the pencil to the left of the note 

 
 
o Make any necessary changes and click 

submit 

 
 

Deleting a Note If a note was entered in error, choose the 
appropriate note that needs to be deleted: 
• Endowment fund Note 

o Click on Delete Note 

 
o Click to confirm that the note should be 

deleted. 
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• Supported Purpose Note on the Detail & Notes tab 

o Click on Delete Note 

 
o Click confirm to delete the note 

 
 

• Appointment & Recruitment Note 
o Click on the trash can to the left of the 

note 

 
o Click confirm to delete the recruitment 

entry 

 
 

 

Questions • For EGATS questions please contact the following: 
Email – endowment@uky.edu 
 

• For faculty appointment questions, please contact the Office of 
Faculty Advancement at facultyadv@uky.edu.  

 

mailto:endowment@uky.edu
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