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SUPERVISOR/APPROVER  
 

The Basics: 

 

 Supervisors/Approvers are responsible for being knowledgeable of Bulletin 3.4 and department 

policies regarding expenses 

 Expense transactions will automatically reroute to the supervisor’s supervisor after 7 days 

 Supervisors need to set up an alternate approver prior to extended known absences (See Set up 

Alternate Approver) 

 Expense transactions should never be placed on hold.  If a transaction is placed on hold, it will 

need to be sent back for revision for the employee to resubmit 

 

Expense Reports 

Review Expense Report 
 

Procedure 

 

The Basics: 

 

Please refer to Bulletin 3.4 (http://aoa.vermont.gov/bulletins) and your department's policy regarding 

Expense Reports. 

 

As a Supervisor (Approver) it is your responsibility to review the Expense Report for accuracy and policy 

following Bulletin 3.4.  Only if the Expense Report meets the appropriate standards is it ready for 

approval.   

 

Basic questions to ask prior to approval: 

 

1. Is there a Travel Authorization for this trip? 

2. Was the Expense Report created from the Travel Authorization? 

3. Was there a Cash Advance for this trip? 

4. Was the Cash Advance applied to the Expense Report? 

5. Are all items substantiated? 

6. Are expense lines charged to the correct chartfields? 

7. Does the report comply with Bulletin 3.4?  

 

 

 

 

 

 

 

 

 

http://aoa.vermont.gov/bulletins
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Step Action 

 

1. Supervisors can see reports 

ready for approval by either 

using their Worklist or by 

navigating through the 

menu.  

 

Click the Main Menu 

button. 

 

 

 

 

Step Action 

 

2. Click the Manager Self-

Service menu. 
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Step Action 

 

3. Click the Travel and 

Expense Center menu. 

 

 

Step Action 

 

4. Under the Manager 

Approvals menu, 

 

Click the Expense Reports 

link. 
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Step Action 

 

5. This link can be saved as a 

favorite by clicking the Add 

to Favorites link in the upper 

right hand corner. 

 

To see all Expense Reports 

that are available to you for 

review, 

 

Click the Search button. 

 

 

Step Action 

 

6. Select the report you would 

like to review 

 

 



  Expense Training Guide 
  Supervisor/Approver 

Page 6 of 28 

 

 

 

If an expense report has a Travel 

Authorization applied, the Travel 

Auth Id will be located in the Report 

Information section 

Step Action 

7. The Expense Report Totals 

section will show whether a 

cash advance has been 

applied to the report.  

 

To see the cash advance that 

has been applied, 

 

Click the View Cash 

Advance link. 

 

 

 

 

 

Step Action 

 

8. The View Cash Advance 

page shows the amount of 

the cash advance and the 

amount that was applied to 

the expense report.   

 

If the advance amount is 

more than the total applied, 

the employee will owe the 

balance. 

 

Click the Ok button. 
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Step Action 

 

9. Each line detail should be 

reviewed for accuracy and 

compliance.   

 

To view details, 

Click the OUT MILES - 

FULL link. 

 

 

 

 

Step Action 

 

10. The Expense Detail page 

allows you to view detailed 

information for each expense 

line within an Expense 

Report.  

 

To review the next line, 

Click the Next Expense 

button. 
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Step Action 

 

11. To return to the Expense 

Report Summary page, 

 

Click the Return to 

Expense Report link. 

 

 

 

Step Action 

 

12. Any line that has been 

flagged by the system as an 

exception will have an 

exception bubble next to it. 

 

To see line exceptions, 

 

Click the Exceptions button. 
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The View Exceptions Comments page will show all exceptions for the report.  Below are the most 

common exceptions and what they mean.  If you have any questions, you will need to work with your 

department expense coordinator: 

 

Duplicates Exist:  The system has found another expense line with the same information. The comment 

column lists the line and sheet for the other line that has the same information.  Verification will need to 

be done to see if this line is valid. 

 

Taxable billing type: Expense lines that are over 60 days old and taxable expense types require a taxable 

billing type.  An example of a taxable expense type is commuter mileage. The expense will need to be 

verified that it should have a taxable billing type. 

 

Amount Exceeded: The amount entered for the meal is over the negotiated meal maximum amount.  For 

more information on meal reimbursements please consult "Expenses Reimbursement" and "Meal 

Reimbursement" in the current Collective Bargaining Agreements, as well as Bulletin 3.4. 

 

Step Action 

 

13. To return back to the 

Expense Report Summary 

page, 

  

Click the Return To 

Expense Report link. 

 

 

 

 

 

 

 

 

 

 



  Expense Training Guide 
  Supervisor/Approver 

Page 10 of 28 

 

Send an Expense Report back for revision 
The expense report needs to be revised or needs to be deleted.   
 

Step Action 

 

14. To send a report back for 

revision a comment is 

required. 

 

Enter what revisions need to 

be made to the report into the 

Comment field. 

 

Step Action 

15. Click the Send Back for 

Revision button. 

 

 

 

Step Action 

 

16. Click the OK button. 
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Step Action 

 

17. Click the OK button. 

 

 

Step Action 

 

18. The employee will receive 

an email notification letting 

them know the report has 

been sent back for revision. 
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Approve an Expense Report 

 
The expense report has been reviewed and ready to be approved.   
 

 

 

If the Approve Report button is 

grayed out, the report either hasn't 

been budget checked or it is in 

budget error.  If it is in error, contact 

your expense coordinator. 

Step Action 

19. If the report has a Budget 

Status of Not Chk'd, it is 

going to have to budget 

checked. 

 

Click the Budget Options 

link. 

 

NOTE: Expense 

transactions are budget 

checked in a nightly batch 

process or manually. 

 

Step Action 

 

20. Click the Budget Check 

button. 
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Step Action 

 

21. The report should now have 

a Valid Budget Check.  If 

not, contact your department 

expense coordinator to work 

with you on figuring out 

why it is in error. 

 

Click the OK button. 

 

 

Step Action 

 

22. Click the Approve Report 

button. 
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Step Action 

 

23. Click the OK button. 

 

 

Step Action 

 

24. Click the OK button. 
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Travel Authorizations 

Review Travel Authorizations 
 

Procedure 

 

The Basics: 

 
As a Supervisor (Approver) it is your responsibility to review the Travel Authorization for accuracy and 

policy following Bulletin 3.4.  Only if the Travel Authorization meets the appropriate standards is it ready 

for approval.   

 

Basic questions to ask prior to approval: 

 

1. Is the appropriate payment method being used for the expenses? Are direct vendor payments or a 

purchasing card being used when possible? 

2. If expenses are being paid by a third party organization, did the employee fill out the Expenses to be 

paid by a third-party organization form located on the Finance & Management site?  (Applies to non-

state/federal government organizations) 

3. Are all items necessary? 

4. Are expense lines charged to the correct chartfields? 

5. Does the authorization comply with Bulletin 3.4?  

 

 

Step Action 

 

25. Supervisors can see Travel 

Authorizations ready for 

approval by either using 

their Worklist or by 

navigating through the 

menu.  

 

Click the Main Menu 

button. 
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Step Action 

 

26. Click the Manager Self-

Service menu. 

 

 

 

 

Step Action 

 

27. Click the Travel and 

Expense Center menu. 
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Step Action 

 

28. Under the Manager 

Approvals menu, 

 

Click the Travel 

Authorizations link. 

 
 

 

 

 

 

Step Action 

 

29. This link can be saved as a 

favorite by clicking the Add 

to Favorites link in the upper 

right hand corner. 

 

To see all Travel 

Authorizations that are 

available to you for to 

review, 

 

Click the Search button. 
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Step Action 

 

30. Select the authorization you 

would like to review 

 

 

Step Action 

 

31. Each line detail should be 

reviewed for accuracy and 

compliance.   

 

Click the OUT 

BREAKFAST link. 
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The View Expense page allows you 

to view detailed information for each 

expense line.  Verify that all 

expenses submitted comply with 

Bulletin 3.4  

 

The expense line links in the Current 

Expenses section can be used to go 

between expense lines. 

Step Action 

32. To review the accounting 

details, 

 

Click the Accounting 

Details link. 

 

Step Action 

 

33. The Previous Expense 

button and Next Expense 

button can be used to see the 

accounting information for 

other lines, 

 

When finished verifying 

accounting information, 

Click the OK button. 
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Step Action 

 

34. If the authorization has any 

exceptions, a "View 

Exception Comments" link 

will be available. 

 

Click the View Exception 

Comments link. 

 

 

The View Exceptions Comments page will show all exceptions for the authorization.  Below is the most 

common exception and what it means: 

Amount Exceeded: The amount entered for the meal is over the negotiated meal maximum amount.  For 

more information on meal reimbursement please consult "Expenses Reimbursement" and "Mileage 

Reimbursement" in the current Collective Bargaining Agreements, as well as Bulletin 3.4. 

Step Action 

 

35. Click the Return to Travel 

Authorization Summary 
link. 
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Send a Travel Authorization back for revision 
The Travel Authorization needs to be revised or needs to be deleted 

Step Action 

 

36. To send an authorization 

back for revision a comment 

is required. 

 

Enter what revisions need to 

be made to the authorization 

into the Comment field. 

Step Action 

37. Click the Send Back for 

Revision button. 

 

 

Step Action 

 

38. Click the Yes button. 
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Step Action 

 

39. Click the OK button. 

 

 

Step Action 

 

40. The employee will receive 

an email notification letting 

them know the authorization 

has been sent back for 

revision. 
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Approve a Travel Authorization 

 
The Travel Authorization has been reviewed and ready to be approved 

 

 

 

If the Approve Request button is 

grayed out, the authorization either 

hasn't been budget checked or it is in 

budget error.  If it is in error, contact 

your expense coordinator. 

Step Action 

41. If the authorization has a 

Budget Status of Not Chk'd, 

it is going to have to budget 

checked. 

 

Click the Budget Options 

link. 

 

NOTE: Expense 

transactions are budget 

checked in a nightly batch 

process or manually. 

 

Step Action 

 

42. Click the Budget Check 

button. 
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Step Action 

 

43. The authorization should 

now have a Valid Budget 

Check.  If not, contact your 

department expense 

coordinator to work with 

you on figuring out why it is 

in error. 

 

Click the OK button. 

 

 

Step Action 

 

44. Click the Approve Request 

button. 
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Step Action 

 

45. Click the OK button. 

 

 

Step Action 

 

46. The Travel Authorization is 

now ready for the employee 

to use when they return from 

travel. 
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Set up Alternate Approver 
 

Procedure 

 
The Basics: 
 

•  An Alternate Approver is set up by a supervisor during an extended absence.  When an alternate 

approver is set up, only the alternate approver will have access to approve the reports for the time period 

designated. 

•  Alternate Approvers are for use ONLY in the case of extended absence. 

•  Worklists need to be clear of all pending transactions before an alternate is set up. (Designating an 

alternate does not re-direct transactions waiting for your review). 

•  Alternates are required to have Approver level security. Assigning an alternate does not grant that 

person security. 

•  The Alternate Approver should be someone in your organization who is either a peer or superior, not a 

subordinate. 

• You will need to know the employee’s VISION user ID to designate them as an alternate approver. 

 

Step Action 

 

1. . Click the Main 

Menu button. 
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Step Action 

 

2. Click on My System 

Profile 

 

 

Step Action 

 

3. Enter the VISION 

User ID for the 

employee that is 

going to be your 

alternate into the 

Alternate User ID 
field. 

Step Action 

4. Enter dates in the 

From Date and To 

Date fields. The 

From Date should 

be the first day of 

your absence and 

the To Date should 

be the date before 

you return to work 
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Step Action 

 

5. Scroll down to view 

the bottom of the 

page. 

 

Step Action 

 

6. Click 

the Save button. 

 

 

 


