2~ _VERMONT Expense Training Guide - Supervisor/Approver

Table of Contents

SUPEIVISOI/APPIOVEN ......euueeeenrnnnnnnnnnsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsnnee 2
LI =5 T 1 3 2
L L= I 1 2
Navigating to Transactions Pending Review and Approval...........cce.ceirieeiiiiieiciriiecisrenescessenaseeseensssssennssssnens 4
PiX Lo [T =Y 4 = ol a1 4 =1 1 | £ TRRTRt 6
EXPENSE REPOITS. . .ccuiuiiiiiiiiiiiiiiiitiieiieitettettaitentessrastastescsestastassessesssassassesssassassassssssassassasssnssnssassasssnnss 9
REVIEW EXPENSE REPOIT..ccuuiieeiiiuiiiieiiieniiiiniiieniiieiiineisieessisnsisessrsssssessssssssssssssrsssssssssssnsssenssssnssssnssssnesssnsssns 9
Send an Expense Report back fOr revision...........ccueeeeiiiieeiiiiiicccrcccrrc s s er e s rene s s s e ne s s sennssassennnes 24
P oT o] QolVZ=T T B0 = o =T o LY =N =T o Yo o N 27
Travel AULROKZAtiONS .....ciiiiiiiiiiiiiiiiiirirrc e s st e sse s st s eassssssesnsssssrensssssssnnsssssssnnnes 31
Review Travel AUhOFIZatioNns ........ccceeueiiiiiiiiiiicn e e e s 31
Send a Travel Authorization Back for ReViSiON.........cecuueiiiiiiiiieeiiiiiiiiirrrrc e 41
Approve a Travel AUthOriZation ........ccciiiiiiiiiiiiiiiiiii et s reeassesresasssssesssssssessssssssssssssennsns 44
Set UP AITErNate APPrOVEr......ccciiiiiieuiiiiiiuiiiiiiineiiiirensiiiiemsiisisessssitrsmsssstmesssssssssasssssssssssssssssnssssss 49

February 2024 Page 1 of 50
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Supervisor/Approver

The Basics

e Supervisors/Approvers are responsible for being knowledgeable of Bulletin 3.4 and department
policies regarding expenses

e Expense transactions will automatically reroute to the supervisor’s supervisor after seven days

e Supervisors need to set up an alternate approver prior to extended known absences (see Set up
Alternate Approver in this manual)

e Expense transactions should never be placed on hold. The transaction will need to be sent back
for revision for the employee to resubmit

The TE Tile

The TE tile on the Home page is a collection of links to the commonly used pages within Travel and
Expenses and can be used to easily navigate within the application. The Approve Transactions page and
the Worklist are included in the available links. Navigation links are grouped in folders and display on
the right of the page:

VT Travel and Expenses

I Worklist ~

My Worklist - Summary View

I Expense Reporis ~

Create/Modify Expense Report

View Expense Report

Print Expense Report

Approve Transactions

Delete Expenze Report

Expense Rpt Budget Exceptions

I Travel Authorization v
J CashAdvances v
| PaymentExpense Information  ~

} Reports/Processes v

Expanding a menu and clicking on a link displays the page in the work area:
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VT Travel and Expenses

J workiist v
Expense Report

] Expense Reports ~
Q Find an Existing Value

Add a New Value
Create/Modify Expense Report

View Expense Report "Empl ID (6086
Add

Print Expense Report

TE Tile is Complete
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Navigating to Transactions Pending Review and Approval

Approvers are responsible for reviewing expense transactions routed to them for approval. Approvers
can see expense transactions ready for review and approval by either using their Worklist or by
navigating to the Approve Transactions page. The Worklist and Approve Transactions pages can be
accessed by navigating through the menu or by selecting the TE tile on the Home page.

Home Page Tile navigation: TE Tile > Expense Reports > Approve Transactions
Navigator Menu navigation: Travel and Expenses > Approve Transactions > Approve Transactions

The Approve Transactions page displays:

Overview || Expense Reports || Travel Authorizations | Erors I
Search Pending Transactions 3
{Fichange Sort Order
¥ Select Al Clear Al Send Back Refresh List Budpet Check
Transactions to Approve (7 Personalize | View All | 2 B First '4' 180f6 ‘&' Last
sabect flprt  Transaction Typs Total Unit Hamg Empioyee I} Description Transaction 0 ?g;‘m;“d status Role
O Expense Report 21.80UED Davidson,Colin 00003 Mileage for Training 0000519318 11052018 Submitted for Approval
B Expense Report Davidson,Colin 00003 Supplies for Training 0000519317 11/05/2018  Submitted for Approval
O & Expense Report Davidson,Colin 00003 Training Conference 0000519318 11/05/2018  Submitted for Approval
O Travel Authorization 1300.00 USD Davidson,Colin 00003 Training Qut of Country 0000004750 11052018  Submitted for Approval  Expense Supervisor
O Travel Authorization 100000 UED Davidson,Colin 00003 Training in Florida 0000004752 11082018 Submitted for Approval Expense Supervisor
O Travel Authorization 450,00 UsD Davidson,Colin 00003 Conference in DC 0000004753 11082018 Submitted for Approval  Expense Supervisor
¥ Salect Al Clear Al Send Back Refresh List Budpet Check

Comments

Raturn o Approval List

Employee Expense History

The Approve Transactions pages consist of an overview page of all expense transactions in an
approver's queue and separate pages for expense report and travel authorization transaction types.
Clicking the Description or Transaction ID link will display the transaction details. Using the Approve
Transactions pages allows you to easily navigate to the next or previous transaction in your list but is
limited to only expense transactions pending your approval.
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Home Page Tile navigation: TE Tile > Worklist
Navigator Menu navigation: Worklist > Worklist

The Worklist displays:

Worklist
Workist for AGRACE: Ava Grace

Distail Uiz Waorklist Filters Feed

Worklist Items = | Find | View All | | Lp' First ‘4 180off '} Last

From Dats From Work itsm Worked By Activity Priarity
Colin Davidson 110512018 Approval Routing Approval Workflow 2-Medium
Caolin Davidson 110512018 Approval Routing Approval YWorkfiow 2-Mediurm TRAVEL AUTH 1D-D000004752
FOCRATA
T |, 168, STATE, 2018-03-
Colin Davidson 11052018 Approval Routing Approval Workflow Z-Medium = | AUTH ID-00D0004752
N

Approval Routing Approval Workflow 2-Mediurm
R 2-Medium

Colin Davidson 110512018 Approval Routing Approval Workflow 2-Medium

Caolin Davidson

Colin Davidson Appi outing Approval

Refresh

The Worklist displays all transactions pending approval and is not just limited to expense transactions.
Clicking a Link will bring you to the applicable module’s approval page and transaction details. The
Worklist does not include the ability to scroll to the next or previous transactions.
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Adding Attachments

Expense Training Guide - Supervisor/Approver

Note: You may add attachments to both Travel Authorizations and Expense Reports BEFORE you

approve them.

Attachments can be added to the expense report at the header or on the expense line. Attachments
that relate to the entire document should be added at the header level. Documents that relate to a

specific expense should be added on the line.

Create Expense Report

Colin Davidson |7

[ Save for Later | [B Summary and Submit

[ Non-Reimbursable

2

*Destination Location BURLINGTON VT
[CINo Receipt
*Miles 3l x 0.5450

Accounting Details

Actions [ Choose an Action v|| Go
*Business Purposs [Mesting ¥ Destination Location BURLINGTON VT Q
*Report Description Annual Mesting ;
Reference Q
Expenses (7
Expand All | Collapse All Add: | [ My Wallet (0) | £ Quick-Fill Total 1908 USD
*Date *Expense Type *Description *Payment Type *Amount *Cumency
10/052018 |5 [INMILES - FULL ~]  "[Mileage to Annual Mesting [ [Employee v| 19.08| [USD g =
229 characters remaining
“Billing Type|Non-Texebl v ¥l Default Rate *Exchange Rate 100
*Originating Location MONTPELIER VT =%

Base Currency Amount

Expand All | Gollapse Al Total 19.08  USD
1. Click the 4 icon on the line to attach a receipt for the expense.
The Expense Line Attachments page displays.
Expense Line Attachments
Help
ReportID MEXT
Date 12/03/2018 Expense Type IN MILES - FULL Amount 19.08 USD
Details Personalize | Find | View All | @ I:' First '&/ 10f1 ‘& Last
File Mame  Description User Mame DateMime Stamp
Wiew =
Adding large attachments can take some time to upload, therefore, it is advisable fo save the
transacfion before adding large attachments.
| Add Attachment |
OK Cancel

2. Click Add Attachment

February 2024
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The File Attachment page displays:

File Attachment x
Help
Choose File |No file chosen
Upload Cancel
3

3. Click Choose File
The Choose File to Upload window opens:

| '=8 Choose File to Upload

|- Deskiop » - | 5 |i| Search Desktop L
Organize * Mew folder g= « I @
J Favorites = MName Size ke type *
Pl Deskiop usiness_Impact_Statement_for_PSFT_Apps 23 KB  Microsoft )
4. Downloads - £k loros 3
1 Recent Places | Test Attachment 1963 KB Microsoft | |
= press Check TORE  AOODE Acr
o Libraries Overflow 20KB  Adobe Acr
'3 Docurnents 3 QQE" Project Lookup Display Mo Results on a Travel .. 233 KB Microsoft |
Jl‘ Music uplicate Supplier Report Returns No Data 620 KB Microsoft
[E5] Pictures mployee Expense History Page Does Not Displ... 377TKB  Microsoft)
B videos 099 Supplier 136 KB Microsoft |
nable to Update Remit Te Supplier on Payme... 382KB  Microsoft )
18 Computer B Copy of Crystal_To_XMLP_Expenses_Report_Co... 34 KB Microsoftl

141 KB  Microsoft\
1347 KB Microsoft

B P e et L 10E D L 41
[T | 3

£, Local Disk (C:) %] TA Missing Project
%ﬂ My Passport (E:)

5 Shared (Vwsms.s <

File name: Test Attachment - |AllFiles ) -

[ Open lvl Cancel

4. Select the file you want to attach
5. Click Open
The File Attachment page displays with the file path of the document.

File Attachment bt

Choose File | Delegation-of-A...orm-07-01-22 pdf

Upload Cancel

6. Click Upload

February 2024 Page 7 of 50



»~~ VERMONT

Expense Training Guide - Supervisor/Approver

The Expense Line Attachments page displays with the File Name as a link to the document:

Expense Line Attachments
Help
Report ID NEXT
Date 12/03/2018 Expense Type N MILES - FULL Amount 19.08 USD
Details Personalize | Find | viewal | 20 | B Fist ¢ 10f1 % Last
File Name Description User Name DateiTime Stamp
Test_Affachment docy | Receipt for expense | =
[Adding large attachments can take some time to upload, therefore, it iz advisable to save the
transaction before adding large sttachments. You can add additional attachments by
AL ) <€ clicking the Add Attachment button or delete
Coneel

an attachment by selection the icon.

7. Enter an explanation of the attachment in the Description field
8. Click OK

Adding Attachments is Complete
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Expense Reports

Review Expense Report

The Basics:

Please refer to Bulletin 3.4 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. Isthere a Travel Authorization for this trip?
Was the Expense Report created from the Travel Authorization?
Was there a Cash Advance for this trip?
Was the Cash Advance applied to the Expense Report?
Are all items substantiated?

Are expense lines charged to the correct chartfields?

N o Uk wDN

Are receipts attached to the expense report lines?
8. Does the report comply with Bulletin 3.4?

Situations when this function is used: Approvers are responsible for reviewing expense transactions
routed to them for approval. Approvers will use the Approve Transactions pages to identify expense
reports pending their review and approval.

Home Page Tile navigation: TE tile > Expense Reports > Approve Transactions

Navigator Menu navigation: Navigator > Travel and Expenses > Approve Transactions > Approve
Transactions

The Approve Transactions - Overview page displays a worklist of all expense transactions routed to
the approver.

Overview | Expense Reports |NTravel Authorizations || Emars

Search Pending Transactions

{FiChange Sort Order (7

4 e o il Send Back Rfresh List Budget Chesk
Transactions to Approve ; Personaize [View Al | £ [ Fest 4 170f7 % Last

Salact Alert  Transaction Type Total Unit Mame Empioyes ID Description Transaction ID 3:‘;‘.,““ Status Role

o Expense Report 2180USD  Davidson,Coin 00003 Mileage for Training 0000518318 11052015 Submitted for Approval  Expense Supenviser

(| Expense Report 100.00 USD Davidson.Colin 00003 ‘Suppédies for Training 000051931

0 & [Erpense Report 40200USD  Davidson.Colin 00003 Training Conferance 000051831 Ale rt icons d ISp I ay on

O | & [poesere ST —— —— N transactions that have exceptions

o Travel Authorizstion 00000USD  DavidsanGolin 00003 Training in Florids nooo0047 on one or more of its lines.

0 Travel Authorization 45000USD  Davidson,Coln 00003 Conference in DG oooa0047H

o0 Travel Authorizstion 10000USD  Davidsen,Coln 00003 TripToFlorida Confersnce 0000004755 11072013  Submitted for Approval  Expanse Suparisor

¥ Selzct Al Clear All Send Back Refresh List Budget Check

Comments,

Retum to Approval List
Employes Expenss History

1. Click on the Expense Reports tab to see all Expense Reports that are available to you for review
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The Approve Transactions - Expense Reports page displays all the expense reports pending your approval:

New Window |
Overview || Expense Reports | Travel Authorizations | Emors
Search Pending Transactions (7
Change Sort Order (7
Biicinci T Send Back Refresh List Budget Check
Transactions to Approve (7 Personalize | View Al | L?'l E' First ‘4’ 1-40f4 ‘» Last
Select Alert Total Amount Curr Budget Status Name Employee ID Description Transaction ID E::fmmﬂ Status Role
O 21.80USD gﬁ;s::dga' Davidson,Colin 00003 Mileage for Training 0000519316 11/05/2018  Submitted for Approval Expense Supenvisor
] 100.00 USD gﬁ;?::ge‘ Davidson, Colin 00003 Supplies for Training 0000519317 11/05/2018  Submitted for Approval Expense Supervisor
Not Budgst 3 !
(m] A 48200USD oo ol Davidson Calin 00003 Training Confersnce 0000519318 11/05/2018  Submitted for Approval Expense Supenvisor
Ll Mo 617.00 USD g:‘ef'::f' Davidson, Colin 00003 I Training Conference 0000519319 I1“D'H2D1 &  Submitted for Approval Expense Supervisor
i T i Send Back Refresh List Budget Check
Comments

2. Select the Description or Transaction ID link to drill down into the transaction details for the
expense report you would like to review

The Approve Expense Report - Expense Summary page displays the expense report information for review:

£ Overview Approve Expense Report - Expense Summary

Approve Expense Repor - Expense Summary 3 Experas Dutads
Ciokn Duvadson Ry | Choou I Aoten W] | e
Nupineas Purpose  Confersnce
Dascripbon  Trasdy Coslessnos
Redpronce

Accounting Date 1t

Budget Satus Yot

ol Bosgat Dptinis B preirend. Pindc Sk o6 e Busdpil Dpbiia bypaini
ros E Ao
L it s n s L] i =L Meon-Arantursie Figenses Erpirpes Credds
I Cirits Bcbvareons Bbppled .00 LB I Prepas Exgensas Euppler Cradts
Amount Due 1o Employes MT.00 USD Amournt Due b0 Supplier e uso I Total Taxable Expenses 27.25 USD I
IOt Ttk B T eld ] Hoe P By

Approval Hindory

= r s

i W 4 )
E 5-\.?"“! < ”)Li{w-":‘ Lot TR Zayman
e L ier s g Ry
Frresy iy Hr—u DT
Ly = aud Cawidss ¥ A4
o ris
[ | EL 3
Gard Back
=
Erpensa Line [ Expants Daain
Expends Line fems Pemoraize | Fad | 1K
e Dbt ele musr L 25 CuTeRcy B e g
Mg Breaifant g oy of corienpnce: 0030 o o
0% Ermaifa sacod dify of toskeaian 8.251LED 2 -
w
] 4 #
o "
02 OOLS0 &
B age o Cotereeon o o 108 D3 LIED # =,
352 Timerung Corfarnrin Rigamss 300 03 LD 4 - o
e Mipage W
Fotte™™ 0 Apgeawd L o on L Prityared o Loz

The Approve Expense Report - Expense Summary page is broken down into various sections:
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e General Information includes the Business Purpose, Report ID, Status, Description, Creation
and Last Updated Dates, Accounting Date Budget Options link and Budget Status, header
Attachments, and Notes. The Authorization ID displays as a link if a travel authorization is
associated to the expense report

e The Totals section displays the expense report totals including the total Employee Expense
amount, Cash Advance Applied amount, Amount Due to Employee and Total Taxable
Expense amount

e Approval History displays the approval path for the expense report. One or more action will
display and can include: Submitted, Sent Back for Revision, Withdrawn, Resubmitted, and
Approved. Actions include the Role of the user performing or who performed the action,
Name of user performing or who performed the action, the Action performed and
Date/Time the action occurred

e The Comments text box is used for approval comments and are required when sending a
transaction back for revision. The Approve button is disabled until the transaction has a
‘Valid’ Budget Status and the Send Back button is enabled

e The Expense Line section displays a summary of the expense lines including Expense Types,
Date, Amount and line Attachments. Exceptions & icons display on transaction lines with
an exception. The Receipt Required checkbox identifies lines that require an attached receipt

e The Return to Approval List link brings you back to the Approve Transactions page. Use the
Next in List and the Previous in List links to display the next or previous expense report in
your approval list

3. Click on the Notes link

The Expense Notes page displays any comments entered by the employee on the expense report:

Expense Notes

Add Notes

Notes Personalize | Find | Y| B First 1 of 1 Last

Hotes Hame Rode Action DataTime

Expense for Training
Conference

Cance

Colin Dawvidson Employee 110712018 B:44:034M

4. Click OK
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The Approve Expense Report - Expense Summary page displays:

Approve Expense Report - Expense Summary 3 Exparan et
Gokin Darete Bidsyery | P an hotes o )
Dusness Purposs vl
Desoripbos  Trameyg Donbisssss
Faderance
Acoouring Duele | 0072010
Budget Faam ot Budgat Choies  Busger Oytiont B Agarirenl. Fuiia b ' " o
Totsls tactaw fy Afmchrh
Frphoyes §rpenset (B | oey| 170 UL Mon-Hembonssle Ergenses 00 D00 UKD Frephayes Credns
Lk Ky arsses Bippied Ml D LASE Prepand Exganues 1o WL Suppar Credits
Amcunt Due 1o Employes 700 UsSD Amournt Due o Suppler 0ad uso Total Taxable Experses 2125 UsSD
e Lo wd b pnibRmad Sries pinat gy
Agzwoval Hindory
P I sl
) i o #
1.1 B3 Lt S Erbri S P
or Shema Ay AR Foomy
ks Hirma sl Tl
e el H
M
e
G Bai
Eapsnus Lne 3 Expanen Duts
Exspa: LU Faiseraizi ot .
iy T T wrLas = Bt Eepaind g
o ypaose T BREASFAST Frmapifumt Pt chary of corierenos 143 OO LESE i, o
2 =LY * ip of PRt "
& o " o
WE ey wecond Sy of C =1 . o
ER Cvrm ] wers . o
L g Fom - L= ) -
Wilnage ko Coderancs w s =
T CORF TR REZST ! Rty itas it o =
u T LESD =
Fe L ¥ Lig L ¥ Frbg #

5. Click on the Authorization ID link
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The View Travel Authorization - Summary page displays in a new window:

Travel Authorization

Colin Davidson
Business Purpose Conference

Description Trsining Conference

Totals ¢ €5 View Frintable Viersion

Projected Expenses {8 Lines] 53300 USD

Approval History

Destination Location NEW YORK

Date From 11/07/2018

- Motes

& ptschments (1)
Denied Expenses 000 UsD
Total Authorized Amount 58600 USD

W By checking this box, | certify these costs are reasonable esfimates and comply with expense palicy.

Submitted On  11/08/2018

Actions [_Crosseanfidin || GO
Authorization ID 0000004754 Approved
Date To 110812018 Created 11006/2018  Coiin Davidson

LastUpdated 11082018  Ava Grace

Submitted By Colin Davidson

The travel authorization
information displays

& e including the Total,
iy i e Notes, Attachments and
Action Rola Hama DataiTime .
i s Fr— Approval History.
Approved EX Module Supervisar Ava Grace 110872018 307:42PM
|2 Retum to Search | |7 Nofify

6. Click the Travel Authorization Details link

The View Travel Authorization - Details page displays:

Travel Authorization
Colin Davidson |7

Business Purpose Conference

Description Training Conferance

Projected Expenses 7

Expand All | Collapss All

“Date *Expense Type
11/0712018 OUT BREAKFAST
Billing Type Mon-Tamble - Intemal

Originating Location MONTPELIER VT
Location NEWYORK

Dccounting Details 7

11/08/2018 OUT BREAKFAST
Billing Type Non-Taable - Intemal

Originating Location MONTPELIER VT
Location NEWYORK

Dccounting Details 7

110712018 OUT DINNER
Billing Type Mon-Taable - Intemal

Originating Location MONTPELIER VT
Location NEWYORK

Dccounting Details 7

Destination Location NEW YORK
Date From 11/07/2013

Actions |.. Choose an Acfion V|| GO

Authorization ID 0000004754  Approved
Date Te 11/09/2018

& Attachments (1)
Totals (2 Lines) SB6.00  USD
*Diescription *Payment Type *Amaunt Currency
*lEIneakfasI first day of conference FL Emplayes 825 USD

The travel authorization

*[Breakfast second day of conference

line information displays.

Dinner first day of conference r.’_

Employes 1850 USD

7. Click the Expand Accounting Line

February 2024
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The Accounting Details section expands and displays the ChartField information:

Expense Training Guide - Supervisor/Approver

Travel Authorization

Colin Davidson | ;

Projected Expenses 7

Business Purpose Conference

Description Training Conference

Destination Location MEW YORK
Date From 11/07/2013

Date To 11082018

& Attachments (1)

B+ Summary
Actions |...Choose an Acfion ¥|| GO

Authorization D 0000004754 Approved

Expand All | Collapss All Totals (8 Lines) 58600 USD
“Date “Expense Typs *Description *Payment Type “Amaount Currency
* a = 5
110702018 OUT BREAKFAST |Brealdas1 first day of conference r Employze 825 USD
Billing Type Non-Taable - Intemal
Originating Location MONTPELIER VT
Location NEWYORK

Accounting Details 7

Charffields | =8

Amount GL Unit Account Fund Dept Program Class Project Affiitate
82508100 518520 20105 100002000 59290 20017 ZMNT  DOO-
* . 5
111082018 OUT BREAKFAST Breakdast second day of conference [ Employes 625 USD
Billing Type Non-Taxable - Internal
Originating Location MONTPELIER VT
Location NEWYORK

Accounting Details 7

Charifields | [F=%

Amount GL Unit Account Fund Dept Program Class Project Affiiate
82508100 518520 20105 100002000 59290 20017 ZMNT  DO0-

8. Close the View a Travel Authorization window after you have reviewed the travel authorization
information and return to the Approve Expense Report - Expense Summary page.

February 2024
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Approve Expense Report - Expense Summary [ Expense Detsis
i i Actions.
Colin Davidson - Chiase e ACkon
£ = Default Accounting For Report
Business Purpose Conference Report 0000519319 Submitted for Approval Export to Excel g
ipti ining Cant Created 11/7/2013  Godin Davidson A—
Description  Training Conferance 2 i T
Reference Last Updated 11/07/2012  Cofin Davidson -
Authorization ID 0000004754
Accounting Date 1 12018 Accounting Template STANDARD
Budget Status Mot Budget Checked  Budget Options Budget Checking is required before the Expense Report can be Approved. Please click on the Budget Options hyperdink.
Totals 9 View Analytics G Notes Aftachments
Employee Expenses (3 Lines) 617.00 UsD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 UsD
Cash Advances Applied 300.00 USD Prepaid Expenses 000 USD Supplier Credits 0.00 UsD
Amount Due to Employee 317.00 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 27.25 USD
{spplicable taxes will be withheld from your pay)
Approval History
i)
Submitted EX Module Supenvizor
Calin Davidson A3 Grace {Poaled)
Action Role Name DatefTime
Submitted Employee Colin Davidson 11/07/2018 8:51:04AM
Comments
Send Back
Expense Line 7 & Expense Details
Expense Line ltems Persanalize | Find | (0| [
Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve
@ 11/05:2018 OUT BREAKFAST Breakfast first day of conference 10.00USD ‘_gé* M
11082018 OUT BREAKFAST Breakfast second day of conference 6.25UsSD & &
@ 11/05:2018 OUT DINNER Dinner first day of conference 12.50USD r_§; W
G 11052018 OUT DINMER Dinner second day of conference 12.50UsD & )
110712018 OUT DINMER Dinner third day of conference 12.50USD & o
11/05/2018 OUT MILES - FULL Mileage from Home to Conference 109.00USD ci'i el
1 12018 OUT MILES - FULL Mileage from Conference to Home 102.00 USD # ¥l
11062018 OUT CONFITRAIN REGIST Training Conference Registration 300.00USD é’: W W
oam12018 IN MILES - FULL Mileage 27.25USD (9"& ¥y
Return to Approval List Previous in List

9. Click the drop-down arrow in the Action box and select View Cash Advance

10. Click Go

February 2024
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The Approve Expense Report - View Cash Advance page displays the advance information and amount
applied to the expense report:

Approve Expense Report
View Cash Advance

Colin Davidzon Report ID 0000518318

Cash Advance Information

*sdvanca ID Advance Amount E:’g AN Total Applied

OO00000T3S 200.00UsSD 1.00D0DDDD 300.00USD

Total Advance Applied
Employee Expenses (3 Lines)

Total Due Employee

=

The Total Due Employee amount is the difference between the total amount of the advance applied to
the expense report and the total amount of the expense report.

If the Advance Amount is more than the Total Applied, the employee will owe the balance. The
employee will adjust the applied amount to match the expense report amount when they create the

expense report. The Total Due Employee amount will be $0.00 when the advance amount exceeds the
expense report.

11. Click OK
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The Approve Expense Report - Expense Summary page displays:

Expense Training Guide - Supervisor/Approver

Amount Due 1o Employes Mi00 USD

m

Amouri Dus 10 Suppler

30 o S
A Ak

Suppler Credt

Tobsl Taxabds Expsiied 2725 USD

e

Receipts are required for most expense types but there are some exceptions such as meals, per diems and
mileage. The Receipt Required checkbox will be selected when a receipt is required. Employees will attach

the receipt to the expense line. The line Attachment icon will display as

* when an attachment is added

to the line. The icon will display as «. when there is no attachment. Expense reports should be sent back
forrevision if the line is flagged as Receipt Required and a receipt is not attached.

Review the Receipt Required checkbox for each expense line and verify a receipt is attached.

12. Click the line Attachment .+ icon

February 2024
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The Expense Line Attachments page displays:

Expense Line Aftachmenis

Report ID 0000518218

Date 11052015 Expense Type OUT COMFTRAIN REGIST Amount 300.00 USD
Details Persanslize | Find | View All | £ | =] First ‘&' 10f1 '® Last
File Name Description User Name DateTime Stamp

Receipt for Conference CDAVIDSO Colin Davidson 110772018 Bd4:124M

Adding large attachments can take some time to upload, therefore, it is advisable to save the
transaction before adding large attachments.

==

The File Name is a link to the attachment. Approvers can view the attachment, but they cannot delete

it. Approvers can add an attachment only before they have approved the report.

13. Click the File Name link to view the attachment

Attachment/receipt sample document used for training.

P

T et e P Ry TRRS -l;.‘.'ﬁ"-:: '
] 1

14. Close the attachment and click OK
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Expense Training Guide - Supervisor/Approver

The Approve Expense Report - Expense Summary page displays:

Approve Expense Repor - Expense Sumimary
i Dareactaon Bty [ CEmo an Rite e JNL.
Hunmess Purpoes Report SOOMITIGH  Subrmed b Approved
Deseripios  Tmng Conleesss Conated 1183301
fsdprance Lawt Updried
Awtierizatian i
Rcoounting Disle | 0072340 Aepisarareg Te
Buage! Foam ol Sodge Cheoas  Busgr Dptonk Bluigptr Dl ] AL irir ik £ E u b
Total i hiotwa f, Abschrwnh
Empoyes Expenyes [B L | Mpn-Hembornable Erpenses 090 LSS Frpiayes Creddy
Eat, kv arecary Bpprbed Propind Esganies. 200 USE Suppiar Credits
Amcunt Due 1o Employes 347.00 WsH Amouri Due 1o Supplier aod uso Total Taxable Experes T3 USH
it Uik e b et Rl i o gl
Aggrowal Hindory
sk I sl
i s e 7
Tl X tui Supihied L T e
o T Ll P
L i Cuadw
S E anl A
wrrin
[E2-3
Bl Bk
Expenis Lins 3 Erpunie Dann
Eipas [T Epnengidi | Soud in
o ] Lkietd ke Ladd Loa] Cin Bt Bampaned  ~pprivrs
L LTt bRty " e o
o B 5 of Lt id -
LR ] o
LA re -
s . o
g o <o & = o+
FLiL Wiage bom Corlereso = . ] e &
il iFTRUN REGES i % Ryl LD + +
W Manage S0 =
Faptam w0 Appewl Lis 'R ¥ Er "

15. Click on the Expense Details link
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The Approve Expense Report - Expense Details page displays:

Expense Training Guide - Supervisor/Approver

Approve Expense Report - Expense Details
Colin Davidson Actions |..Choose an Action
Business Purpose Conference Report 0DDO519319  Submitied for Approval
Description  Training Conference Created 11/07/2018  Colin Davidsan
R LastUpdated {1/07/2018  Colin Davidson
Authorization ID  DI0OOD4754
Accounting Date 11/07/2013 Accounting Template STANDARD
Expenses T View Anslytics & Notes #, Attachmenis
Expand Lines | Collapse Lineg Total 61700 USD
“Date “Expense Type *Descripfion “Amount  *Cumency Approve
+ 5 & . -
b et OUT BREAKFAST [Breskfast first day of conference [ £ e s & Receipt Required
31 characters remaining
2 = el & B 7,
1UDE2ME R e A [Breskfast second day of carference ; 525 UsD & Receipt Required
220 characters remaining
{05201 OUT DINNER |D|nrarf'sl day of conference P" 1850  USD =) Receipt Required ol
224 characters remaining
- » = & = 2
1UDS20E OUT DINNER |D|nr'er seoond sy of conferance r_ i S Receipt Required
223 characters remaining
JUDTIZ0E OUT DINNER |D|nr‘art'||rc day of conference P‘ 1250 usD & Receipt Required il
224 characters remaining
= e = 4 i .,
G OUT MILES - FUILL [Mileage from Home to Conference |1 et & Receipt Required
323 characters remaining
e T Ty T *[Mileage from Conference to Home [0 AT # | Receipt Required Y,
223 characters remaining
N e — 5 N o
110siz01E OUT CONFITRAIN REGIST [Training Gonference Registration 21 30000 USD é Receipt Required
227 characters remaining
*[mi El o, i )
oam12012 IN MILES - FULL [Mie=p= 2 27725 UsD Feceist Reuired
247 characters remaining
Expand Lines | Collapse Lines | Expand Al | Collapse Al Total &17.00 usD

16. Click on the Expand All link
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Expense Training Guide - Supervisor/Approver

All the expense lines and accounting details display. Each line detail should be reviewed for accuracy

and compliance:

Approve Expense Report - Expense Details I [ Summary and Approve I
—
Colin Davidson Actions [-Crooseanscton [ | 60
Business Purpose Conference Report 0000519318 Submitted for Approval
Description Training Conference Created 11/07/2013  Colin Davidson
i i LastUpdated 11/07/2013  Calin Davidson
Authorization ID 0000004754
Accounting Date 11/07/2018 Accounting Template STANDARD
Expenses W view Anshytics & Motes &, Atlschments
Expand Lines | Collapse Lines | Expand All | Collapse All Total 617.00 USD
“Date *Expense Type *Descripfion “Amount *Currency Approve
. = - 1- g ; 7
U2 OUT BREAKFAST |Elreskfasl first day of@nier_r*ce r._ 1000 usD e Receipt Required
221 characters remaining
Fayment Type Employes
i Exchange Rate  1.00000000 B o/ Default Rate
Billing Type Mon-Tsxsbls - Intarnal :
R Base Currency 1000 USD Non-Reimbursable
Originating Location MONTFELIER VT Amount Mo Recsipt
Location NEW YORK ]
Accounting Details (2
Charffields || ¥AT Amounts | [0
Amount GL Unit Monatary Amount gsg:’"‘)’ E:‘,:’:’“’QE Fund Dept Program Class Project
10.00 03100 10,00 USD 1.00000000 20105 8100002000 50200 0017 ZMWT  DOD- =
. = ]
1DEZ01E OUT BREAKFAST ;?5':55‘;““’“5‘_” conference |71 625 USD Att h t b
e achments can be
Payment Type Employes
4 e Exchange Rate  1.00000000 B /| Default Rat X
Billing Type Mon-Taxable - Intemnal y
8 T e i o e viewed from the Expense
Originating Location MONTPELIER VT Amount No Receipt, -
Location NEWYORK Report Expense Detail
Aosounting Detais (% page as well as from the
ChartRelds || YAT Amourts | [0 Expense Report
Amount GLUNt  Monetary Amount CUTeney  Exchange g peg Program 5
6.25 02100 8.25UsD 100000000 20105 8100002000 50200

The Approve Expense Report - Expense Details page allows you to view detailed information for each
expense line including the accounting information. Verify that all expenses submitted comply with
Bulletin 3.4. Transaction information is display only. If the information is inaccurate or does not comply

the expense report will need to be sent back to the employee for revision.

17. Click the Summary and Approve link when you have finished verifying all the lines for the

transaction
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2~ _VERMONT Expense Training Guide - Supervisor/Approver

The Approve Expense Report - Expense Summary page displays:

T nse Beport Ense S [ Exparae Deca
TN -t Rzl 1 ] e
Busmens Purpase - Frpa 310 Gubrras "
Oz e i ; i
Hslprance 1 b D
i
BocauTing Dt Ay f
Bussget St « . pr : e
Todst [T —— Al
Empdoyes [apanses [3 L ines | T 00 WED Mon Heimburasls Ergense 3 Frpioyes Credis
Lt Advircan Rpphed Prapasd Expentie @b usD Suppler Credth
Amount Due 1o Employes 700 USH Amouni Dus 1o Suppler 0 uso Total Tauabds Expenies Z1.25 USD
i R i i iy
Appraval History
vt a i §
Sl e etk CHVII Py
SO Cgamen L) oo
L5 .
i
EL 3
Gerd Bank
P FAErprua Curinn
Eapents Line Il Paneralies | Fnd "]
Thile E ol 1 i L p
SRR BA B i il i - o
& o SPEEEY -
L oond o - J
Ay u-
age bam Homs v
- = ]
3 ot Fie = -
[ —— i L

If the expense report has any exceptions, an ' icon will display
18. Click on the & icon
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The View Exception Comments and Risks page displays:

Expense Training Guide - Supervisor/Approver

Approve Expense Report
View Exception Comments and Risks
Colin Davidson

Employees are required to
enter an exception

General Information

comment on an expense
report line to explain why
an amount is exceeded.

Report Description  Training Conference

Business Purpose Conference

Reference
Exception Information
Line Exception Comment
1 OUT BEREAKFAST Amount Exceeded Breakfast at Hotel
2 0UT BEREAKFAST MNome Mo exceptions associated with this line.

Expense line is a duplicate of Line 4, Sheet |d 0000518310,

HOLIT DINNER Duplicates Bxist Diate 2012-11-05, Amt Spent 155 USD.
) ) Expense line is a duplicate of Line 3, Sheet |d 0000513319,
“HOLIT DINNER Duplicates Exist Date 2015-11-05, Amt Spent 158.5 USD.
5 0UT DIMNER MNone Mo ey
GOUTRILES -RAL Hone No exceptio VISION defaults a comment
T OUT MILES - FULL Mome Mo exceptions ass0 when a duplicate line exists
g mbaiu ey MNome Mo exceptions associa Identlfyl ng the expense
REGIST .
report ID, line, date and
9 IM MILES - FULL Nome Mo exceptions associa

amount that is duplicated.

Return To Expense Report I

The View Exceptions Comments and Risks page will show all exceptions for the expense 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.

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.

19. Click on the Return To Expense Report link to return to the Approve Expense Report - Expense

Summary page

Review Expense Report is Complete
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Send an Expense Report back for revision

Situations when this function is used: The approver has reviewed the expense report and determined
the transaction needs to be revised or needs to be deleted. Expense reports not in compliance or are
inaccurate should be sent back for revision.

Home Page Tile navigation: TE tile > Expense Reports > Approve Transactions

Navigator Menu navigation: Navigator > Travel and Expenses > Approve Transactions > Approve
Transactions

The Approve Transactions - Overview page displays a worklist of all expense transactions routed to
the approver:

Owerview Trawel Authorizations Emors
Search Pending Transactions  ;
[} iChange Sort Order
W Salect All Clear All Send Back Refresh List Budget Check
Transactions to Approve (; Personalize | View &l | 0| B Fist 0 170f7 & Last
selact Alert  Transaction Type Total Unit Hame Employee I Description Traneaction ID zzsﬂn&n ststus Role
0 0USD 00003 Mileage for Training 0000519318 Submitted for Approva
a 100.00USD 00002 ‘Supplies for Training 0000519317 Submitted for Approva
O Expense Report 482.00 UsSD 00003 Training Conference 0000518318 Submitted for Approval
[} Expense Report G17.00UsSD 00003 Training Conference 0000514318 Submitted for Approval
a Travel Authorization 1000.00 USD 00003 Training in Flonda 0000004752 Submitted for Approval
O Travel Authorization 450,00 USD Davidzon Codin 00003 Conference in OC 0000004753 11/06/2018  Submitted for Approval
Bl Travel Authorization 100.00USD Davidson,Cofin 0ooo2 Trip To Florida Conference 0000004755 11072018 Submitted for Approval  Expense Supervisor
¥ Salect All Clear All Sand Back Rafrash List Budgeat Check
Comments
Return to Approval List
Employee Expense History

1. Click on the Expense Reports tab to see all Expense Reports that are available to you for review

The Approve Transactions - Expense Reports page displays all the expense reports pending your
approval:

New Window |
Overvicw || Expense Reports | Travel Authorizations | Emors
Search Pending Transactions
Change Sort Order
B sassct o B cleacd Send Back Refresh List Budget Check
Transactions to Approve Personalize [ view all | 2| B Fist (4 1.40f4 & Last
Select Alert  Total Amount Curr Budget Status  Name Employee ID Deseription Transact ?:bnmen Status Role
e Not Budget o i g Pl et For ABORO e .
O nsousp LR Davidsen,Colin 00003 Mileage for Training 0000519316 11/05/2018  Submitted for Approval Expense Supervisor
) Not Budgst ; " . .
O 10000USD g oo Davidsen,Colin 00003 Supplics for Training oooos1e37 M Submitted for Approval Expense Supeniisor
[} i 482,00 USD rjﬁe?lf;é]e Davidson,Colin 00003 Training Conference 0000519318 11 Submitted for Approval Expense Supervisor
> Not Budget ; = . — :
O & ei7oousD o2 muel Davidson,Colin 00003 Training Conference oooos1s31s 11 Submitted for Approval Expense Supenvisor
- R Send Back Refresh List Budget Check
‘Comments
Ovenview | Expense Reports | Travel Authorizations | Errors

2. Select the Description or Transaction ID link to drill down into the transaction details for the
expense report you would like to review
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Expense Reports are approved or sent back to the employee for revision from the Approve Expense
Report - Expense Summary page:

Expense Training Guide - Supervisor/Approver

Approve Expense Report - Expense Summary

Colin Davidson

Business Purpose
Description

Reference

Accounting Date
Budget Status

Totals (¢

Employee Expenses (9 Lines)

Cash Advances Applied

Amount Due to Employee

Approval History

Conference

Training Conference

114072018
Not Budget Checked

37.00

Budgat Options

Report

Created

Last Updated
Authorization ID
Accounting Template

0000510210
i Colin Davidson

Colin Davidson

0000004754

STANDARD

Actions

Submittad for Approval

e

Expense Detsils

Choose an Action

|| eo

Budget Checking is required bafore the Expanse Report can be Approved. Please dlick on the Budget Options hyperlink.

& View Anslytics

Non-Reimbursable Expenses

Prepaid Expenses

Amount Due to Supplier

000 UsD
0.0 UsD

0.00 USD

& notes

Employee Credits

Supplier Credits

Total Taxable Expenses

Ay Attachments

0.00 usD
0.00 UsD

27.25 USD

{spplicable taxes will be withheld from your pay)

Return to Approval List

Previous in List

& d 59/
B Lo SN da Paren
i
Action Role Name DatelTime
Submitted Employes Colin Davidsan 110712018 5:51:04AM
Comments
Plasse updste the amount on line 1 snd remove the duplicate dinner expense.
Expense Line [ Expense Details
Expense Line ltems Personalize | Find | 2 |
Datz Expense Type Description Reimburse Amt Currency Receipt Required  Approve
@ 11/05/2018 OUT BREAKFAST Breskfast first day of conference 10.00 USD 3‘; Yd
11/06/2018 OUT BREAKFAST Braskfast second day of conference 6.25 USD A W
11/05/2018 OUT DINNER Dinner first day of conference 18.50 USD L‘”:- W
11/05/2018 OUT DINNER Dinner second day of conference 18.50USD & v
110712018 OUT DINNER Dinner third day of conference 18.50 USD f}‘; 4
11/05/2018 OUT MILES - FULL Milesge from Home to Conferance 100.00 USD & i
11/0712018 OUT MILES - FULL Mileage from Conference to Home 108.00 USD ._9;. W
1110512018 OUT CONF/TRAIN REGIST Training Canference Registrstion 300.00 USD & ¥
0e/01/2018 IN MILES - FULL Mileage 27.25UsD ._“;- T

3. Enter what revisions need to be made to the expense report into the Comments field. To send
an expense report back for revision a comment is required

4. Click Send Back
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The Approve Expense Report - Submit Confirmation page displays the expense report totals and the
message - 'This report will be sent back for revision':

Save Confirmation

Hg
Approve Expense Report
Submit Confirmation

Colin Davidson Report ID 00005139319
Totals (2
Employee Expenses (9 Lines) 617.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 300.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 317.00 USD Amount Due to Supplier 0.00 USD

“ This report will be sent back for revision

OK Cancel

5. Click OK

The Approve Transactions - Expense Reports page displays:

New Window | =}
Qverview Expense Reports Travel Authorizations Ermors
Search Pending Transactions (7
{FiChange Sort Order (z
™ setect A1 O Clear Al Send Back Refresh List Budget Check
Transactions to Approve (7 Personalize | View All | @| E First & 13
Select Alert Total Amount Curr Budget Status  Name Employee ID  Description TransactionID g Status Role
Not Budget i i £ z = o s e 5 .
O 21.80USD Checked Davidson,Colin 00003 il 2age for Training 0000519316 1/05/2018 Submitted for Approval Expense Supervisor
Not Budget - " o - " S— s - y
pss Su ] 5 i L se
O 100.00 USD Checked Davidson,Colin 00003 Supplies for Training 0000519317 1/05/2018  Submitted for Approval Expense Supervisor
a0 i avidson,Colin 3 raining Conference 0005193 052018 Submitted for Approval Expense Supervisor
O A 492.00USD g"‘efl_”gfm Davidson,C 00002 Training Conf 0000519313 11/05/2013  Submitted for Approval E s
¥ Select Al Clear All Send Back Refresh List Budget Check
Comments

The expense report no longer displays in the list of transactions to approve.

The employee will receive an email notification letting them know the expense report has been sent
back for revision.

Send an Expense Report back for revision is Complete
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Approve an Expense Report

Situations when this function is used: The expense report has been reviewed and ready to be approved.

Note: If there is not an Expense Coordinator in the approval pool, an expense report will route back
to the supervisor that just approved the report. In this case, the supervisor should notify the Expense
Coordinator that they have received an expense report that they just approved back into their
approval pool. Do not do anything with the report until you hear back from the Expense Coordinator
that this issue has been resolved. Then, send the expense report back to the employee to be
resubmitted. The Supervisor can approve the expense report again and it should route forward for
final approval as intended.

Home Page Tile navigation: TE tile > Expense Reports > Approve Transactions

Navigator Menu navigation: Navigator > Travel and Expenses > Approve Transactions > Approve
Transactions

The Approve Transactions - Overview page displays a worklist of all expense transactions routed to
the approver:

¥ iChange Sort Order

o cciirad El ot e Send Back Refresh List Budget Check
Transactions ta Approve Personaize |View Al | 0] B Fist (0 170f7 & Last
satact alert  Transachon Typa Total umit Hame Employss 1D Descripbon Transaction I gﬁfﬂnﬂ tatus FRolg
O 21.80USD  Davidson,Colin 00003 Mileage for Training 0000519318 11/05:2013  Submitted for Approval  Expense Supenisor
O 00USD 00003 0000519317 24 for Approva
O & 492.00USD 000D 0000519318 =d for Approvs
O & Expense Report 817.00USD 00003 Training Conference 0000518318 =4 for Approva
O 00USD 00003 Training in Florida 0000004752
O 450.00 USD 00003 Conference in DC
O 00USD 00003 Trip Te Florida Conference
T Send Back Refresh List Budget Check
Comments

Retwm to Approval List

Employee Expense History

1. Click on the Expense Reports tab to see all Expense Reports that are available to you for review

The Approve Transactions - Expense Reports page displays all the expense reports pending your approval:

Overview || Expense Reports || Travel Authorizations | Errors
Search Pending Transactions
Change Sort Order
B T e Send Back Refresh List Budget Check
Transactions to Approve Personalize | View All | L% | =] First 1-40f4 Last
Select Alert  Total Amount Curr Budget Status  Name Employee ID Description Transaction ID g’: = Status Role
[m] 21.80 USD jgec’;:ie Davidson,Colin 00003 I Milezge for Training 0000519316 In-: )18 Submitted for Approval Expense Superviso
. Not Budget ; " 3 = hTs = e for Anpron é i
O 10000USD  Co et Davidson,Colin 00003 Supplies for Training 0000518317 11/052018  Submitied for Approval Expense Supenviso
Not Budg
(5 A 492.00 USD ;ﬁ‘safﬁe Davidson,Colin 00003 Training Conference 0000519318 1110 Submitted for Approval Expense Supervisor
= - Not Budge - a i G 1931 i tiod for A . -
] a 617.00USD oo ot Davidson,Colin 00003 Training Conference 0000518318 110 Submited for Approval Expense Supervisor
- P P Send Back Refresh List Budget Check
Comments
[Overview | Expense Reports | Travel Authorizations | Erors

2. Select the Description or Transaction ID link to drill down into the transaction details for the
expense report you would like to review
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Expense Reports are approved or sent back to the employee for revision from the Approve Expense
Report - Expense Summary page:

Mew Window | Held
Approve Expense Report - Expense Summary [ Expense Details
Colin Davidson Actions [...Choose an Action ~| | B0
Business Purpose General Expenses Report 0000519316 Submitted for Approval
Description Mileage for Training Created 11/052018  Colin Davidson
Reference LastUpdated 11/052018  Colin Davidson
Accounting Date {1/05/2015 Accounting Template STAMDARD
Budget Status Not Budget Checked § Budget Options Budget Checking is required before the Expense Report can be Approved. Please click on the Budget Options hyperlink.
Totals (2 BH View Analytics @ Notes &4 Atiachments
Employee Expenses (1 Line) 21.80 USD Non-Reimbursable Expenses 0.00 UsSD Employee Credits 0.00 UsD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsSD Supplier Credits 0.00 USD
Amount Due to Employee 21.80 USD Amount Due to SBpglier 0.00 USD

The Approve button is grayed out
if the expense report does not

Approval History

= =] .
Qfm . o— have a ‘Valid’ Budget Status. If

Colin Davidson Aves Grsce . . ‘ 0
the status is in ‘Error’, contact

Action Role H
your Expense Coordinator.
Submitted Employee Colin Davidson
Comments
Py Send Back
Expense Line (7 [ Expense Datails
E z 3 )
Expense Line ltems Personalize | Find | | E
Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve
10152018 IN MILES - FULL Training 21.80 USD EA Ld
Return to Approval List Mext in List

Expense reports with a Budget Status of ‘Not Budget Checked’ need to be budget checked. Note:
Expense transactions are budget checked in a nightly batch process or manually.

3. Click on the Budget Options link

The Commitment Control page displays:

Commitment Contral

Help
Commitment Control Details

Source Transaction Type Expense Shest
Budget Checking Header 5tatus Not Budget Checked
Commitment Control Amount Type Encumbrance

Override Transaction

Go to Transaction Exceplions Go To Activity Log
OK Cancel

4. Click Budget Check
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The Budget Checking process is initiated. The Budget Checking Header Status is updated when the
process finishes:

Commitment Control

Help
Commitment Control Details

Source Transaction Type Expense Sheet

I Budget Checking Header Status ‘alid I

Commitment Control Amount Type Encumbrance
Commitment Control Tran ID 0025580646

Commitment Contrel Tran Date 11/07/2018
Owerride Transaction

dget Check i

o to Transaction Exceplions
0K Cancel

The expense report should now have a ‘Valid’ status. If not, contact your department Expense
Coordinator to work with you on figuring out why it is in error.

5. Click OK

The Approve Expense Report - Expense Summary page displays and the Approve button is enabled:

Approve Expense Report - Expense Summary 5 Expense Details
Colin Davidson Actions | ..Choose an Action ~| | B0
Business Purpose General Expenses Report 0000519316 Submitted for Approval
Description Mileage for Training Created 11/057201%  Colin Davidson
Reference LastUpdated 11/07/2015  Ava Grace
Accounting Date 11/ps/2018 Accounting Template STANDARD
Budget Status ‘Valid Budget Options Budget Checking completed. Report is ready for Approval/Posting.

Totals (7 ED View Analytics @ Notes 4 Attachments

Employee Expenses (1 Line) 2180 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD

Cash Advances Applied 0.00 UsSD Prepaid Expenses 000 UsSD Supplier Credits 0.00 USD
Amount Due to Employee 21.80 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD

(applicable taxes will be withheld from your pay)
Approval History

@, ﬂ = =

‘Submitted EX Module Supervisor Expense Coordinator

Colin Davidson Pwa Grace (Pogiad) ot
Action Role Name Date/Time
Submitied Employee Colin Davidson 1140512018 11:00:254M
Comments
&84
Expense Line (- ] Expense Details
Expense Line ltems Personalize | Find | 7 | &
Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve
101572015 IN MILES - FULL Training 21.80UsD A ; =y
Return to Approval List MNext in List

6. Click Approve
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The Approve Expense Report - Submit Confirmation page displays the expense report totals and the
message - 'This report will be approved’:

Save Confirmation
Approve Expense Report
Submit Confirmation
Colin Davidson ReportID 0000519316
Totals
Employee Expensges (1 Line) 21.80 UsSD MNon-Reimbursable Expenses 0.00 USD Employee Credits 0.00 UsD
Cash Advances Applied 0.00 UsD Prepaid Expenses 0.00 USD Supplier Credits D0.00 UsD
Amount Due to Employee 21.80 USD Amount Due to Supplier 0.00 USD
“ This report will be approved. I
OK Cancel
7. Click OK
. .
The Approve Transactions - Expense Reports page displays.
New |
Overview Expense Reports Travel Authorizations Emors
Search Pending Transactions (7
Change Sort Order
¥ Soisct Al Clear All Send Back Refresh List Budget Check
Transactions fo Approve (7 Personalize | View Al | 2 | 2] Fist & 120f2 ‘&' Last
Select Alert Total Amount Curr Budget Status Name Employee ID Description Transaction ID ﬁ;‘:ﬂmed Status Role
] 100.00 USD ;g;‘::dge Davidsen, Golin 00003 Supplies for Training DODD519317  11/05/2018  Submitted for Approval Expense Supervisor
] iy 482 00 USD Hﬁ;?::ge‘ Davidson Colin 00003 Training Conference 0DDOS18318  11/05/2018  Submitted for Approval Expense Supervisor
P o T i Send Back Refrash List Budget Check
Comments
Overview | Expense Reports | Travel Authorizations | Errors

The expense report no longer displays in the list of transactions to approve.

The expense report is routed to the Expense Coordinators for approval.

Approve an Expense Report is Complete

February 2024 Page 30 of 50



2~ _VERMONT Expense Training Guide - Supervisor/Approver

Travel Authorizations

Review Travel Authorizations

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. Isthe appropriate payment method being used for the expenses? Are direct supplier 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 any public or private, for profit or non-profit organization or individual; this form is
not required if the third-party is a State or Federal government entity)

3. Are all items necessary?
4. Are expense lines charged to the correct chartfields?
5. Does the authorization comply with Bulletin 3.4?

Situations when this function is used: Approvers are responsible for reviewing expense transactions
routed to them for approval. Approvers will use the Approve Transactions pages to identify travel
authorizations pending their review and approval.

Home Page Tile navigation: TE tile > Travel Authorization > Approve Transactions
Navigator Menu navigation: Navigator > Travel and Expenses > Approve Transactions > Approve Transactions

The Approve Transactions - Overview page displays a worklist of all expense transactions routed to the
approver:

Owverview | Expense Reports | Travel Authorizations J§ Es
Search Pending Transactions 7
Change Sort Order | 3
# Select All L1 Clear All e Back Rekuhiss st Check
Transastions to Approve (; Personalizs [View A1 21| B Fist 4 170f7 O Last
Select Alert  Transaction Type Totsl Unit  Mame Empioyes ID  Deacription Tansachon D ., Seiue Role
O Expense Report 21.80UsD Davidson, Cofin 00003 Mileage for Training 0000519318 11/08/2018  Submitted for Approval ~ Expense Supervisor
O Expense Report 100.00 USD Davidson, Cofin 00003 ‘Supplies for Training 0000519317 11052018  Submitted for Approval  Expense Supervisor
O & pense Report 482.00USD Davidsen,Colin 0ooo3 Training Conference 0000519318 2018 Submitted for Approval  Expense Supernvisor
|| ravel Authol 1300.00 USD Davidson, Cofin 00003 Training Out of Country
o & fvel Avthorization SET.50USD Training Conferance Alert icons dis p la y on
O Travel Authorization 1000.00 USD Dravidson, Colin Training in Flofos t ra n Sa ct i O n S t h at h a Ve
O Travel Authorization 450.00 USD Davidson, Cofin 00003 Conference in OC aoooaj exce ptio nS on on e O r
¥ Select All Clear All Send Back Refresh List Budget Chack m 0 re Of its Iin es.
Comments
Return to Approval List
Employee Expense History

1. Click on the Travel Authorizations tab to see all Travel Authorizations that are available to you
for review
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The Approve Transactions - Travel Authorization page displays all the travel authorization pending

your approval:

Overview || Expense Reports || Travel Authorizations
Search Pending Transactions

Change Sort Order

# Select All LI Clear Al

Comments

% select A T Clear Al Send Back Rafresh List Budgat Check
Transactions to Approve
ssiact Atert Total Curr Budgst status Mama Employes |0 Description
O 1300.00USD Mot Budget Checked Davidson, Colin 00003 Training Qut of Country

Personalize | View All | - | & First ‘4 1-4 of|
= ,, Dates
TransachoniD  TrpDats oo, status Rals

0000004750 112201 r Approval Expensa Supervisor

0000004751 I 11072018 117 r Approval Expenss Supervisor

O 587.50 UsD Mot Budget C- Davidson.Colin oooo3 I Training Conference
O 1000.00 USD Mot Budget C Davidson,Colin 00003 Training in Florida
O 450.00 UsD Mot Budget Checked Davidson,Colin 00003 Conference in DC
Send Back Refresh List Budget Check

0000004752 11422018 r Approval Expenss Supervisor

0000004753 11052018 1102018 Submitted for Approval Expense Supervisor

2. Select the Description or Transaction ID link to drill down into the transaction details for the
travel authorization you would like to review
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The Approve Travel Authorization - Travel Authorization Summary page displays the travel
authorization information for review:

Approve Travel Authorization
Travel Authorization Summary

Colin Davidson User Defauks

General Information

Description Training Conference Authorization ID DDDOOD4TE1

Business Purpose Conference

Status Submitted for Approva

Date From 11/07/2015 To 11002013 Updated on 11/05/2015 By CDAVIDSO
10:35:38AM
Artschments (1) Maotes
Accounting Defaults More Options [ Choosz an Action | | GO

You can deny individual expenses and still approve or send back the overall report.

Details Personalize | Find | (2]
Expangs Type Date Amount Currency Attachments Approve
{_g OUT BREAKFAST 1100772018 8.00 UsD Aftachments (1) !
OUT BREAKFAST 1100872018 6.00 UsD Aftachments W
OUT DINNER 1100772018 13.50 UsD Attachments !
OUT DINNER 1100772018 18.50 UsSD Aftachments !
OUT DINNER 110082013 13.50 UsD Attachments W
OUT MILES - FULL 1100772018 10900 UsD Aftachments !
CUT MILES - FULL 1110872013 109.00 USD Anachments W
g'é'; Ics"E’ NETRAIN 4 io7re01s 300.00 USD Attzchments (1) T
Totals
Total 587.50 USD
Less Mon-Approved 000 UsD
Total Authorized 587.50 USD
Pending Actions Personalize | Find | - | = First ‘4 10f1 '} Last
Role Hame Actlon DateiTime
EX Module Supervisor Grace Ava
Action History Personalize | Find | 2| B4 First 'Y 10f1 "% Last
Rols Hamg Action DataTima
Employes Davidson, Colin Submitted 11/05/2018 10:35:38AM
Comments
=3

Budget Checking is required before the Travel Authorization can be Approved. Please click on the
Budget Options. hypernk.
Budget Status Mot Budget Checked

Budget Options
Approve Send Back
Return to Approval List Mext in List Previgus in List

The Approve Travel Authorization - Travel Authorization Summary page is broken down into various
sections:

e General Information includes the travel authorization’s Description, Authorization ID,
Business Purpose, Status, From/To dates, header Attachments, and Notes
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e Details section displays the travel authorization lines including Expense Types, Date, Amount
and line Attachments. Exceptions &' icons display on transaction lines with an exception

e Totals section displays the travel authorization totals

e Pending Actions displays the current active action and Action History displays all the actions
that have occurred for the transaction. One or more actions will display and can include:
Submitted, Sent Back for Revision, Withdrawn, Resubmitted, and Approved. Actions include
the Role of the user performing or who performed the action, Name of user performing or
who performed the action, the Action performed and Date/Time the action occurred

e Comments text box is used for approval comments and are required when sending a
transaction back for revision. The Budget Status and Budget Options link display. The travel
authorization must be budget checked prior to approving the transaction. The Approve
button is disable until the transaction has a ‘Valid’ Budget Status

e The Return to Approval List link brings you back to the Approve Transactions page. Use the
Next in List and the Previous in List links to display the next or previous travel authorization
in your approval list

3. Click on the Notes link in the General Information section

The Travel Authorization Notes page displays any comments entered by the employee on the
travel authorization:

Travel Authorization Notes
Help

Add Notes

Hotes Personalize | Find | Y] B First 1of1 Last

Notes Hama Role DateiTime

TA for Training Conference Colin Davidson Employee 1110572018 10:58:21AM

Ganca

4. Click OK to return to the Approve Travel Authorization - Travel Authorization Summary page
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Approve Travel Authorization
Travel Authorization Summary
Colin Davidzon

General Information
Description Traiming Conference Authorization 1D
Business Purpose Conference
Status Submitted for Approva

Date From 11/07/2018 To 11/08/2013

DDDODD4TEY

By CDAVIDSO

Motes

Accounting Defaults

Mare Options[...Choose!

uCthon

Wou can deny ndividual expenses and still approve or send back the overall repon.

Details
Expangs Type Date Amount Currency Attachmanta When ohe or more
& OUT BREAKFAST 110072012 2.00 UsSD Attachments (1) attachments are included on
OUT BREAKFAST 1110872018 3.00 UsSD Attachments the transaction, the
OUT DINNER 11072018 18.50 USD Aachments AttaChmentS ||nk W|” include
OUT DINNER 1180772018 18.50 USD Attachments (#) Where # equals the
OUT DINNER 1100820138 18.50 USD Attach ts
: =emEn number of attachments. The
OUT MILES - FULL 11072018 109.00 UsD Attachments (#) does not dISplay |f there
OUT MILES - FULL 1100820138 109.00 USD Attschments are no attach ments
Ear FITRAIN 44072018 300.00 USD Attsehments (1)
Totals
Total 587.50 USD
Less Non-Approved 0.00 UsD
Total Authorized 587.50 USD
ending Actions ersonalize | Find | B2 First of * Last
Pending Act P Find | 2 | B ¥ 101 L
Role Hama action DataTima
EX Module Supervisor Grace.Ava
Action History Persanaize | Find | 2 | R First ‘4 1of1 & Last
Rale Hamg Action DataiTima
Employes Dawvidson, Colin Submitted 11052018 10:35:33AM
Comments
ElL23
Budget Checking is required before the Travel Authorization can be Approved. Please click on the
Budget Options hyperink.
Budget Status Not Budget Checked
Budget Options
Approve Send Back
Return to Approval List Mext in List Previcus in List

5. Click on the Attachments (#) link
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The Travel Auth Attachments page displays:

Travel Auth Attachments

Help
Travel Authorization |0 DDDDOD4TE1

Details

Persanalize | Fird | View Al | | E
Flia Hame

First '/ 1of1 ‘& Last
Deacription Ligar

Hams

ect_Attachment docx

DateiTima Stamp

Attachment for TA Header COAVIDSD Colin Davidson

11/05/2018 103:24:54AM

Adding farge attachments can take some time to upload, therefore, it is advisable to save the
transaciion before adding large attachments.

N

The File Name is a link to the attachment. Approvers can view the attachment, but they cannot delete
an attachment. Approvers can add an attachment only before they have approved the authorization.
6. Click the File Name link to view the attachment

Attachment/receipt sample document used for training.

7. Close the attachment and click the OK button on the Travel Auth Attachments page
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The Approve Travel Authorization - Travel Authorization Summary page displays:

Approve Travel Authorization
Travel Authorization Summary
Caolin Davidzon

General Information

Description Training Conference

Business Purpose Caonference

Status Submitted for Approval

Accounting Drefaults

Date From 11/07/2018 To 11/08/20138 Updated on 11/05/2018 By COAVIDSO

You can deny ndividual expensas and still approve or send back the overall report.

Authorization ID DODODD4TE1

10:35:38AM
Artachments (1) Motes

Mare Options| . Choose an Acticn v | &0

Less Mon-Approved

Details Personalize | Find | 2l
Expangs Type Date aAmount Currency Attachments Approve

-1'5' OUT BREAKFAST I €= 3.00 USD Attachments (1)
OUT BREAKFAST 111082013 5.00 V2D —diizggments Each line should be
OUT DINNER 1110772018 18.50 USD Arachments reviewed for accuracy
OUT DINNER 110772018 18.50 USD Aachments and compliance.
OUT DINNER 111082018 18.50 USD Atchments
OUTMILES-FULL 110772013 109.00 USD Attachments
OUTMILES-FULL 11092013 109.00 USD Attachments
CUTCONFITRAIN - 41i072ma 300.00 USD Atachments (1) v

Totals

Total 58750 USD

0.00 usD

Total Authorized 58750 UsSD

Pending Actions Personalize | Find | | B Fist ‘&' 10f1 '} Last
Role Hama actlan Dataimima
EX Moduls Supervisor Grace Ava

Action History Personalize | Find | K | B First ‘&' 1of1 ‘% Last
Role Name Action DataiTime
Employes Davidson, Colin Submitted 110572018 10:35:33AM

Comments

g

Budget Options hyperdink.
Eudget Status Not Budget Checked

Budget Checking is required before the Travel Authorization can be Approved. Please click on the

Budget Options
Approve Send Back
Return to Approval List Mext in List Previous in List

8. Click the Expense Type link for the first line
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The Approve Travel Authorization - Expense Detail page displays:

Colin Davidson

About This Expense

Approve Travel Authorization

Expense Detail for OUT BREAKFAST (Line 1)

Date 11/07/2018 Attachments (1) from the Expense Detail page as
Royment Type. Emplojee well as from the Travel
Expense Billing Code MNon-Taxable - Intemal
Originating Location MONTFPELIER VT

Location NEW YORK
Description Breakfast first day of conference

Authorization 1D 0000004751

Line attachments can be viewed

Authorization Summary page.

Use the Previous Expense button

Amount 5.00 usoD
ERCHiHE and Next Expense button to
—— o navigate between the
= transaction lines.
Authorized Amount Exceeded Breakfast at Hotel
Accounting Summary ersonalizations | Find | ] 2 First ‘& 1of1 & Last
Amount GL Unit Account Fumnd Dept PpfOram Class Project Affiliate
5.00 03100 518520 20105 510000260 59290 Zoo17 ZMVT  000-
MNext Expense

I Return to Travel Authorization Summary I

The Approve Travel Authorization - Expense Detail page allows you to view detailed information for
each expense line including the accounting information. Verify that all expenses submitted comply with
Bulletin 3.4. Transaction information is display only. If the information is inaccurate or does not comply
the travel authorization will need to be sent back to the employee for revision.

9. Click Next Expense to review the next line

10. Click the Return to Travel Authorization Summary link when you have finished verifying all the

lines for the transaction
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The Approve Travel Authorization - Travel Authorization Summary page displays:

Colin Davidson
General Information
Description
Business Purpose
Status

Date From

Accounting Defzults

Approve Travel Authorization
Travel Authorization Summary

You can deny individual expensas and =till approve or send back the overall repart.

Details Personalize | Find | (2
EZ(WHEEI WFB Date Amount CI..III'BIIC’" attachmenta APPH}\'B
1110772018 8.00 UsD Attachments (1) W
OUT BREAKFAST 11/D82018 6.00 USD Attachments o
OUT DINNER 1110772018 13.50 USD Attachments W
OUT DINNER 110772018 18.50 USD Aftachments o
OUT DINNER 1110872018 13.50 USD Attachments W
OUT MILES - FULL 110772018 109.00 USD Aftachments o
OUT MILES - FULL 1110872018 109.00 USD Attschments o
EGENFTRAIN 4110772018 00.00 USD Attschments (1) 7
Totals
Total 53760 USD
Less Non-Approved 0.00 UsD
Total Authorized 53750 USD
Pending Actions Personsize | Find | 2] BR  First 0 10f1 0 Last
Rale Nama Actlon Datamima
EX Module Supenisor Grace,Ava
Action History Personalize | Find |2 | First ‘4 10f1 ‘% Last
Role Namg Action Dataimims
Employes Davidson, Colin Submitted 11/05/2018 10:35:33AM
Comments

Training Conference Authorization I 0DDDDD4TS1
Cenference

Submitted for Approva

110712018 To 11/D8/20M3

By CDAMIDSO

Motes

More Options [...Choose an Action v| | 80

Budget Options hyperink.

Budget Options

Return to Approval List

Budget Checking is required befors the Travel Authorization can be Approved. Please click on the

Budget Status Not Budget Checked

Mext in List Prewvious in List

Send Back

If the travel authorization has any exceptions, an & icon will display next to the expense type.

11. Click the Exceptions & icon
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The View Exceptions Comments and Risks page will show all exceptions for the travel authorization:

Approve Travel Authorization

Colin Davidson

General Information

Exceptions

Line

View Exception Comments and Risks

Description Training Conference
Date From 11/07/2018

Business Purpose Conference

Exception

Authorization ID 0000004751

Employees are required to
enter an exception

comment on a travel
Toe 11/09/2018

authorization line to
explain why an amount is
exceeded.

Comment

I 1 0UT BREAKFAST

Amt Exceeded

Breakfast at Hotel I

2 OUT BREAKFAST

3 CUT DINNER

4 OUT DINNER

50UT DINNER

6 OUT MILES - FULL

7 OUT MILES - FULL

8 OUT CONF/TRAIN
REGIST

MNone

MNone

Mone

Mone

MNone

MNone

MNone

[I Return to Travel Authorization Summary I

Mo exceptions associated with this line.
Mo exceptions associated with this line.
Mo exceptions associated with this line.
Mo exceptions associated with this line.
Mo exceptions associated with this line.

Mo exceptions associated with this line.

Mo exceptions associated with this line.

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.

12. Click the Return to Travel Authorization Summary link to return to the Approve Travel
Authorization - Travel Authorization Summary page

Review Travel Authorizations is Complete
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Send a Travel Authorization Back for Revision

Situations when this function is used: The approver has reviewed the travel authorization and
determined the transaction needs to be revised or needs to be deleted. Travel Authorizations not in
compliance with Bulletin 3.4 or are inaccurate should be sent back for revision.

Home Page Tile navigation: TE tile > Expense Reports > Approve Transactions

Navigator Menu navigation: Navigator > Travel and Expenses > Approve Transactions > Approve
Transactions

The Approve Transactions - Overview page displays a worklist of all expense transactions routed to
the approver:

Overview | Expense Reports || Travel puthorizations | Emors
Search Pending Transactions 7
Change Sort Order
" DT ) o Send Back Refresh List Budget Check
Transactions to Approve |; Personaize |Viewall | G0 B} Fst 4 1707 & Last
select Alert  Transachion Type Total Uit Hame Employee ID  Description Transactionin o Siatue Role
Expense Report 2130USD  Davidson.Colin 00003 Mileage for Training 0000518318 11/0512018  Submitted for Approval  Expense Supenisor
u] Expense Report 100.00USD  Davidson.Colin 00003 Supgles for Training 0000518317 14052018  Submilted for Approva
u] & nse Regort 4g200USD  Davidson.Colin 00003 Training Conference 0000518318
O Travel Authorization 1300.00USD  Davidson,Colin 00003 Training Out of Country 0000004750
] & Travel Authorization S87.50USD  Davidson,Colin 00003 Training Conference 0000004751
u] Travel Authorization Davidson,Coln 00003 Training in Florida 0000004752
u] Travel Authorization 450.00USD  Davidson,Colin 00003 Canfersnce in DC 0000004763 11/08/2013  Submitted for Approval  Expense Supenisor
Ry D s Send Back Refresh List Budget Check
Comments
Returm to Approval List
Employes Expense History

1. Click on the Travel Authorizations tab to see all Travel Authorizations that are available to you
for review

The Approve Transactions - Travel Authorization page displays all the travel authorization pending
your approval:

New Window
Overview || Expense Regorts || Travel Authorizations

Search Pending Transactions -

Change Sort Order

B e Y el Send Back Refresh List Budpst Check
Transactions to Apprave |} Personalize [View il | 2 | B Fist 4 14.0f
Select Alert Tolal Curr  Budgst Status Hame Employes 1D Deecription Transaction D TrpDate Do Stahue Rols
300.00USD Mot Budget Checked Davidsan,Colin 00003 Training Cut of Country 0000004750 =4 for Approval Expense Supervisor
m} & 0USD  NotBudge Davidsan.Cofin 00003 I Training Conferance 0000004751 I + Approval Expense Supenvisor
[} 1000.00USD Mot Budget Chy Davidsan,Colin 00002 Training in Florida 0000004752 4 for Approval Expense Supervisor
[} 450.00USD Mot Budget Checked Davidsan.Calin 00003 Conference in DG 0000004753 5 11052018  Submitted for Approval Expense Supenvisor
o S An D Gl Al Send Back Refresh List Budgst Check
Comments

Owerview | Expense Reports | Travel Authorizations | Errors.

2. Select the Description or Transaction ID link to drill down into the transaction details for the
travel authorization you would like to review
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Travel Authorizations are approved or sent back to the employee for revision from the Approve Travel
Authorization - Travel Authorization Summary page:

Approve Travel Authorization
Travel Authorization SUW’II"I":EII’}"
Calin Davidzon User Defaulis
General Information
Description Traiming Conference Authorization ID' DODDOD4TE1
Business Purpose Conference
Status Submitted for Approva
Date From 11/07/2018 To 11/DB2MHE Updated on 11/05/2018 By CDAVIDSO
10:35:38AM
Artachments (1) Motes
Accounting Defaults Mare Options [ Choose an Action = G0
‘You can deny individual expensas and still approve or send back the overall report.
Details Personalize | Find | (2
Expangs Type Dats Amount Currency attachments Approve
& OUT BREAKFAST 11072018 8.00 UsD Attachments (1) o
OUT BREAKFAST 1110872018 A.00 UsD Attachments W
OUT DINNER 11072018 18.50 UsD Attachments o
OUT DINNER 110072018 18.50 5D Arachments W
OUT DINNER 110082018 18.50 5D Attachments o
OUT MILES - FULL 11072018 109.00 LFSD Attachments "
OUT MILES - FULL 110082018 109.00 USD Arachments o
3;‘; EE'NF'TRA:N 110712018 300.00 LD Attachments (1) W
Totals
Total 587.50 USD
Less Mon-Approved 000 UsD
Total Authorized 587.50 USD
Pending Actions Personalize | Find | & | B First ' 1of1 ' Last
Raole Hama action CateiTime
EX Modube Supervisor Grace,Ava
Action History Persanalize | Find | 2 | & First ‘& 10f1 ‘& Lac
Role Name Action Tima
Employee Davidson, Colin Submitted 11/05/2018 10:35:38AM
Comments
Please update the amount on line 1 _-"_Fe'g-,

Budget Checking is required before the Travel Authorization can be Approved. Plzase click on the
Budget Options hyperink.
Budget Status Mot Budget Checksd

Budget Options
Return to Approval List Mext in List Previous in List

3. Enter what revisions need to be made to the travel authorization into the Comment field. A
comment is required to send a travel authorization back for revision
4. Click Send Back
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The Approve Travel Authorization - Submit Confirmation page displays the travel authorization totals
and the message - 'This report will be sent back for revision':

Save Confirmation
Help
A T ’ Ak rizatin
Approve Travel Authorization
Submit Confirmation
Caolin Davidson Authorization 1D 0000004751
Travel Authorization Totals
e ——
Total 587.50 USD Total 587.50USD
o Authorized
Less Hon- D00 USD
Approved
'“ This report will be sent back for revision
Cancel
5. Click OK
The Approve Transactions - Travel Authorizations page displays.
Querview | Expense Reports || Travel Authorizations | Errors
Search Pending Transactions
Change Sort Order
¥ Select A Clear All Send Back Refresh List Budpet Check
Transactions to Approve | Personalize [Viewall |2 ] B it 4 13012 0 Lam
selact Tofal cur Bunget status Nama Empioyse il Description Transactioniz  Trip Date ?':;:l‘mltscl statug Roie
O 1300.00 USD Mot Budget Checked Dawidson,Colin Training Out of Cow itry 0000004750 11 os20me Submitted for Approval Expen
O 1000.00 USD Mot Budget Checksd Davidson, Colin Training in Florida 0000004752 05208 Submitted for Approval Expen
O 45000 USD Mot Budget Checked Davidson, Colin 00003 Conference in DC. 0000004753 052018 Submitted for Approval  Expense Supervisor
¥ Select A Ciear All Send Back Refresh List Budget Check
Comments

Owerview | Expense Reports | Travel Authorizations | Errors.

The travel authorization no longer displays in the list of transactions to approve.

The employee will receive an email notification letting them know the travel authorization has been
sent back for revision.

Send a Travel Authorization Back for Revision is Complete
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Approve a Travel Authorization

The Basics:

1. Per Agency of Administration Bulletin 3.4 Employee Travel and Expense Policy, approval for
employee overnight travel must be received prior to the trip

2. Also, per the Bulletin, all ‘Out of Country’ travel must be approved by the Office of the
Secretary of Administration and will automatically route there for approval

3. Asa Supervisor your responsibility to review the travel authorization for accuracy and
compliance and the steps to approve the transaction are the same

Situations when this function is used: The Travel Authorization has been reviewed and ready to be
approved.

Home Page Tile navigation: Home page > TE tile > Expense Reports > Approve Transactions
Navigator Menu navigation: Navigator > Travel and Expenses > Approve Transactions > Approve Transactions

The Approve Transactions - Overview page displays a worklist of all expense transactions routed to
the approver:

Overview | Exgense Reports []| Travel Authorizationsll|| Erors
Search Pending Transactions
Change Sort Order
B i O ik Sand Back Rafresh List Budget Check
Transactions to Approve Personalize |View A [ G0 | ] Fist 4 170f7 & Last
salect Alert  Transsction Type Total Unit Mams. Employes ID  Description Tramactionn DH° L statwe Role
Expense Report 21.80 USD Davidson, Colin 0ooo2 Mileage for Training 0000519316 11/05/20128  Submitted for Approval  Expense Supervisor
O Expensze Report 00.00 USD Davidson,Colin 00002 ‘Supples for Training Qogos19217 11/05/2018  Submitted for Approva
0 A nse Report #200USD  Davidson,Colin o000z Training Confarenca 0000510318 Approva
(] Travel Authorization 1300.00 USD Davidson Colin 00003 Training Out of Country 0000004750 114051 ed fior Approval
0 A Travel Authorization 58TS0USD D o000z Training Conferenca 0000004751 itted for Approva
O Travel Authorization 1000 00 USD Davidson, Colin 00003 Training in Florida 0000004752 ed fior Approva:
a Travel Authorization 45000 USD Davidson Colin 00003 Conference in DC 0000004753 11/05i ed fior Approva:
T Send Back Refresh List Budget Check
Comments
Retum to Approval List
Empiloyee Expanse Histary

1. Click on the Travel Authorizations tab to see all Travel Authorizations that are available to you
for review

The Approve Transactions - Travel Authorization page displays all the travel authorization pending
your approval:

Ovenview || Expense Reports || Travel Authorizations
Search Pending Transactions 7
Change Sort Order (7
S Lo Send Back Refresh List Budget Check
Transactions to Approve Personaize |Viewal |0 ] B Firs 4 140
Select Alert Budget Status Name Empioyee ID  Description Transsction 1D Trip Date 2:?11“81 Status Fole
[} Not Budget Checked Davidsan.Calin 00002 wal Expense Superiisor
m} & Not Budget Checked Davidson,Colin 00003 Training ¢ wal Expense Supenisor
) Not Budget Checked Davidsan,Calin 00003 Training in Flarida 0000004762 11122018 1 wal Expense Supervisor
[} Not Budget Checked Davi 00003 Conference in DG 0000004753 1100572018 1 wal Expense Superuisor
- R o PR Sand Back Refresh List Budget Chack
Comments

2. Select the Description or Transaction ID link to drill down into the transaction details for the
travel authorization you would like to review
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Travel Authorizations are approved or sent back to the employee for revision from the Approve Travel
Authorization - Travel Authorization Summary page:

Approve Travel Authorization
Travel Authorization Summary
Colin Davidson
General Information
Description  Training Out of Country
Business Purpose Conference
Status Submitted for Approval
Date From 11/12/2018

Accounfing Defaults

‘You can deny individuzl expenses and still approve or send

Authorization ID ODO00D4750
To 11162018 Updated on 11/05/2018 By CDAWIDSO
10:18:32AM
Attschments Mates

More Options [__Choase an Action e | GO |

back the overall report.

Details Personalize | Find | (2
Expente Type  Date Amount Currency Attachments Approve
OUT LODGING 111272013 T700.00 USD Attachments ol
S:LTSE 111272018 600.00 USD Attachments el
Totals
Total 1.300.00 USD
Less Mon-Approved 000 ushD
Travel Authorizations with a8 e
Pendin Budget Status of ‘Not Budget Personalize | Find | (2] B First ‘4 120f2 * Last
o Checked’ need to be budget Action Datarime
YT checked. NOTE: Expense
—— transactions are budget
Action checked in a nightly batch Perconalize | Find | | B First ‘& 1of1 ‘& [ast
T process or manually. P, P
Employee Davidson, Colin Submitted 11/05/2018 10:18:3248M
i The Approve button is grayed out if
/ the travel authorization does not
have a ‘Valid’ Budget Status. If the
Eﬂﬂﬁ%ﬁﬁ:ﬂ T e G i~y status is in ‘Error’, contact your
g C P
Budget Status Not Budget CE2 Expense Coordinator.
Approve Send Back
Return to Approval List Mextin List

3. Click on the Budget Options link
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The Commitment Control page displays:

Commitment Control
Help

Commitment Control Details

Source Transaction Type Travel Authorization
Budget Checking Header 5tatus Mot Budget Checked

Commitment Control Amount Type Encumbrance

Owverride Transaction

Eudget Check i

-

G to Transaction Exceptions Go To Activity Log
Ok Cance

4. Click Budget Check

The Budget Checking process is initiated. The Budget Checking Header Status is updated when the
process finishes:

Commitment Control

Commitment Control Details

Source Transaction Type Travel Authorization

I Budget Checking Header Status Valid I

Commitment Control Amount Type Encumbrance
Commitment Control Tran D 0025580632

Commitment Contrel Tran Date 11/06/2013
Owerride Transaction

i

Go to Transaction Exceptions Go To Activity Log]

Cance

The travel authorization should now have a ‘Valid’ status. If not, contact your department Expense
Coordinator to work with you on figuring out why it is in error.

5. Click OK
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The Travel Authorization - Travel Authorization Summary page displays and the Approve button is

enabled:

Approve Travel Authorization
Travel Authorization Summary

Colin Davidson
General Information
Description Training Cut of Country
Business Purpose Conference

Status Submitted for Approval

Accounting Defaults

Details
Expenae Type Diata Amaunt Currency
OUT LODGING  |11/12/2018 700.00 UsD
OUT AIR s a a0
TRANSE 11122018 600.00 USD
Totals

Total
Less Han-Approved

Total Authorized

* Pending Actions

Date From 11/12/2018 To 11/16/2018

iou can deny individual expenses and still approve or send back the overall report.

Attachments

Attachments

Authorization I 0000004750

Updated on  11/06/2013
4:1Z:04PM
Attachments

By AGRACE

Motes

More Options [ Choose an Action

v (e

Approve

il

Personalize | Find | .2

The Secretary of Admin Approver role
displays in addition to the EX Module

Supervisor in the Pending Actions section for
‘Out of Country’ travel authorizations that

require additional approvals. For some

employees, the Secretary of Admin Approver

may be the only approver.

Role Hamsg
EX Medule Supervisor Grace,Ava
Secretary of Admin Approver Jones, Jimmy
Action History Personalize | Find | (| = First ‘¢ 1of1 ' Last
Rola Marms Action DataiTima
Employes Davidson, Colin Submitted 11/05/2018 10:18:324M
Comments
e
Budget Checking completed. Report is ready for ApprovalPeosting.
Budget Status alid
Budget Options
I' Agprove l | Send Back
Return te Approval List et in List
6. Click Approve
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The Approve Travel Authorization - Submit Confirmation page displays the travel authorization totals
and the message - 'This report will be approved’:

Save Confirmation

Help
Approve Travel Authorization
Submit Confirmation
Colin Davidson Authorization ID 0000004750
Travel Authorization Totals
Total 1,300.00 USD

Total 1,200.00USD
: Authorized
Less Non- 0.00 USD uthorize
Approved

“ This repart will ke approved.

Cancel

7. Click OK

The Approve Transactions - Travel Authorizations page displays.

Overview || Expense Repons || Travel Authorizations || Er
Search Pending Transactions
{FiChange Sort Order |
- PR o Send Back Refresh List Budget Check
[rransactions to Approve (2 Personalize | Viewall | B0 B Fist 4 12072 O Last
select Total cumr Budget ststus Nama Employee I Dascription Transaction iz Trip Date gs::'mmu status Rolg
[} Not Budget Checked Davidson,Colin 00002 Training in Flarida 0000004762 111212018 190512018  Submited for Approval Expense Supenvisor
[} Not Budget Checked Davidson,Golin 00002 Conference in DG 0000004763 11/0512018 19/0572018  Submitted for Approval Expense Supervisor
B i LY i Send Back Refresh List Budget Check
Comments
[puerview | Expense Reports | Travel Authorizations | Ermors

The travel authorization no longer displays in the list of transactions to approve.

When the travel authorization has been approved by the necessary approvers, the employee will
receive an email notification letting them know the travel authorization has been approved.

Approve a Travel Authorization is Complete
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Set up Alternate Approver

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.

Only expense transactions will be routed to the alternate approver. Workflow transactions from
other modules do not route to the alternate approver.

Situations when this function is used: Expense Supervisors need to set up an alternate approver prior
to an extended leave of absence.

Navigator Menu navigation: My System Profile

NavBar: Menu

TT Asset Management 5

O g >

Recently Visited

L
E{@} E Lease Administration >
s

M
O E Maintenance Management >
Favoiites

E Manager Seif-Service >

E Manufacturing Definitions >
E Module Security Form >
= My Dictionary

= My Feeds

= My Preferences

o
E Order Management >
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The General Profile Information page displays.

B NS T T— g B TR T R T T

General Profile Information

Eric: John Hoefel

Password

Change or set up forgotten password help

Personalizations

My preferred language for FlA web pages is:  English

My preferred language for reports and email is | English e |

Currency Code ljl

Default Mobile Page | o |

Alternate User

If you will be temporarily unavailable, you can select an alternate user to receive your routings.

Alternate User ID |{MD RSE o]

From Date |01/08/2024 {example-12/21/2000)
To Date |01/12/2024 (excample:12/21/2000)

Workflow Attributes

B Email User B Worklist User
Miszellansous User Links
Ernail
E\ 2of2 w
Primary Email Account | Email Type Email Address
Business eric.hoefel@vermont.gov

Wiark L | |E_1cefe @gmail com | E’

Save

1. Alternate User ID - Enter the VISION User ID for the employee that is going to be your alternate
approver

2. From Date - The From Date should be the first day of your absence
3. To Date - The To Date should be the date before you return to work
4. Click Save
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