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EXPENSE COORDINATORS - The Basics

Expense Coordinators

= Expense Coordinators are responsible for being knowledgeable of Bulletin 3.4 and
department policies regarding expenses.

Terminated/Retired Employees

= Expense Coordinators who have Terminated/Retired Employees who did not enter their
Expense Report(s) before leaving the state, will have 14 days from the date of leave to

enter the prior employees Expense Report in the system.
=  You will need to contact the Vision Helpdesk at Vision.FinHelpdesk@vermont.gov as

your access will need to be temporarily updated to allow you to “submit” on behalf on
the individual.
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View an Employee Profile-Employee Information

WorkCenter Navigation: EX WorkCenter > Links > Security > Update Profile
Menu Navigation: Travel and Expenses > Manage Employee Information > Update Profile

< Expenses WorkCenter Employee Profile (Edit)

Employee Profile (Edit)

Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

Search Criteria

Search by: |Employee ID v |begins with

Limit the number of results to (up to 300): |300

Search | Advanced Search

Enter Employee ID # and click Search

You can also search by Last Name, click on the Search by drop down menu and select Last Name

< Expenses WorkCenter Employee Profile (Edit)

Employee Profile (Edit)

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

Search by: |LastName v |begins with

Limit the number of results to (up to 300). (300

Search | Advanced Search

The Organizational Data page will open for the Employee
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{ Expenses WorkCenter Colin Davidson

Organizational Data User Defaults

Colin Davidson

Expenses Processing Data Find | View All First ‘& 1of1 &/ Last

¥ Default Profile

Ignore Authorized Amounts

Ignore Group Location Amounts
Per Diem Amount Type  Active
HR Information I Supervisor Information I Amounts

Valid for Expenses Yes

Reason for Status Passed All Validation Edits

Employee Status Active ID 00006
i 6/24/1996
Hire Date 06/24/195¢ Name Grace Ava
GL Unit 08100 Transportation Agency
Department 5100002000 Maintenance & Ops Bureau
Hours Per Period | | Use Business Unit Default

Minimum Maximum

Default ChartField Values Personalize | Find | E First ‘&' 10f1 &/ Last

Default ChartField Values
GL Unit Fund Dept Program Class Project Affiliate

08100 20108 2100002000 59200 Z0017 ZMVT  DDOD-

Cash Advance Level I

Business Unit 4,000.00 USD
Specific Amount
None

Expense Role

'If desired, an expenses role can be associated with this employee. Please note that only one role can be assigned
per employee, no matter how many jobs they hold within the company.”
Expense Processing Role

Save ||[GP Return to Search [=] Notify

[Drganizational Data | User Defaulis

Under the Organizational Data tab you will see:

Expenses Processing Data - indicating whether they are valid for expenses

HR Information — This section shows the employee as Active including their GL Unit and
Department defaulted in from VTHR

Default Chartfield Information

Cash Advance Level

Expense Role

Supervisor Information, current Supervisor ID # and Name

Click on the User Default tab
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Organizational Data User Defaults

Colin Davidson

Default Creation Method

Expense Defaults
Report Description
Business Purpose
Originating Location
Expense Location

Transportation ID

Expense Type Defaults
Expense Type || Merchant | [0

Expense Type

Project Defaults for Expenses

Project Defaults for Expenses =»

Enabled Project

Time Defaults
Country

State
Locality

Billing Type
Project Defaults for Time

Project Defaults for Time | [0

Enabled Project

Accounting Detail Default View C.

Expense Report Open a Blank Report
Time Report Open a Blank Repart

Travel Authorization Open a Blank Authcrization

ollapsed

Payment Type

Description

Description

Save ||[E* Retumn to Search =] Notify

Drganizational Data | User Defaulis

Description

Expense Training Guide
Expense Coordinator

< Expenses WorkCenter Colin Davidson

Per Diem Range

Billing Type
Payment Type EMP

Credit Card

Number of Nights

Personalize | Find | (7| B First

Eilling Type

Perzonalize | Find | View All | lL_'|| El First ‘4

1of1 ‘&' Last
Percentage
Select Project ChartFields Display
Default : Codes
Descriptions
Codes
Personalize | Find | View All | £ ] =5 First ‘4 10f1 ‘&' Last
Description Time Guantity

Employee

¥ 10of1 & Last

Under the User Default tab, you will see the default creation method. Employees can change,
for example, if an Employee processes the same kind of Expense Reports for mileage, the

Employee could set the default as “Copy from Existing Expense Report” one the initial Expense
Report has been entered.

View an Employee Profile-Employee Information complete
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Authorize Expense Users
As an Expense Coordinator you have authority to set up authorized users but with ‘Edit’
authority only.

WorkCenter Navigation: EX WorkCenter > Links > Security > Authorize Expense Users
Navigation: Travel and Expenses > Manage Expenses Security > Authorize Expense Users

The Authorize Expense Users page opens

< Home Authorize Expense Users

Authorize Expense Users

Please selsct search aspect

To authorize multiple users for one employee, enter the Employee 1D,
To authorize employees for one user, enter the User ID.

Search By

% Employee 1D User 1D

Search Value E Q

Search

To authorize multiple users for one employee, enter the Employee ID
To authorize employees for one user, enter the User ID

For this lesson, we are entering an Employee ID

Click Employee ID, and enter Employee ID in the Search Value field
Click Search

The Authorize Expense Users page opens, displaying the Authorized Expense Users for this
employee.
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Authorize Expense Users - Employee

Search Type Employse ID

——————————

Search Value Colin Davidson

Authorize Expense Users - Employee
*Authorized User ID Description

1 |[CDAVIDSO @, Colin Davidson
2 |MPFALLER 0, SCl-MaryEllen Pfaller

3 RMCTEAG Q) Rufus McTeag

Save

Retumn to Search

Enter User IDs on this page to allow them to view or modify expenss transaction on behalf of this employee

Find | ) First

1-30f3 ‘&' Last

*Authorization Level

Edit & Submit +| [=
Edit =
Edit + [=

To add or delete a user, click on the + or —to add a new row or to delete a row, we are adding

Mary Motor as an Authorized User

Enter the User ID on this page to allow them to view or modify expense transaction on behalf of

this employee.

Authorize Expense Users - Employee
Search Type Employse ID

Colin Davidson

Enter User ID=s on this page to allow them to view or modify

Authorize Expense Users - Employee

*Authorized User ID Description

1 [CDAVIDSO @, Colin Davidson
2 MPFALLER T SCl-MaryEllen Pfall
3 |RMCTEAG @, Rufus McTesag
4 MMOTOR O, Mary Motor
Save

Retumn to Search

expenss transaction on behalf of this employes

Find | & First 1-40f4 (B Last

*Authorization Level

Edit & Submit ¥ | [=
er Edit 4 | [=

Edit + [=]

Edit =

Once you have completed updating Authorized Users click SAVE

Authorize Expense Users is training 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 EX tile
on the Home page.

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, advise the supervisor to send
the expense report back to the employee once a security form has been submitted and approved
to add an expense coordinator to the approval pool. The employee can resubmit the expense
report and it will route for approval as intended.

WorkCenter Navigation: Expense Coordinator WorkCenter (EX) > Links Pagelet > Approve
Transactions > Approve Transactions

Navigator Menu Navigation: Travel and Expenses > Approve Transactions > Approve
Transactions
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¢ Expense Report Approval Approve Expense Report - Expense Summary

Overview || Expense Repors || Travel Authorizations

Cash Advances Errors.

Search Pending Transactions | 3

{FiChange Sort Order |

¥ Select All Clear All Send Back Refresh List Budget Check
Transactions to Approve |} Personalize | View All | - B First ‘4 1-50f5 '* Last
Sabect Alert  Transaction Type Total Unit Mama Empioyes IO Description Tranzaction ID E:L‘mmm status Role
O Cash Advance 200.00 USD Davidson, Colin 00003 Description OD00DDDEZS 121132018 Submitted for Approval  Expense Coordinator
O Expense Report 21.80USD Davidson,Colin 00003 Training Class 0000532364 1211472018 Approvals in Process Expense Coordinator
[m] & Expense Report 137.20USD Davidson,Colin 00003 Annual Meeting 0000532365 121142018 Approvals in Process Expense Coordinator
O Expense Report 2671 USD Davidson, Colin 00003 Travel for VISIOM training  ODD0532372 121132018  Approvals in Procass Expense Coordinator
O & Expense Report 21.80 USD Davidson, Colin oooo3 Annusl Meeting 0000532376 12132018 Approvals in Process Expense Coordinator
¥ Select Al Clear All Sand Back Refrash List Budget Chack

Comments

Return to Approval List
Employes Expense History

Overview | Expense Reports | Travel Authorizations | Cash Advances | Ermors.

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 cash advance 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.

WorkCenter Navigation: Expense Coordinator WorkCenter (EX) > Links Pagelet > Other Links >
Worklist

Navigator Menu Navigation: Worklist > Worklist

Worklist
Workdist for MMOTOR: Mary Motor
FREIVE WorkistFiters ] [ Feed
Worklist ltems ggalize | Find [View | (2| B} First 4 150f5 * Last
From Data From Work fem Workad By Activity Priority
Colin Davidson 121312018 Approval Routing Approval Workflow 2-Medium _ADWA
Ava Grace 121 42018 Approval Routing Approval Workflow 2-Medium B M0
Ava Grace 12142018 Approval Routing Approval Workflow 2Medium B M0
Ava Grace 121412018 Approval Routing Approval Workflow T Medium ) CE. HEET.
Ava Grace 12142018 Approval Routing Approval Workflow 2-Medium B N 7 _SH
Refrech

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.

WorkCenter Navigation: Expense Coordinator WorkCenter (EX) > Links pagelet > Approve
Transactions > Approve Transactions
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Navigator Menu Navigation: Travel and Expenses > Approve Transactions > Approve
Transactions

Travel and Expense WorkGen @ «
Overview || Expense Reports || Travel Authorizations || Gash Advances || Emors
Main || Reporis/Queries
1 1y work o Search Pending Transactions
Jr— hange Sort Order
= Alers ¥ Seiect Al 1 Clear A1 Send Back Refresh List Budget Check
7 Panding Expense Reports (5} =
Unapplied Travel Authorization (£} Transactions to Approve Parsonalize |View sl | 0| B Fist 4 15005 * Last
= On HoldiPending A :
_ b Roldifending Approvals Salect Aot Transsction Type Total Uit Hame Employes ' Description Transsctionp D3 statun Role
Expense Regort (4) ]
S Travel Authorization
S Gash Advance (1) O Cash Advance 20000USD  Davidson.Colin 00003 Descriplion 0000000835 121192018 Submitied for Approval  Expense Coordinator
= _Exceptions O Expense Report 2180USD  Davidson.Colin 00003 Training Class 0000532364 1211412018 Approvalsin Frocess  Expense Coordinator
7 Outstanding Cash Advances
O & Expense Report 13720USD  Davidson,Colin 00003 Annual Mesting 0000532365 1211412016  Approvalsin Process  Expense Coordinator
[m] Expense Report 2671USD  DavidsonColin 00003 Travel for VISION training 0000532372 121192018 Approvals in Frocess  Expense Coordinator
O & Expense Report 2180USD  Davidson,Colin 00003 Annual Mesting 0000532376 121132016 Approvals in Frocess  Expense Goordinator
Links 2 o ¥ ssisctal [ Clear Al Send Back Refrash List Budget Check
b Assistance (S5
= A i i
) pprowe Tansactions Retum to Approval List
Apprave Transachions
S Modify Approved Transassons Employes Expanse History
e rview | Expense Reports | Travel Authorizations | Cash Advances | Errors
I+ Travel Authorization
b Expense Report
& Process Expenses
Travel and Expense WorkCen @ « jow Window | Help | Personalize Page | T
- Worklist
Main | Reports/Queries
1y Work & o- [ Workist for MMOTOR: Mary Molor
ETE WorkistFiters 0] (3 et
© Alerts
7 Panding Expanse Raports (5) ey ) = =
5 Unappii Tt Aaoriaation () Worklist ltems Personaiize | Find | View All | [ 1-50f5 ‘® Last
From Dats From wor: itsm ‘Worksd By Actity oty Lk
= On HoldiPending Approvals roval 78 STATE. 201804
S Expense Report (4] Colin Davidson 12132018 Appraval Roviing ‘Approval Warkfiow BAPP R Tttt ark Workes
7 Travel Autonzation ERApproval, 275, STATE, 201803
7 Cash Aduance (1) Ava Grace 121142018 Approval Routing ‘Approval Warkfiow BATE R o =
BOCRADA —
= Exceptions EF roval, 287, STATE, 201803
S Outstanding Cash Advances Ava Grace 121142018 Approval Routing Approval Warkfiow oﬁﬁ—mr‘m’mmvr ark Worke:
5
Ava Grace 1211472018 Approval Routing Approval Warkfiow e =R e ark Worke:
BDCRADA
Ef roval, 259, STATE, 2018-03-
Ava Grace 1211412018 Approval Routing Approwal Warkfiow o o =
ROCRATA
Links. S s o~
Refresh
b Assistance

b Approve Transactions
Cash Advance

I Travel Authorization
I Expense Report

b Process Expenses

: Manage Accounting
o Seourity
= Oher Links

Workist

7 VISION Expense Access Request
VISIC Expanse Signature
Authority Form

The EX WorkCenter 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 and
display on the right of the page. Clicking on a link displays the page in the work area.

Page 10 of 86



/Q\VERMONT Expense Training Guide
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Expense Reports

Review an Expense Report

The Basics:

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

As an Expense Coordinator (Approver) it is your responsibility to review the Expense Report for
accuracy and policy following Bulletin 3.4 and your departments policies. 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?

Are receipts attached to the expense report lines?

8. Does the report comply with Bulletin 3.4?

Nou,sWN

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.

WorkCenter Navigation: Expense Coordinator WorkCenter (EX) > Links pagelet > Approve
Transactions > Approve Transactions

Navigator Menu Navigation: Travel and Expenses > Approve Transactions > Approve
Transactions
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< VT Expenses Travel and Expense WorkCenter

Nanw Winck
Travel and Expense Work( ©  « ndow |
Travel Authorizabons || Cash Advances | Emors

Main Reports/Queries
£ My Work S o~
E— Change Sort Order (2
= Alerts

= Pending Expense Reports (12)

T Unappiied Travel Authorization (2)

¥ Select Al L1 Clear anl Send Back Rafresh List Budget Check

Transactions to Approve (1 Personslize | Viewsl | 0 | B} Fist 4 1808 & Last
On Hold/Pending Approvals
7 Expense Report (7)
5 Travel Authorization

Select Alet  Transaction Type Total Unit  Name Employee D Description Transaction ID

D Cach Advence a Expense Repart 21.80USD  Davidson,Colin 00003 Training Class 0000532384 AI e r‘t | CO n S d | S p | a y 0 n t r‘a n S a Ct | O n S
Exceptions m} L = Report 13720USD  Davidson,Col o0 Annual Mesti 00005223 B
pense Repor svidson,Calin Annusl Mesting o
= ovaning Cash crces that have exceptions on one or
[m] Expense Report 28.71USD Davidson, Colin T VISION training 0000532372
[m] iy % 1.20 USD Davidson, Colin 00003 Annual Meeting 0000532376 | I I re Of Its I l n es o
] Espanse Report 8874USD  Davidson.Colin 00002 Training in Burlington 0000532378 121152018  Approvslsin Process  Expense Coordinstor
[m] Expanse Report 18.08USD  Davidson.Colin 00002 Mesting with DCF 0000532380 01117219 Approvsisin Process  Expense Coordinstor
a &y || Expense Report 168.26 USD Davidson, Colin 00003 Trip to Florids Conference 0000532383 01/2372018  Approvsls in Process  Expense Coordinator
O £y | Expense Report B57.88 USD Davidson, Colin 00003 Trip to Albany Conference 0000532385  01/232018  Approvsls in Progess  Expense Coordinator
b
@ Seiect Al 1 Clear Al Send Back Refresh List Budge! Check
.......... Comments
S Links S o~
Return to Approvs List
Assistance Employee Expense Histary
Approve Transactions Joverview | Expense Reports | Travel Autherizstions | Cash Advances | Ermors

T Approve Transsctions

" Moy Approved Transsctions

Travel Authorization
Expense Report
Process Expenses
Manage Accounting
Security
Oher Links

A Worklist

1 Process Monitar

7 WISION Expense Access Reguest

= WVISION Expense Signsture

Authority Form

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

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.

hange Sort Order

Selact Alert
O
O &
O
O A
O
O
O &
O a

Comments

Return to Approval List
Employee Expense History

Overview || Expense Reparts

Search Pending Transactions

¥ salect Al [ Clesran

Trangactions to Approve

Transaction Type

Expense Report

Expense Report

Expense Report

Expense Repart

Expense Repart

Expense Report

Expense Report

Expense Report

¥ Salect All L] Clesr Al

Travel Authorizations

Total Unit

21.80USD

13720 USD

28.71 USD

21.80 USD

68.74 USD

18.08 USD

16826 USD

66788 USD

Cash Advances || Emors

Send Back

Name

Davidson,Colin

Davidson, Colin

Davidson, Colin

Davidson, Colin

Davidson, Colin

Davidson, Colin

Davidson, Colin

Davidson,Colin

Send Back

Overview | Expanse Reports | Travel Authorizations | Cash Advances | Emors

Redfresh List Budget Check

Employee ID Description

ooooz2

oooo2

oooo2

oooo3

ooooz

oooo3

00003

00003

Transaction D e L
Training Class DOOSIZTIES 121142012
Annusl Mesting 0000532385 12142013
Travel for VIGIOM training 0000532372 1211302018
Annusl Mesting 0000532376 121132018
Training in Burlington 0000S32ITE 1ZMS01E
Mesting with DCF 000053230 DUMZ0N8
Trip o Florida Confersnce 0000532363 0232018
I Trip 5 Albany Confersnce 0000532325 I:n.'zamwg
Redfresh List Buget Check

Fersonalize | Viewsl | (] [H Fist 4 18of2 ! Last

Status

Approvals in Procass

Approvals in Process

Approvals in Process

Appravals in Process

Appravals in Process

Appravals in Process

Approvals in Procass

Approvals in Procass

Role

Expense Coordinstor

Expense Coordinstor

Expense Coordinstor

Expense Coordinator

Expense Coordinator

Expense Coordinator

Expense Coordinstor

Expense Coordinstor

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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The Approve Expense Report — Expense Summary page displays the expense report information

for review.

Expense Training Guide
Expense Coordinator

Approve Expense Report - Expense Summary

i) Expense Details

Colin Davidson

Business Purpose
Description

Reference

Accounting Date
Budget Status

Totals #

Confarenca

Trip to Albany Confarence

0vzazme

Valid Budget Opfions

Actions |...Choose an Acfion e
Report 0000532305  Approvals in Process
Created 01/2372010  Codin Davidson
Last Updated 0O s Grace

Budget Checking completed. Report is ready for ApprovalPosting.

T View Analytics

Authorization ID 0000005218

Accounting | emplate. STANDARD

F4 Attachments

Return to Approval List

Previous in List

Emy i rd MNon-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 357.88 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 13.63 USD
BEoCaR Taes vl B winnel g o vaur e
Approval History
= e —
L : =
VO dv J 3
Submitted EX Meodule Sugeriisor Expense Coordinator F
Calin Davidzan fua Grace (Poaled) ayment
Action Role Name DatelTime
Submitted Employee Colin Davidson 012372019 8:37:11PM
Approved EX Module Supervisor Awva Grace 01/24/2019 7:17-58AM
Comments
A
Approve Send Back Save Changes
Expense Line i) Expense Det
Expense Line ltems Personslize | Find | (| &
Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve
/212018 QUT EREAKFAST Breskfast first day of conference 10.00 UsD & W
Niz220M8 OUT EREAKFAST Breskfast second day of conference B6.25 USD 63 [l
17212018 OUT DINNER Dinner first day of conference 18.50 UsD 63 [l
= przi2mo OUT DINNER Dinner second day of conference 12,50 USD &, W
Mizaroa OUT DINNER Dinner third day of conference 18.50 USD 63 W
0zi2me OUT MILES - FULL Mileage from home to conference 136.25 USD 63 Ll
01232018 OUT MILES - FULL Mile=ge from conference to home 13625 USD 63 il
0232018 OUT CONFTRAIN REGIST Training Conference Registration 200.00 USD c‘\: ol vl
10012018 INMILES - FULL Mile=ge 12.83 USD EA W

The Approve Expense Report — Expense Summary page is broken down into various sections.

1. 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.

2. 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.

3. 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
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performed the action, Name of user performing or who performed the action, the
Action performed and Date/Time the action occurred.

4. The Comments text box is used for approval comments and are required when sending
a transaction back for revision. The Approve, Send Back and Save Changes buttons
display. As an Expense Coordinator, you have the ability to modify the ChartFields when
approving an expense report. The Save Changes button is used to save your changes.
Changes to the ChartFields will require the expense report to be budget checked. The
Approve button will is disabled if transaction does not have a ‘Valid’ Budget Status. All
other changes should be done by the employee and the transaction should be sent back
for revision.

5. The Expense Line section displays a summary of the expense lines including Expense

Types, Date, Amount and line Attachments. Exceptions G icons display on transaction
lines with an exception. The Receipt Required checkbox identifies lines that require an
attached receipt. The most common exceptions are duplicate expense lines or the
maximum amount for an expense type is exceeded.

6. 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.

Click the Notes link.

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

Expense Motes
Help

Add Motes
Notes Personalize | Find | 12/ | & First '&' 1of1 "} Last
Motes Mame Role Action DatefTime
Conference expenses  Colin Davidson Employe=e 01232018 6:38:52PM
Ok Cancal

Click the OK button.
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The Approve Expense Report — Expense Summary page displays.

Expense Training Guide
Expense Coordinator

Approve Expense Report - Expense Summary
Colin Davidson
Business Purpose Conference

Description  Trip to Florids Conference

Reference

Accounting Date  01/22/2010

Budget Status ‘Valid Budget Options
Totals
Employee Expenses (5 Lines) 160.28 USD
Cash Advances Applied 0.00 USD
Amount Due to Employee 169.26 USD

Approval History

Report 00005323283
Created 01/23/2012

Colin Davidson

8 Grace

Budget Checking completed. Report is ready for Approval/Posting.

T4 View Analytics

Non-Reimbursable Expenses 0.00 USD
Prepaid Expenses 0.00 USD
Amount Due to Supplier 0.00 USD

Approvals in Process

[ Expense Detais

Actions \ ...Choose an Action [ | GO

RH?‘ Motes #, Attschments
Employee Credits 0.00 USD
Supplier Credits 0.00 UsD
Total Taxable Expenses 0.00 USD

(appiicable taxes will be withheld from your pay)

Retum to Approval List Previous in List

Elx —
1
VS g |
Submited EX Module Supervisor Expenze Coordinator Eayment
Colin Davidsan Ava Grace {Foaled) !
Action Role Mame Date/Timea
Submitted Employes Colin Davidson D1/23/2019 10:30.57AM
Approved EX Module Supervisor Ayva Grace DM/232019 10:32:43AM
Comments
Apprave Send Back Save Changes
Expense Line [ Expense Detsils
Expense Line ltems Personalize | Find | I | B
Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve
DnMT2e OUT LODGING 100.00 USD c§€+ 1
@ DnT20me OUT MILES - FULL Mileage from Home to Airport 13.63 USD ;_{i
@ DAMT20M0 OUT MILES - FULL Mileage from Airport to Home 13.63 UsD 63
DIM720Me OUT DINNER Chariie’s Diner 12.00 USD 6;*
@ D1M&2019 OUT DINNER Steakhouse 30.00 USD ..3;;-

If a travel authorization has been linked to the expense report the Authorization ID field will
display. Click the Authorization ID link.
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The View Travel Authorization — Summary page displays in a new window.

Travel Authorization

Colin Davidson Actions [._.Choose an Action ~

Business Purpose Conference Destination Location Neyy vORK Authorization ID 0000005218 Approved

Description Trip to Albany Confarance Date From 01/23/2018 Date To [H/2520H8 Created (1/23/2019  Calin Davidsan

LastUpdated 01232010 Ava Grace
Totals 2 & view Printable Version @ Notes # Aftachments (1)
Projected Expenses {8 Lines) 84425 USD Denied Expenses 0.00 UsD
Total Authorized Amount 644,25 USD

The travel authorization
information displays including the
Total, Notes, Attachments and

¥ By checking this box, | certify these costs are reasonable estimates and comply with expense policy.

Subemit Traved Authorization Submitted On  01/23/2018 Submitted By Colin Dayig

Approval History.

Approval History

ot Retumn to Search | | 2] Netity

El #=]
v v
‘Submitted EX Medule Supervisor
Colin Davidson Ava Grace
Action Role Name DatelTime
Submitted Employee Colin Davidson 01/23/2018 6:13:25PM
Approved EX Module Supervisor Avs Grace 012372019 6:14:40PM

Click the Travel Authorization Details link.

The View Travel Authorization — Details page displays.

Travel Authorization
Colin Davidson (¥

Business Purpase Conference

Description Trip to Albany Conference

Projected Expenses 7

Billing Type Non-Taxable - Internal

Originating Location MONTPELIER VT
Location NEWYORK

@

D.qmounﬁn Details (2

1242019 OUT BREAKFAST
Billing Type Non-Taxable - Inemal

Originating Location MONTPELIER VT
Location NEW YORK

DAocounting Details (2

01232018 OUT DINNER
Billing Type Non-Taxabie - Infernal

Originating Location MONTPELIER VT
Location NEW YORK

D\uounﬁng Details (7

Destination Location NEW YORK
Date From 01232019

& attachments (1)

Date To 01252012

B
Breakfast second day of conference

*[inner first day of conference

o

Employes

[ Simmang

~]

Actions |...Choose an Action GO

Authorization ID 0000005218  Approved

Expand All | Collapse All Totals (8 Lines) 64425 USD
*Date *Expense Type *Description “Payment Type *Amount Curmency
e " "
O3S OUT BREAKFAST Brealdast first day of conference ¥ Empioyee 1000 USD

The travel authorization line
information displays.

1850 USD

Click the Expand Accounting Line

icon for each line.
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The Accounting Details section expands and displays the ChartField information.

Expense Training Guide

Expense Coordinator

Travel Authorization

Colin Davidson | 7

Business Purpose Confarance

Description Trip to Albany Confarence

Projected Expenses (7

Expand All | Collapse All

Destination Location MEW YORK
Date From 01/2372010

& Atiachments (1)

Date To 01252010

B Summary

Actions [..Choose an Action w|| &0

Authorization ID 0000005218 Approved

Totals (8 Lines) 64425 USD
“Date “Expense Type “Description “Payment Type “Amount Currency
5, " A

= OUT BREAKFAST Eresidast first day of conference 7 Empiogee 1000 USD

Billing Type Mon-Taxable - Internal
Originating Location MONTPELIER VT
Location NEW YORK
@
Accounting Details |7
Chartfields | [0
Amount GL Unit Account Fund Dept Program Class Project Affiliate
10.00 03100 513520 20105 2100002000 5200 Z0mM7T ZMVT  000-
e

O1/24/2019 OUT BREAKFAST Breakdfast second day of conference P_ Employee 825 USD

Billing Type Mon-Taxable - Intemnal
Originating Location MONTFELIER VT
Location MEW YORK
Accounting Details | ¢
Chartfields | [0
Amount GL Unit Account Fund Dept Program Class Project Affiliate
6.25 02100 513520 2008 2100002000 50200 2007 ZNWT 000

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

Approve Expense Report - Expense Summary
Colin Davidson
Business Purpose Conference Report DO00532385 Approvals in Process
Description Trip to Albany Conference Created 01/23/2018  Colin Davidson
Reference Last Updated 01/24/2018  Awva Grace
Authorization ID 0000005218
Accounting Date  01/23/2018 Accounting Template STANDARD
Budget Status Valid Budget Options Budget Checking completed. Report is ready for Approval/Posting.
Totals 2 T View Analytics Motes # Attachments
Employee Expenses (3 Lines) 857.88 USD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 usD
Cash Advances Applied 300.00 UsSD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 usD
Amount Due to Employee 357.88 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 13.63 USD
(applicable taxes will be withheld from your pay)
Approval History
ae=]
uv 7
EX Module Supenvizor Expense Coordinator
Celin Cavidson Ao Grace: {Peoled)
Acticn Role Name Date/Time
Submitted Employee Colin Davidson 012372019 8:37:11PM
Approved EX Module Supervisor Ava Grace 01/24/2019 T:17:564M
Comments
il
Approve Send Back Save Changes
Expense Line [ Expense Details
Expense Line ltems Personalize | Find | (2| &
Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve
@ 017212010 OUT BREAKFAST Breskfast first day of conference 10.00USD c;; M
/222010 OUT BREAKFAST Breskfast second day of conference B.26USD c;; vl
01212010 OUT DINNER Dinner first day of conference 12.50USD o?»; el
& 01212010 OUT DINNER Dinnar second day of conferance 12.50USD & M
017232010 QUT DINMER Dinner third day of conference 12.50USD &, M
017212010 QUT MILES - FULL Mileage from home to conference 136.25 USD & M
017232018 QUT MILES - FULL Mileage from conference to home 136.25 USD &, W
222018 OUT CONFITRAIN REGIST Training Conference Registration 300.00UsSD c‘z W il
10/01/2018 INMILES - FULL Milezge 1363 USD & [l
Return to Approval List Previous in List

Click the Go button.
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Expense Coordinator

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 Davidson Report ID 0000532285
Cash Advance Information
*Advance ID Advance Amount E;l;.::ange Total Applied
0000000247 300.00'UsD 1.0:0000000 300.00UsD
Update Totals 1.
Total Advance Applied 300.00 UsD
Employee Expenses {9 Lines) B57.88 USD
Total Due Employee AR7.28 USD
Ok, \
N

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.

Click the OK button.
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The Approve Expense Report — Expense Summary page displays.

Approve Expense Report - Expense Summary [ Expense Details
Codin Davidson Actions |-.Choose an Action ~ SO
Business Purpose Confarance Report 0000522305 Approvels in Process
Description Trip to Albany Conference Created 0 018  Colin Davidson
Reference Last Updated 0 010 Avs Grace
Authorization ID 0000005212
Accounting Date 01/23/2010 Accounting Template STANDARD
Budget Status Valid Budget Opfions EBudget Checking complated. Report is ready for ApprovalPosting
Totals W View Analytics @ Notes o Attachments
Employee Expenses (9 Lines) 85788 USD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.0 UsD
Cash Advances Applied 300.00 UsSD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 usD
Amount Due to Employee 357.88 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 13.63 USD
{applicable taxes will be withheld from your pay)
Approval History
= P —
=t i =
v U 3 Sg'
Saubmitted EX Module Supervisor Expense Coordinator Pa
Calin Davidzon Ava Grace {Pooled) ozt
Action Role Name DateTime
Submitted Employee Calin Davidson 01/23/2019 8:37:11PM
Approved EX Module Supervisor Ava Grace 0172472019 7:17:55AM
Comments
Al
Approve Send Back Save Changes
Expense Line (2 5] Expanse Details
Expense Line ltems Personslize | Find | £ | =]
e ————
Date Expense Type Description Reimburse Amt Currency Receipt Required § Approve
@' 0212018 OUT BREAKFAST Breskfast first day of conference 10.00 USD fii W
0iz220e OUT BREAKFAST Breakfast second day of conference 6.25 USD f(i il
G oiz1z0ie OUT DINMER Dinner first day of conference 18.50 USD & W
(_é{ 01i21/2018 OUT DINNER Dinner second day of conference 18.50 USD .. M
01232010 OUT DINNER Dinner third day of conference 12.50 USD ,(i W
0212018 OUT MILES - FULL Mileage from home to conference 136.25 USD fii W
iza2me OUT MILES - FULL Milesge from conference to home 136.25 USD ,(i Ll
01232018 QUT CONFITRAIN REGIST Training Conference Registration 300.00 USD
10/01/2018 N MILES - FULL Mileage 1262 USD &
Return to Approval List Previous in List t

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 for revision 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.

P

Click the line Attachment © icon.
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The Expense Line Attachments page displays.

Expense Line Attachments
Help

Report ID 0000518218

Date 11052018 Expense Type OUT CONF/TRAIN REGIST Amount 300.00USD
Details Personalize | Find | View All | I"-E| E‘ First ‘4 1of1 ‘& Last
File Hame Description User Mame DatelTime Stamp
Receipt for Conference CDAVIDSO Colin Davidson 110772018 B-44:124M

Addimg lange sttachments can take some time to upload, therefore, it s advisable fo save the
transaction before adding large attachments.

QK I Cancel

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

add or delete an attachment.

Click the File Name link to view the attachment.

Attachment/receipt sample document used for training.

— - [FSF S O QU WY
i e Anbey e, AL \,\:‘X e
> b’

- e
M .

Close the attachment and click the OK button on the Expense Line Attachments page.
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The Approve Expense Report — Expense Summary page displays. If the expense report has any

G

exceptions, an ** icon will display.

Approve Expense Report - Expense Summary [ Espense Detsils
Colin Davidson Actions | -.Choose an Action v]|| Go
Business Purpose Conference Report 0000532305 Approvals in Process
Description Trp to Albany Conference Created 01/232018  Colin Davidson
Reference Last Updated 01/24/2018  Avs Grace
Authorization ID 0000005212
Accounting Date 01/23/2018 Accounting Template STANDARD
Budget Status Valid Budget Options Budget Checking completed. Report is ready for ApprovalPosting.
Totals 9 View Analytics & Notes 4 Attachments
Employee Expenses (9 Lines) 85788 USD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.0 UsD
Cash Advances Applied 30000 UsSD Prepaid Expenses 0.00 usD Supplier Credits 0.00 UsD
Amount Due to Employee 357.88 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 13.63 USD
{applicable taxes will be withheld from your pay)
Approval History
=l aa=] =—
v U : E F) ]
Submitted EX Module Supervisor Expense Coordinator E.
Calin Davidzon Ava Grace {Poaled) ayment
Action Role Mame DatelTime
Submitted Employee Calin Davidson 0172272019 6:37:11PM
Approved EX Module Supervisor Awa Grace D1/24/72018 7:17:58AM
Comments
1l "4
Approve Send Back Save Changes
Expense Line 5] Expense Details
Expense Line Items Personalize | Find | & | B
Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve
12018 OUT BREAKFAST Breakfast first day of conference 10.00 USD (_;é* W
0iz2:2018 OUT BREAKFAST Breskfast second day of conference 6.25 USD c_§§+ il
G oiz1z01e QUT DINNER Dinner first day of conference 18.50 USD & W
& 01212m8 OUT DINNER Dinner second day of conference 18.50 USD & M
01232018 QUT DINNER Dinner third day of conference 18.50 USD & W
01:21/2010 OUT MILES - FULL Mileage from home to conference 136.25 USD éég. W
0232018 OUT MILES - FULL Mileage from conference to home 136.25 USD c_§§+ ¥l
iza2me OUT CONFITRAIN REGIST Training Conference Registration 300.00 UsSD 'd W ol
10/01/2018 INMILES - FULL Milesge 1262 USD W
Return to Approval List Previous in List

Click the Exceptions @ icon.
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The View Exceptions Comments and Risks page displays.

Employees are required to enter
an exception comment on an

expense report line to explain
why an amount is exceeded.

Return To Expense Report I

VISION defaults a comment when

a duplicate line exists identifying

the expense report ID, line, date
and amount that is duplicated.

Approve Expense Report
View Exception Comments and Risks
Colin Davidson Report ID 0000532385
General Information
Report Description  Trip fo Albany Conference
Business Purpose Conference
Reference
Exception Information
Line Exception Comment
1 OUT EREAFAST Amount Exceeded Sreskfast at Holel
2 OUT BREAKFAST Mone Mo exceptions associated with this line.
: § Expense line is a duplicate of Line 4, Sheet |d 00005323085,
3/OUIT DINNER Duplicstes Exist Date 2016-01-21, Amt Spent 12.5 USD.
} § Expense line is a duplicate of Line 3, Sheet |d 00005323085,
4OLIT DINNER Duplicstes Exst Date 201801-21, Amt Spent 18.5 USD.
5 OUT DINNER Mone No exception
6 OUT MILES - FULL Mone MNo exceptions ass0
T OUT MILES - FULL Mone MNo exceptions associated wi
COUT COMFTRAIMN . ]
5 SEGIST Mone Mo exceptions associated with thi
8 IM MILES - FULL Mone Mo exceptions associated with this

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.

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"
as well as Bulletin 3.4.

Click the Return To Expense Report link.

in the current Collective Bargaining Agreements,
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The Approve Expense Report — Expense Summary page displays.

Expense Coordinator

Approve Expense Report - Expense Summary I [ Expense Details
Codin Davidson Actions |-.Choose an Action ~ (==
Business Purpose Confarance Report 0000522305 Approvels in Process
Description Trip to Albany Conference Created 01/23/20180  Colin Davidson
Reference Last Updated 01/24/2010  Avs Grace
Authorization ID 0000005212
Accounting Date 01/23/2019 Accounting Template STANDARD
Budget Status  Valid Budget Opfions Budget Checking completed. Report is ready for ApprovaliPosting.
Totals 4 View Analytics & Motes . Atachments
Employee Expenses (9 Lines) 85788 USD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 UsD
Cash Advances Applied 300.00 UsSD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 usD
Amount Due to Employee 357.88 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 13.63 USD
{applicable taxes will be withheld from your pay)
Approval History
Y | f
v dv =5
Saubmitted EX Module Supervisor Expense Coordinator
Colin Davidson Ava Grace {Pooled)
Action Role Name DatelTime
Submitted Employee Colin Davidson 01/23/2018 8:37:11PM
Approved EX Module Supervisor Ava Grace 0172472019 7:17:58AM
Comments
Approve Send Back Save Changes
Expense Line 5] Expanse Details
Expense Line ltems Personalize | Find | (0| =
Date Expense Type Description Reimburse Amt Currency Receipt Required Approve
@ 0212018 OUT BREAKFAST Breskfast first day of conference 10.00 USD c_§§+ il
zzz2me OUT BREAKFAST Breakfast second dsy of conference 6.25 USD &i Ll
G oiz1z0ie QUT DINNER Dinner first day of conference 18.50 USD & W
Q{ 01i21/2018 OUT DINNER Dinner second day of conference 18.50 USD ';.. W
01232010 OUT DINMER Dinner third day of conference 12.50 USD éég. )
0212018 OUT MILES - FULL Mileage from home to conference 136.25 USD c_?i )
023208 OUT MILES - FULL Mileage from conference to home 136.25 USD c.?;i- [l
01232018 QUT CONFITRAIN REGIST Training Conference Registration 300.00 USD & bl W
10/01/2018 INMILES - FULL Milesge 1262 USD W
Return to Approval List Previous in List

Click the Expense Details link.

Page 25 of 86




7~ VERMONT

The Approve Expense Report — Expense Details page displays.
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Expense Coordinator

{5 Summary and Approvel

Actions [.Chooseendcton  v| | GO

Approve Expense Report - Expense Details
Colin Davidson
Business Purpose Conference Report 0000532385 Approvals in Process
Description  Trip to Albany Conference Created 01/22/20120  Colin Davidson
Reference Last Updated 01/24/2019  Aws Grace
Authorization ID 0000005213
Accounting Date 01/23/2018 Accounting Template STANDARD
Expenses T View Anshytics () Mates
Expand Lines | Collapse Lineg
“Date “Expense Type *Description *Amount “Cumrency
* El £ - .
01212010 OUT BREAKFAST |Elneskfast first day of conference r,_ 0.0 =D gl Receipt Required
221 characters remaining
Dz OUT BREAKFAST * [Breskfast second day of conference F" 825  USD & Receipt Required
220 characters remaining
ozI2018 OUT DINNER * [Diner first day of conference = s usD &+ | Receipt Required
224 characters remaining
TIZAr2ME OUT DINNER *[Dinner second day of sonference [ 1250 usD &+ [ Receipt Required
223 characters remaining
0M2a201a OUT DINNER “|Dinramim dsy of conference P‘ =D £ Receipt Required
224 characters remaining
. - = £ ;
oz4z01e OUT MILES - FULL |M\Ieage from home to conference r._ 1325 L=D & Receipt Required
223 characters remaining
* . - 3 £ . .
Drzaz0e OUT MILES - FULL |M\Ieage from conference to home r._ 136.25 usD e Receipt Required
333 characters remaining
o — 3 £ 2 . )
ozaEme OUT COMFITRAIN REGIET |Tra|n|ng Conference Registration r,_ 2000 USD 4 Receipt Required
222 characters remaining
* E] & - .
1DMH/2018 IN MILES - FULL [Miesge J= 1283 USD &+ [ Recsipt Required
247 characters remaining
Expand Lines | Collepse Lines | Expand All | Collapse Al

& Attachments

Total

Approve
=

Total

657.88

B57.88

uso

uso

Click the Expand All link.

Page 26 of 86




Expense Training Guide

7~ VERMONT

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

Expense Coordinator

Approve Expense Report - Expense Details [ summery and Approve

Actions |...Chooss an Astion ] | Go

Colin Davidson

Report 0000532385
Created 01/2272018

Business Purpose Conference Approvals in Process

Description  Trip to Albany Conference Colin Davidson

Reference LastUpdated 01/24/2018  Ava Grace
Authorization ID  DOI00O05215

Accounting Date 01/22/2018 Accounting Template STANDARD
Expenses 7 T View Anshytics @ Notes 4, Atschmants
Expand Lines | Collapse Lines | Expand All | Collapse All Total 657.88 usD

“Dete *Expense Type *Description *Amount  *Curency Approve

. < £ . ) -
Dz1oe OUT BREAKFAST Breakfast first day of cj.'mferene@ r._ om U= -3 Receipt Required
T characters remaining
Payment Type Emgh Rate
¥ ¥ype Employes Exchange 1.00000000 B ¥/ Default Rate
Billing Type Non-Taxable - Internal N
Base Currency 1000 USD Non-Reimbursable
Originating Location MONTPELIER VT Amount No Receipt
Location MEW YORK &
Accounting Details (7
Chartfields | [F=H
Amount “GLUGE  Manetary Amount CUTENGY  EXCRANGE ooy Fund Dept Frogram Class Project
10.00) [o2ioa |q 10.00 USD 1.00000000 (518620 |Gy [20105 | (2100002000 |y (50200 | [Z0017 |Q ZMvT  0O0-
< >

<

*[Breakfast second day of conferenca P‘

Receipt Required

mzi2oe QUT BREAKFAST S charasies ramang 6.25 uso
Payment T Employee =) H
[ Exchange e 100000000 2 Attachments can be viewed from
Base Currency 825 uso N
Originating Location MONTPELIER WT Amount No Receipt th () EXpen se Repo rt Expe nse
Location MNEW YORK
poing oot Detail page as well as from the
Chartheids | [ Expense Report Summary page.
Amount “GLUN  Monetary Amount Goen®Y  EXChange  pooou Fund Dept Frogram
6.25| 02100 |Q 825USD 1.00000000 518520 Q |20105 | |2100002000 |Q (50200 Q |20M7 |G ZMVT 000

>

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 except for the ChartFields. As
an Expense Coordinator you have the ability to update the accounting information or you can
send the expense report back revision. We recommend sending the report back to the
employee to make any corrections. If any of the other information is inaccurate or does not
comply with Bulletin 3.4, the expense report will need to be sent back to the employee for

revision.
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Expense Coordinator

Where does the accounting information come from?

1.
2.

VTHR: GL Business Unit and Department ID come from VTHR.

Employee Defaults: Expense Coordinators can set a default Fund Program, Class, and
Project for each employee using the VISION Expense Access Request Form.

Default Accounting for Report: Employees have the option of setting defaults for a
particular report prior to adding any expense lines.

Copying a report or lines: Copying a report or line will copy all the line information
including the accounting detail.

Travel Authorization: The accounting detail that was used for the TA will copy forward to
the Expense Report.

Manual changes: Employees are able to manually change ChartFields for each expense line
using the Accounting Detail link when entering an Expense Report.

Expense Type: The Account code comes from the Expense Type that is used. If the account
code isn't correct, the line will need to be deleted and reentered using the correct Expense
Type.

NOTE: The GL Unit and Account should never be changed.

Accounting Details

Chartfie i g,

Amount *GL Uinit Monetary Amount g"‘)g:"w E:;::ange Account Fund Dept Program Class Project
10.00f (02100 |G 10.00 USD 1.0000000§ 518520 Cujf (20105 |} |2100002000 () f 58290 Q, 20017 | ZMWT  000-
< >

Update the Department in the Accounting Details.

NOTE: Changing a ChartField value will update the Budget Status to ‘Not Budget Checked’. You
will need to budget check the expense report prior to approving the transaction when
ChartFields are changed.
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Colin Davidson

Expenses

“Diate

022018

0112272019

m21z2ome

022018

01232018

022018

0rzzrame

01232018

1072018

Expand Lines | Callspsa Lines

Approve Expense Report - Expense Details

Business Purpose Conference
Description  Trip to Albany Conference

Reference

Accounting Date 01/22/2018

Sxpand All | Collaps= Al

“Expense Type

QUT BREAKFAST

QOUT BREAKFAST

OUT DINNER

QUT DINMER

OUT DINNER

OUT MILES - FULL

QUT MILES - FULL

OUT COMFITRAIN REGIST

IN MILES - FULL

Expand Lines | Callapse Lines | Expand All | Collapse Al

Authorization ID 0000005218
Accounting Template STANDARD

“Description

B4 view Anahylics

‘|Ereskfast first day of conference

221 characters remaining

*|Ene5kfast second day of conference

220 characters remaining

*[Dinner first day of conference

234 characiers remanning

*|Dim—er second day of conference

223 characters remaining

"|Dinr'er third day of conference

224 characters remaining

‘|Mi|gage from home 1o conference

273 characiers remanning

‘|Mi|eage from conference to home

223 characters remaining

*lTraining Conference Registration

577 characters remaning

*[Mileage

Report 0000522305 Approvals in Process
Created 01232012
Last Updated 017242018

Colin Davidson

#wa Grace
“Amount “Cumrency

5
r'_ 10.00 USD

J
B.25 usD

&
18.50 usD

&
1850 USD

=
18.50 usD

=
13625 USD

r«
- 13625 USD

rw
- 300.00 usD

&
1362 USD

247 characiers remanning

2 Notes

Actions
Total
Approve

Receipt Required ]
Receipt Required [l
Receipt Required W
Receipt Required M
Receipt Required M
Receipt Required W
Receipt Required =]
& Receipt Required M
Receipt Required 7]
Total

A%, Attschmenis

...Choose an Action

[B Summary and Approve

usD

usD

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

transaction.
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Expense Coordinator

The Approve Expense Report — Expense Summary page displays. The Budget Status is updated
to ‘Not Budget Checked’ and the Approve button is disabled.

NOTE: The Budget Status will remain ‘Valid’ and as long as you do not update the ChartFields.
The Approve button will be active when the Budget Status is ‘Valid’.

Approve Expense Report - Expense Summary [ Expense Details
Colin Davidsen Actions [.Chooseanagon  v]| S0
Business Purpose Conference Report DOD0532305  Approvals in Process
Description Trip to Albany Conference Created 01 118 Codin Davidson
Reference Last Updated 01/24/201%0  Ava Grace
Authorization ID 0000005218
o i e aiaaian Accounting Template STANDARD
I Budget Status Mot Budget Checked I Budget Options Budget Checking is required before the Expense Report can be Approved. Please click on the Budget Options hyperdink.
Totals 2 T View Anslytics G Notes Fa Aftachments
Employee Expenses (9 Lines) 857.88 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 357.88 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 13.63 USD

{spplicable texes will be withheld from your pay)

Approval History

=N, o
ik =
o Jv 9
Submitted EX Module Supervisor Expense Coordinator E.
Colin Davidson Ava Grace {Pooled) Ayt

Action Role Name Date/Time
Submitted Employee Caolin Davidson 0172372019 8:37:11PM
Approved EX Module Supervisor Ava Grace

Comments
Eil 4
|
A e I Send Back I Save Changes I
‘ Expense Line (7 =] Expensa Detsils
Expense Line ltems Personalize | Find | &Y | B
Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve
@ oi/z12010 OUT BREAKFAST Breakfast first day of conference 10.00 USD r§$+ &l
012272019 OUT BREAKFAST Breakfast second day of conference 6.25 USD 6& ol
G 0212019 OUT DINNER Dinner first day of conference 1850 USD & W
& o1z12018 OUT DINNER Dinner second day of conference 18.50 USD & W
o1/232018 OUT DINNER Dinner third day of conference 18.50 USD fii il
oi/21/2010 OUT MILES - FULL Milesge from home to conference 136.25 USD 6;0 &l
oi/zazo1e OUT MILES - FULL Mileage from conference to home 136.25 USD rii el
0za20e QUT CONFITRAIN REGIST Training Conference Registration 300.00 UsSD cvz ol ol
10/01/2018 N MILES - FULL Mileage 13623 USD & W
Return to Approval List Previous in List

Click the Save Changes button to save any ChartField updates. NOTE: You do not need to save
if you did not change the ChartFields.
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The Approve Expense Report - Save Confirmation page displays.

Save Confirmation
Help
Approve Expense Report
Save Confirmation
Colin Davidson Report D 0000532285
Totals 7
Employee Expenses (9 Lines) 657.88 UsD Mon-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 357.88 USD Amount Due to Supplier 0.00 USD
“ This report and any changes made will be saved.
‘f'ou can approve, deny, send back, or hold this report at & later fime.
Cancel
Click the OK button.
The Approve Transactions — Expense Reports page displays all the expense reports pending
your approval.
Ouerview || Expense Reports || Travel authorizstions || Cash Advances | Ermors
Search Pending Transactions | 2
{F]Change Sort Order (2
# setect all 1 Clear Al Send Back Refresh List Budget Check
Transactions to Approve Personaiize | View al | (2] R First ‘4 180f8 '} Last
Select Alert Total Amaunt Curr Budget Status  Name Employee ID  Description Transaction ID 'gj‘;mmid Status Role
O 2180USD Valid Davidson.Calin 00003 Training Class 0000532364 1214218 Approvals in Process  Expense Coordinator
O & 13720USD Vsl Davidson.Colin 00003 Annusl Mesting 0000537355 1211472018 Approvsls in Process  Expense Coordinator
O B71USD Valid Davidson.Calin 00003 Travel for VISION training 0000532372 12/320M8  Approvals in Process  Expense Coordinator
O & 2180USD  Valid Davidson.Colin 00003 Annusl Mesting 0000532378 1213218 Approvalsin Process  Expense Coordinator
O @B74USD  Valid Davidson.Calin 00003 Training in Burlingtan 0000532378 12157218 Approvals in Process  Expense Coordinator
O 18.08USD  Vald Davidson.Colin 00003 Meeting with DCF 0000532380 OH/1121M8  Approvalsin Process  Expense Coordinator
] & 18B26USD Vsl Davidson.Calin 00003 Trip to Florida Conference 0000532383 O1/Z320M8  Approvals in Process  Expense Coordinator
O iy 657.88 USD g;ef:‘:je Davidson, Colin 00003 Tripto Albany Conference 0000532385 01232019 Approvalsin Process  Expense Coordinator
H Select Al 1 Clasr Al e G Bt e
Comments
Overview | Expense Reports | Travel Authorizations | Cash Advances | Erors

The updated expense report displays with a Budget Status of ‘Not Budget Checked’. Expense
transactions are budget checked in a nightly batch process or can be processed manually when
approving the document.

NOTE: If the expense report does not display, click the Refresh List button to refresh the page.
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Expense Coordinator
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.

WorkCenter Navigation: Expense Coordinator WorkCenter (EX) > Links pagelet > Approve
Transactions > Approve Transactions

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

< VT Expenses Travel and Expense WorkCenter w Q = @
Travel and Expense Work( &  « New inga |
Main || Repors/Queries -
% My Work S o~
Edit Fitters Change Sort Order 7
= Alerts ¥ coeca) [ Clesr &l Send Back Refresh List Budget Check
Pending Expense Reports (12) -
e Travel Authorization ( A B T ;
Unsppiied Travel Autherizstion (2) Transactions to Approve Personalize | View Al | 2| B Fist 0 1s0f3 0 Lest
On Hold/Pending Approvals . B i . Date o
- bl Select Alert ransaction Type Total Unit Name Employee ID Description Transaction D ted Status Role
[m] Expense Repart 2180USD  Davidson,Colin 00003 Training Class 0000532384 121472013 Approvals in Process Expense Coordinator
@ Exceptions m] & Expense Report 137.20 USD 00003 Annusl Mesting 000532365 121472018  Approvelsin Process  Expense Coordinator
Outstanding Cash Advances
] Expense Report 26.71USD 0000 Travel for VISION frsining 0000532372 1213042 Approvslsin Frocess  Expe
] & Expense Report 218DUSD  Davidson Calin 00003 Annusl Mesting 0000532376 121372018 Appeovelsin Process  Expense Coordinator
] Expense Repart 0674USD  Davidson,Colin 00003 Training in Burlington 0000532378 121572018 Approvals in Process Expense Coordinator
m] Expense Repart 19.08USD  Davidson,Calin 00003 Mesting with DCF 0000532360 01172019 Approvals in Process Expense Coordinator
m] & Expense Report 16826USD  Davidson,Colin 00003 Tripto Florids Conference 0000532383 O12M2019  Approvslsin Process  Expense Coordinator
] & Expense Report 857.83USD  Davidson,Colin 00003 Tripto Albany Conference 0000532385 OU2M2019  Approvslsin Process  Expense Coordinatar
@ Seiectal [ Clasr Al Send Back Refresh List Budgat Chack
Comments
G Links S o~
Return to Approval List
Assistance Employee Expense History
Approve Transactions Jovarview | Expense Reports | Travel Autharizations | Cash Advances | Ermars
Approve Transactions
Modify Appraved Transsctions
Travel Authorization
Expense Report
Process Expenses
est

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

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.

hange Sort Order

Selact Alert
O
O &
O
O A
O
O
O &
O a

Comments

Return to Approval List
Employee Expense History

Overview || Expense Reparts

Search Pending Transactions

¥ salect Al [ Clesran

Trangactions to Approve

Transaction Type

Expense Report

Expense Report

Expense Report

Expense Repart

Expense Repart

Expense Report

Expense Report

Expense Report

¥ Salect All L] Clesr Al

Travel Authorizations

Total Unit

21.80USD

13720 USD

28.71 USD

21.80 USD

68.74 USD

18.08 USD

16826 USD

66788 USD

Cash Advances || Emors

Send Back

Name

Davidson,Colin

Davidson, Colin

Davidson, Colin

Davidson, Colin

Davidson, Colin

Davidson, Colin

Davidson, Colin

Davidson,Colin

Send Back

Overview | Expanse Reports | Travel Authorizations | Cash Advances | Emors

Refresh List Budget Check
Empioyee D Description Transaction D e L
nooo2 Training Class DOOSIZTIES 121142012
nooo2 Annusl Mesting 0000532385 12142013
nooo2 Travel for VIGIOM training 0000532372 1211302018
nooo2 Annusl Mesting 0000532376 121132018
nooo3 Training in Burlington 0000S32ITE 1ZMS01E
noooz Mesting with DCF 000053230 DUMZ0N8
noona I Trip i Florida Confersnce 0000532383 I:n.'zamwg
noona Trip to Albany Confersnce 0000532368 DHIZA2018

Redfresh List Buget Check

Fersonalize | Viewsl | (] [H Fist 4 18of2 ! Last

Status

Approvals in Procass

Approvals in Process

Approvals in Process

Appravals in Process

Appravals in Process

Appravals in Process

Approvals in Procass

Approvals in Procass

Role

Expense Coordinstor

Expense Coordinstor

Expense Coordinstor

Expense Coordinator

Expense Coordinator

Expense Coordinator

Expense Coordinstor

Expense Coordinstor

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 Report — Expense Summary page.

Expense Training Guide

Expense Coordinator

Approve Expense Report - Expense Summary

i) Expensa Detsils

Colin Davidson

Actions | -.Choose an Action ~ (e

Business Purpose Conference
Description Trip to Florida Canfarence

Reference

Accounting Date 01/22/2018

Budget Status Valid Budget Options

Report 0000532383

Created 01/23/2010

Last Updated 01/22/2010
Authorization ID 0000003185
Accounting Template STAMDARD

Approvals in Process
Colin Davidson

Aua Gracs

Budgst Checking compiated. Report is ready for ApprovalPosting.

Totals 9 View Analytics 2 Notes o ptischments
Employee Expenses (5 Lines) 168.26 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 UsD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsD
Amount Due to Employee 169.26 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
{applicable taxes will be withheld from your pay)
Approval History
=15, [ =
i U i 3!
Submitted EX Medule Supervisor Expense Coordinator [
Calin Cavidzan ua Grace (Poaled) ayment
Action Role Name Date/Time
Submitted Employee Colin Davidson 01/23/2019 10:30:57AM
Approved EX Module Supenvisor Ava Grace 01/23/2019 10:32:43AM
Comments

Please attach the missing lodging receipt on line 1, commect the duplicate mileage expense and update the exceeded dinner amount on line 5. |

Approve I Send Back I

Expense Line

Expense Line ltems

Date Expense Type
mn7i201e OUT LODGING
G oiTiz01e OUT MILES - FULL
@ 0172019 OUT MILES - FULL
A72019 OUT DINMER
@ mMrsz2019 OUT DINNER
Return to Approval List Mext in List

Previous in List

Descripfion

Mileage from Home to Airport
Mileage from Airport to Home
Charfie's Diner

Steakhouse

Save Changes

Reimburse Amt Currency

[ic) Expense Details

Personalize | Find | 2 |

Receipt Required  Approve

100.00 USD & 7] ;
13.63 USD & W
1283 USD & i
1200 USD & v
30.00 USD & ;

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.

Click the Send Back button.
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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
Help
Approve Expense Report
Submit Confirmation
Colin Davidson Report ID 00005322032
Totals (2
Employes Expenses (5§ Lines) 189.26 USD Mon-Reimbursable Expenses 0,00 UsD Employee Credits 0.00 UsD
Cash Advances Applied 0.00 usD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsD
Amount Due to Employee 169.26 USD Amount Due to Supplier 0.00 USD
“ This report will be sent back for revision.
Cancel
Click the OK button.
The Approve Transactions — Expense Reports page displays.
Mew Window | ]
Quervien vel Autnorizations || Cssh Advances | Ermors
Sea P TTOTT TaT o aCTToTrs
{¥]Change Sort Order
# cetect Al 1 Clear Al Send Back Refresh List Budgat Check
Transactions to Approve (% Personalize | View Al | (2] E&‘ First ‘&' 1-7of7 ‘b Lact
Select Alert  Total Amount Curr  Budget Status  Name Employee ID Description Transaction ID Eszmined Status Role
O 2130USD  Valid Davidson.Calin 00003 Training Class 0000532284 12142018 Approvals in Process  Expense Coardinator
O fin 13720USD Vsl Davidson.Calin 00002 Annusl Mesting 0000532385 12142012 Approvals in Process  Expense Coordinstor
O 2671USD  Valid Davidson. Calin 00002 Travel forVISIOMtraining 0000532372 12132018 Approvals in Process  Expense Coardinstor
O i) 2180USD  Valid Davidson.Calin 00002 Annusl Mesting 0000532378 12122012 Approvalsin Process  Expense Coardinator
O 68.74USD  Valid Davidson, Calin 00003 Training in Burlingtan 0000532378 12152018 Approvalsin Process  Expense Coordinstor
O 18.08USD  Valid Davidson.Calin 00003 Meeting with DCF 00005322380  OW112018  Approvals in Process  Expense Coardinator
[} i} 657 88 USD gﬁei";j;e Dawidson, Colin 00003 Tripto Albany Conference 0000532385  01/232019  Approvals in Process  Expense Coordinator
—
¥ celect 2 [ Clesr a1 Send Back Refresh List Budgat Check
Comments
Ovenview | Expense Reports | Travel Authorizations | Cash Advances | Ermors

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

be approved.

WorkCenter Navigation: Expense Coordinator WorkCenter (EX) > Links pagelet > Approve

Transactions > Approve Transactions

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

Transactions

< Overview
Travel and Expense Work( © «
Authorizat Cash Advances || Ei
WMain || ReportsiQueries
i My Work S ov —
catpiters | |[F]Change Sort Order
# select Al [ Clesr Al Send Bec
Transactions to Approve
On HoldiPending Appravals N i §
_ - Select Alert  Transaction Type Toal Unit  Name
Expense Report (7)
Traval Autharization
P ] Expense Report 2120USD
Exceptions a & Expense Report 13720 USD
OQutstanding Cash Advances
] Expense Report 26.71USD
[m] & Expense Report 2180USD
] Expense Report 66.74 USD
] Expense Report 1B02USD  Dsvidson,Colin
a A Expense Report 857.88USD  Davidsan,Calin
¥ select &l [ ciesr i Send Back
Comments
Retum ta Approval List
G Links e ov Emplayes Expense History
Cvarview | Expense Reparts | Travel Authorizstions | Cash Advances | Emors
2 Assistance
Apprave Transactions
Approve Transsctions
b Travel Authorization
Expense Report
> Process Expenses
b Wanage Accounting
b Security
Oher Links
\oriist
st
Autharity Form

Employe D

o002

ooo2

o002

ooo2

o002

ooo2

ooo3

Travel and Expense WorkCenter

Refresh List

Description

Annusl Mesting
Travel for VISION training
Annusl Mesting

Training in Buriington
Mesting with DCF

Trip to Albany Conference

Refresh List

Transaction ID

0000532364

0000532365

0000532378

0000532300

0000532365

Appeavals in Proce:
Appeavals in Proce:
Appeavals in Proce:
Appeovals in Process

Approvals in Procass

A4 QA =0

New Window | 5}

pense Coordingtor
Expense Coordinstor
Expense Coordinstor

Expense Coordinstor

The Approve Transactions — Overview page displays a worklist of all expense transactions

routed to the approver.

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.

Search Pending Transactions

|Change Sort Order

¥ select All L Clesr Al

Transactions to Approve

Select Alert  Total Amount Curr
] 21.80USD
O fin 137.20USD
O 28.71USD
O A 21.80 USD
O 68.74USD
] 18.08 USD
O fi 657.88 USD

# select anl [ Clesran

Comments

Overview || Expense Reports || Travel Authorizetions

Bucdget Status

Vialid

Vialid

Walid

Walid

Walid

Walid

Not Budget
Checiked

Cash Advances

Send Back

Name

Davidson_ Colin

Davidson, Colin

Davidson,Calin

Davidson, Calin

Davidson.Calin

Davidson.Calin

Davidson_ Colin

Send Back

Overview | Expense Reports | Travel Authorizations | Cash Advances | Errors

Erars

Employee ID

00003

00002

00002

00002

00003

00003

Refrash List Budget Check

Description

Training Class

Annusl Mesting

Travel for VISION training

Annual Mesting

Training in Burlington

Meeting with DCF

Transaction ID

0000532354

0000522285

0000522372

0000522378

0000532278

0000532280

00003 I

Trip to Albany Canfersnce

Date
Submitted

12/14/2018
127142018
127122018
127122018
127152018

mr2me

0000532385 I 017232019

Refresh List Budget Check

Personalize | View il | £ B Firt (4 17017 (b Last

Status

Approvsis in Process

Approvals in Process

Approvals in Process

Approvals in Process

Approvals in Process

Approvals in Process

Approvsis in Process

Mew Window | ]

Role
Expensa Coordinator
Expensa Coardinator
Expense Coardinator
Expense Coardinator
Expense Coardinator
Expense Coardinator

Expense Coordinator

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.

Approve Expense Report - Expense Summary [ Expense Details
Codin Davidson Actions |-.Choose an Action e (c=]
Business Purpose  Conferance Report 0000522305  Approvels in Process
Description Trip to Albany Conference Created 01/22/20180  Colin Davidson
Reference LastUpdated 01/24/2010  Ava Grace
Authorization ID 0000005212
Accounting Date 01/22/2012 Accounting Template  STANDARD
Budget Status Mot Budget Checked Budget Checking is required before the Expense Report can be Approved. Please click on the Budget Options hyperdink.
Totals 2 T View Analyfics & Motes o Attachments
Employee Expenses (3 Lines) 857.88 USD Nor™Rgimbursable Expenses 0.00 UsD Employee Credits 0.00 UsD
Cash Advances Applied 300,00 UsD gaid Expenses 0.00 usD Supplier Credits 0.00 USD
Amount Due to Employee 357.88 USD Amount Due to Supplié 0.00 USD
_ If you previously updated the
Approval History
N . ChartFields, the Approve button is
= [ 3 k
v U+ o
e ., A 8 grayed out and the Budget Status is
Calin Davidson A Grace . " ’
Not Budget Checked’. Most
Action Role Name A R £ A’
transactions will have a ‘Valid’ status
Submitted Employee [ S d d b d
Approved EX Module Supervisor Ava Grace an are rea y to e approve *
Comments
Approve Send Back Save Changes
Expense Line (7 =) Expense Detsils
Expense Line ltems Personalize | Find | (2 | =
Date Expense Type Description Reimburse Amt Currency Receipt Required Approve
Q oi/212018 OUT BREAKFAST Breskfast first day of conference 10.00 UsD éé* M
ovzzi20e QUT BREAKFAST Breakfast second day of conference 6.25 USD c}i ol
G oz1201e OUT DINNER Dinner first day of conference 1850 USD & W
& pz12018 OUT DINNER Dinner second day of conference 18.50 USD & WA
01/23/2018 OUT DINNER Dinner third day of conference 1250 USD &éa. WA
oi212018 OUT MILES - FULL Mileage from home to conference 138.25 UsD é%- M
oi/zazoie OUT MILES - FULL Mileage from conference to home 138.25 UsD c‘?& ol
01/23/2019 OUT CONFITRAIN REGIST Training Conference Registration 300.00USD & ol M
10/01/2018 INMILES - FULL Milezge 13623 USD o )
Return to Approval List Previous in List

Expense reports with a Budget Status of ‘Not Budget Checked’ need to be budget checked.
If the Budget Status is ‘Not Budget Checked’, click the Budget Options link.
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Commitment Control

Commitment Control Details

Source Transaction Type Expense Sheet
Budget Checking Header 5tatus Mot Budget Checked
Commitment Control Amount Type Encumbrance
Commitment Control Tran 1D 0025005128

Commitment Control Tran Date 01/23/2012
Crwerride Transaction

[ Budget Check _ o

Go to Transaction Exceplions Go To Activity Log

Ok Cancel

Help

Click the Budget Check button.

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 Expense Sheet

I Budget Checking Header Status “/alid I

Commitment Control Amount Type Encumbrance
Commitment Control Tran ID 0025590646

Commitment Control Tran Date 11/07/2012
Owerride Transaction

et Check i

tiom Excepticns
OK Cancel

=1

=]
4!
L

Help

The expense report should now have a ‘Valid’ status. If not, you will need to resolve any budget

checking errors prior to approval.

Click the OK button.
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The Approve Expense Report — Expense Summary page displays and the Approve button is

Approve Expense Report - Expense Summary [ Expense Details
Codin Davidson Actions | ..Choose an Action e GO
Business Purpose Confarance Report 0000522305 Approvels in Process
Description Trip to Albany Conference Created 017 018  Codin Davidson
Reference Last Updated 01/242018  Ava Grace
Authorization ID 0000005212
& -—- Accounting Template STANDARD
Budget Status Valid Budget Opfions Budget Checking completed. Report is ready for ApprovaliPosting.
Totals 9 View Analytics & Motes 4 Attachments
Employee Expenses (9 Lines) 85788 USD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 UsD
Cash Advances Applied 300.00 UsSD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 usD
Amount Due to Employee 357.88 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 13.63 USD
{applicable taxes will be withheld from your pay)
Approval History
=N, =] -
Vi U= 2 E 9 ]
Saubmitted EX Module Supervisor Expense Coordinator P
Calin Davidzon Ava Grace {Pooled) apent
Action Role Name DatelTime
Submitted Employee Colin Davidson 01/23/2018 8:37:11PM
Approved EX Module Supervisor Ava Grace 0172472019 7:17:58AM
Comments
El 3
Approve Send Back Save Changes
pense Line 5] Expanse Details
Expense Line ltems Personalize | Find | (0| =
Date Expense Type Description Reimburse Amt Currency Receipt Required Approve
Gl\ 0212018 OUT BREAKFAST Breskfast first day of conference 10.00 USD c_§§+ W
zzz2me OUT BREAKFAST Breakfast second dsy of conference 6.25 USD &‘i ol
G oiz1z0ie QUT DINNER Dinner first day of conference 18.50 USD & W
Q{ 01i21/2018 OUT DINNER Dinner second day of conference 18.50 USD W
01232010 OUT DINMER Dinner third day of conference 12.50 USD é% W
0212018 OUT MILES - FULL Mileage from home to conference 136.25 USD éé* W
iza2me OUT MILES - FULL Milesge from conference to home 136.25 USD &‘i Ll
01232018 QUT CONFITRAIN REGIST Training Conference Registration 300.00 USD & W
10/01/2018 INMILES - FULL Milesge 1262 USD W
Return to Approval List Previous in List

Click the Approve button.
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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 0000532205
Totals 7
Employes Expenses (9 Lines) 857.28 USD Mon-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 357.88 USD Amount Due to Supplier 0.00 USD

V This. report will be approved.

Cancel

Click the OK button.

The Approve Transactions — Expense Reports page displays.

Overvie Expense Reports ravel Authorizetions || Cash Advances || Emors
Search Pending Transactions | %
{F]Change Sort Order (2
¥ Zalect Il Clear 21l Send Back Refresh List Budget Check
——— e ———
Transactions to Approve | 2 Personslize | View Al | 2 | I.: First ‘4 1-80f6 '} Lasi
Select Alert Total Amount Curr Budget Status ~ Name Employes 1D Description Transaction I E‘b‘;““,ed Status Role
] 21.80USD Valid Davidson, Colin oooo2 Training Class 00005323684 12142018  Approvalsin Process  Expense Coordinstor
] & 13720 USD Valid Davidson, Colin oooo2 Annus! Mesting 0000532385 12142018  Approvalsin Process  Expense Coordinator
O 24.71USD Walid Davidson, Colin 0ooo2 Travel for VISION trsining 0000532272 121132018  Approvalsin Process  Expense Coordinator
] i) 21.80USD  Valid Davidson, Calin 00002 Annusl Meating 0000532376 12132018 Approvalsin Process  Expense Coordinator
O 66.74USD  Valid Davidson, Calin 00002 Training in Buriington 0000532373 12152018 Approvalsin Process  Expense Coordinator
O 18.08 USD Valid Davidson, Colin oooo2 Mesding with DCF 0000532380 01/11/2018  Approvalsin Process  Expense Coordinator
¥ Select All Clear All Send Back Refresh List Budget Check
Comments
Ovenview | Expense Reports | Travel Authorizations | Gash Advances | Errors

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
approved.
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Send Back an Approved Expense Report

The Basics: Use the Modify Approved Transactions pages to send back expense transactions
after they have been approved.

e The Modify Approved Transactions pages only display approved transactions.
e The search criteria help you retrieve transactions for a date range of up to 6 months.
e You can send expense reports back as long as they have a status of ‘Approved for
Payment’.
e Approved transactions with a status of ‘Staged’ or ‘Paid’ cannot be sent back.
Situations when this function is used: An expense report has been approved in error and

needs to be sent back to the employee for revision or deletion. An approved expense reports is
not in compliance or are inaccurate should be sent back for revision.

WorkCenter Navigation: Expense Coordinator WorkCenter (EX) > Links pagelet > Approve
Transactions > Modify Approve Transactions

Navigator Menu Navigation: Travel and Expenses > Approve Transactions > Modify Approve
Transactions

< VTExpenses Travel and Expense WorkCenter

Travel and Expense WorkCen © <
Main || ReponsiQueries = 9 o o
W Wy ok T carch Fenging Transactons Th d f It h t
Column Hame Copresson Ciera € derault searchn criteria Is
Edit Filters.
Hers Cmovme - submitted transactions within the last
Pending Expense Reports (12 Search Clear
2 Unapplied Travel Authonzation i1) . . .
- o [FJcnange sortorder 6 months. Update the criteria if you
? Expe Refresh List .
Trave izatior
do not see your transaction.
5 Outstanding Cash Advances
250.00 USD 00003 Description 0000000839 01/282019 Approved for Payment A
25 uso 268711 EX-22 0000532341 117282018 Paid
b Links e o o~ i 532.50 USD 32385 Travel expenses 0000004888 0BUZ/2018  Approved
Travel Authorization 1819.85 USD Mehienbacher,Shelley L 27359 USAHA 0000004310 OB/02018 Approved
Travel Authorizabon 112688 USD Mabboft Cass 35220 National Book Festival 000000491 08/14/2018 Approved
L Travel Authorization 112410USD  Connell Julia 36529 CDBG Boot Camp Training 0000004315 OB/C2/2018  Agproved
‘
L Travel Authorization 1586.45 USD McNamara Katherine M 19811 USAHA Meeting 2018 0000004916 08/02/2018 Approved
b Manage Accounting
b Security Travel Authorization 57225USD  Livoti vincent M 35697 NELA Annual Confersnce 0000004818 OB202018  Approved
Oher Links
Travel Authorization 532.25 USD Mabbotl Cass 35220 NELA Conference 0000004920 08/02/2018 Approved
o . a51 50| . S UNH AT Maker's Fair T -
raval Authorizabon 351.50 USD Cook Laurie 07776 Expenses 0000004925 0B/06/2018 Approved v

The Modify Approved Transactions — Overview page displays a list of all approved expense

transactions for the specified search criteria.

Click on the Expense Reports tab to see all the approved expense reports match the search

criteria.
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The Modify Approved Transactions — Expense Reports page displays.

Overview | Expense Reports Travel Authorizations || Cash Advances The d|$p|ayed approved transactlons
Search Pending Transactions (7 .
Column Name Expression _ Critera can have various statuses such as;
[Date Submitted v| [between v| [08/01/2018 i) and 01/28/2019 W FHE Approved for Payment Staged and Pa|d
D .
Search Clear

Only Approved for Payment transactions
can be sent back for revision.

{¥ichange Sort Order

Refresh List
Transactions to Approve (7
Total Amount Curr Budget Status  Name Employee ID  Description Transaction ID g:hmined Status
250.00 USD Valid Klinefelter Megan Paige Brown 26711 EX-22 0000532341 11/28/2018 Paid
137.63 USD Valid Davidson,Colin 00003 I Trip to Florida Conference 0000532393 I 01/28/2019 | Approved for Payment
Refresh List
Overview | Expense Reports | Travel Authorizations | Cash Advances

Select the Description or Transaction ID link to drill down into the transaction details for the
approved expense report you would like to send back.
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The Approve Expense Report — Expense Summary page displays the expense report
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information. This is the same page that displays when reviewing, sending back and approving
an expense report. The same fields and links are available for review as described in the Review
an Expense Report section of this document.

Colin Davidson

Approve Expense Report - Expense Summary

“Description

“Business Purpose | Conference

Trip to Florida Conference

Reference

*Accounting Date 01/28/2019 |

Report

Created

Q Last Updated

Authorization ID

Accounting Template

& Expense Details

Actions |--Choose an Action

v|| 6o

0000532393 Approved for Payment
01/23/2019  Colin Davidson
01/28/2019  Mary Motor
0000005195

STANDARD Q

Budget Status Valid Budget Options Budget Checking completed. Report is ready for Approval/Posting.
Totals View Analytics O Notes 4 Attachments
Employee Expenses (4 Lines) 137.63 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 137.63 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses
(applicable taxes will be withheld from your pay)
Approval History
= . ==
dv vy i
Submitted EX Module Supervisor Expense Coordinator
Colin Davidson Ava Grace Mary Motor Payment
Action Role Name DatelTime Comments
Submitted Employee Colin Davidson 01/23/2019 10:30:57AM
Approved EX Module Supervisor Ava Grace 01/23/2019 10:32:48AM
Sent Back For Revision Expense Coordinator Mary Motor 01/24/2019 10:47:27TAM Ht’
Resubmitted Employee Colin Davidson 01/28/2019 10:39:39AM
Approved EX Module Supervisor Ava Grace 01/28/2019 4:01:08PM
Approved Expense Coordinator Mary Motor 01/28/2019 4:04:02PM
Comments
Comment|Please correct and resubmit|
== _
Expense Line Eﬂ Expense Details
Expense Line ltems Personalize | Find | £ | =]
Date Expense Type Description Reimburse Amt Currency Approve
01/17/2019 OUT LODGING 100.00 USD | L=
01/17/2019 ‘OUT MILES - FULL Mileage from Home to Airport 13.63 USD | =
01/17/2019 OUT DINNER Charlie's Diner 12.00 USD | =
01/18/2019 ‘OUT DINNER Steakhouse 12.00 USD v =

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.

Click the Send Back for Revision button.

Page 44 of 86



/\?O\VERMONT Expense Training Guide

Expense Coordinator

A message box displays the message: 'This report will be Sent Back for Revision'.

Message

This report will Send Back for Revision. (22000,119)

Cancel

Click the OK button.
The Modify Approved Transactions — Expense Reports page displays.

Overviewf] | Expense Reports || Travel Authorizations || Cash Advances
Search Pending Transactions
Column Name Expression Criteria
[Date Submitted v| [between v| losi01/2018 ] and 01/28/2019 5 3 =
Search Clear
E:_’Change Sort Order
Refresh List
—
Transactions to Approve Personalize | View All | & | &8 First ‘4 10f1 '} Last
Date
Total Amount Curr Budget Status Name Employee ID Description Transaction ID Submitted Status Role
250.00 USD Valid Klinefelter, Megan Paige Brown 26711 EX-22 0000532341 11/28/2018 Paid
Overview | Expense Reports | Travel Authorizations | Cash Advances

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

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

WorkCenter Navigation: Expense Coordinator WorkCenter (EX) > Links pagelet — Expense
Report > View Expense Reports

Navigator Menu Navigation: Travel and Expenses > Expense Report > View

Travel and Expense WorkCen ©  «

Main ReportsiClueries
My Work o av
Edit Filters
— Alerts
T Pending Expenss Reports (9)
T Unapplied Travel Authorization (4)
= On Hold/Pending Approvals
T Expense Report (8)
P Travel Authorization
P Cash Advance

— Exceptions
P Qutstanding Cash Advances

@y Links o -

[ Assistance

[ Approve Transactions
[ Cash Advance

{bi Travel Authorization

— ExXpense Report

T Delete Expense Reports
T View Expense Reports

T EXDees Repor
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Expense Report

Find an Existing Value

Search Criteria

Report ID[ begins with |
Report Description| begins with |
Name[begins wif v

e o[ sins i V] a

Enter any information you have and click Search. Leave fields blank for a list of all values.

Report Status| = v

Creation Date

[l case Sensitive
Limit the number of results to (up

Search Clear

to 300): |300

Basic Search @. Save Search Criteria

Enter Search Criteria and Click Search

Search Resulis

300 of 520159 results are displayed.

View All First ‘4’ 11p0ofzon '*' Last
Report I Report Description Name Empl ID) Report Statug Creation Date
CNWV0336058 (blank) Robinson,Gianna 268677 Paid 05/04/2013
| CNV336057 (blank) Betz, Emanuel 05216 Paid 05/04/2013 |
CNWV0336056 (blank) Betz, Emanuel 05216 FPaid 05/04/2013
CNWV336055 (blank) Betz, Emanuel 05216 Paid 05/04/2013
CNVD336054 (blank) Congdon, Terrance William 21961 Paid 05/04/2013
CNVD336053 (blank) Congdon, Terrance William 21961 Paid 05/04/2013
CMV0336052 (blank) Congdon, Terrance William 21951 Paid 050452013
CNW0336051 (blank) Congdon, Terrance William 21961 Paid 05042013
CMNV0O336050 (blank) Congdon, Terrance William 21951 Paid 050472013
CNWV033604% (blank) Wilson, Michelle W 21934 Paid 05/04/2013
CNWV0336048 (blank) Carusona,Alicia £ 21404 Paid 05/04/2013
CNV0336047 (blank) Mangan,Kelly J 08509 Paid 05/04/2013

Select the Expense Report you

would like to View

Expense Training Guide
Expense Coordinator
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View Expense Report E&) Expense Details

Emanuel Betz Actions [T TV ST RN ] | GO
Business Purpose Report CNV0338057 Paid
Description Created 05/04/2013
Reference Last Updated
Post State Posted
Totals (7 & View Printable Version B View Analylics (2 Notes

Employee Expenses (1 Line) 2260 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 22.60 USD Amount Due to Supplier 0 USD Total Taxable Expenses 0.00 USD

(applicable taxes will be withheld from your pay)
w By checking this box, | certify the expenses submitted are accurate and comply with expense policy.

By submitting this Expense Report | certify under penalties of perjury that the information given on thi:

rm represents the actual expenses to which this employee is legally
entitled.

[@" Return to Search ||+ Previous in List ||45] Nextin List [=] Notify

The Expense Report information loads.

To View Notes, Click the link to the Notes link.

FUSL JM@ie 1 Uoied
& View Printable Version BH View Analytics Noftes
Expense Notes
Help ploye
pplie
I
mplo le Ex
s will
certil
ense this g
Add Motes
It
Notes Personalize | Find | 22 | & First ‘&' 1of1 ‘®/ Last
Sinll MNotes Name Role Action Date/Time
Emanuel Betz
OK Cancel

If there are any notes for an Expense Report, the information would be here.

You have completed the View Expense Report exercise.
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Cash Advances

Review a Cash Advance
The Basics:

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

As an Expense Coordinator (Approver) it is your responsibility to review the Cash Advance for
accuracy and policy following Bulletin 3.4. Only if the Cash Advance meets the appropriate
standards is it ready for approval.

Basic questions to ask prior to approval:

1. Does the Cash Advance include a Travel Authorization?

2. Is the Cash Advance amount for at least $2007?

3. Is the amount of the Cash Advance less than or equal to the Travel Authorization
amount?

4. Does the Cash Advance include an overnight stay?

5. s the trip start date within the next 30 days?

6. Does the report comply with Bulletin 3.4?

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

WorkCenter Navigation: Expense Coordinator WorkCenter (EX) > Links pagelet > Approve
Transactions > Approve Transactions

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

¢ VT Expenses Travel and Expense WorkCenter
Travel and Expense WorkCen © = -
Overview || Expenss Reports || Travel Authorizationsfl | Cash Advances rrors
Main |~ ReporsiQueries

4 My Work o r— Search Pending Transactions (7
Edit Filters Change Sort Order 7
= Alerts

' Pending Expense Reporis (5)
Unapplied Travel Authorization (4)

¥ Select All Clear Al Send Back Refresh List Budget Check

Transactions to Approve (7

Personalice | Viewall [ | B8 Fist @ 180f8 * Last
= _OnHoldiPending Approvals sstect st Transaction Typs Totar unit Nams EmpioyssID  Dsscnption Trsnesctionip  DE status ROl
Expense Repart (4) Submitfed
T Travel Authorization
= Cash Advance (1) a Cash Advance 200.00USD Davidson.Colin 00003 Description 0000000835 124372016 Submitted for Approval  Expense Coordinator
= Exceptions m] Cash Advance S00.00USD  Davidsan.Colin 00003 Desaription 0000000238  12A4/2018  Submitied for Approval  Expense Coordinator
7 Qutstanding Cash Advanoces
a Expense Report 2180USD Davidson Golin 00003 Training Class 0000532384 12142018  Approvals in Process Expense Coordinator
[m} Expense Report 13720USD Davidson Golin 00003 Annual Meeting 0000532385 12442018  Approvals in Process Expense Coordinator
a 26.71UsD Davidson.Colin 00003 Travel for VISION training
izl | C e e s it Alert icons display on transactions
i Assistance ¥ Select Al [ Clear A1 Send Back

= Approve Transactions
Approve Transactons

Modify Agproved Transsctions

pre— e o dgprol it more of its lines.

¢ Expense Report

Employes Expense History

Cvenview | Expense Reports | Travel | Cash Advances | Ermars
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The Approve Transactions — Overview page displays a worklist of all expense transactions

Click on the Cash Advances tab to see all cash advances that are available to you for review.

The Approve Transactions — Cash Advances page displays all the cash advances pending your

approval.

Cvervisw Expense Reports Trawvel Authorizations Cash Advances Emors
Search Pending Transactions |
{ FiChange Sort Order |
# Select All LI Clear AN Serd Bacy

Transactions to Approve |

Refresh List

Personalize | View All | 2 | B

Tramaaction ID Date Submitted Status

OO0 12132018 Submitted for Approval

Oee D035 I 12142018 Submitted for Approval

salact Total Curr Hama Employss D Description
[} 200.00 USD Davidson, Colin 00003 Description
O 500.00 USD Davidson, Colin Ooe N3 I Description
 Satect Al [ Clear S
Comments

Owerview | Expens2 Reports | Travel Authorizations | Cash Advances | Errors

Refresh List

First ‘4 1-20f2 '} Last

Expense Goordinator

Expense Goordinator

Select the Description or Transaction ID link to drill down into the transaction details for the

cash advance you would like to review.
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The Approve Cash Advance page displays the cash advance information for review.

Approve Cash Advance
Colin Davidson
Business Purpose Training Report ODODDODSZE  Submitted for Approval
Date From 12192015 Date To 122172013 Travel Auth 2 000005203 a
*Accounting Date 125142018 Post State Mot Applied
Accounting Template STANDARD Created 12/14/2018  Colin Davidson
Last Updated 1214/2018%  Colin Davidson
s
T4 ser Defaults
Cash Advance 7 & iew Printable Version 4 Attachments (1)
= S0Urce Diescription “amount Currency
Cash Advancs - AP Taining Trip 500.00UED
Totals
Advance Amount 500.00 USD

Approval History

Zl R =
e -i] _‘j.
Submitbed Expariss Coardinalon P, '
Colir Davicdsan {Pacled) amen
Role Hame Actlon DataiTime

Emplo Davidson, Colin Submitted 1211472018 4:47:22FM

Comments

Approve Send Back

Retumn to Approval List Prewious in List

The Approve Cash Advance page is broken down into various sections.

1. The Header includes the Business Purpose, Report ID, Status, Travel Auth #, Date From
and Date To, Accounting Date, Created and Last Updated Dates, Attachments, and
Notes.

2. The Details and Totals section displays the cash advance Description and Advance
Amount.

3. Approval History displays the approval path for the cash advance. 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.

4. The Comments text box is used for approval comments and are required when sending
a transaction back for revision.
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5. 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 cash advance
in your approval list.

Click the Notes link.

The Expense Notes for Cash Advance page displays any comments entered by the employee on
the cash advance.

Expense MNotes for Cash Advance

Add Notes
Notes Personalize | Find | | ®H First ‘4 10f1 ‘b L3kt
Motas Hame Rola Action DataiTims
Confarence Registration Colin Diavidson Emgployes 121142018 4:48:12FM
— = —
Ol Cancel

Click the OK button.
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The Approve Cash Advance page displays.
Approve Cash Advance
Colin Davidson
Business Purpose Training Report ODODDODSZE  Submitted for Approval
Date From 12192018 Date To 1212172013 Travel Auth # X00005203 Q
*Accounting Date |12114i2018 Post State Mot Applied
Accounting Template STANDARD Created 12/1472018  Colin Davidson
Last Updated 1214/2018%  Colin Davidson
=5
T4 ser Defaults
Cash Advance 7 & iew Printable Version () MNotes I._fF: Attachments (1} I
= S0Urce Diescription “amount Currency
Cash Advancs - AP Taining Trip 500.00UED
¥ Totals
Advance Amount 50000 USD
Approval History
=y [FEFEERE o
e t-a _9.
Submitbed Expariss Coardinalon P,
Colir Davicdsan {Pacled) Ayment
Role Hame Action DatarTims
Employss Drawidson, Cofin Subrmithed 121142018 4:4T:-22PM
Comments
AE
Approve Send Back
Retumn to Approval List Prewious in List

Click the Attachments link.
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The Cash Advance Attachments page displays.

Cash Advance Attachments
Help|
Advance 1D 0000000336

Details Personalize | Find [View AN | 2| B Frst 4 10f1 '® Last

Flls Namg Dascripiion Waar Name DateTime Stamp

Training Materials COAVIDED Calin Davidson 1211472018 4:4T:21PM

Adding large attachments can tske some time fo upload, therefore, it is advisable to save the
transaction befare adding large attachments.

OK Cancel

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

Click the File Name link to view the attachment.

Attachment/receipt sample document used for training.

Close the attachment and click the OK button on the Expense Line Attachments page.
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The Approve Cash Advance page displays.
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Approve Cash Advance
Colin Davidson

Business Purpose Training

Travel Auth # 0000005203

IDEIJE From 12192018 Date To 12212013

*Accounting Date 127142018

Accounting Template STAMDOARD

Post State Mot Applied
Created 121142018  Colin Davidson
Last Updated 1214/2018%  Colin Davidson

e
T4 ser Defaults

Cash Advance 7 & iew Printable Version () MNotes & Attachments (1)
*$0urce Dwescription “Amount Currency
Cash Advancs - AP Taining Trip 500.00UED
Totals
Advance Amount 500.00
Approval History
= =
e | =
Submitbed Expariss Coardinalon P, ‘j
Colir Davicdsan {Pacled) Ayment
Rule Hame Action DateiTimea
Employss Drawidson, Cofin Subrmithed 121142018 4:4T:-22PM
Comments
=l
Approve Send Back
Retumn to Approval List Prewious in List

Review the cash advance for compliance with Bulletin 3.4:

1. The Date From and Date To range includes an overnight stay and the advance will not be
issued more than 30 days prior to trip start date.

2. Atravel authorization is linked to the cash advance.

3. The advance amount is for at least $200 and does not exceed the travel authorization

amount.
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Send a Cash Advance Back for Revision

Situations when this function is used: The approver has reviewed the cash advance and
determined the transaction needs to be revised or needs to be deleted. Cash advances not in
compliance or that are inaccurate should be sent back for revision.

WorkCenter Navigation: Expense Coordinator WorkCenter (EX) > Links pagelet > Approve
Transactions > Approve Transactions

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

¢ VT Expenses Travel and Expense WorkCenter

Travel and Expense WorkCen © «
Overview || Expense Reports || Travel Autharizationdll | Gash Advances [[§Errors
Main || Aeporis/Qusries
By Work = Search Pending Transactions
F— Change Sort Order
< Alerts
¢ sessctal Tl Clearan Send Back Refresh List Budgst Check
Pending Expense Reports (3) s
Unapplied Travel Autharization (4) Transactions to Approve | Personalice | Viewall | | B Fist @ 180f8 % Last
= On Hold/Pending A I
n HoldiPending Approvals salect st Transaotion Typa Totw unt  Nama Empioyas 1D Deseniption Tramssctionip D2t statun Rola
Expensa Repart (4) Sunmittad
7 Travel Authorization
Cash Advance (1) m} Cash Advance 20000USD  Davidsan.Colin 00003 Description 0000000835 12432018 Submitied for Approval  Expense Coordinator
v FExceptions ] Cash Advance 50000USD  Davidsan.Colin 00003 Description 0000000838 1242018 Submitied for Approval  Expense Coordinator
A Outstanding Cash Advances
m} Expense Report 2180USD  DavidsonColin 00003 Training Class 0000532384 1242018  Approvals in Prosess  Expense Goordinator
m} & Expensa Report 13720USD  Davidson,Colin 00003 Annual Meeting 0000532385 124201 Approvals in Prosess  Expense Coordinator
m} Expanse Report 2671USD  DavidsonGolin 00002 Travelfor VISION training 000532372 12432018 Approvals in Process  Expense Coordinator
Links 2 o~ ] & Expense Report 2180USD  DavidsonGoin 00002 Annual Meting 0000532376 12132018 Approvals in Process  Expense Coordinator
o Assistance @ cesectal [ Clearan Send Back Refresh List Budget Chack
= Approve Transactions
Approve Transactions Comments
Modify Aperoved Transach
S iiiead Gresnite Return to Approval List
b Cash Advance Employee Expense History
b Travel Authorization . N )
b Expense Report Cuervien | Exp ports | Tr | Cash Advances | Errors

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

Click on the Cash Advance tab to see all cash advances that are available to you for review.

The Approve Transactions — Cash Advances page displays all the cash advances pending your
approval.

Overnisw Expense Reports Travel Authorizations Cash Advances Emors

Search Pending Transactions |}

# Seiect All L Clear A1 S R
Transactions to Approve | Personalize | View All | & | E First ‘4 f-20f2 '® Last
Selact Total Curr Hama Employes I Description Tramaaction ID Date Submitied Stafus Rols
O 200,00 USD Davidson, Colin 00003 IDEscripﬁun OOOOD00E3S I 121132018 Submitted for Approval  Expense Goordinator
O 500.00 USD Diavidson, Colin D003 Description (el 12142018 Submitted for Approval  Expense Coordinator
# Salect A1l L1 Clear A0 Eend e BefeshirEd
Comments

Owerview | Expense Reports | Travel Authorizations | Cash Advances | Errors
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Select the Description or Transaction ID link to drill down into the transaction details for the
cash advance you would like to review.

Cash advances are approved or sent back to the employee for revision from the Approve Cash
Advance page.

Approve Cash Advance

Colin Davidson
Business Purpose Training Report DODDODDS35S  Submitted for Approval
Date From 12112/201% Date To 12/132018 Travel Aurth # [R000005199 a
*Accounting Date 124 42012 Post State Mot Applied
Accounting Template STAMDARD Created 12132012  Colin Davidson
Last Updated 12113/2018  Colin Davidson
5
il |User Defaults
Cash Advance 7 & View Frintable Version G2 Motes &% Attachments
*S0Urce Dascripiion “amount Currency
Cash Advancs - AP cash for gas and hotel 20000050
Tofals
Advance Amount 20000 USD
Approval History
= [FEESEER =
e : -a _‘?.
Submitted Exparise Coandinaion p. '
Calin Davidsan {Pacled) Aymen
Rola Nama Action DataiTima
Employee Dravidson, Colin Submitted 12132018 21310PM
Comments
Please update amount and incude attachment | B ‘Q’
Approve Send Back
Retumn to Approwal List Mest in List

Enter what revisions need to be made to the cash advance into the Comments field. To send a
cash advance back for revision a comment is required.

Click the Send Back button.
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The Travel & Expenses-Cash Advance Report — Submit Confirmation page displays the advance

totals and the message: 'This report will be sent back for revision'.

Save Confirmation

Help
Travel & Expenses - Cash Advance Report
Submit Confirmation
Colin Davidson Advance ID 0000000835
Totals
Advance Amount 200,00 UsD
vf This report will b2 sent back for revision.
------- oK Cancal
Click the OK button.
The Approve Transactions — Cash Advances page displays.
Owervigw || Expense Reports || Trawel &u:h::riza‘.innl Cash Advancas I Emors
Search Pending Transactions | ;
_:::‘EChange Sort Order
# saiect 4l 1] Clear A1 ] i L= s
Transactions to Approve | Personalize | View &l | | 2] First ‘4 1of1 ‘b Last
Salact Takal Curr Hama Employes I Description Transaction ID Date Submitted Sfatus Rols
O 500.00 USD Davidson, Colin 00003 Description OOO0D00E35 121142018 Submitted for Approval — Expense Coordinator
Send Back Refrash List

¥ Selact All L1 Clear A0

Comments

Owerview | Expense Reports | Travel Authorizafions | Gash Advances | Ermors

The cash advance no longer displays in the list of transactions to approve.

The employee will receive an email notification letting them know the cash advance has been

sent back for revision.
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Approve a Cash Advance

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

WorkCenter Navigation: Expense Coordinator WorkCenter (EX) > Links pagelet > Approve
Transactions > Approve Transactions

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

¢ VT Expenses Travel and Expense WorkCenter

Travel and Expense WorkCen © «
Overview || Expense Reports || Travel Authorizationdll | Gash Advances |[flEmors
Main | Reporis/Gueries
3 My Work 5 as Search Pending Transactions
Er— Change Sort Order
~  Alerts
¥ seiectal [ ClaarAn Send Back Refresh List Budget Chack
Pending Expense Reports (5) s
Unappiied Travl Authorizstion {+) Transactions to Approve Personalize | Viewsll |2 | B First 4 1g0r8 Lt
= On HoldiPending A I
n HoldiPending Approvals salect aort Transaction Type Totw Ui Nams EmpioyasiD  Descnption Tramsactionp 0318 statun Rola
Expense Repart (4) S
Travel Autharization
Cash Advance 1) ] Cash Advance 20000USD  Davidson.Colin 00003 Desription 0000000835 12432018 Submitied for Approval | Expense Goordinator
v _FExceptions O Cash Advance 500.00USD  Davidsan.Colin 00003 Desription 0000000835 12442018 Submitied for Approval  Expense Goordinator
Outstanding Cash Advances
m] Expense Report 2180USD  Davidsan.Golin 00003 Training Class 0000532364 12442016  Approvalsin Process  Expense Coordinator
] &  Expense Report 13720USD  Davidsan,Galin 00003 Annual Mesting 0000532385 12442018  Approvals in Process  Expense Goordinator
] Expense Report 2671USD  Davidsan.Colin 00003 Travel for VISION training 0000532372 12132018 Approvals in Process  Expense Coordintor
Links 2 o~ ] & Expense Report 2180USD  Davidsan.Colin 00003 Annual Mesting 0000532376 12432018 Approvalsin Process  Expense Goordinator
b Assistance # Ssiectall [l Clearan Send Back Refrech List Budgst Chack
= Approve Transactions
Approve Transactions Comments
Modify Approved Transactions Retun o Aparaval List
b Cash Advance Employes Expense History
I Travel Authorization i - )
b Expenss Report Cuenvize | Exp parts | T | Cash Advances | Ermars

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

Click on the Cash Advance tab to see all cash advances that are available to you for review.

The Approve Transactions — Cash Advances page displays all the cash advances pending your
approval.

Dverview Expense Reports Trawel Authorizations Cash Advances Emors
Search Pending Transactions 5

Change Sort Order | j

# saiect 4l [ Clear A S LG s
Transactions to Approve | ; Personalize | View &l | | B First ‘4 1of1 ‘b Last
Salact Total Curr Hama Employss ID  Dascription Transaction ID Date Submitted Siatus Role
[} 500.00 USD Diavidson, Colin 00003 I Description 0000000835 I 1211412018 Submitted for Approval  Expense Coordinator
# select Al 1 Clear A Send Back Befshil i
Comments

Overview | Expense Reparts | Travel Authorizations | Cash Advances | Ermors

Select the Description or Transaction ID link to drill down into the transaction details for the
cash advance you would like to review.
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The Approve Cash Advance page displays.
Approve Cash Advance
Colin Davidson
Business Purpose Training Report ODDODDOEZE  Submitted for Approval
Date From 12192018 Date To 12212013 Travel Auth 2 DOO0005203 a
*Accounting Date 1201412018 Post State Mot Applisd
Accounting Template STANDARD Created 12142012  Colin Davidson
Last Updated 12414/2018  Colin Davidson
=i
T4 User Defaults
Cash Advance 7 £ View Printable Version = Motes & Attachments (1}
= SOUNCE Diescrption “amount Currency
Cash Advance - AP Taining Trip 500.00Us0
¥ Totals
Advance Amount 500,00 USD
Approval History
=Y [FEFEERE =
cid l-a _6.
Submitbed Expenss Coardinalor P, '
Caln Davidean {Pacled) amen
Ruola Hame Action DataiTima
Employss Drawidson, Cofin Submitted 121142018 4:4T-22PM
Comments
g
Approve Send Back

Click the Approve button.
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The Travel & Expense-Cash Advance Report — Submit Confirmation page displays the advance
totals and the message: 'This report will be approved’.

Save Confirmation
Help

Travel & Expenses - Cash Advance Report

Submit Confirmation
Colin Davidson

Advance ID 0000000338

Totals
Advance Amount 500,00 USD

I V’ This report will be aeerou'ed I

Click the OK button.
The Approve Transactions — Cash Advances page displays.

Overvizw Espense Reports Trawel .5.u'.h::riza'.i:-n| Cash Advancas IErrcrs

Search Pending Transactions | §

iChange Sort Order |

# Select Al LI Clear Al Send Back Refresh List
Transactions to Approve | Personalize | View All | | L; First ‘4 1of1 '* Last
Salect Totsl Curr Hama Empiloyes ID nate Submithed Siatus Role
O 0.000
# Szizct )l L Clear Al Send Back Refresh List
e —————

Comments

Owerview | Expensz Reporis | Travel Authorizafions | Cash Advances | Ermors

The cash advance no longer displays in the list of transactions to approve.
The employee will receive an email notification letting them know the cash advance has been

approved.
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Send Back an Approved Cash Advance

The Basics:

Use the Modify Approved Transactions pages to send back expense transactions after they have
been approved.

e The Modify Approved Transactions pages only display approved transactions.

e The search criteria help you retrieve transactions for a date range of up to 6 months.

e You can send cash advance transactions back as long as they have a status of ‘Approved
for Payment’.

e Approved transactions with a status of ‘Staged’ or ‘Paid’ cannot be sent back.

Situations when this function is used: A cash advance has been approved in error and needs to
be sent back to the employee for revision or deletion. An approved cash advance is not in
compliance or are inaccurate should be sent back for revision.

WorkCenter Navigation: Expense Coordinator WorkCenter (EX) > Links pagelet > Modify
Approve Transactions > Approve Transactions

Navigator Menu Navigation: Travel and Expenses > Approve Transactions > Modify Approve
Transactions

Travel and Expense WorkCenter

< VT Expenses

Travel and Expense WorkCen © <
Overview Expense Reports Travel Authorizationd
Main || ReportsiQueries T i i i i
B Wy ok T earch Pending Transactions Th d f It h t
=22 e default search criteria is
Hers F submitted transactions within the last
Pending Expense Reports (12)
2 Unapplied Travel Authonzation i1) . . .
[FlChange sot order 6 months. Update the criteria if you
' Expensa Report (7) Refresh List .
Travel Authorization
do not see your transaction.
250.00 USD Davidson,Colin 00003 Description 0000000839 01/282019 Approved for Payment ~
Expense Report 250,00 USD Klinefelier Megan Paige Brown 26T EX-22 0000532341 117282018 Paid
by Links 2 o i 53250USD  Fed 32385 Travel expenses 0000004889 Approved
Travel Authorization 1819.85 USD Mehienbacher,Shelley L 27359 USAHA 0000004310 OB/02018 Approved
Travel Authorizabon 112688 USD Mabboft Cass 35220 National Book Festival 000000491 08/14/2018 Approved
L Travel Authorization 112410USD  Connell Julia 36529 CDBG Boot Camp Training 0000004315 OB/C2/2018  Agproved
‘
L Travel Authorizabion 158646 USD McNamara Katherine M 18811 USAHA Meeting 2018 0000004316 08/02/2018 Approved
‘
b Travel Authorization 57225USD  Livofi vincent M 35687 NELA Annual Conference 0000004818 OB/Z02018  Approved
Travel rization 532.25 USD Mabbotl Cass 35220 NELA Conference 0000004920 08/02/2018 Approved
W Access Request - . - ~ . UNH AT Maker's Fair I
vel Authorizato 351.50 USD Cook Lz ] 07776 0000004925 08/06/2018 od
R — ravel Authorizabon ook Laurie Expenase 06 Approve |

The Modify Approved Transactions — Overview page displays a list of all approved expense
transactions for the specified search criteria.

Click on the Cash Advances tab to see all the approved advances match the search criteria.
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The Modify Approved Transactions — Cash Advances page displays.

Overview Expense Reports Travel Authorizations Cash Advances

Search Pending Transactions *

Column Name Expression Criteria
[Date Submitted V| [between v| lo8/01/2018 5 and 01/28/2019 5 +[=
{“Search ]| Clear

Change Sort Order 2

Refresh List
Transactions to Approve

Total Curr Name Employee D  Description D Date

250.00 USD Davidson,Colin 00003 I Description 0000000839 I 01/28/2019

Refresh List

Overview | Expense Reports | Travel Authorizations | Cash Advances

The displayed approved transactions
can have various statuses such as;
Approved for Payment, Staged and Paid.

Only Approved for Payment transactions
can be sent back for revision.

Status

Approved for Payment

Select the Description or Transaction ID link to drill down into the transaction details for the

approved cash advance you would like to send back.
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The Approve Cash Advance page displays the advance information. This is the same page that
displays when reviewing, sending back and approving a cash advance. The same fields and links
are available for review as described in the Review a Cash Advance section of this document.

Approve Cash Advance

Colin Davidson

Business Purpose Conference Report 0000000839 Approved for Payment
Date From 12/12/2018 Date To 12/13/2018 Travel Auth # 0000005199 Q
*Accounting Date 01/28/2019 | Post State Not Applied
Accounting Template STANDARD | Q Created 01/07/2019  Colin Davidson

Last Updated 01/28/2019  Mary Motor
[]

A
T8 User Defaults

Cash Advance (7 &) View Printable Version €2 Notes 47 Attachments (1)
*Source Description “Amount Currency Apply Tax
[cash Advance - AP v| |Health conference 250.00/USD | [+] [=]
Totals
Advance Amount 250.00 USD

Approval History

=N -
3 | 5
Submitted Expense Coordinator _
Colin Davidson Mary Motor Payment
Role Name Action Date/Time Comments
Employee Davidson,Colin Submitted 01/07/2019 5:16:11PM
Expense Coordinator Motor,Mary Sent Back For Revision 01/07/2019 5:20:13PM \:
Employee Davidson,Colin Resubmitted 01/08/2019 9:00:40AM
Expense Coordinator Motor,Mary Sent Back For Revision 01/11/2019 2:08:00PM \2
Employee Davidson,Colin Resubmitted 01/28/2019 3:54:35PM
Expense Coordinator Motor,Mary Approved 01/28/2019 3:55:32PM
Comment
Please make recommended revisions and resubmit. ’&V
Save I Send Back for Revision I

Return to Approval List

Enter what revisions need to be made to the advance into the Comments field. To send a cash
advance back for revision a comment is required.

Click the Send Back for Revision button.
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A message box displays the message: 'This report will be Sent Back for Revision'.

Message

This report will Send Back for Revision. (22000,119)

K —

Click the OK button.
The Modify Approved Transactions — Cash Advances page displays.

Overview Expense Reports Travel ﬁu(huﬂzahs"ll Cash Advances I

Search Pending Transactions

Column Name Expression Criteria
[Date Submitted ~| [between wv| [08/01/2018 g and 01/28/2019 ] #E=
Search Clear

:Change Sort Order

Refresh List
——

Transactions to Approve Personalize | View All | &' | &5/ First 1of1 ‘& Last
Total Curr Name Employee ID Date Submitiz4 Status Role
0.000
Refresh List

Overview | Expense Reports | Travel Authorizations | Cash Advances

The cash advance no longer displays in the list of approved transactions.

The employee will receive an email notification letting them know the advance has been sent
back for revision.
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Delete a Cash Advance

The Basics: Whenever possible, employees should be deleting their own Cash Advances.
Authorized User security, with ‘Edit and Submit’ access, will need to be set up prior to deleting.
As an Expense Coordinator you have authority to set up authorized users but with ‘Edit’
authority only. You will need to contact the Vision Helpdesk at
Vision.FinHelpdesk@vermont.gov and request ‘Edit and Submit’ authorization if you need to
delete a Cash Advance as an authorized user.

Situations when this function is used: A Cash Advance might need to be deleted when it is a
duplicate or is no longer needed. Cash Advances can only be deleted when they are in a
pending status. If the Cash Advance has been submitted, it will need to be sent back for
revision.

As and Expense Coordinator you have access to edit.

WorkCenter Navigation: Travel & Expense Self-Service WorkCenter (TE) > Links Pagelet - Cash
Advance > Delete Cash Advance

Navigation: Employee Self-Service > Travel and Expenses > Cash Advance > Delete

< Home Delete Cash Advance

Delete Cash Advance

Enter any informaticn you have and click Search. Leave fiskds blank for a list of all values.
Find an Existing Value

Search Criteria

Empl ID|_begins with ¥ 00005 aQ,
Mame| begins with ¥

Case Sensitive

Search Clear | Basic Search [ Save Search Criteria

Enter the employee ID for the Employee that has the cash advance that needs to be deleted or

click the magnify glass and choose the employee. For this exercise we are using Employee ID
00003

Click Search

The Travel & Expenses — Cash Advance Report page opens
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< Home Delete Cash Advance

Travel & Expenses - Cash Advance Report
Delete Cash Advance Report
Colin Davidson

Cash Advance Information

Select Advance D Description Creation Date Amount Currency

, 0000000539 01/07/2019 250.00 USD

-

Delete Selected Advance(s)

Choose the Cash Advance that needs to be deleted. Click the Select option.
Click on Delete Selected Advances

The Delete Confirmation page will open indicating The selected transaction(s) have been
deleted.

< Home Delete Cash Advance

Travel & Expenses - Cash Advance Report
Delete Confirmation

Colin Davidson

V’ The selected transaction(s) have been deleted

OK

Click OK

Delete a Cash Advance complete
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Travel Authorizations

Print Travel Authorization

WorkCenter Navigation: Expense Coordinator WorkCenter (EX) > Links pagelet — Travel
Authorization > View Travel Authorizations

Navigator Menu Navigation: Travel and Expenses > Travel Authorization > View

Travel and Expense WorkCen €& «

Main Reports/Queries
My Work S ov
Edit Filters
— Alerts

5 Pending Expense Reports (3)
T Unapplied Travel Authorization {4)

= 0On Hold/Pending Approvals
T Expense Report (8)
B Travel Authorization
B Cash Advance

- Exceptions
B Qutstanding Cash Advances

%y Links

¢]
{2
1

[ Assistance

[ Approve Transactions

[ Cash Advance

i~ Travel Authorization

..... B Delete Travel Authorizations
B View Travel Authorizations
—  Cancel Travel Authonzations
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Travel Authorization

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Search by: |Authorization ID v |begins with

Limit the number of results to (up to 300); (300

Advanced Search

Click Search

Search Results

View All First ‘4’ 14zcr1z ‘% Last
Authorization 1D Description Mame Empl I Status Creation Date
0000005221 2-day training in Burington  Davidson Colin 00003 Submitted 01/2%/2019

0000005220  WISION Training Davidson,Colin 00003 Approved 01/292019 |

0000005219 WISIOM Training in BUrlignton Davidson, Colin 00003  Approved 012972019
0000005218  Trp to Albany Conference Davidson,Colin 00002 Approved 0172372019
0000005216  2-day training in Burlington  Davidson,Colin 00003 Approved 017232019

Select the Travel Authorization that you want to print

Page 69 of 86



»~~ VERMONT

Expense Training Guide
Expense Coordinator

Travel Authorization Detallg

Travel Authorization

Colin Davidson

Business Purpose Training Destination Location BURLINGTON VT

Description VISION Training Date From 01/29/2019 Date To 01/29/2019
Totals (2 O Notes
Denied Expenses 0.00 USD

Projected Expenses (2 Lines) 5451 UsSD

Total Authorized Amount 54.51 USD

By checking this box, | cerfify these costs are reasonable estimates and comply with expense policy.

ion Submitted On  01/28/2019

Submit Travel Aull

Approval History

Submitted
Colin Davidson
Action Role Name
Submitted Employee Colin Davidson
Approved EX Module Supervisor Ava Grace

ot Return to Search +| Previous in List 4| Nextin List =] Notify

Submitted By Colin Davidson

EX Module Superviser

Actions | ...Choose an Action hd

Authorization ID 0000005220 Approved
Created 01/29/2019  Colin Davidson

LastUpdated 01/29/2018  Ava Grace

Ava Grace
Date/Time
01/29/2019 9:41:28AM
01/29/2019 9:44:13AM

Click on the View Printable Version
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Travel Authorization
Colin Davidson

Authorization ID 0000005220
Description VISION Training

Business Purpose Training

Date From 0172972015

Report Date 01/30/2019
Report Time 2:23:33PM

Employee ID 00003
Status Approved

To 01/28/2019

Comment
Date Expense Type Merchant Amount Location
01/292019 IN MILES - FULL 42 51 UsD BURLINGTOMN VT
012920159 IN DINMNER 12.00 UsSD BURLINGTOMN VT
Total Travel Authorization Amt 451 USD
Mon-Reimbursable Expenses 0.00 UsD
Total Travel Authorization 5451 USD

| certify that the information provided above is an accurate estimate of fravel-related costs
that are to be incurred by me.

Colin Davidson 01/29/2019
Employee Signature Date
This authorization to travel is hereby approved.

Ava Grace 01/29/2019
Approved By Date

To print this report, use your browser's print feature.

You have completed the Print a Travel Authorization exercise.
Page 71 of 86



/\?O\VERMONT Expense Training Guide

Expense Coordinator

Delete a Travel Authorization

The Basics: Whenever possible, employees should be deleting their own travel authorizations.
Authorize User security, with ‘Edit and Submit’ access, will need to be set up prior to deleting.
As an Expense Coordinator you have authority to set up authorized users but with ‘Edit’
authority only. You will need to contact the Vision Helpdesk at
Vision.FinHelpdesk@vermont.gov and request ‘Edit and Submit’ authorization if you need to
delete a travel authorization as an authorized user.

Situations when this function is used: Travel authorizations might need to be deleted when it
is a duplicate or is no longer needed. Travel authorizations can only be deleted when they are in
a pending status. If the travel authorization has been submitted, it will need to be sent back for
revision.

WorkCenter Navigation: Expense Coordinator WorkCenter (EX) > Links pagelet > Travel
Authorization > Delete Travel Authorizations

Navigator Menu Navigation: Travel and Expenses > Travel Authorization > Delete

T Epemeswesbxcwpioms TravelandExpenseWorkCerter . A4 Q = @

New Window | Help |

thorization

ave and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search Criteria
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The Delete Travel Authorization search page displays in the work area.

Delete Travel Authorization

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search Criteria

Empl ID 00003 ql
Mame |begins with

CJcase sensitive
Limit the number of results to (up to 300): (300

Search Clear | Basic Search |7 Save Search Criteria

The Empl ID may default to your employee ID. Enter/change the Empl ID to the ID of the
employee whose travel authorization you want to delete.

Remember: You will need to be granted ‘Edit & Submit’ access to delete a travel authorization
as an Authorized User for another employee.

Click the Search button.

The Travel and Expense — Delete a Travel Authorization page displays. Any travel authorization
with a ‘Pending’ status will display and is eligible to be deleted.

Travel and Expense
Delete a Travel Authorization
Caolin Davidson

Travel Authorizations
Select Description Authorization ID Date From  Date To Amount Currency
ul Trip To Florida Conference 00000047558 TIMFR2ME 1272018 100.00 USD
| Training Conference 0000004751 11142018 11162018 5387.50 USD

Delete Selected Authorization(s)

If the authorization you are looking for isn't showing up, double check the status to confirm
that it is pending.

Select the travel authorization you want to delete, by clicking the Select checkbox. You can
delete multiple travel authorizations by selecting multiple checkboxes.
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Travel and Expense

Delete a Travel Authorization
Colin Davidson

Travel Authorizations

Select Description Authorization ID Date From  Date To Amount Currency
EI Trip To Florida Conference 0000004758 117208 11/2772018 100.00 USD
| Training Conference 0000004751 111472018 111652018 587.50USD

Delete Selected Authorization(s)

Click the Delete Selected Authorization(s) button.

A Delete Confirmation page displays informing you that the selected authorization has been
deleted.

Travel and Expense

Delete Confirmation
Colin Davidson

V The selected transacﬁongs} have been deleted.

Click the OK button.

The Travel and Expense — Delete a Travel Authorization page displays.

Travel and Expense

Delete a Travel Authorization
Colin Davidson

Travel Authonzations

Select Description Authorization 1D Date From  Date To Amount Currency

;:I. Training Conference 0000004751 14208 11162018 387.50USD

Delete Selected Authorization(s)

The deleted travel authorization no longer displays and will not be available to view, modify, or
print.
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Cancel an Approved Travel Authorization

The Basics: Expense Coordinators should only cancel if the employee is not available to do so
themselves. Authorized User security is not required when cancelling a travel authorization.
Once a travel authorization is cancelled it will no longer be able to be used for an expense
report.

Situations when this function is used: Travel Authorizations can only be cancelled when they
are in an approved status. Travel Authorizations will need to be cancelled if the trip has been
cancelled or the Authorization is no longer needed.

WorkCenter Navigation: Expense Coordinator WorkCenter (EX) > Links pagelet > Travel
Authorization > Cancel Travel Authorizations

Navigator Menu Navigation: Travel and Expenses > Travel Authorization > Cancel

Travel and Expense WorkCenter a Q

7 mn
i ©
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The Cancel Travel Authorization search page displays in the work area.

Cancel Travel Authorization

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empl 1D | begins with | 00003
Mame|begins with v

[Jcase sensitive
Limit the number of results to (up to 300} |300

=]
Search Clear | Basic Search 2 Save Search Criteria

Mo matching values were found.

The Empl ID may default to your employee ID. Enter/change the Empl ID to the ID of the

employee whose travel authorization you want to cancel.

Click the Search button.

The Travel and Expense — Cancel Approved Travel Authorization page displays. All the approved

travel authorizations that are not completed will be listed.

Travel and Expense

Cancel Approved Travel Authorization
Colin Davidson

Travel Authorization Information

Select Description Authorization 1D Date From

Ij Trip To Florida Conference 0000004755

O Training Out of Country 0000004750

Date To

11728 112772018

12228 11162018

Amount Currency

100.00 USD

1.300.00 UsD

Cancel Selected Travel Authonization(s)

If the authorization you are looking for isn't showing up, double check the status to confirm

that it is approved.

Select the travel authorization you want to cancel, by clicking the Select checkbox.
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Travel and Expense

Cancel Approved Travel Authorization
Colin Davidson
Travel Authorization Information

Select Description Authorization 1D Date From  Date To Amount Currency

lﬁ Trip To Florida Conference 0000004735 TATR0ME 1172772018 100.00 USD

|:| Training Out of Country 0000004730 1122018 11162018 1,300.00 USD

Cancel Selected Travel Authorization(s)

Click the Cancel Selected Authorization(s) button.

A Cancel Approved Travel Authorization page displays informing you that the selected travel
authorization has been cancelled.

Travel and Expense

Cancel Approved Travel Authorization
Colin Davidson

v

OK

The selected transaction(s} have been cancelled.

Click the OK button.

The Travel and Expense — Cancel Approved Travel Authorization page displays.

Travel and Expense

Cancel Approved Travel Authorization
Colin Davidson

Travel Authorization Information

Select Description Authorization ID Date From  Date To Amount Currency
L__E Training Out of Country 0000004750 11122018 111672018 1,300.00 USD
Cancel Selected Travel Authorization(s)

The cancelled travel authorization no longer displays and should now be in a ‘Closed’ status.
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View a Travel Authorization Not Applied to an Expense Report

Navigation: Expense Coordinator WorkCenter (EX) > My Work > Unapplied Travel Authorization

< VT Expenses

Travel and Expense WorkCent @ «

Main Reports/Queries
3¢ My Work C o~
Edit Filters
= Alerts
-

S Unapplied Travel Authorization (4)

= On Hold/Pending Approvals
T Expense Report (3)
S Travel Authorization
S Cash Advance

= Exceptions

S Qutstanding Cash Advances

A list appears displaying s all the Unapplied TA's the EX Coordinator is an authorized user for.

Unapplied Travel Autharization
Sebect A Desslect Al

Approved Travel Authorization
Gen )

Description authorationn [ D From

el 0ooonosz03

Click on any Authorization ID to “view” the Travel Authorization.

Travel Authorization Inquiry
Help
Travel Authorization B ion Det
Calin Davidson Actior g
Busi Destination Location FLORIDA Authorization 1D 0
fpthm THp 1 Forkla Genrerarce Date From 12192013 Date To 122172018 Created Davidsan
Last Updated 12142018 Ava Grace
Totals & View Printable Version Note
Projected Expensss (1Line) 55000 USD Denied Expenses.
Total Autherized Amount  550.00 USD
By checking this box, | certify these casts are reasanable estimates and comply with expense policy.
Submitied On 12/142013  Submitted By Colin Davidson
Approval History
= i
o d4v
Sumited EX Moduie Supers
Coln Cavisor A3 Grace
Acy Role W
Employes
Approved EX Module Supervisor
I* Retum to Search | =] Notfy
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Review Budget Check Exceptions

Review Expense Reports with Budget Check Exceptions

Situations when this function is used: Review an expense report with a budget check error.

WorkCenter Navigation: Expense Coordinator WorkCenter (EX) > Links pagelet > Manage
Accounting > Expense Rpt Budget Exceptions

Navigator Menu Navigation: Travel and Expenses > Manage Accounting > Expense Rpt Budget
Exceptions

< Expense Sheet Exceptions Travel and Expense WorkCenter a Q =
New Window | H

—_ elp |

Travel and Expense WorkCen ©
wain || ReportsiQueries
43 My Work S ov
Edit Filters
Alerts
T Pending Expense Reports (11)
1 Unapphied Travel Authorization (8)

Expense Report Exceptions

Enter any infarmation you have and click Search. Leave fislds blank for a list of all values.

Find an Existing Value

Search Criteria

Commitment Control Tran ID[begins with

On HoldiPending Appravals

Limit the number o o (up to 300): (300

Search Clear | Basic Search & Save Search Criteria

F Links S ov

Assistance
Approve Transactions
Cash Advance
Travel Authorization
Expense Report
Process Expenses
Manage Accounting
© Cash Advance Acctg Entries
Expense Report Acctg Entries
T Reconcile Cash Advance
P Expense Rpt Budget Exceptions
Travel Auth Budget Exceptions

The Expense Report Exceptions search page displays in the work area.

Expense Report Exceptions

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Commitment Control Tran ID|begins with v

Commitment Control Tran Date[=—v/] [51]
I Report ID[ begins with v](0000532371 Q)
Process Instance|= v
Process Status|= v | v

Limit the humber of results to (up to 300): |300

| =
Search Clear Basic Search 2 Save Search Criteria

Enter the Report ID for the expense report in budget check error.
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Click the Search button.

The Expense Sheet Exceptions page displays. The Exception column describes why the expense
report has a Budget Status of ‘Error in Budget Check’.

Expense Sheet Exceptions Line Exceptions
Report ID 0000532371 =
* i | . g
Exception Type Override Transaction O o) <
Maximum Rows 100 More Budgets Exist
Search Advanced Budget Criteria
Budgets with Exceptions Personalize | Find | View Al | 1| [ First 4 1-20f2 Last
Budget Override Budget Chartfields | [0
. . . . . Override
Details Business Unit  Ledger Group Exception More Detail Budget Transfer
1 @ 08100 APPROP No Budget Exists More Detail GoTo.. &
2 ‘;\‘ 08100 ORG No Budget Exists More Detail Go To ... &
5lSave ||[ah Return to Search =] Notify
Expense Sheet Exceptions | Line Exceptions

Common exceptions include: ‘No Budget Exists’ or ‘Exceeds Budget Tolerance’.
For this particular expense report, the exception is ‘No Budget Exists’. This exception can relate
to a few scenarios:

1. There was no budget journal entered for the Business Unit, Account, Fund and Dept
combination used on the expense report.

2. The accounting details are missing a required field. This scenario should rarely occur
since combination edits requires a Fund and Dept on all expense transactions.

Click the Line Exceptions tab.
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The Line Exceptions page displays the expense report line number and distribution line number
in error along with the GL Business Unit on the distribution line.

Expense Sheet Exceptions Line Exceptions

Report ID 0000532371 =

“Line Status Override Transaction 0 ﬂﬁ L{_J\
Maximum Rows 100 More Lines Exist
Line From Q Line Thru Q
Search
TransactionLines with Budget Exceptions Personalize | Find | View Al | £ | [ First ‘4 10of1 '} Last
Line Values Line Chartfields Line Amount | =¥
Line Distribution Line Budget Date GL Business Unit
R 11 01/29/2019 08100

Flsave ||[ah Return to Search "= Notify

Expense Sheet Exceptions | Line Exceptions

Click the Line ChartFields tab.

Expense Sheet Exceptions Line Exceptions

Report ID 0000532371 7|

*Line Status | Error M Override Transaction 0 | &K
Maximum Rows 100 More Lines Exist
Line From Q Line Thru Q
Search
Transaction Lines with Budget Exceptions Personalize | Find | View Al | (2| E First ‘4 10f1 '* Last

Line Values Line Chartfields Line Amount | |F==H)

Line Distribution Line Account Fund Dept Program Class Project

&R 11 518000 20105 1110003000 59290 Z0017 ZMVT  000-

5lsave | |[cF Return to Search "= Notify

Expense Sheet Exceptions | Line Exceptions

The ChartFields for the distribution line in error display. Review the ChartField information.
Verify the required Account, Fund and Dept ChartFields are defined. In this scenario the Dept is
incorrect for the GL Business Unit and a budget was not defined for the GL Business Unit,
Account, Fund and Dept combination.

At this point the expense report should be sent back for revision. The employee will need to
modify the expense report and enter a correct ChartField combination.
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Review Travel Authorizations with Budget Check Exceptions

Situations when this function is used: Review a travel authorization with a budget check error.

WorkCenter Navigation: Expense Coordinator WorkCenter (EX) > Links pagelet > Manage
Accounting > Travel Auth Budget Exceptions

Navigator Menu Navigation: Travel and Expenses > Manage Accounting > Travel Auth Budget
Exceptions

¢ Expense Report Exceptions Travel and Expense WorkCenter /ﬁ\ Q = ©®

Travel and Expense WorkCen © New Window | Hetp |
Travel Auth Exceptions

Main Reports/Queries

438 My Work & o= [Enterany infermation you have and click Search. Leave fields blank for a list of all values,
Edit Filters.
Find an Existing Value
Alerts
ing Expense Reports (11) Search Criteria

el Autharization (8)

tion:
_ Exceptions Process Staius v |
Outstanding Cash Advances
Limit the number of resuits. 1o (up ta 300} 300
Search Clgar | Basic Search (& Save Search Criteria

o Links 0 (o=
Assistance

Approve Transactions

Expense Report
Proces

Manage
Cash Advance Accig Eniries
Expense Report Acctg Entries

& Reconcile Cash Ag
Expense Rpt Budg 0
Travel Auth Budgel Exceplions

The Travel Auth Exceptions search page displays in the work area.

Travel Auth Exceptions

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Commitment Control Tran ID | begins with Vv

Commitment Gontrol Tran Dale’ﬁ‘ [51]
| Travel Authorization ID[begins with v]/0000005221] <a]
Process Instance | = v
Process Status|= v v|

Limit the number of results to (up to 300): |300

&
| Search Clear Basic Search = Save Search Criteria

Enter the Travel Authorization ID for the travel authorization in budget check error.

Click the Search button.
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The Travel Authorize Exceptions page displays. The Exception column describes why the travel
authorization has a Budget Status of ‘Error in Budget Check’.

Budget Override
Details
1 ®

2 R

Travel Authorize Exceptions

Line Exceptions

Travel Authorization ID 0000005221 5

*Exception Type B

Maximum Rows 100

Search

Budgets with Exceptions

Budget Chartfields =20

Business Unit

08100

08100

5| Save 2P Return to Search

Ledger Group

APPROP

ORG

=] Notify

Travel Authorize Exceptions | Line Exceptions

Exception

No Budget Exists

No Budget Exists

g
Override Transaction - -
More Budgets Exist
Advanced Budget Criteria
Personalize | Find | View All | £ | s First ‘4 1-20f2 '* Last
. Override

More Detail Budget Transfer
More Detail GoTo.. 5
More Detail Go To .. 5

Common exceptions include: ‘No Budget Exists’ or ‘Exceeds Budget Tolerance’.

For this particular travel authorization, the exception is ‘No Budget Exists’. This exception can
relate to a few scenarios:

1. There was no budget journal entered for the Business Unit, Account, Fund and Dept
combination used on the travel authorization.

2. The accounting details are missing a required field. This scenario should rarely occur
since combination edits requires a Fund and Dept on all expense transactions.

Click the Line Exceptions tab.

Page 83 of 86



/\?O\VERMONT Expense Training Guide

Expense Coordinator

The Line Exceptions page displays the travel authorization line number and distribution line
number in error along with the GL Business Unit on the distribution line.

Travel Authorize Exceptions Line Exceptions

Travel Authorization ID 0000005221 4

*Line Status Override Transaction 6 |
Maximum Rows 100 More Lines Exist
Line From Q Line Thru Q

Search
Transaction Lines with Budget Exceptions Personalize | Find | View Al | (2] | & First ‘4 10of1 '} Last
Line Values Line Chartfields Line Amount =)

ine istribution Line BudgetDzTe GL Business Unit
Q 11 01/29/2019 08100

[Flsave ||[gh Return to Search =] Notify

Travel Authorize Exceptions | Line Exceptions

Click the Line ChartFields tab.

Travel Authorize Exceptions Line Exceptions

Travel Authorization ID 0000005221 F

*Line Status | Error V| Override Transaction i B?‘ F‘J\
Maximum Rows 100 More Lines Exist
Line From Q Line Thru Q
Search
Transaction Lines with Budget Exceptions Personalize | Find | View All | 2| (5 First ‘4" 10of1 ‘* Last

Line Values Line Chartfields Line Amount | |[F==H

Line Distribution Line Account Fund Dept Program Class Project

@{ 11 518000 20105 1110003000 59290 Z0017 ZMVT  000-

5 save 2P Return to Search =] Notify

Travel Authorize Exceptions | Line Exceptions

The ChartFields for the distribution line in error display. Review the ChartField information.
Verify the required Account, Fund and Dept ChartFields are defined. In this scenario the Dept is
incorrect for the GL Business Unit and a budget was not defined for the GL Business Unit,
Account, Fund and Dept combination.

At this point the travel authorization should be sent back for revision. The employee will need
to modify the travel authorization and enter a correct ChartField combination.
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Related Queries

The list of queries below can be run to aid in the review and approval of expense transactions.
Refer to EX Reporting Manual for a complete list of Travel and Expense queries and reports and
instructions for running the queries/reports.

e VT_MER_TAUTH_NOT_APPROVED
o ldentifies travel authorizations that have not been approved yet. It should be
run to check the status of the travel authorization prior to deletion. Only travel
authorizations with a ‘Pending’ status can be deleted.
o The query can be run from Query Viewer or from the Reports/Queries tab of EX
WorkCenter.
e VT_MER_TA_OPEN_ENC
o ldentifies all travel authorizations for business unit with open encumbrances and
includes ChartField information.
o The query can be run from Query Viewer only. The query does not exist on the
Reports/Queries tab of EX WorkCenter.
e VT_EX_SUPERV_APPROVED_STATUS
o Identifies line details for expense reports that have been approved by the
Supervisor and are waiting for approval by the Expense Coordinator. Run this
guery to review all lines of a report before approving.
o The query can be run from Query Viewer only. The query does not exist on the
Reports/Queries tab of EX WorkCenter.
e VT_MER_EXP_RPT_NOT_POSTED.
o Identifies expense reports that are aging, in budget error, in partial approval
status, pending employee submittal and awaiting supervisor approval.
o The query can be run from Query Viewer or from the Reports/Queries tab of EX
WorkCenter.
e VT_MER_EXP_RPT_NOT JG
o lIdentifies expense reports that have been posted but not journal generated. The
posted accounting entries are not in the general ledger.
o The query can be run from Query Viewer or from the Reports/Queries tab of EX
WorkCenter.
e VT_MER_CASH_ADV_NOT_POSTED
o ldentifies all cash advances in the Travel and Expenses module that are not
posted. To be posted, the cash advance must have an Advance Status of
‘Approved for Payment’ or ‘Staged’ and a Post Status of ‘Not Applied’.
o The query can be run from Query Viewer or from the Reports/Queries tab of EX
WorkCenter.
e VT_MER_CASH_ADV_NOT_JG
o ldentifies cash advances that have been posted but not journal generated. The
posted accounting entries are not in the general ledger.
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o The query can be run from Query Viewer or from the Reports/Queries tab of EX
WorkCenter.
e VT_MER_OPEN_CASH_ADVANCE
o Identifies outstanding balances on cash advances and aging advances.
o The query can be run from Query Viewer or from the Reports/Queries tab of EX
WorkCenter.
e VT_MER_CASH_ADVANCE_LIST
o ldentifies cash advances paid within a certain time period. It should be run at a
minimum monthly to verify compliance with Bulletin 3.4 requirements for
requesting a travel cash advance in VISION.
o The query can be run from Query Viewer or from the Reports/Queries tab of EX
WorkCenter.

Reports and Queries — Reports and Queries for the Expense Module can be found on the
Finance and Management website at https://finance.vermont.gov/training-and-support/vision-

manuals/reporting-manual
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