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Supervisor/Approver
SUPERVISOR/APPROVER

The Basics:

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

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

e Supervisors need to set up an alternate approver prior to extended known absences
(See Set up Alternate Approver)

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

Navigating to Transactions Pending Review and Approval

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

TE Tile: Expense Reports > Approve Transactions

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

Overview || Expense Reports || Trawel Authorizations || Errors

{Fichange Sort Order

# Select All LT Clear All Send Back Refresh List Budget Check
Transactions to Approve Personalize | View Al | ] BR First 4 180f6 '} Last

Select flgrt  Tranaaction Type Total Unit Hame Employes IDf Description Tranzaction ID ?::m“__m status Role

[m] Expense Report Davidson,Colin D000 Mileage for Training 0000519316 11052018 Submitted for Approval  Exp

[m} Expense Report 100.00 USD Davidson,Colin 00003 Supplies for Training 0000519317 111052018  Submitted for Approval  Exps

[m] & Expense Report Davidson,Colin D000 Trzining Conference 0000519318 152018 Submitted for Approval

[m} Travel Authorization Davidson,Colin 00003 Training Out of Country 0000004750 111052018  Submitted for Approval

[m] Travel Authorization Davidson,Colin D000 Trzining in Florida 0000004752 152018 Submitted for Approval

O Travel Authorization 450.00 USD Davidson,Colin 00003 Conference in DC 0000004753 110052018  Submitted for Approval  Expense Supervisor

¥ Select Al Clear All Send Back Refrash List Budget Check

Comments

Return to Approval List
Employee Expense History

[owerview | Expense Reports | Travel Authorizations | Errors.

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

Navigator Menu Navigation: Worklist > Worklist

Expense Training Guide

Supervisor/Approver

Worklist
Worldist for AGRACE: Ava Grace
[Detail iz

Worklist Items

From Dats From

Colin Davidson 11052018

Colin Dawidson 11052018

Golin Davidson 11052015

Golin Davidson 11052015

Colin Davidson 11052018
Golin Davidson 11052015

Refrezh

Work itam

Agprovsl Routing

Approval Routing

Approwsl Routing

Agprovsl Routing

Agprovsl Routing

Agprovsl Routing

WorkistFters[ ] [ feea

Warked By Activity

Approval Workfiow

Approval Workfiow

Approval Workfiow

Approval Workfiow

Approval Workfiow

Approval Workfiow

Priarity

[2-Medium

[Z-Wedium

[EHedium |
[Z30edum ]
[Edin |
(g |

[~

Link

TAApproval, 153, STATE, 2018-03-

] EAVEL AT (D-o000004750
FOCRATA

T proval, 165, STATE, 2018-03-

[V 2R st iponoonpsrs2
ROCRATA

T

ERApprowal 137 STATE. 2018-03

DO b= S B

:IEJD;E&.DA

2|, 138, STATE, 201505
ERPEI

ERApproval, 141, STATE, 2018-03-

roval, 168, STATE, 2018-03-

[ 2L st inonoonpsrss
ROCRATA

Parsonal

= | Find | View At | )

First 4

180f6 ® Last

New Window | Help | Personalize Fage |

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.

I workiist

| Expense Reports
Create/Modify Expense Report
View Expense Report
Print Expense Repart
Approve Transactions
Delete Expense Report

Expense Rpt Budget Exceptions

=

Travel Authorization

Create/Modify Travel Auth

View Travel Authorization

Print Travel Authorization

Cancel Travel Authorization

Delete Travel Authorization

Approve Transsctions

Travel Auth Budget Exceptions

Overview || Expense Reports uthorizations || Enrors
Search Pending Transactions
Change Sort Order
W Seiect All Claar All Send Back Refresh List Budget Check
Transactions to Apprave Personslize | Viewall | 12| d First 4 ’
Salont alert  Transaction Type Total Unit Name Employes ID Desuription Transaction 1D YAt status Role
O Expense Regort 2180USD  Davidson.Colin 00003 Miieage for Training 11052018 Submitied for Approval  Expense Suparvisor
] Expense Report 10000USD  Davidson,Colin Do003 ‘Supplies for Training Submitted for Approval  Expense Supenvisor
[m] & Expense Report 48200USD  Davidson Colin Do003 Training Gonference 11052018 Submitied for Approval  Expense Supervisor
] Travel Authorization 130000USD  Davidson.Colin 00003 Training Outof Country ~ 000D004750  11/052018  Submitied for Approval  Expense Suparvisor
O Travel Authorization 100000USD  DavidsonColin Do003 Training in Florida 0000004752 Submitied for Approval  Expense Supervisor
u] Travel Authorization 45000USD  Davidson,Calin 00003 Conference in DC 0000004763 Submitted for Approval  Expense Supervisor
M Select All Clear All Send Back Refresh List Budget Check
Comments
Return to Approval List
Employes Expense History
Overview se Reports | Travel Authorizations | Errors

VT Travel and Expenses

I cash Advances

1| PaymentExpsnse Information

I Reports/Processes

TE Tile: Expense Reports or Travel Authorization > Approve Transactions
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< Home VT Travel and Expenses A Q =E @
g workist - e B =Page | &
orklis ~ .
Worklist
Workiis GRACE: Av:
T Worklist for AGRACE: Ava Grace
eV Workist Fiers %] (3 asg
] Expense Reports ~ _
Worklist ltems Personalize | Find | View All | 2 | & First ‘4 160f8 * Last
; From Data From Work ttem Worked By Activity Priarity Link
I Travel Authorization v TAApproual 153, STATE. 2018-03
Cofin Davidson 1170512018 Approval Routing Agprowal Workfiow u*éf‘ 5 \TH_D0000004750
I Cash agusnces M TAAporoval, 165, STATE, 201603
Colin Davidson 11052018 Approval Routing Agproval Workdion Tiedum ] TEIVEE AUTH |D:0000004752
. EOTRAT
¥ Payment/Expense Information oo 158 STATE 201505
Calin Davidson 110512018 Approval Routing Agproval Workflow THAVEL AUTH ID:0000006753
] ReporisiProcesses - ROCRATA
ERApproval, 137, STATE, 2013.03-
Celin Davidson Approval Routing Approval Workflove M = A e i
EEnn = STATE 20a0n
Colin Davidson Approval Routing Approval Workflow (03 1.0 SHEET 0000319317
ROCHADA-
ERApproval_141, STATE, 2018-03-
Colin Davidson Approval Routing Agproval Workdion 55, 1, 0, SHEET ToOues 19318~
Refresh

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

Review Expense Report

The Basics:

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

As a Supervisor (Approver) it is your responsibility to review the Expense Report for accuracy
and policy following Bulletin 3.4. Only if the Expense Report meets the appropriate standards is
it ready for approval.

Basic questions to ask prior to approval:

1. 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?

NouewnN

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.

Navigation option 1: Home page > TE tile > Expense Reports > Approve Transactions

Navigation option 2: Navigator > Travel and Expenses > Approve Transactions > Approve
Transactions

VT Travel and Expenses

on | 7|
1 Workdist ~ | Gvervie | Authorizations || Emers
ng
| Expense Reports - {FiChange Sort
Create/Modify Expense Report ¥ Selact All Clear All Send Back Refresh List Budget Check
Transac fions to Approve Personaize |ViewAll| 21| B First (& 170f7 @ Last
‘iew Expense Report ==
seiect Aert  Transsction Type Total unit  Name Empiayes 1D Description Transacton!D g, Status Role
Print Expense Report [m} Expense Report 2180USD  Davidson Calin 00003 Mileage for Training 0000519318 11052012 Submitted for Approval  Expense Supenvisor
Approve Transactions O Expense Report 10000USD  Davidson.Colin 00003 ‘Suppbes for Treining 0000518317 11/052018  Submitted for Approval  Expense Supenvisor
[} Expense Report 402.00 USD Davidson, Calin 00003 0000518318 11/05/2018  Submitted for Approval  Expense ervisor
Delete Expense Report
[m} B17.00USD  Davidson Colin 00003 0000518318 ‘Submitted for Approval  Expense Supervisor
Expense Rot Budget Exceptions
] Travel Authorization MQUSD  Davidson Colin 00003 Training in Flarids 0000004752 11/052018  Submitted for Approval  Expense S
I Travel Authorization v [n] Travel Authorization 450.00 USD = Do003 Conference in DC
g Conn Avarecs . o et 000050 > Alert icons display on transactions
# SelectAl [ Clear Al Send Back g LI h h H
PSS that have exceptions on one or
Comments
0 ReportsiProcessas v | Retumts pprovl Lt more of its lines.

Employes Expense History

Overview | Expense Reports | Travel Authorizations | Errors

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

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

The Approve Transactions — Expense Reports page displays all the expense reports pending

your approval.

Search Pending Transactions
Change Sort Order

¥ Select Al [ Glear an

Transactions to Approve 7

Overview | Expense Reports | Travel Authorizations | Errors

Querview || Expense Reports | Travel Authorizations | Ermors

Select Alert Total Amount Curr Budget Status
O 21.60USD gﬁf::ge'
] 100.00 USD gﬁf::ge'
O 48200USD ke
m| A 617.00 USD g:;f'::dge'

¥ Select Al [ Clear Al

‘Comments

Send Back

Name

Davidsen, Calin

Davidson, Colin

Davidsen, Calin

Davidson, Colin

Send Back

Employee ID

00003

00003

00003

Refresh List

Description

Mileage for Training

Supplies for Training

Training Conference

Budget Check

Transactionip D7

Submitted

0000519316 1A

0000519317 11K

0000519318 1A

00003 I

Training Conference

0000519318 I11":-w'::-

Refresh List

Budget Check

Personalize | View Al | & | B First 4

Status Role

Submitted for Approval Expense Supervisor

Submitted for Approval Expense Supervisor

Submitted for Approval Expense Supervisor

Submitted for Approval Expense Supervisor

New Window |

-4of4 ‘b Last

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
Supervisor/Approver

£ Overview Approve Expense Report - Expense Summary
Approve Expense Report - Expense Summary E Eparan
Cokn Duyeadson Bectuniri =t an Acon b
Dusness Purpase  Condersoce Raporl DOO0STEGTY  Suberimted fov Mpprin
Deseriptor  Trareyg Corleesis Creabed  11US13NA ol Dasvedus
Fisdprprice Lakiladaied 21 iy Dovadie
Aeptharizatan W DOQ000HT S
hecouning Dade 10002016
Budget Butas Hof Sodget Chetked  Boar Dpbors E ) et o Mpprineidl. P chel 56 Tok Susdgit Dnters yparin
Toksl. Aot St , Asmchraery
Frnployes Eapanas [¥ Linss| Mo -Hpanbamausie Frpen s ] Empioyes Credity D
I [y ———— 3000 ST I Freped Exzensen 500 LSO Suppbar Cresits
Amount Due 1o Employes J7.00 UsSD Amouni Due o Suppler g ush I Total Tasable Expermed 2725 UsSD I
B it el by b R o g
Azprnval Hindory
riny ¥ -
Wi I : . |
L L Exgeid SN e
L LR L] Fonal
o ar P -
»> E el by Ty
Tt
(KL
Sarel Back
—
Expenna Lins FHEmn
Esije h Purseraiz | Find e
Com iyt Naieing 1 L R Bapiied Lpge
LE oL ] ¥y of oy =0 <
Evmabifas sacewnd day ofcoslesnses ™ === ZADUED s o
o [ T —————— e L
T DM DComrar wecond day of conference i) . v
T Dild Corrar e diry ol zanturneca I; i o
T i Wagage boem o s Torderecor "
T fal i Siasge b Lol i hors o
COMFITRAMN R Tigenng Carnsanin Rl o =, =,
e WELES - FUlLL a3 -

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,
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Supervisor/Approver

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. The Approve button is disabled until the transaction has
a ‘Valid’ Budget Status and the Send Back button is enabled.

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.

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 Notes
MNotes Personalize | Find | Y| B First ‘4 1of1 Last
Motes Hamg Rode Action Datamime
Expense for Tr@iNNG ¢4 jin Davidson Employee TOT20T5 G442aM
Conference
Ok Cancs!

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

Expense Training Guide
Supervisor/Approver

Fatar= i Apgeawd Lem

Vet o i

Prvaad o LAz

Approve Expense Report - Expense Summary [ Experan Dutaiy
ok Durwatgnen: Becbeprr | =TeiE an Aoen =1 L2
Hannens Pupose  Corfersncs Babwriind fo hpprewl
Dmstirpns.  Traswy Corkgsgson [ e
Fosbprence Crisviiece
Accountng Date 1
Budget Satis b Sudgl CoB0ReT  Bosgee Opteh Bttt Cbaatiifn] i i) Lo ol S b Dol et Bl Apivnebd. g Ltk S0 Toil Surdgel Desbrd Spidetn
Toksls Sl Vama Aoty Fartna A bEmherwen
Ermployes Expenyen B Lines] m Mon-Heimbonasle Ergensen 250 usd Fpapes Cradds
Cirst Agtvascan B ppbed 0 UsD Fropaad Expenim Bl LUsD Supgher Credts
Amount Due 1o Employes J7.00 UsD Amount Due 1o Suppler 0 UsSD Total Taxabds Expenass 27.25 UsD
(et Mk sl B bl o pinas )
* Agmroval Hindzry
o T
M-::u E d;w . 1
Tk o 25 Lapiti ChIEIR E—
R SR o]
Actuny e e
S Empipd oy Do
* Comesnts
EL
Sardd Back
¥ Expenue Lins 3 Expenia e
Espiicke Line Pumeraiar | Fd | LY | 1R
=" Evioerinh Tpie Copirtitaivn Mg 5] Cafteidy P Fapiaed ki
L BT o OUT BAEASFAST Freskiani B oy of norierence W 03 LED r =
(DUT BREAKFRST Evmsiiag secird day of conlewion B25LED fa =
OUT DINHER Dwvrar 83 Gy o DorBRoRrcE 53 UED o o
Dwmrar wecond Sy of conferncs Y o
Dhemraie' et ity of confwrercs i53uUED Yo o
Bkpage e Home @ Carierenoe “a w
Woinags b Corheneeos o homs ok =
Tenireng Codfaraiia Rt # - -
Wipage L i

Click the Authorization ID link.
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Supervisor/Approver

The View Travel Authorization — Summary page displays in a new window.

Travel Authorization

Colin Davidson Actions 50

Business Purpose Confarsnce Destination Location NEW YORK Authorization ID 0000004754 Approved
Description Training Conference Date From 11/07/2018 Date To 11092018 Created 11/08/2012  Godin Davidson

LastUpdated 1062012 Ava Grace

Totals (7 & View Printable Version ' hotes & pttachments (1)

Projected Expenses (8 Lines)  546.00 USD Denied Expenses 0.00 USD

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

Total Authorized Amount  586.00 USD

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

Submit Trave| Authorization

‘Submitted On  11/08/2018 Submitted By Colin Dawidson

Approval History.

Approval History

= =l
it =4
Subemitted EX Module Supervisor
Caolin Davideon

Action ok Mame DateTime

Submitted Employee Colin Davidson 111062018 10:40:564M

Approved EX Module Supervisar Ava Grace 11062018 3:07:42PM

{5t Retum to Search | |[=7 Notify

Click the Travel Authorization Details link.
The View Travel Authorization — Details page displays.
Travel Authorization ry:
Colin Davidson (7 Actions [..ChooseanAction  ~|| GO
Business Purpose Conferenca Destination Location NEW YORK Authorization ID 0000004754  Approved
Description Training Conference Date From 11/07/2013 Date To 110942018
& Attachments (1)
Projected Expenses 7
Expand All | Collapse All Totals (8 Lines) 586.00 USD
“Date “Expense Typs *Description *Payment Type “Amaount Currency
1110712018 OUT BREAKFAST *[Breafast first day of canference = 625 USD
Billing Type Non-Ta@ble - Intemal
Originating Location MONTPELIER VT
Location NEW YORK

Uccounting Details 7
| The travel authorization line
11/08/2018 OUT BREAKFAST *[Breakfast second day of conference 2 In fO rma t Ion d IS p I ays o

Billing Type Non-Taable - Intemal

Originating Location MONTPELIER VT
Location NEWYORK

Dﬂccounting Details 7

110712018 OUT DINNER Dinner first day of conference r.’_
Billing Type Non-Taable - Intemal

1850 USD

Originating Location MONTPELIER VT
Location NEWYORK

Dccounting Details 7

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

Supervisor/Approver

Colin Davidson |

Travel Authorization

Business Purpose Conference

Description Training Conference

Projected Expenses 7

Expand All | Collapsz All

Destination Location NEW YORK
Date From 11/07/2012

Date To 11082018

& Attachments (1)

[E summary
Actions |...Choose an Action V|| GO

Authorization I 0000004754 Approved

Totals (8 Lines) SB600 USD
“Date “Expense Typs *Diescription *Payment Type Currency
* =
1110712018 OUT BREAKFAST [Breakiast frst day of conference 7 Empioyes 825 USD
Billing Type Non-Ta@ble - Intemal
Originating Location MONTPELIER VT
Location NEW YORK

Accounting Details | 7

Chartfields | [F=w

Amount GL Unit Account Fund Dept Program Clags Project Afmitate
625 02100 518520 20105 2100002000 59290 Zoo1T ZWVT  000-
* 5
11/08/2018 OUT BREAKFAST Breakfast second day of conference & Empgloyes 825 USD
Billing Type Non-Ta@ble - Intemal
Originating Location MONTPELIER VT
Location NEW YORK

Accounting Details 7

Chartfields | [F=8

Amaount GL Umit Account Fund Dept Program Class Project Amiste
625 02100 518520 20105 2100002000 59290 Zoo1T ZWVT  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.

Expense Training Guide
Supervisor/Approver

Approve Expense Report - Expense Summary
i i Actions.
Colin Davidson S Choose an Action
. Default Accounting For Report
Business Purpose Conference Report 0000519318 Submitted for Approval °
Description Training Conference Created 11/07/2012  Colin Davidson
Reference LastUpdated 11/07/2018  Colin Davidson 4
Authorization ID 0000004754
Accounting Date 11/07/2012 Accounting Template STAMDARD
Budget Status Mot Budget Checked  Budget Options Budget Checking is required before the Expense Report can be Approved. Please click on the Budget Options hypesiink.
Totals 7 9 view Analytics & Notes i Atischments
Employee Expenses (9 Lines) 817.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 300.00 USD Frepaid Expenses 0.00 UsD Supplier Credits 0.00 UsD
Amount Due to Employee 317.00 USD Amount Due to Supj 0.00 USD Total Taxable Expenses 27.25 USD
(applicable txes will be withheld from your pay)
Approval History
1 = I
]
Submitied EX Module Supenvisor Expense Coordinator
Caolin Davidson a Grace {Pocled)
Action Name DateTime
Submitted Employee Caolin Davidson 11/07/2018 &:51:04AM
Comments
Send Back
Expense Line (7 [ Espense Detsils
Expense Line ltems Personalize | Find | 2| =]
Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve
7 11ns2018 OUT BREAKFAST Breakfast first day of conference 10.00USD A i)
11/08/2018 OUT BREAKFAST Breakfast second day of conference 6.25USD & i)
@ 11/058/2018 OUT DINNER Dinner first day of conference 1850 UsSD (‘;;ﬁ W
@ 11/058/2018 OUT DINNER Dinner second day of conference 1850 USD 05;1. W
1170772018 OUT DINNER Dinner third day of conference 1850 UsSD (‘;;ﬁ w
1170582018 OUT MILES - FULL Mileage from Home to Conference 109.00 USD o}i W
11072018 OUT MILES - FULL Milesge from Conference to Home 108.00 USD o i)
11/05/2018 OUT CONFTRAIN REGIST Training Conference Registration 300.00UsSD (63 W W
08/01/2018 INMILES - FULL Mileage 27.25UsD (‘;;ﬁ W
Return to Approval List Previous in List

Click the Go button.

Page 12 of 50



/\C’-\VERMONT Expense Training Guide

Supervisor/Approver

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 DDO0O518318
Cash Advance Information

“Advanca ID Avanca Amount Satnange Total Applled

NN T 85 300.00UsD DODDDDDD 300.00USD

Total Advance Applied
Employee Expenses (3 Lines)

Total Due Employee 317.00 USD

= 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.

Page 13 of 50



»~_VERMONT

The Approve Expense Report — Expense Summary page displays.

Expense Training Guide

Supervisor/Approver

e X o S
e Emuiingn

Tiots
s Erpe Mon-Heants - Ermpiayes Credts
Cirid Aitvarsory Appbed 00 00 1S Fropand Expensa Suppiar Credty
Ameunt Due o Emplayes 4700 USD Amount Due bo Suppler o0 uso Total Taxabde Expenses
O b e O o vitbshaalel e

2125 UsD

.

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.

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.

Close the attachment and click the OK button on the Expense Line Attachments page.
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Supervisor/Approver

The Approve Expense Report — Expense Summary page displays.

Approve Expense Repart - Expense Summary

Cobn Duvdsc Mecbeory |t an Aoee
Musinsns Purposs  Corferencs Report JD0S10T1  Subweied ke bpprove
Dgirrpts  Tidta Covbipspsin Crwatwd Cigir Bruvituon
e Last Ugdried Ciciie Divictuor
Btz e )
Aecounting Date 11 ALgurireg Templutg =
Budget Satin hor Sudge COSUNET  Boagee Dpledt Bt Chaethitn] i bipofied DS Tol S8 Fgae i Bl Mgpiinebd. P Lieh 50 Toil Sl Doberd Spidetesn
Totals B Vema Aratyecs ticiwa iy AExchemanh
Ernployes Erpaans (B Lines] #1700 WD Mon-Hembarnssls Ergenses Erpiayes Creddy 103 LUSD
Cinid Agvance & pphed XM uvsD Propasd Expanam Suppher Credts a0 Lsh
Amasuni Due 1o Employes 3700 USD Amount Due bo Suppler 000 usD Total Taxable Experdss 21.25 UsD

Vi Lary wedl b prl bl e s g
* Agpruval History

=1y a3l P
v e = -3
L £ e B b Exipti G o
e Saviaman W ok e
Rt et e DetarT
D Emgdoornk Ty Do FRUPG9E @01
* Comesni
EL 3
Sard Back
¥ Exparad Uik i B il
Espns Ling Hema Parsoration | Find | L | R
e Eorc Tpie Conirtptiin M Aol Curteey i Bepired Apprime
OUT BAEASFAST Fraatant owt clay of ramienmnce WOEUED #
DUT BRERSFAST Eruifas secoiel duy of Snbemion B35 LED “a
T DIMER Cuvrar s iy o Dorfermrcl 13 G LEED Fu

Chmrar wecond Sy of comtsrence o,
Durar tard ity o corferarcs i
LRt ] ] DUT BLES - FULL Milsage om Home o Corderency 108 03 IS0 #a o
(LT by T WL . PULL Wunags b Dorlerecs ' hors 1108003 LS5 r =
DUT COMFITRAM REGET Tenrung Confararink Rigpaition 0000 LED & o o+
SMELES « FUlLL Wibage L8 o
Raters m Appegwal Lt Vet o L Priysiat & Lag

Click the Expense Details link.

Page 16 of 50



AVERMONT Expense Training Guide

Supervisor/Approver
The Approve Expense Report — Expense Details page displays.

Approve Expense Report - Expense Details [ Simmary and Approvel
Colin Davidson Actions |..Choose an Action | | o
Business Purpose Confersnca Report 0000519319 Submitted for Approval
Description  Trsining Confersnce Created 11/07/2018  Colin Davidson
Reference LastUpdated {1/07/2013  Colin Davidsen
Authorization ID 0000004754
Accounting Date  11/07/2013 Accounting Template STANDARD
Expenses 7 B View Anslytics @ Notes &, Attschments
Expand Lines | Collapse Lineg Total 617.00 USD
“Date “Expense Type *Descripfion “Amount  *Curency Approve
* 5 & . ) -
11052018 OUT BREAKFAST |Ereskfast first day of conference r,_ 10,00 usn & Receipt Required
221 characters remaining
P — OUT SREAKEAST *[Breskfast second day of conference |7 sos5 usD £ Receipt Required M
220 characters remaining
; o P 5 £ . -
1UDS201E OUT DINNER |D|nrarf st day of conference r,_ 1250 usD =) Receipt Reguired
224 characters remaining
- - £ & _ . 2
P OUT DINNER [pinner second day of conference [ £ 1280 UsD & Receipt Required
27 characters remaining
- - 5 & _ . o
1UTRME QUT DINNES [Dinmer third dsy of canference 2 1250 UsD #% [ Receipt Required
224 characters remaining
. - - = 4 . ) w7
1OS2HE OUT MILES - FULL |M|Ieage from Home to Conference r-— 108.00 usD e Receipt Required
223 characters remaining
[ - - Bl & _ _ 7
P OUT MILES - FULL [Mileage from Conference to Home 1 emn uso # [ Receipt Required
223 characters remsining
N — — B i & . ) 7
1110572018 OUT CONFITRAIN REGIST [Training Conference Registrsfion {21 20000 USD é Receipt Required
222 characters remaining
* E . i W
08012018 IN MILES - FULL [Mileage = 2725 UsD * [ Receipt Required
247 characters remaining
Espsnd Lines | Callspse Lines | Expand All | Collspse Al Total 61700 USD

Click the Expand All link.
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All of the expense lines and accounting details display. Each line detail should be reviewed for

accuracy and compliance.

Expense Training Guide

Supervisor/Approver

.
Approve Expense Report - Expense Details | B Summary and Approve
Colin Davidson Actions |-.Chocss an Action ~ GO
Business Purpose  Confarsnce Report 0000519319 Submitted for Approval
Description  Training Confarence Created 11/07/2012  Colin Davidson
Reference LastUpdated 11/07/2012  Golin Davidson
Authorization ID 0000004754
Accounting Date 11/07/20138 Accounting Template STANDARD
Expenses (¢ B View Anshytics & Motes A, Attachments
Expand Lines | Gollspse Lines | Expand All | Gollspss Al Total §17.00  USD
“Dat= “Expense Type “Description “Amount  “Curengy Approve
. £ . )
1105208 OUT BREAKFAST Breskfast irs: dy of conference | &L 1o usD &+ [l Receipt Required %
T2 charsciers remaning
P Ty
ayment Type Emgloyes Exchange Rate 100000000 B | Default Rate
Billing Type Non-Taxable - Intemal .
o Base Currency oo uso Mon-Reimbursable
Originating Location MONTPELIER VT Amount Mo Receipt
Location NEW YORK @
Accounting Details |7
Chartfields || AT Amounts | [F50
Amount GLUnt  Monstary Amount SUTERCY  EXENINgE  Fung  Dept Program Class Project
10.00 02100 10.00USD 100000000 20105 2100002000 50200 017 EMWT 00D =
* - El
11062018 OUT BREAKFAST 252’;5’:‘95‘:”"" day of conference f 825 USD
) characters remaining .
Payment Type Empoyee Attachments can be viewed from
iy ype Empioy Exchange Rate  1.00000000 =)
Billing Type Non-Taxable - Internal
Base Currency 628 usD the Expense Report Expense
Originating Location MONTFELIER WT Amount No Receipt
Losation NEW YORK Detail page as well as from the
Accounting Details
e Expense Report Summary page.
Chartfields || VAT Amounts | [F50
Amount  GLUN  Monetary Amount CUTEneY  EBxchange gy peg Program Class Project
.25 03100 6.25 USD 100000000 20105 2100002000 50200 017 ZMWT 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. If the information is
inaccurate or does not comply the expense report will need to be sent back to the employee for

revision.

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

transaction.
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Expense Training Guide

The Approve Expense Report — Expense Summary page displays.

Supervisor/Approver

Approve Expense Repor - Expense Summary [l Enenan Doy
Coln Derdsoa L ]
Dusnsss Purposs Corferencs Repart 200041E
Deserptos Ty Cosbiseson Created
Fosberance Lawt Dpduied 1
Agibepiizaiion i} D
Accounting Date 10072048 Aigoarseg Templale S TRNDARY
Budget Foaus Nof Budgsl CReiel B Oyt Botgis ey o iiguind befo Tail Exparsis Pageel o B Appeiresl. Pk chch, o0 Poi Basdipifl Optiord Sypariesd
Totsls Tl Vi Araiyec Fcten #, Azchren
Empboyes Fapenust (3 L inss| Mon Heamburnabis Erpsnse Empaoyes Crediy D
ik By arzen Spphed Fropand Erganse Buyppiar Crpdity
Ameaint Due o Employes ush Amounit Due to Suppler i usD Total Taxable Expenies 2128 USD
sl ook el B4 vkt e it ity )
* Agprowval Hindory
ik I e |
v e : =
o ¢ EX W St Expitan G Zaymem
e S EET- o
Azfon L= Ela) s Tier
e Emgioyss n Cwraduan e ITEE)
* oty
[ L
Sand Back
Eapsnue Lma JExzarun Dminin
E npserihir Line ey Perveralize | Fnd | L5 | 6
Detirtphun Bapetag v Ao Cuttenty R B AppriTe
Bresciant bt oy of corderence # o
Bruifia secind iy of Sosbasin Y
& W 2 HER Duwnrar S day ol conferery
o UT DRNER Drner wecona oy of corfeence L =
a1 Dwarar $urd diry & cochurires o
! THLES -F Bhisage bom Home 1o Conlstence o
CUT b L Nilaage b Corslersnos i Hore 1080 00 LIED) L o
st i} DOLEED 4 o o
VELES g aga =0 . L
Rt o Apgeswal Lt Vowom i L FPravious in List

If the expense report has any exceptions, an

icon will display.
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Expense Training Guide
Supervisor/Approver

Employees are required to enter
an exception comment on an

expense report line to explain
why an amount is exceeded.

VISION defaults a comment when

a duplicate line exists identifying

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

Click the Exceptions Ge icon.
Approve Expense Report
View Exception Comments and Risks
Colin Davidson Report ID 0000518318
General Information
Report Description Training Conference
Business Purpose Conference
Reference
Exception Information
Line Excaption Comment
1 0OUT BREAKFAST Annount Excesded Breakfast st Holel
2 OUT BREAKFAST Mone Mo exceptions associated with this line.
. ) Expense line is a duplicate of Line 4, Sheet |d 0000519319,
HOLIT DINNER Duplicates Exist Date 2012-11-05, Amt Spent 125 USD.
) ) Expense line is a duplicate of Line 3, Sheet |d 0000518319,
4OLIT DINNER Duplicstes Exist Date 2018-11-05, Amt Spent 18.5 USD.
5 OUT DINMER Mone MNo exception
G OUT MILES - FULL Mone Mo exceptions assoc
T OUT MILES - FULL Mone Mo exceptions associated wil
COUT COMFRTRAIN . N
B AEGIST Mone MNo exceptions associated with thi
81N MILES - FULL Mone Mo exceptions associated with this
Return To Expense Report I

The View Exceptions Comments and Risks page will show all exceptions for the expense report.
Below are the most common exceptions and what they mean. If you have any questions, you
will need to work with your department Expense Coordinator:

Duplicates Exist: The system has found another expense line with the same information. The
comment column lists the line and sheet for the other line that has the same
information. Verification will need to be done to see if this line is valid.

Amount Exceeded: The amount entered for the meal is over the negotiated meal maximum
amount. For more information on meal reimbursements please consult "Expenses
Reimbursement" and "Meal Reimbursement" in the current Collective Bargaining Agreements,

as well as Bulletin 3.4.

Click the Return To Expense Report link to return to the Approve Expense Report — Expense

Summary page.
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»~_VERMONT

Supervisor/Approver

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.
Navigation option 1: Home page > TE tile > Expense Reports > Approve Transactions

Navigation option 2:
Transactions

Navigator > Travel and Expenses > Approve Transactions > Approve

VT Travel and Expenses

I woridist
| s {FiChange Sort Order
Create/Modify Expense Report # SelectAl [ Clear Al Send Back sl Budget Check
Transactions to Approve (7 Personakize |Viewall| (2] [ Fast f Last
View Expense Report
Solact Alert  Transaction Typa Tolal Unlt  Hame Emplayee 1D Deacription Transactionin 9342 statue ol
Print Expense Report o Expense Repont 80USD  Davidson Cofin oooo3 Milzge for Training 0000519318 2 Submitied for Approva
e T T ] Expense Report 00USD  Davidson Colin 00003 upgies for Training 000518317 3 Submited for Approvs
[m] & 200USD  Davidson.C 00003 0000518318
Delete Expense Report
m} & Expe Report 7.00 USD Davids C: 00003 0000518318
Expense Rpt Budget Exceptions
— e ] Travel Authorization 0.00USD  Davidson.Colin 00003 Training in Flarids 0000004752 3 Submited for Approvs
I Travel Authorization v [n] Travel Authorization S000USD  Davidson.Colin Do003 Conference in DC 0000004753 2 Submitted for Approval
B Cosh Advances - [m] Travel Auth DO0USD  Davidson.C 00003 Trip To Florida Conference 0000004755 3 Submitted for Approval  Expense Supervisor
® Seiect All 1 Clear All Send Back siresh List Budget Check
I PeymentExpense Information
Comments
| ReportsiProcesses ~ | Retumto Approval
Employes Expenss
Querview | Expanse Reports | Travel Autrorizations | Errors

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.

The Approve Transactions — Expense Reports page displays all the expense reports pending
your approval.

New Window |
Ovenview || Expense Reports | Travel Authorizations | Emors
Search Pending Transactions
Change Sort Order 7
¥ Select Al Clear Al Send Back Refresh List Budget Check
Transactions to Approve Personalize | View All | L7 | =] First ‘4’ 1-40f4 ‘b Last
Select Alert  Total Amount Curr Budget Status  Name Employee ID Description TransactionID  ga= L Status Role
- Mot Budgst e . N N e _ ’
O 2t80usD ) Sl Davidson, Colin 00003 Mileage for Training 0000519316  11/05/2013  Submitted for Approval Expense Supervisor
Mot Budget § . . . — _— X :
O 10oousD Gt Davidson, Colin 00003 Supplies for Training 0000519317 11/05/2018  Submitied for Approval Expense Supsrvisor
- Not Budget N N - N _ p
O 48200UsD  op o Davidson, Colin 00003 Training Conference 0000519318 Submitted for Approval Expense Supervisor
i Not Budget ~ .
O a §17.00usD o) Davidson,Golin 00003 Training Conference 0000519319 [O7120 Submitted for Approval Expense Supervisor
¥ seiect Al [ Glear a1 Send Back Refresh List Budget Check
Comments
Overview | Expense Reports | Travel Authorizations | Errors

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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Supervisor/Approver

Expense Reports are approved or sent back to the employee for revision from the Approve
Expense Report — Expense Summary page.

e
Approve Expense Report - Expense Summary [ Expense Details
Colin Davidson Actions [...Choose an Action w|l S0
Business Purpose Conferenca Report 0000510310 Submitted for Approvel
Description  Training Conference Created 11/07/2012  Colin Devidson
Reference Last Updated 11/07/2018  Colin Davidson
Authorization ID 0000004754
Accounting Date 11/07/2012 Accounting Template STANDARD
Budget Status Mot Budget Checked  Budgst Options Budget Checking is required before the Expense Report can be Approved. Please dlick on the Budget Options hyperiink.
Totals (7 A view Anslytics & Notes #, Attachments
Employee Expenses (9 Lines) 617.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.0D0 USD
Cash Advances Applied 300.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 317.00 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 27.25 USD

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

. i By =

cnslgux:mnr.eu EX Module Supervisor Expanss Coorainztor Payment
in Davidsan Ava Grace {Pocled)
Action Role Name Date/Time
Submitted Employee Colin Davidson 11/07/2018 2:51:04AM
Comments
Elzaza updata the amount on line 1 and ramove the duplicate dinner axpenze Bl
Expense Line |7 [ Expense Detsils
Expense Line ltems Personalize | Find L’n| E-!
Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve
11/05/2012 OUT BREAKFAST Breakfast first day of conference 10.00 USD \.@;- W
11/06/2013 OUT BREAKFAST Breakfast second day of conference 8.25 UsSD & L4
11/05/2012 OUT DINNER Dinner first day of conference 18.50 USD \.@;- W
11/05/2013 OUT DINNER Dinner second day of conference 18.50 USD L9;- L4
1110712018 OUT DINNER Dinner third day of conference 12,50 USD FA W
11/05/2013 OUT MILES - FULL Mileage from Home to Conference 108.00 USD L9;- W
1110712018 OUT MILES - FULL Milesge from Conference to Home 109.00 USD & W
11/05/2018 OUT CONF/TRAIN REGIST Training Conference Registration 300.00 USD _9‘ vl W
0801/2018 IN MILES - FULL Milesge 27.25USD & W

Retum to Approvel List Previous in List

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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Supervisor/Approver

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

Hy
Approve Expense Report
Submit Confirmation

Colin Davidson Report ID 0000519319
Totals (2
Employee Expenses (9 Lines) 617.00 USD Mon-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 UsSD
Cash Advances Applied 300.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 317.00 USD Amount Due to Supplier 0.00 USD

“ This report will be sent back for revision.

Cancel

Click the OK button.

The Approve Transactions — Expense Reports page displays.

New Window | =4
Overview] Expense Reports ravel Authorizations Errors

Search Pending Transactions (2

{F!Change Sort Order (7

7 = f ; Send Back Refresh List Budget Check
Transactions to Approve (7 Personalize | View All | e | IE First ‘4
Select Alert Total Amount Curr Budget Status  Name Employee ID  Description Transaction ID gﬂtbemltted Status Role
Not Budget o o 11705 £
O 21.80 USD Checked Davidson,Colin 00003 ivlileage for Training 0000519316 1/D5/2018  Submitted for Approval Expense Supervisor
Not Budget P .
. 3 5 1054 =)
(| 100.00 USD Checked Davidson,Colin 00003 Supplies for Training 0000518317 1/05/2018 Submitted for Approval Expense Supervisor
| Ay 492 00 USD Mot Efcgﬂ Davidson,Colin 00003 Training Conference 0000519318 11/D5/2018  Submitied for Approval Expense Supervisor
¥ Select Al Clear Al Send Back Refresh List Budget Check
Comments

Overview | Expense Reports | Travel Authorizations | 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
sent back for revision.
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Supervisor/Approver
Approve an Expense Report

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

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

The Supervisor can approve the expense report again and it should route forward for
final approval as intended.

Navigation option 1: Home page > TE tile > Expense Reports > Approve Transactions

Navigation option 2: Navigator > Travel and Expenses > Approve Transactions > Approve
Transactions

VT Travel and Expenses

1 Workist

I Expense Reports ~ ¥ Change Sort Order

Sand Back Rafresh List Budget Check

CreateiModify Expsnse Report # Selectal L Clear Al

Transacf tions to Approve Personalize | View All | 2| ] Fist 170f7 @) Last
View Expense Report E

s S—

Alert  Transaction Type Total Unit Empi sttt

Print Expense Report 21.80 USD Do003 0000519318 11052018 Sut

28 |5*

Approve Transactions 00.00 USD 00003 0000518317 11072

492.00 USD 00003 0o0os1e3E 11

Delete Expense Report
617.00 USD

00003 0000518318 10072018 Su

EernsE RE( BudEe( HEEELIDHS

1 Travel Authorization v

000.00 USD 00003 0000004752

450.00 USD 00003 0000004

OOooooo g

00.00 USD 0oo03 onference 0000004735 11/07/2013  Submited for Appros

] Cash Advances v

M Select Al LI Clear Al Rafrash List Budget Check

I Payment/Expense Information v

| ReportsiProcesses

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.

The Approve Transactions — Expense Reports page displays all the expense reports pending
your approval.
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Expense Training Guide
Supervisor/Approver

Overview Expense Reports Travel Authorizations Emors

Search Pending Transactions
Change Sort Order (2

Send Back Refresh List Budget Check

¥ seiect an O cicar an

Transactions to Approve |7
Date

Transaction ID

Select Alert Total Amount Curr Budget Status ~ Name Empk

Not Budget ) ’ i
s
O 2180USD ot ous Davidson,Colin 00003 Mileage for Training 0000513315
m} 1oopusp  NotBudgst Davidson,Colin 00003 Supplies for Training 0000519317
Checked
O & 482,00 USD gﬁ;?::ge‘ Davidson, Colin 00003 Training Confersnce 0000519318
O A 617.00 USD gs‘e?::dge‘ Davidson, Colin 00003 Training Conference 0000519318
[ setect a1 O clear Al Send Back Refresh List Budget Check
Comments

Overview | Expense Reports | Travel Authorizations | Errors

ubmitted

1/05/2018

110572018

11/05/2018

11/07/2018

New Window |

Personalize | View All | L7|| =) First ‘4" 1-40f4 '* Last

Status Role
Submitted for Approval Expense Supervisor
Submitted for Approval Expense Supervisor

Submitted for Approval Expense Supervisor

Submitted for Approval Expense Supervisor

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

expense report you would like to review.

Expense Reports are approved or sent back to the employee for revision from the Approve

Expense Report — Expense Summary page.

New Window | Held
Approve Expense Report - Expense Summary 5] Expense Details
Colin Davidson Actions [...Choose an Action v| | &0
Business Purpose General Expenses Report 0000519316 Submitted for Approval
Description Mileage for Training Created 11/0572018  Colin Davidson
Reference Last Updated 11/05/2018  Colin Davidson
Accounting Date  {1/05/2015 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 hyperiink
Totals (% B9 View Analytics @ Notes #, Attachments
Employee Expenses (1 Line) 21.80 UsD on-Reimbursable Expenses 0.00 usD Employee Credits 0.00 UsSD
Cash Advances Applied 0.00 USD Prepaid Expenses 00D UsD Supplier Credits 0.00 USD
Amount Due to Employee 21.80 USD Amount Due to Supplid 0.00 USD
ppproval History The Approve button is grayed out
% = if the expense report does not
wl ¢ By
o X Woskle Soparsr have a ‘Valid’ Budget Status. If
Colin Davidson Ava Grace
g8 R ( 7
the status is in ‘Error’, contact
Action Role Name .
your Expense Coordinator.
Submitted Employes #%lin Davidson
Comments
/ B2
Approve /Send Back

Expense Line (7 [ Expenss Details

Expense Line tems Personalize | Find | 7 |

Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve

10M152018 INMILES - FULL Training 21.80USD P v
Return to Approval List Next in List

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

Click the Budget Options link.
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The Commitment Control page displays.

Expense Training Guide
Supervisor/Approver

Commitment Control

Commitment Control Details

Source Transaction Type Expense Sheet
Budget Checking Header Status Mot Budget Checked
Commitment Control Amount Type Encumbrance

Owverride Transaction

T T TR TR TS T TSRS 5

i

Rasiusiusiieusumis us sl

3o to Transaction Exceptions
0K

Go To Activity Log
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 Contral

Commitment Control Details

Source Transaction Type Expense Sheet
I Budget Checking Header Status “/alid I

Commitment Control Amount Type Encumbrance
Commitment Control Tran ID 0025550646

Commitment Control Tran Date 11/07/2012
Owerride Transaction

e 0

tion Exceptions
Ok Cancel

1Go To Activity Log

Help

The expense report should now have a ‘Valid’ status. If not, contact your department Expense

Coordinator to work with you on figuring out why it is in error.

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

enabled.

Expense Training Guide

Supervisor/Approver

Approve Expense Report - Expense Summary

i@ Expense Details

Return to Approval List Next in List

Colin Davidson Actions [..Choose an Action ]| &e
Business Purpose General Expenses Report DD00DS19316  Submitted for Approval
Description Mileage for Training Created 11/05/2018  Colin Davidson
Reference Last Updated 11/07/2018  Ava Grace
Accounting Date  {1/05/2015 Accounting Template STANDARD
Budget Status Valid EBudget Options Budget Checking completed. Report is ready for Approval/Posting.
Totals B View Analytics (2 Notes A4 Attachments
Employee Expenses (1 Line) Non-Reimbursable Expenses 0.00 USD Employee Credits
Cash Advances Applied Prepaid Expenses 0.00 USD Supplier Credits
Amount Due to Employee 21.80 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 0.00 USD
(applicable taxes will be withheld from your pay)
Approval History
E\ = Egl
5
> o 9
Submitted EX Module Supervisar Sxpenze Coorginator o "
Colin Davidson Ava Grace (Pocled) Symant
Action Role Name Date/Time
Submitted Employee Colin Davidson 11/05/2018 11
Comments
¢
Approve Send Back
IW {5 Expense Details
Expense Line ltems Personalize | Find | 1 | =]
Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve
10152018 IN MILES - FULL Training 21.80USD &% jad

Click the Approve button.

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

Totals
Employee Expenses (1 Line) 21.80 USD
Cash Advances Applied 0.00 UsD

Amount Due to Employee

“ This report will be approved.

I OK I Cancel

21.80 USD

Report ID 0000519316

=
=1
=]
[
o0
o

Non-Reimbursable Expenses

=
=1
=]
[
o0
o

Prepaid Expenses

Amount Due to Supplier

Help|

D.00 USD
D.00 UsSD

Employee Credits
Supplier Credits

0.00 USD

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

Expense Training Guide
Supervisor/Approver

Search Pending Iransactions (7

Change Sort Order

¥ Select All I Clear A1

Qvervig Expense Reports Travel Authorizations Emors

Transactions to Approve |7

Select Alert Total Amount Curr Budget Status
Not Budget
<
O 10ODOUSD o ked
m] Fil} sg200yusp ot Budget

Personslize | view Al | 1] B First (4 12012 &) Last

Status Role

Submitted for Approval Expense Supervisor

Submitted for Approval Expense Supervisor

¥ Select Al [ Clear A1
Comments

Ovenview | Expense Reports | Trave! Authorizations | Errors

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

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

Review Travel Authorizations

The Basics:

As a Supervisor (Approver) it is your responsibility to review the Travel Authorization for
accuracy and policy following Bulletin 3.4. Only if the Travel Authorization meets the
appropriate standards is it ready for approval.

Basic questions to ask prior to approval:

1. Is the appropriate payment method being used for the expenses? Are direct supplier
payments or a purchasing card being used when possible?

2. If expenses are being paid by a third party organization, did the employee fill out the
Expenses to be paid by a third-party organization form located on the Finance &
Management site? (Applies to any public or private, for profit or non-profit organization
or individual; this form is not required if the third-party is a State or Federal government
entity)

3. Are all items necessary?

4. Are expense lines charged to the correct chartfields?

5. Does the authorization comply with Bulletin 3.4?

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

Navigation option 1: Home page > TE tile > Travel Authorization > Approve Transactions

Navigation option 2: Navigator > Travel and Expenses > Approve Transactions > Approve
Transactions

Approve Transactions Davidsan, Coin

< Home VT Travel and Expenses 3
1 workiist v [ overview Expense Repo
Search Pending Transac! A
Expense Reports v
1 oo = Change Sort Order
] T e "~ W Select All Clear All Send Back Refresh List Budget Check
Transact tions to Approve Personalize | Viewll | 2| Bl Fist (4 170f7 @ Last
Create/Modify Travel Auth Date
Select Alsrt  Transaction Type Total Unit Mame Emplayse ID Description Transactioni 2 Status Fole
‘Submitted
View Travel Authorization O Expense Report 21.80USD  Davidson.Colin 00003 Mileage for Training 0000519318 11/D5/2018  Submitted for Approval  Expense Supervisor
Print Travel Authorization O Expense Report 100.00 USD Davidsan,Calin 00003 ‘Suppes for Training 0000518317 110572018 Submitted for Approval
O Expanse Report 48200USD Davidson.Coin 00003 Training Cx 0000518318 1N Submitted for Approva
Cancel Travel Authorization
Travel Authorization 1200.00 USD Davidsan,Calin 00003 Training Out of Country 0000004750 110512018 Submitted for roval
] ¥ P
Delete Travel Authorization B . B . _
O ravel Authorization SETS0USD  Davidson.Coin 00003 Training Conference 0000004751 110572018 Submitied for Approva
O
[m}

Tisvet s Sudget Ecsptons it sumjued [ (T Alert icons display on transactions
T Caenscvarces | e B that have exceptions on one or
] PaymentExpense Information | Rewn to Approusl List more Of |ts “nes_

Empioyes Expense History

| Reports/Processes ~ | Overview | Expense Reports | Travel Authorizations | Erors.

The Approve Transactions — Overview page displays a worklist of all expense transactions
routed to the approver.
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Click on the Travel Authorizations tab to see all Travel Authorizations that are available to you
for review.

The Approve Transactions — Travel Authorization page displays all the travel authorization
pending your approval.

New Viindowr
Overview || Expense Reports || Travel Authorizations || Emors

Search Pending Transactions  ;

Change Sort Order 7

¥ Select Al Clear All Send Back Refresh List Budget Check
Transactions to Approve (7 Personalize |View Al | | B First (4 1.4 of
Sslact Alert Total Curr Budget Status Hame Employes 1D Description TraneachionID  Trip Date 2:?1.'"“ ststus Rale
O 1300.00 VED Not Budget Checked Davidson,Colin 00002 Training Qut of Country 0000004750 11122018 11/05/218  Submitted for Approval Expense Supervisor
58750USD  Not Budget Checked Davidsen,Colin 00002 I Training Co 000000475 ior Approval Expense Supervisor

a
]
a

D NotBudget Checked Davidsan.Calin 00002 Training in Florida 0000004752 11M22018 11 or Approval Expense Supenvisor
45000USD  MNot Budgat Checked Davidsen.Colin 00002 Conference in OC 0000004753 1110512018 11/05/2018  Submitted for Approval Expense Supervisor
& Select A1l [ Clear Al Send Back Rafresh List Budgat Check

Comments

Overview | Expense Reports | Travel Authorizations | Emrors

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

Approve Travel Authorization
Travel Authorization Summary
Caolin Davidson User Defauksl

General Information

Description Training Conference Authorization ID' 0D00DD4TE1

Business Purpose Conference

Status Submitted for Approva

Date From 11/07/2018 To 11082018 Updated on 11/05/2018 By CDAVIDSO
10:35:38AM
Artschments (1) Motes
Accounting Defaults More C'pﬁnn5| ...Choose an Action vl G0

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

Details Personalize | Find
Expanss Type Dats Amount Currency Attachments Approve
G OUT BREAKFAST 110072018 3.00uUsD Aftachments {1} e
OUT BREAKFAST 1110872018 6.00 UsD Aftachments W
OUT DINNER 1110772018 13.50 UsD Aftachments !
OUT DINNER 1100772018 13.50 UsD Aftachments !
OUT DINNER 111082013 13.50 UsD Aftachments W
OUT MILES - FULL 11072018 109.00 UsD Aftachments b
OUT MILES - FULL 11/0e2013 109.00 UsD Aftachments b
g'é'_g l'g? NETRAIN 1 io7rem1s 300.00 USD Attzchments (1) T
Totals
Total 587.50 USD
Less Mon-Approved 0.00 uUsD
Total Authorized 587.60 USD

Pending Actions Personalize | Find | - | B First ‘& 10f1

Rols Hama Action DataiTima
EX. Module Supervisor Grace Ava

Action History Personalize | Find | - | B First ‘4 1of 1'%/ Last
Role Hamg Action DatsiTimsa

Davidson,Colin Submitted 110520158 10:-35:38AM

Employes

Comments

Budget Checking is required before the Trawvel Authorization can be Approved. Please click on the
Budget Options. hypernk.

Budget Status Not Budget Checked
Budget Options

e Send Back

Return to Approval List Mext in List Previous in List
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The Approve Travel Authorization — Travel Authorization Summary page is broken down into
various sections.

1.

w

General Information includes the travel authorization’s Description, Authorization ID,
Business Purpose, Status, From/To dates, header Attachments, and Notes.
Details section displays the travel authorization lines including Expense Types, Date,

Amount and line Attachments. Exceptions icons display on transaction lines with an
exception.

Totals section displays the travel authorization totals.

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

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

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

Click the Notes link in the General Information section.

Travel Authorization Notes

Add Notes

Notes

Hotes

TA for Training Gonference Colin Davidson Employes 11/0872018 10:

Personalize | Find | | & First 1of1 Last

Hams Role DeatedTime

D:58:-21AM

T o« | Cancel

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

Click the OK button to return to the Approve Travel Authorization — Travel Authorization
Summary page.
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Approve Travel Authorization
Travel Authorization Summary
Colin Davidzon

General Information

Description Training Conference Authorization 1D DDDDDD4TS1

Business Purpose Conference

Status Submitted for Approva

Date From 11/07/2018 To 11/D0203 By COAVIDSO
Motes
Accounting Defaults More Options| ...Cho& an Action v | GO
You can deny indwvidual expenses and still approve or send back the overall repont.
- When one or more attachments
Expenee Typs pate Amount Currency attachments Approva are included on the transaction,
(@ OUTBREAKFAST 11072012 8.00USD Atachments (1) ", the Attachments link will include
OUT BREAKFAST 1110872018 8.00 USD Attachments u; (#) where # equals the number of
OUT DINNER 11072018 18.50 USD Attachments & attachments. The (#) does not
OUT DINNER 10772018 18.50USD Attschments " display if there are no attachments.
CUT DINNER 1102018 18.50 UsD Amachments o
CUT MILES - FULL 1100772018 109.00 UsD Attachments o
OUT MILES - FULL 110082018 109.00 LSO Attschments o
oer FITRAIN 411072018 300.00 USD Attschments (1) 7
Totals
Total 587.50 USD
Less Non-Approved 0,00 UsD
Total Authorized 587.50 USD
Pending Actions Persanalze | Find | 2| [E4 First ‘4 1of1 ‘* Last
Role Hama Action DataiTime
EX Module Supervisor Grace Ava
Action History Personalize | Find | 5 | E First ‘& 10f1 &/ Last
Role Hame Action DateTima
Employse Dawvidson, Colin Submitied 11052018 10:35:33AM
Comments
Ell 1
Budget Checking is required before the Travel Authorization can be Approved. Please click on the
Budget Options hyperink.
Budget Status Not Budget Checked
Budget Options
Send Back
Return to Approwval List Mext in List Previous in List

Click the Attachments (#) link.
The Travel Auth Attachments page displays.
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Travel Auth Attachments
Help

Travel Authorization ID DDDDDD4TE1

Personalize | Find | View All | F~"—'| @ First ‘&' 1of1 ‘% Last

Details
DateiTime Stamp

Flle Nama Dsacription Usar Hama

11/05/2018 10:34:548M

Caolin Davidson

Attschment for TA Header CDAVIDSO

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

1
oK 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.

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

Approve Travel Authorization
Travel Authorization Summary
Colin Davidson

General Information
Description Training Conference Authorization I DDDDOD4TS1
Business Purpose Conference

Status Submitted for Approval

Date From 11/07/2018 To 11/0R:2048 Updated on 11/05/2018 By CDAVIDSO
10:35:38AM
Artachments (1) MNotes
Accounting Defaults Mare Options [ _Choose an Action |

You can deny ndividual expenses and still approve or send back the oversll report.

Details

GO

Expangs Type Dats Amount Currency Attachments Approve EaCh |ine ShOUld be

{E— P——n 2 oo ien Lbochment= 111 ' FEVIEWEd fOF

OUT BREAKFAST 1110872018 8.00 UsD Attachments ] accuracy and
OUT DINNER 1100772018 18.50 USD Attachments o Comp“a nce.
OUT DINNER 1110772018 18.50 USD Attachments I
OUT DINNER 1110872018 18.50 USD Atachments ]
OUT MILES - FULL 1110772018 109.00 USD Attachments ]
OUT MILES - FULL 1102018 109.00 USD Attachments ]
e NFTRAIN. 440712018 300.00 USD Anschments (1) v
Totals
Total 587.50 USD
Less Non-Approved 0.00 UsSD
Total Authorized 587.50 USD
Pending Actions Personaize | Find | 0] B First 4 1af1 Last
Role Hame Aclion DateiTime
EX Module Supenvisor Grace, Ava
Action History Personalize | Find | 5 | = First ‘&' 1of1 '} Last
Role Mame Action Datamime
Employee Davidson,Colin Submitied 11/05/2018 10:35:33AM
Comments
A
Budget Checking is required before the Travel Authorization can be Approved. Please click on the
Budget Options hyperink.
Budget Status Not Budget Checked
Budget Options
Approve Send Back
Return to Approval List Mext in List Previous in List

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

Approve Travel Authorization
Expense Detail for OUT BREAKFAST (Line 1)
Colin Davidson Authorization ID 0000004751

About This Expense . .
Line attachments can be viewed

Aftach ts (1 .
Date 11/07/201% Afiachments (1) from the Expense Detail page as

Payment Type Employee
Expense Billing Code MNon-Taxable - Internal well as from the Travel

Originating Location MONTPELIER VT Authorization Summary page.
Location NEW YORK

Description Breakfast first day of conference

Amount .00 usD Use the Previous Expense button

and Next Expense button to

Exceptions
Exception Comment navigate between the transaction
Authorized Amount Exceeded Breakfast at Hotel Ilnes.
Accounting Summary t Personalizations | Find | £ | B First ‘4 1of1 ‘' Last
Amount GL Unit Account Fund Dept Pyfiram Class Project Affiliate
5.0008100 518520 20105 81000020 59200 Z0017 ZMVT  D0D-
" -
Previous Expense Mext Expense
I Return to Travel Authorization Summary I

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

employee for revision.
Click the Next Expense button to review the next line.

Click the Return to Travel Authorization Summary link when you have finished verifying all of
the lines for the transaction.
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The Approve Travel Authorization — Travel Authorization Summary page displays.

Approve Travel Authorization
Travel Authorization Summary

Colin Davidzon

General Information
Description Training Conference Authorization ID' 000004751
Business Purpose Confersnce

Status Submitted for Approva

Date From 11/07/2018 To 11002012 Updated on 11/05/2018 By CDAMIDSO
10:35:28AM
Artachments (1) Motes
Accounting Defaults Mare Options|_ Choose an Action | GO

f'ou can deny individuzl expenses and still approve or send back the overall report.

Details Personalize | Find | (2
| Expanes Type Date Amount Currency Attachments Approve
G DUT BREAKFAST 1110772018 3.00UsD Aftschments (1) o
l OUT BREAKFAST 111082018 6.00USD Aftzchments o
OUT DINNER 1110772018 18.50 USD Aftzchments o
OUT DINNER 1180772018 18.50 LISD Attschments o
OUT DINNER 1110872018 18.50 UsD Aftzchments o
OUT MILES - FULL 110772018 109.00 UsD Attachments o
OUT MILES - FULL 1110872018 109.00 UsD Aftzchments o
gg; EE'NF':TRA o 1140772018 300.00 UsD Aftschments (1) '
Totals
Total 587.50 USD
Less Non-Approved 0.00 UsD
Total Authorized 587.50 USD
Pending Actions Personaize | Find | (2| ¥ First ‘4 1of1 ‘% Last
Fale Hama action DataiTima
EX. Module Supervisor Grace, Ava
Action History Personalize | Find | £ | B First ‘4 10f1 ‘% Last
Role Namg Action Datamime
Employes Dawidson,Colin Submitted 11/05:2018 10:35:38AM
Comments

AE

Budget Checking is required before the Travel Authorization can be Approved. Please click on the
Budget Options hyperink.
Budget Status Not Budget Checked

Budget Options
Approve Send Back
Retumn to Approval List Mext in List Previcus in List

If the travel authorization has any exceptions, an

Gl

icon will display next to the expense type.

Click the Exceptions “* icon.
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Approve Travel Authorization
View Exception Comments and Risks
Colin Davidson Authorization ID 0000004751

General Information

Employees are required to enter

Description Training Conference an exception comment on a travel
Date From 11/07/2018 To 11/09/2013 authorization line to explain why
Business Purpose Conference an amount is exceeded.
Exceptions
Line Exception Comment
I 1 CUT BREAKFAST At Exceaded Breakiast at Hotel I
2 OUT BREAKFAST MNone No exceptions associated with this line.
3 0UT DINMER MNone Mo exceptions associated with this line.
4 OUT DINMER Mone Mo exceptions associated with this line.
50OUT DINMER MNone Mo exceptions associated with this line.
6 OUT MILES - FULL MNone No exceptions associated with this line.
7 OUT MILES - FULL MNone No exceptions associated with this line.
8 e TRAN None No exceptions associated with this line.
IReturn to Travel Autharization Summary I

The View Exceptions Comments and Risks page will show all exceptions for the travel
authorization. Below is the most common exception and what it means:

Amount Exceeded: The amount entered for the meal is over the negotiated meal maximum
amount. For more information on meal reimbursement please consult "Expenses
Reimbursement" and "Mileage Reimbursement" in the current Collective Bargaining
Agreements, as well as Bulletin 3.4.

Click the Return to Travel Authorization Summary link to return to the Approve Travel
Authorization — Travel Authorization Summary page.
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Send a Travel Authorization Back for Revision

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

Navigation option 1: Home page > TE tile > Expense Reports > Approve Transactions

Navigation option 2: Navigator > Travel and Expenses > Approve Transactions > Approve
Transactions

¢ Home VT Travel and Expenses aQ =06
New Window |
T workdist ¥ [Overview || Expense Repors|

Search Pending Transactions 7

Approve Transactions Travel Authorization 1000.00USD  Dawidsan,Colin 00003 0000004752

Travel Authorization 45000USD  Davidson,Colin 00003 Conference in DC 0000004753 11/05/2018

§ Erpense Reparts hd Change Sort Order
T Travel Authorization . % smeeran [ ciesral Sand Back Refresh List Budget Check
Transactions to Approve (7 Personalize | View All | (] [ First 4 1707 @ Last
Create/Modify Travel Auth =
saisct Attt Transachon Type Totm unt  wame Empioyse 1D Description Transachonin o stetus Role
Wiew Travel Authorization [m] Expensa Report Z180USD  Davidson Colin 00003 0000518318
Print Travel Authorization O 10000USD  Davidson,Colin 00003 0000518317
O & 4B200USD  Davidson.Golin 00003 0000519318
Cancel Travel Authorization
O 130000USD  Davidsan.Caln 00003 0000004750
Delete Travel Authorization o _
O & 58750USD  Davidson.Golin 00003 0000004751
]
O

Travel Auth Budget Exceptions

Sp—— ® SelectAll [T Clear All Send Back Reiresh List Budget Check
ash Advances v

Comments

1 Payment/Expense Information ~ | Retum to Approval List
Empioyee Expense History

| Reports/Processes w |Oveniew | Expense Reports | Travel Authorizations | Emrars

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

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

The Approve Transactions — Travel Authorization page displays all the travel authorization
pending your approval.

New Window
Qverview || Expense Reports || Travel Authorizations || Erors
Search Pending Transactions 7

Change Sort Order ;

@ seiect A1 1 Clear Al Send Back Rafresh List Budgat Check
Transactions to Approve (7 Personalize | ViewAll | 20| B Fist 4 1-4 o
salect Alert Total Curr Budget status Mame Empioyse ID Description TransactioniD  Trip Dats g:?wne: status Rols
] 130000USD  Not Budget Checked Davidsen.Calin 00003 Training Gut of Country 0000004750 11M22018 11052018 Submitted for Approval Expense Supervisor
] A Not Budget Checksd Davidson.Calin ooo02 ITrainir\g Conference 0000004751 I 1100712018 11/05/2018  Submitied for Approval Expense Supervisor
] Not Budget Checked Davidsen.Calin 00003 Training in Fiorida 0000004752 11AZ2018 11052018 = for Aproval Expense Supervisor
] Not Budget Checked Davidsen.Colin 00003 Conference in OC 0000004753 110502018 110512018 or Approval Expense Supervisor
Send Back Refresh List Budgst Check

¥ Select All Clear All

Comments

Ouerview | Expense Reports | Travel Autharizations | Erors
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Select the Description or Transaction ID link to drill down into the transaction details for the
travel authorization you would like to review.
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Travel Authorizations are approved or sent back to the employee for revision from the Approve
Travel Authorization — Travel Authorization Summary page.

Colin Davidson

General Information

Accounting Defaults

Approve Travel Authorization
Travel Authorization Summary

Date From 11/07/2018

User Defaults

Description Training Conference

Business Purpose Conference

Status  Submitted for Approva

Authorization ID DDDDDD47TE1

To 11/082013

More Options|._.Choose an Acticn

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

Updated on 11/05/2018

10:35:38AM

Artachmentz (1)

By CDAVIDSO

Motzs

= GO

Enter what revisions need to be
made to the travel authorization
into the Comment field. To send a

revision a comment is required.

Details Personalize | Find | (2]
Expangs Type Date Amount Currency Attachments Approve
@ DUT BREAKFAST 11072018 3.00 UsD Attschments {1} W
OUT BREAKFAST 1110872018 8.00 UsD Attachments o
OUT DINMNER 1110772013 18.50 USD Attschments o
OUT DINNER 110772018 18.50UsD Attachments W
OUT DINMER 1102018 18.50 UsD Attachments o
OUT MILES - FULL 110072018 109.00 USD Attschments N
OUT MILES - FULL 111082018 109.00 LUSD Attachments W
g'ég EE'”F"TR"" N uormois 300.00 USD Attachments (1) =
Totals
Total 587.50 USD
Less Mon-Approved 0.00 UsD
Total Authorized 587.50 USD
Pending Actions Personalize | Find | I
Raole Hama
S S travel authorization back for
Action History
Role Hama
Employee Dawidson, Colin Submitied 11/05/2018 10:35:33AM
Comments

Pleaze update the amount an line 1.

10 [a [u] TNy L
Budget Options hyperink.
Budget Status Not Budget Checked

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

Back button.
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The Approve Travel Authorization - Submit Confirmation page displays the travel authorization
totals and the message: 'This report will be sent back for revision'.

Save Confirmation
Help

Approve Travel Authorization
Submit Confirmation
Colin Davidson Authorization 1D 0000004751

Travel Authorization Totals

Total 587.50 USD ﬁumnl—icz}f::: 587.50USD
Less Mon- D.00 USD

Approved

V This report will be sent back for revision

[a]4 | Cancel

Click the OK button.

The Approve Transactions — Travel Authorizations page displays.

Ovarview | Expense Reports [ Travel Authorizations |[{Errors
Search Pending Trans29

Change Sort Order 3

W Select Al Clzar All Send Back Refresh List Budget Check

Fist ‘4 1.30f3 & Last

[

Transactions to Approve | ; Personalize | View All |

statug Rolg

setect Total Curr Bunpet status Namg Empioyes I Description Transsction I Tnip Date ?j::llmll’ﬂd

[m] 1300.00 USD Mot Budget Checked Davidson,Colin 00003 Training Out of C suntry 0000004750 191272018 11082018 Submitted for Approval Expense Supernvisor

a 1000.00 USD Mot Budpet Checked Davidson, Colin D003 Training in Florida 0000004752 018 11/052018  Submitted for Approval Expense Supervisor

] 450.00 US!

=]

Mot Budget Checked Davidson,Colin 00003 Conference in DC 0000004753 1V05/2018 11/082018  Submitted for Approval Expense Supervisor

™ Select A Clzar All Send Back Refrash List Budpet Check

Comments

Overview | Expense Reports | Travel Authorizations | Errors.

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

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

The Basics:

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

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

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

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

Navigation option 1: Home page > TE tile > Expense Reports > Approve Transactions

Navigation option 2: Navigator > Travel and Expenses > Approve Transactions > Approve
Transactions

& Home VT Travel and Expenses

1 workiist ~ | overview | Expense Repor:

Search Pending Transacti

Expense Reports ~
1 oo B Change Sort Order
-l R IR T D Tt ~ # Select All Clear All Send Back Refresh List Budget Check
Transactions to Approve Perscnalize | View Al | | B Fist 4 170F7 @ Last
Create/Modify Travel Auth Dats
Solact Mlort  Transaction Type Total Unit  Mame Emplayoe 1D Description Transactionin 9o stotue Fole
View Travel Authorization O B0USD 00003 Mileage for Training 0000519318 8  Submitted for
Print Travel Authorization u] aIes e e
O & 482100 USD 00003 0000518318
Cancel Travel Authorization
O Travel Authorization 1200.00 USD Davidsan,Calin 00003 0000004750
Delsts Travel Authorization . L
O & Travel Authorization 587.50 USD son. Colin 00003 0000004751
Approve Transactions [m] Trawel A 0o uso on,Colin 00003 Training in Flonda 0000004752
Travel Auth Budget Exceptions O Travel Authorization 45000USD  Davidson.Coiin 00003 0000004753
% seizctAll D] Clasr Al Send Back Refresh List Budget Check
I Cash Advances v
Comments
I Payment/Expense Information ~ | Retum to Approval List
Empioyes Expense History
I Reports/Processes v | Overview| Expense Reports | Travel Authorizstions | Errors

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

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

The Approve Transactions — Travel Authorization page displays all the travel authorization
pending your approval.

Page 43 of 50



»~ VERMONT

Expense Training Guide
Supervisor/Approver

Overview || Expense
Search Pending Transactions
Change Sort Order

 select Al L Clear Al

Transactions to Approve (7

Select Alert Total Curr
O 1300.00 vSD
O i} 587.50 USD
O 1000.00 USD
u] 450.00USD

¥ Sazlect All Claarall

Comments

Travel Authorizations

Budget Status

Not Budget Checked

Not Budget Checked

Not Budget Checksd

Not Budget Checked

Ouerview | Expense Reports | Travel Authorzations | Ermors

Send Back

Mame

Davidson,Colin

Davidson,Colin

Davidzon,Colin

Davidson,Colin

Send Back

New Windowr |

Refresh List Budgat Check
Persanalize | Viewal | 1] B First 4 1404

Employee D Description TraneactioniD  TripDale gy  Stotus Role
00002 I Training Qut of Country 1000004750 I 11122018 11052018 Submitted for Approval Expense Superisar
00002 Training Cenfersnze 0000004751 2012 110872013 Submitied for Approvsl Expense Supenvisor
00003 Training in Florids 0000004752 114122018 11052018 Submitted for Approvsl Expense Superisor
00002 Confarznce in DG 1000004753 012 110872013 Submitied for Approvsl Expense Supenvisor

Risfresh Lizt Budget Check

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

Approve Travel Authorization
Travel Authorization Summary

Colin Davidson

General Information
Description Training Out of Country
Business Purpose Conference
Status Submitted for Approval
Date From 11/12/2018

Accounting Defaults

Dietails

Expenee Type Date Amount Currency

OUT LODGING 1141272018 700.00 USD
?EINASE 111272018 §00.00 UsD
Totals
Total
Non-Approved
Travel Authorizations with a I Authorized
Budget Status of ‘Not Budget
Checked’ need to be budget
checked. NOTE: Expense
transactions are budget checked =
s Jimmy

in a nightly batch process or
manually.

Employee Diavidson,Colin

Commen

To 11162018

‘f'ou can deny individeal expenses and still approve or send back the overall report.

Authorization ID' DDDODD4750

Updated on  11/05/2018 By CDAWVIDSO
10:18:324M
Attschments Notes

More Options [...Choose an Action | 50

Personalize | Find | (2

attschments Approve
Attachments )
Attachments vl

1,300.00 USD
0.00 UsD

1.300.00 UsD

Personalize | Find | - | B First ‘&' 1-2of2 '*' Last

Action DateTime
Personalize | Find | & = First ‘&' 1of1 ‘&' Last
Action DataiTima

Submitted 11/05/2018 10:18:32AM

l

The Approve button is grayed out
if the travel authorization does

Budget Op¥ins hyperink.

adget Status Mot Budget Checked

Approve Send Back

Return to Approval List Mesxt in List

Budget Chihing is required before the Travel Authorization can e Lok

not have a ‘Valid’ Budget Status.

If the status is in ‘Error’, contact
your Expense Coordinator.

Click the Budget Options link.

Page 45 of 50



»~ VERMONT

The Commitment Control page displays.

Expense Training Guide
Supervisor/Approver

Commitment Control

Commitment Control Details

Source Transaction Type Travel Authorization
Budget Checking Header Status Mot Budget Checked

Commitment Control Amount Type Encumbrance

Owerride Transaction

| Budgst Check '} il

Go to Transaction Exceptions
Ok Cance

Go To Activity Log

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 Travel Authorization

I Budget Checking Header Status Valid I

Commitment Control Amount Type Encumbrance
Commitment Contrel Tran 1D 0025590832

Commitment Contrel Tran Date 11/08/2013
Override Transaction

Budget Check i

lbidaabinnaction Exceptions
Ok Cance

Go To Activity Log)

Help

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

Click the OK button.
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Travel Authorization — Travel Authorization Summary page displays and the Approve button is
enabled.

Approve Travel Authorization
Travel Authorization Summary

Colin Davidson

General Information
Description Training Cwut of Country Authorization ID 0000004750
Business Purpose Conference

Status Submitted for Approval

Date From 11/12/2018 To 11/18/2013 Updated on 11/06/2013 By AGRACE
4:12:04FM
Artachments Motes
Accounting Defaults More Options [ _Choose an Action | GO

‘fou can deny individuzl expenses and still approve or send back the overall report.

Details Personalize | Find | 12
Expengs Type Data Amount Currency Attachments Approve

OUT LODGING 1171272018 T00.00 USD Attachments el

OuUT AIR

TRANSF 111272018 600.00 UED Attachments .
The Secretary of Admin Approver role

fotals displays in addition to the EX Module

fol e Supervisor in the Pending Actions section
== Non-Approved /7 for ‘Out of Country’ travel authorizations
Totsl Authorized _A.300.00 that require additional approvals. For some
Pending Acfions employees, the Secretary of Admin
- Approver may be the only approver.
EX Module Supervisor Grace Ava
Secretary of Admin Apgrover Janes Jimmy
= T ] Personalize | Find | @] B First ‘4 10f1 & Last
Role Hams Action Datamima
Employee Davidson,Colin Submitted 11/05°2018 10:18:328M

Comments

L

Budget Checking completed. Repert is ready for ApprovalPasting.

Budget 5tatus alid
Bludget Options

Approve Send Back

Return to Approval List Mext in List

Click the Approve button.
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The Approve Travel Authorization — Submit Confirmation page displays the travel authorization
totals and the message: 'This report will be approved.

Save Confirmation

el
Approve Travel Authorization
Submit Confirmation
Colin Davidson

Authorization ID 0000004750
Travel Authorization Totals
P Total 1,300.00U5D
Total 300.00 USD .
! Auth d
Less Non- 0.00 USD uthernze
Approved

I V This report will b2 approved I

[ox ) cancel

Click the OK button.

The Approve Transactions — Travel Authorizations page displays.

Search Pending Transathy
[FiChange Sort Order (;
 Select Al Clear All Send Back Refresh List Budget Check
Transactions to Approve Parsanalize [View Al | (2] [ First 4 12012 b Lagy
Salect Total Cur Eudgst Status Nama Empioyse ID Description TransactionID  Trip Date zjt;m ttod Status Role
O 1000.00 USD Not Budget Checked Davidson.Colin 00002 Training in Florida 0000004752 1111212018 11052018 Submitted for Approval Expense Supervisor
a 450.00USD Not Budget Checked Davidson.Colin 00002 Conference in DC 0000004753 11/05/2018 11/052018  Submitted for Approval Expense Supervisor
# Select Al Clear &1l Send Back Refresh List Budget Check
Comments
[overview | Expense Reports | Travel Authorizations | Errors
The travel authorization no longer displays in the list of transactions to approve.

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

Page 48 of 50



f\o'\VERMO|\| | Expense Training Guide

Supervisor/Approver

Set up Alternate Approver

The Basics:

An Alternate Approver is set up by a supervisor during an extended absence. When an
alternate approver is set up, only the alternate approver will have access to approve the
reports for the time period designated.

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

Worklists need to be clear of all pending transactions before an alternate is set up.
(Designating an alternate does not re-direct transactions waiting for your review).
Alternates are required to have Approver level security. Assigning an alternate does not
grant that person security.

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

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

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

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

Navigation: Navigator > My System Profile

NavBar: Navigator o

| Employee Seif Service 5

Travel and Expenses >

Commitment Control >
My Favorites

Worklist >

Reporting Tools >
MNavigator

Change My Password

MyPreferances | My Preferences

My System Profile

My Dictionary
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The General Profile Information page displays.

General Profile Information
Ava Grace
Password

Change password

Change or set up forgotten password help
Personalizations

My preferred language for PIA web pages is: Enaglish

My preferred language for reports and | English N |
email is
Currency Code &}

Default Mobile Page a,

Alternate User

If you will be temporarily unavailable, you can select an Altemnate User to receive your Expenze Module
transactions only.

Alternate User ID KMORSE Q
From Date 11052018 |[5{ (example:12/31/2000)
ToDate 11092018 |[5] (example:12/31/2000)
Workflow Attributes
Email User [ Worklist User
Miscellaneous User Links
Email Personalize | Find | | E First ‘4 1of1 '} Last
Primary Email Account Email Type Email Address
[A Business vision.exptestwi@vermont.gov ﬂ

IM Information Personalize | Find | B2 E First ‘&' 10of1 ‘&' Last
Protocol XMPP Domain UszerlD Password
XMPP Q, [+] [=]
[FlSave

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

Enter the From Date
e The From Date should be the first day of your absence.

Enter the To Date
e The To Date should be the date before you return to work.

Click the Save button.

Page 50 of 50



	SUPERVISOR/APPROVER
	Navigating to Transactions Pending Review and Approval

	Expense Reports
	Review Expense Report
	Send an Expense Report back for revision
	Approve an Expense Report

	Travel Authorizations
	Review Travel Authorizations
	Send a Travel Authorization Back for Revision
	Approve a Travel Authorization

	Set up Alternate Approver

