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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 to temporarily set your access to “submit” on
behalf on the individual.

View an Employee Profile - Employee Information
WorkCenter navigation: Expense Coordinator WorkCenter > Links > Security > Update Profile
Navigator Menu navigation: Travel and Expenses > Manage Employee Information > Update Profile

The Employee Profile (Edit) search page displays:

Employee Profile (Edit)

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

Find an Existing Value

Search Criteria

Search by: |Employee I .. |begins with||

Limit the number of rezults to (up to 300} 300

Advﬂncc—d Search

1. Employee ID - Enter employee ID number
Note: You can also search on Last Name by using the drop-down menu.

2. Click Search
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The Organizational Data page will open for the Employee

Organizational Data I User Defaults I

Colin Davidson

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

Valid for Expenses Yes * Default Profile
Ignore Authorized Amounts
Ignore Group Location Amounts
Per Diem Amount Type  Active
HR Information Supervisor Information [Amounts

Reason for Status Passed All Validation Edits

Employee Status Active ID 00006

i 812411998
Hire Date 0G/24/139¢ Name GraceAva

GL Unit 03100 Transportation Agency
Department 5100002000 IMaintenance & Ops Bureau
Hours Per Period | | Use Business Unit Default

Minimum Maximum

Default ChartField Values Personalize | Find I@l E First ‘4 1of1 ‘b Last
Default ChartField Values

GL Unit Fund Dept Program Class Project Affiliate

03100 20105 8100002000 59290 Z0017 ZMVT  000-

Cash Advance Level
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.”
I Expense Processing Role

Save ||[@h Return to Search [=] Motify

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

3. Click on the User Default tab
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The User Defaults page displays:

Expense Training Guide - Expense Coordinator

Organizational Diata User Defaults

Colin Davidson

Default Creation Method

Expense Report Open a Blank Report
Time Report Cpen a Blank Report

Travel Authorization Open a Blank Authecrization

Expense Defaults

Report Description
Busginess Purpose
Originating Location
Expense Location
Transportation 1D
Accounting Detail Default View Collapsed

Expense Type Defaults

Expense Type || Merchant | [0

Expense Type

Project Defaults for Expenses Perzonalize | Find | vigw Al | ﬂ__‘Il E..' First '4' 10f1 ‘& Last
Project Defaults for Expenses | [0
Enabled Project Description Description Percentage
Time Defaults
Country Select Project ChartFields Display
State Default : Codes
Descriptions
Locality
Codes
Billing Type
Project Defaults for Time Personalize | Find | View All | £ | 5 First ‘&' 10f1 &/ Last
Project Defaults for Time | [0
Enabled Project Description Description Time Gluantity
Save |[BF Retumto Search || =) Motify

Per Diem Range

Billing Type
Payment Type EMP

Credit Card

Employes
Number of Nights
Last

Perzonalize | Find [0 | BR  First 4 1of1 *

Payment Type Billing Type

Under the User Default tab, you will see the default creation method. This can be edited by the
employee, 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” once an initial Expense Report

has been entered.

View an Employee Profile - Employee Information is Complete

February 2020
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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: Expense Coordinator WorkCenter > Links > Security > Authorize Expense Users
Navigator Menu navigation: Travel and Expenses > Manage Expenses Security > Authorize Expense Users

The Authorize Expense Users page displays:

Authorize Expense Users
Pleaze select search aspect

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

Search By
= Employee 1D Uszer D
Search Value 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

1. Search By - Select Employee ID

2. Search Value - Enter Employee ID

3. Click Search

The Authorize Expense Users page displays with the Authorized Expense Users for this employee:

Authorize Expense Users - Employee

Search Type Employes D

Search Value DDDD3 Colin Davidson

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

Authorize Expense Users - Employee Find | &2 L.:‘ First ‘&' 1-3of3 '*' Last
*Authorized User ID Description *Authorization Level

1 [cDAvIDSO @, Colin Davidsen Edit & Submit + =

2 [MPFALLER Q, SClMaryEllen Pfaller  Edit +|[=]

3 RMCTEAG Q, Rufus McTeag Edit

oave

4. To add or delete a user, click on #+/ or j to add a new row or to delete a row, we are adding
Mary Motor as an Authorized User
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A new row is added:

Authorize Expense Users - Employee

Search Type Employes ID

Search Value 00002 Colin Davidson

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

Authorize Expense Users - Employee Find | 1 E' First ‘4’ 1-4of4 ‘%' Last
*Authorized User ID Description *Authorization Level

1 [coaviDs0 @, Colin Davidsen Edit & Submit +| [=]

2 [MPFALLER Q. SCl-MaryEllen Pfaller  Edit + [=]

3 [RMCTEAG €, Rufus McTesg Edit +] [=]

4 [MMOTOR @, Mary Mator Edit +| [=]

I Save I

5. Authorized User ID - Enter User ID
6. Click Save

Authorize Expense Users 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 Expense Coordinator WorkCenter 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 > Approve Transactions > Approve
Transactions

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

The Approve Transactions page displays:

Owerview || Expense Repors Travel Authorizations Cash Advances Errors I
earch Pending Transactions
Fichange Sort Order
¥ Select Al Claar Al Send Back Refresh List Budget Check
Transactions to Approve Personalize | View Al | | B First 1-5of 5 Last
saboct slert  Tranzaction Typs Total Unit Mame Empioyes I Deacription Tranzaction ID gi;:amn'.sa Statug Roka
O Cash Advance 200.00 USD Davidson, Colin o003 Description OD0DDDDOE2S 121132018 Submitted for Approval  Expense Coordinator
O Expense Report 21.30USD Davidson, Cofin 00003 Training Class 0000532364 121142018  Approvals in Process Expense Coordinator
O i i Expense Report 137.20 USD Davidson, Cofin 00003 Annual Meating 0000532365 121142018 Approvals in Procass Expense Coordinator
O Expense Report 28.71USD Davidson, Cofin 00003 Traved for VISION training 0000532372 12132018 Approvals in Process Expense Coordinator
O i i Expense Report 21.80 USD Davidson, Colin 00003 Annual Mesting O0D0E3Z3TE 12132018 Approvals in Process Expense Coordinator
¥ Select Al Clear All Send Back Refresh List Budpet Check
Comments
Return to Approval List
Employes Expense History

The Approve Transactions pages consist of an overview page of all expense transactions in an
approver's queue and separate pages for expense report and 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.
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WorkCenter navigation: Expense Coordinator WorkCenter > Links > Other Links > Worklist

Navigator Menu navigation: Worklist > Worklist

Expense Training Guide - Expense Coordinator

. .
The Worklist displays:

Worklist

Workdist for MMOTOR: Mary Motor

Dt Vi WorkiistFiters[ v D Fee

Worklist ltems galize | Find | View Al | ] L._.:' First ‘4 1-50f5 '* Last

From Data From Work Item Worked By Activity Priority

Colin Davidson 1211312018 Approval Routing Approval Workflow 2-Medium W

Ava Grace 1271412018 Approval Routing Approval Workflow 2-Medium QT8 N T 5H

Ava Grace 1211412018 Approval Routing Approval Workflow 2-Medium  ~JTE

Ava Grace 1271412018 Approval Routing Approval Workflow 2-Medium E.

Ava Grace 1211412018 Approval Routing Approval Workflow 2-Medium QT N T 5H

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.

February 2020

Navigating to Transactions Pending Review and Approval is Complete
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Adding Attachments

Note: You can only add attachments to Expense Reports BEFORE you approve them.

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

specific expense should be added on the line.

Create Expense Report

[ Save for Later | [B Summary and Submit

Colin Davidson |7
Actions [ .. Choose an Action v|| Go
*Business Purpose | Mesting D Locatigg BURLINGTON VT Q
*Report Description [Annual Meeting 4 Attachments
Reference
Expenses (¢
Expand All | Collapse Al Add: | [ My Wallet (D) | £ Quick-Fil Total 19.08  USD
*Date *Expense Type *Description *Payment Type *Amount *Cumency
10082018 |5 [INMILES - FULL ~ * [Mileage to Annual Mesting [ [Employse v| 1908 |USD + =
229 characters remaining
“Billing Type[Non-Txabi | ¥ Default Rate *Exchange Rate  1.0D! LY
*Originating Location MONTPELIER VT Q
. 5 [INon-Reimbursable  Base Currency Amount usD
*Destination Location BURLINGTON WT a
~ O ne Receipt
*Miles 35 x 0.5450
Accounting Details | 7
Expand All | Gollapse Al Total 1908 USD
. Al . . .
1. Click the 4, icon on the line to attach a receipt for the expense.
The Expense Line Attachments page displays:
Expense Line Attachments
Help
Report ID NEXT
Date 12/03/2018 Expense Type [N MILES - FULL Amount 19.08 USD
Details Perzonalize | Find | View Al | [ | L_-il First ‘4 10of1 ‘% Last
File Mame Description User Mame Date/Time Stamp
Wiew =
Adding large attachments can take some time to upload, therefore, it is advizable to save the
transaction before adding large attachments.
I Add Attachment |
OK Cancel
2. Click Add Attachment
The File Attachment window opens:
File Attachment x
Help
Cheoose File fNo file chosen
Upload Cancel
»
3. Click Choose File
Page 9 of 73

February 2020



\/\O’\VERMONT Expense Training Guide - Expense Coordinator

The Choose File to Upload window opens:
l@ Choose File to Upload

. . |- Desktop » - | 4 |. Search Desktop pel
Organize v Mew folder i= v i .@.
- Favorites * MName Size Item type |
=
Bl Desktop M= Business_Impact_Statement_for_PSFT_Apps 23 KB Microsoft |
4. Downloads = SR 3.12354082701 More Tofg LOE KR Miccooogi ™
= Recent Places |05 Test Attachment 1,963 KB MicrosoftJ_
press Chec 10KE  Adobe Acr
4 Libraries Overflow 20KB Adobe Acr
3 Documents 3 M5 Project Lookup Display No Results on a Travel ... 233KE  Microsoft |
& Music M Duplicate Supplier Report Returns No Data 620 KB Microsoft |
=] Pictures =] Employee Expense History Page Does Not Displ... 37TKB  Microsoft
E Videos MZ 1099 Supplier 136 KB Microsoft
M5 Unable to Update Remit To Supplier on Payme... 382KE  Microsoft )
1M Computer i Ed:| Copy of Crystal_To_XMLP_Expenses_Report_Co... KB Microsoftt
Lb-« Local Disk (C:) 0 TA Missing Project 141 KB Microsoft
%_'U My Passport (E:) M= EX.CFG.11 Expense Type - Wizard Type 1347 KB Microsoft)
¥ Shared (Vwsms.s 5 imi_— A T PR 1 .-...&-,..”p; chimmbiom Woirboe | RE-L - ¥ P r;.- |
File name: Test Attachment ~ [AlFiles ¢ -
I Open |vl Cancel

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

File Attachment
Help

C\Users\imaryellen prallenDeskiop\Test Attachment o Browse... ]
Upload Cancel

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

Expense Line Attachments
Help
Report ID NEXT
Date 12/03/2018 Expense Type IN MILES - FULL Amount 18.08 USD
Details Personalize | Find | View All | [EJ | = First ‘4 10f1 '®' Last

File Name Description User Mame Date/Time Stamp

I Receipt for expense I =]

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

Add Attachment

OK Cancel

7. Enter an explanation of the attachment in the Description field
Note: You can add additional attachments by clicking on Add Attachment.
8. Click OK

Adding an Attachment is Complete
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Expense Reports
Review an Expense Report

The Basics:
Please refer to Bulletin 3.4 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:

Is there 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?

No vk WwWwN

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

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

WorkCenter navigation: Expense Coordinator WorkCenter > Approve Transactions > Approve Transactions
Navigator Menu navigation: Travel and Expenses > Approve Transactions > Approve Transactions

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

overview [l Expense Reports || Travel Authorizations || Cash Advences || Emors

Search Pending Transactions

Change Sort Order %

¥ Salect 4l Clear All Send Back Redfresh List Budget Check

Transactions to Approve (2 Personalize | View All | 12 =] First ‘&' 1-8of8 2 Last

Select Alet  Transaction Type Total Unit  Name Emplayee D Description Transaction D Sope . o Status Role

Expense Repart 2180 USD Davidson, Colin 00003 Training Class

& fpense Report 137.20USD Davidson, Colin oooo2

o Mesting Alert icons display on
Fxpense Report 2471USD Davidson,Caolin 00003 Travel for VISION training tra n Sactio n S th at h ave
& Epense Report 21.80USD  DavidsonColg - gy .
exceptions on one or more of

Frpense RepBrt 6874 USD Davidson,Colin 00003
its lines.

Training in Burlington
xpense Report 10.02USD  Davidson,Colin noooe Meeting with DCF

i) Fxpense Report 168 26 USD Davidson, Colin 00003 Trip to Florida Conference  D000532383 01232018 Approvsls in Process Expense Coordinator

O o oo oo oo

Fil Erpense Report 657.88 USD Davidson, Colin ooooe Trip to Albany Conference  D000532305 012272019 Approvals in Process Expense Coordinator

¥ Salect All Clesr All Send Back Redfresh List Budget Check

Comments

Resturn to Approval List
Employee Expense History

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

Overview || Expense Reporis Travel Authorizations Cash Advances Errors T
Search Pending Transactions
Change Sort Order
¥ Select Al Clear Al Send Back Refresh List Budget Check
Transacfions to Approve (7 Personalize | View Al | E First ‘4" 1-3of8 '* Last
Selact Alet  Transaction Type Total Unit  Mame EmployeeID | Description Transactonid D3 status Role
O Expense Report 21.80UsD Davidson, Colin 00003 Training Class 0000522364 12114/2012  Approvals in Process Expense Coordinator
O & Expense Report 13720 USD Davidson, Colin 00003 Annual Meeting 0000532385 12114/20182  Approvals in Process Expense Coordinator
O Expense Report 28.71UsSD Davidson, Colin oooo2 Travel for VISION training 0000532372 121%/2012  Approvals in Process. Expense Coordinator
O Py Expense Report 21.80USD Davidson, Colin 00002 Annual Meeting 0000532376 12132018  Approvals in Process Expense Coordinator
O Expense Report B8.74USD Davidson, Colin 00003 Training in Burlington 0000532378 12152018  Approvals in Process Expense Coordinator
O Expense Report 18.08 USD Davidson, Colin 00003 Meeting with DCF 0000532380 0111/2019  Approvals in Process Expense Coordinator
O iy Expense Report 16826 UsSD Davidson, Colin 00002 Trip to Florids Conference 0000532303 01/23/2012  Approvals in Process Exqpense Coordinator
O M Expense Report B57.82USD Davidson, Colin 00003 I Trip to Albany Conference 0000522385 I 01/23/72018  Approvals in Process Expense Coordinator
W Select Al Clear Al Send Back Refresh List Budget Check
Comments
Return to Approval List
Employee Expense History

2. Select the Description or Transaction ID link to drill down into the transaction details for the
expense report you would like to review
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The Approve Expense Report - Expense Summary page displays the expense report information for review:

Approve Expense Report - Expense Summary ) Expansa Dtsils
Colin Davidson Actions [-.Chooseanacion V]| GO
Business Purpose Conference Report 0000532305 Approvals in Process

Description Trip to Albany Conference Created 01/23/2018  Colin Davidson

Reference Grace
Putharization 1D 0000
Accounting Date [01/23/2018 Accounting lemplate ST,
Budget Status Valid Budget Opions Budget Checking completed. Report is ready for ApprovalPosting
Totals 1 View Analylics A, ftachments
Em) i 857 22 Non-Reimbursable Expenses 0.00 USD Employes Credits 0.00 USD
Cash Advances Applied 300,00 UsD Prepaid Expenses 0.00 UsSD 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
Approval History
= I Jimic] —a
e s =
< v ) 59’
Submitted EX Module Supervisor Expense Coordinator Fa
Calin Davidzon Aa Grace (Pooled) yrment
Action Role Name Date/Time
‘Submitted Employ=e Colin Davidson 01/2372019 8:37:11PM
Approved EX Module Supervisor Ava Grace 0172472019 7:17:56AM
Comments
A
Approve Send Back Save Changes
Expense Line (2 i) Expense Details
Expense Line ltems Personalize | Find | 5 | B
Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve
212019 OUT BREAKFAST Breakfast first day of conference 10.00UsD r§V‘+ 4
1222018 OUT BREAKFAST Breskfast second day of conference B.25UsSD r§V‘+ %4
1i21:2010 OUT DINNER Dinner first day of conference 12.50UsD f{;; M
@ 212018 OUT DINNER Dinner second day of conferance 18.50USD & W
232019 OUT DINNER Dinner third day of conference 13.50UsSD rii W
0iz1/2018 OUT MILES - FULL Mileage from home to conference 136.25 USD rii 4
017232010 OUT MILES - FULL Milesge from conference to home 136.25 USD SV‘& i
017232010 OUT COMFITRAIN REGIST Training Conference Registration 200.00USD :_\:J o W
1001/2012 N MILES - FULL Mileage 12.82USD =S W

Return to Approval List Previous in List

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

e General Information includes the Business Purpose, Report ID, Status, Description, Creation and
Last Updated Dates, Accounting Date Budget Options link and Budget Status, header
Attachments, and Notes. The Authorization ID displays as a link if a travel authorization is
associated to the expense report

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

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

e The Comments text box is used for approval comments and are required when sending a

transaction back for revision. The Approve, Send Back and Save Changes buttons display. As an
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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

e The Expense Line section displays a summary of the expense lines including Expense Types,
Date, Amount and line Attachments. Exceptions & icons display on transaction lines with an
exception. The Receipt Required checkbox identifies lines that require an attached receipt. The
most common exceptions are duplicate expense lines or the maximum amount for an expense
type is exceeded

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

3. Click 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/ | L& First '4' 1of1 ‘&' Last
Motes Hame Role Action DateTime
Conference expenses  Colin Davidson Ermployes 01/23/2018 &:38:58PM
Canoel

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

Approve Expense Report - Expense Summary i@ Expensa Details
Colin Davidson Actions | -.Choose an Action w| | B0
Business Purpose Conference Report [OO0532303 Approvsls in Process
Description Trip to Florida Conference Created 01232018  Colin Davidson
Reference 2y Grace

Accounting Date  01/22/2010 A
Budget Status Vaiid Budget Opfions Budget Checking completed. Report is ready for Approvsl/Posting
Totals 7 0 View Anslytics 2 Naotes #, Attschments
Employee Expenses (5 Lines) 168.26 USD Non-Reimbursable Expenses 0.00 UsSD 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

= da=|

Vo v =9
Submitted EX Module Supervisor B
Colin Dzvidzon Az Grace ayment
Action Role Name Date/Time
Submitted Employee Colin Davidson 012312019 10:30:57AM
Approved EX Module Supervisor Ava Grace 012312018 10:32:48AM
Comments
Approve Send Back Save Changes
Expense Line i) Expense Details
Expense Line Items Personalize | Find | £ | B
Date Expensa Type Description Reimburse Amt Currency Receipt Required ~ Approve
OUT LODGING 100.00 UsD o'i ol
OUT MILES - FULL Mileage from Home to Airport 13,62 USD o’i
OUT MILES - FULL Mileage from Afrport to Home 13.63 USD o’i
QUT DINNER Charlie’s Diner 12.00 UsD A
o1MgR20e OUT DINNER Steakhouse 20.00 UsD L‘;
Retum to Approval List Previous in List

If a travel authorization has been linked to the expense report the Authorization ID field will display.

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

Travel Authorization

Colin Davidson
Business Purpose Conference Destination Location nzwyvORK

Description Trip to Albany Conference Date From 01/23/2018 Date To 0125209

Totals 2

& View Printsble Version & notes
Projectsd Expenses (8 Lines) 64425 USD Denied Expenses 0.00 USD
Total Authorized Amount  644.25 USD

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

Submitted On  01/23/2018 Submitted By Colgd®

Approval History

‘o Return to Search =] Motify

Actions | ..Choose an Adtion il

Authorization ID 0000005218 Approved

Created 01/23/2019  Colin Davidson

LastUpdated 1232019  Ava Grace

&

¥ Attachments (1)

The travel authorization
information displays

including the Total, Notes,

Attachments and

Approval History.

El s
) i
Submitted EX Module Supervisor
Colin Davidson Aua Grace
Action Role Name DatefTime
Submitted Employee Colin Davidson 01/23/2018 6:13:25PM
Approved EX Module Suparvisor Awa Grace 01/23/2010 6:14:40PM

6. Click the Travel Authorization Details link

The View Travel Authorization - Details page displays.

Travel Authorization
Colin Davidson (¢

Business Purpose Conference Destination Location MEW YORK

Description Trip to Albany Conference Date From 01/2%2019 Date To 01/252018
& psachments n
Projected Expenses (¢
Expand All | Collapse All
“Date “Expense Type

01232018 OUT BREAKFAST
Billing Type Mon-Taxabls - Intemal

“Description “Payment Type

*[Breaidast first day of conference P— Employee

Originating Location MONTPELIER VT
Location MEW YORK

@

Docaum:ing Details 7

242018 OUT BREAKFAST *|Breakdast second day of conference

Billing Type Non-Taxabis - Infamal

Originating Location MONTFELIER VT
Location NEW YORK

Docaum:mg Details 7

iza2mMe OUT DINNER * [ Dinner first day of conference j

Billing Type Mon-Taxabile - Intemal

Empioyee

Originating Location MONTFELIER VT
Location NEW YORK

Docaum:mg Details 7

Actions [...Choose an Action V|| &o

Authorization ID 0000005213 Approved

Totals {2 Lines) 64425 USD
“Amount Currency
1000 UsD

The travel
authorization line
information displays.

1850 USD

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 - Expense Coordinator

Travel Authorization

Colin Davidson

Projected Expenses (7

Business Purpose Conference

Description Trip to Albany Conference

Destination Location NEW YORK
Date From 01/2372010

Date To 01/252019

& Attachments (1)

I [ Summary

Actions [...Choose an Action

V|| eo

Authorization ID 0000005212 Approved

Expand All | Collapse All Totals (8 Lines) 64425 USD
“Date “Expense Type “Description “Payment Type “Amount Currency
e " -
/232019 OUT BREAKFAST Breakdast fist day of canference 7 Empioyee 1000 USD
Billing Type Mon-Taxable - Internal
Originating Location MONTPELIER WT
Location NEW YORK
G
Accounting Details (7
Chartfields | [F=%
Amount GL Unit Account Fund Dept Program Class Project Affiliate
10.00 02100 513520 2005 2100002000 5o2e0 2007 ZMVT  DOD-
[
Diz4zoE OUT BREAKFAST Breakdast second day of conference ' Empioyee 825 USD
Billing Type Mon-Taxable - Intemal
Originating Location MOMNTPELIER WT
Location MEW YORK
Accounting Details (7
Chartfields | [F%
Amount GL Unit Account Fund Dept Program Class Project Adfiliate
6.25 02100 513520 2005 2100002000 5o2e0 2007 ZMVT  DOD-

9. Close the Travel Authorization window after you have completed your review and return to the
Approve Expense Report - Expense Summary page

February 2020
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Approve Expense Report - Expense Summary [ Expense Detsils

Colin Davidson Actions

Default Accounting For Report
) Export to Excel
Business Purpose Conference Report DO00532305 Approvels in Propess st
Description  Trip to Albany Conference Created 01/23/2018  Colin Davidson iew Cash Advsnce
Reference LastUpdated 01/242018  Ava Gracs
Authorization ID 00000052123
Accounting Date  04/23/2018 Accounting Template STANDARD
Budget Status Vslid Budget Options Budget Checking completed. Report is ready for ApprovaiPosting
Totals % W View Analylics (2 Motes #, Bftachmants
Employee Expenses (9 Lines) 857.88 USD Non-Reimbursable Expenses 0.00 UsSD 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

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

=] B
% iv s
Submitted EX Module Supenisor Expense Coordinator
Calin Davidson Awa Grace (Pooled)
Action Role Name Date/Time
Submitted Employee Colin Davidson 012372019 6:3T:11PM
Approved EX Module Supervisor Awva Grace 01/24/2018 717:55AM
Comments
Approve Send Back Save Changes
Expense Line 2 [ Expense Details
Expense Line ltems Personalize | Find | £ | B
Date Expense Type Description Reimburse Amt Currency Receipt Required Approve
@ oiiz12018 OUT BREAKFAST Breskfast first day of conference 10.00 USD c.'ét [l
017222018 OUT BREAKFAST Breakfast second day of conference 625 USD cs‘»i W
@ oi/212018 OUT DINNER Dinner first day of conference 18.50 UsD c_§; [l
‘:—.8‘ 0212018 OUT DINNER Dinner second day of conference 1850 USD ';- W
017232019 OUT DINMER Dinner third day of conference 18.50 USD é'«. )
oiz120e OUT MILES - FULL Mileage from home to conference 1356.25 USD c.'%- [l
D1/z3i208 QUT MILES - FULL Milesge from conference to home 13625 USD & i
07232019 OUT CONFITRAIN REGIST Training Conference Registration 200.00 USD (_"; W el
101012018 INMILES - FULL Mileage 1283 USD & [l
Return to Approval List Previous in List

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

11. Click Go
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The Approve Expense Report - View Cash Advance page displays the advance information and amount
applied to the expense report:

Approve Expense Report
View Cash Advance
Colin Davidson

Report ID 0000532305
Cash Advance Information
*Advance I0 Advance Amount E:f:ange Total Applied
DO00000847T 300.00USD 1.00000000 300.00UsD
Update Totals
Total Advance Applied 300,00 UsD
Employee Expenses (3 Lines) G738 USD
Total Due Employee 367838 USD

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.

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

Expense Training Guide - Expense Coordinator

Approve Expense Report - Expense Summary @) Expense Detsils
Colin Davidson Actions [.ChoosesnAcon  v]| GO
Business Purpose Conference Report 0000532385 Approvals in Process
Description Trip to Albany Conference Created 0O Colin Davidson
Reference Last Updated 0O 18  Ava 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 (# ) View Analyiics ) Notes Ay mttachmants
Employee Expenses {9 Lines) 857.88 USD 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
{applicable taxes will be withheld from your pay)
Approval History
=l @ aici =
L :
w?‘.w uv 3 = 3 1
Submitted EX Medule Supervisor Expense Coordinator Ps
Calin Davidzen vz Grace (Poaled) yment
Action Role Name Date/Time
Submitted Employes Calin Davidson 01/23/2019 8:37:-11PM
Approved EX Module Supenizsor Ava Grace 01/24/2019 7:17-58AM
Comments
A
Approve Send Back Save Changes
Expense Line (? i) Expense Detsils
Expense Line ltems Personalize | Find | Y | B
Date Expense Type Description Reimburse Amt Currency Receipt Required  [ppprove
G 0212019 OUT EREAKFAST Breakfast first day of conference 10.00USD & W
0172212019 OUT EREAKFAST Breakfast second day of conference 6.25 USD & 1
(:T;\\' o1r21/2019 OUT DINNER Dinner first day of conferenca 12,50 USD n"; W
& ow212019 OUT DINNER Dinner second day of conferance 12.50 USD #, ¥l
07232018 OUT DINNER Dinner third day of conference 12.50 USD 4\"; el
ovz212019 QOUT MILES - FULL Mileage from home to conference 136.25 USD v’i W
/232018 OUT MILES - FULL Mileage from conference to home 136.25 USD ¥, ol
01232019 OUT CONFITRAIN REGIST Training Conference Registration 300.00 UsSD W
10/01/2018 M MILES - FULL Mileage 12.82 USD ¥l
Return to Approval List Previous in List

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
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.

when an

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

13. Click the |

February 2020
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The Expense Line Attachments page displays:

Expense Line Attachments
Help
Report ID 0000510210
Date 11052045 Expense Type OUT CONF/TRAIN REGIST Amount 300,00 USD
Details Persanalize | Find | View All | £ | = First ‘4 1of1 ‘& Last

File Mame Description User Mame DateTime Stamp

Receipt for Conference CODAVIDSO Colin Davidson 110772013 B-44:12AM

Adding large attachments can tske some time to upload, therefore, it i= advisable o save the
transaction before adding large attachments.

—

The File Name is a link to the attachment. Approvers can view the attachment, but they cannot delete
it. Approvers can add an attachment BEFORE they have approved the transaction.

14. Click the File Name link to view the attachment:

Attachment/receipt sample document used for training.

15. Close the attachment and click OK
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The Approve Expense Report - Expense Summary page displays. If the expense report has any
exceptions, an ¢ icon will appear:

Approve Expense Report - Expense Summary [ Expense Detsils
Colin Davidson Actions |..Choose an Action v GO
Business Purpose Conference Report 0000532385 Approvals in Process
Description  Trip to Albany Conference Created 01/23/2018  Colin Davidson
Reference LastUpdated 01/24/2018  Ava Grace
Authorization ID 0000005213
Accounting Date  D1/23/2018 Accounting Template STAMDARD
Budget Status Valid Budget Options Budget Checking completed. Report is ready for ApprovalPosting.
Totals 4 iew Analytics & Notes o Atiachments
Employee Expenses (9 Lines) 857.88 USD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 usD
Cash Advances Applied 200.00 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
{applicable taxes will be withheld from your pay)
Approval History
= =]
L
Vo v 1
Submitted EX Module Supervisor Expense Coordinator
Calin Davidsen Az Grace ({Pocled)
Action Role Mame Date/Time
Submitted Employee Caolin Davidson 0172372018 8:37:11PM
Approved EX Module Supervisor Ava Grace 012472018 7:17:58AM
Comments
Approve Send Back Save Changes
Expense Line (7 i) Expense Detsils
Expense Line ltems Personalize | Find | &Y | B
Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve
J1:21/2018 OUT BREAKFAST Breakiast first day of conferance 10.00 USD &i il
orz2/2018 OUT BREAKFAST Breakfast second day of conference 6.25 USD éé* el
@ or21/2019 OUT DINNER Dinner first day of conference 18.50 USD &;& ol
@ D218 OUT DINNER Dinner second day of conference 18.50 USD & vl
01/23/2019 OUT DINNER Dinner third day of conference 1280 USD & W
01/21/2019 OUT MILES - FULL Mileage from home to conference 13626 USD &i il
0/23/2019 OUT MILES - FULL Mileage from conference to home 136.25 USD c?% %l
oir2ar201e OUT CONFITRAIN REGIST Training Conference Registration 300.00 USD (“; ol ol
100112018 INMILES - FULL Mileage 1382 USD & i
Return to Approval List Previous in List

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

Approve Expense Report
View Exception Comments and Risks
Colin Davidson Report D 0000532205

General Information

Employees are required to

Report Description Trip to Albany Conference enter an exception comment
Business Purpose Conference on an expense report line to
Reference explain why an amount is
Exception Information exceeded.
Line Exception Comment

1 OUT BEREAKFAST Amount Exceeded Breakfast at Hotel

2 0UT BEREAKFAST MNome Mo exceptions associated with this line.

2 OUT DINNER Duplicstes Exist Expense line is a duplicate of Line 4, Sheet |d 0000532305,

Date 2018-401-21, Amt Spent 18.5 USD.

Expense line is a duplicate of Line 3, Sheet |d 0000532305,

“HOLIT DINNER Duplicates Exist Date 2018-01-21, Amt Spent 18.5 USD.

5/ OUT DINMER MNone
& OUT MILES - FULL Mone e \/|SION defaults a comment

7 OUT MILES - FULL MNone - when a duplicate line exists
identifying the expense

5 OUT CONFITRAIN o No exceniions 855
REGIST report ID, line, date and
Q1IN MILES - FULL Mone Ll iRl amount that is duplicated.

Return To Expense Report

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

17. Click the Return To Expense Report link
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The Approve Expense Report - Expense Summary page displays:

Approve Expense Report - Expense Summary I @) Expense Detsils
Colin Davidson Actions |-..Choose an Action R s
Business Purpose Conference Report 0000532385 Approvals in Process
Description Trip to Albany Conference Created 01/23/2018  Colin Davidson
Reference Last Updated 01/242018  Ava Grace
Authorization ID 0000005212
Accounting Date  [1/23/20H0 Rccounting Template  STANDARD
Budget Status Valid Budget Options Budget Checking completed. Report is ready for ApprovalPosting.
Totals = B View Analytics ) Notes #, Attachments
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
{applicable taxes will be withheld from your pay)
Approval History
=l aa=]
5 v
Submitted EX Medule Supervisor
Calin Davidsen Mva Grace
Action Role Name DatelTime
Submitted Employee Caolin Davidson 01/23/2019 8:37:-11PM
Approved EX Module Supenvisor Ava Grace 0112472018 7-17:58AM
Comments
Approve Send Back Save Changes
Expense Line (? i) Expense Detsils
Expense Line ltems Personalize | Find | Y | B
Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve
G 0212019 OUT EREAKFAST Breakfast first day of conference 10.00USD & W
ovz2i2019 OUT BREAKFAST Breakiast second day of conference 6.25 USD &‘i ol
Q o1r21/2019 OUT DINNER Dinner first day of conferenca 12,50 USD oﬁ M
& puziooie OUT DINNER Dinner second day of conferance 12.50 USD & WA
07232018 OUT DINNER Dinner third day of conference 12.50 USD &% )
021209 OUT MILES - FULL Mileage from home to conference 136.25 USD &i [
01/23/2019 OUT MILES - FULL Mileage from conference to home 136.25 USD & W
01/23/2019 OUT CONFITRAIN REGIST Training Conference Registration 300.00 USD & WM M
10/01/2018 INMILES - FULL Mileage 12.82 USD & LA
Return to Approval List Previous in List

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

Expense Training Guide -

Expense Coordinator

Approve Expense Report - Expense Details & Summary and Approvel
Colin Davidson Actions [.-.Chocse an Action v | o
Business Purpose Conference Report 0000532305 Approvals in Process
Description Trip to Albany Conference Created 01/2%201@  Colin Davidson
Refe e Last Updated 01/24/2010  Awva Grace
Authorization ID 0000005213
Accounting Date 01/22/2010 Accounting Template STANDARD
Expenses B View Analytics & Notes #, Attschments
Expand Lines | Collspse Line Total 65788 USD
“Date “Expansze Type *Description “Amount  *Curency Approve
* 5 & . y
o1Z12018 OUT BREAKFAST |Elreskfast first day of conference ﬁ,_ imoo usD &4 Receipt Required ol
37 characters remaning
avzerme LT BREAKFAST *[Breskfast second day of conference |1 e25 =D &+ || Receipt Required ~
220 characters remaining
Q12018 OUT DINNER *[Dinner first day of canference J 1220 U= & Receipt Required i
224 characters remaining
01212010 OUT DINNER “|Dinrer second day of conference P_ 1220 uso & Receipt Required &
223 characters remaining
Q12a1e OUT DINNER *[Dinner third day of conference B \ag0 us A Receipt Required W
224 characters remaining
o - e £ . y
ouz120e OUT MILES - FULL |M|Ieage from home to conference ﬁ,_ s uED -] Receipt Required il
223 characters remaining
o - - 3 £ . y 7
oUaRma OUT MILES - FULL |M|Ieage from canference to home: y,_ 13825 UsD & Receipt Required
223 characters remaining
N — = # @ Recei ) >
o1Za01a OUT CONFITRAIN REGIST [Treining Cenference Registration |2 30000 USD b Receipt Required
222 characters remaining
*[Mileage J A Receipt Required A
V0172012 IN MILES - FULL 1282 usD
247 characters remaining
Expand Lines | Collapse Lines | Expand All | Collapse Al Total 557.88 uso

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

and compliance:

Approve Expense Report - Expense Details

Colin Davidson

Business Purpose Confference

Description  Trip to Albany Conference

Report 0000532305
Created 01232018

Approvals in Process
Caolin Davidson

[ Summary and Approve

Actions |..Choose sn Action v | Go

Reference LastUpdated 01242019  Ava Grace
Authorization ID 0000005218
Accounting Date  01/23/2018 Accounting Template STANDARD
Expenses 4 B View Anshytics & Motes # Attschments
Expand Lines | Collapse Lines | Expand All | Collapse All Total 657.88 uso
“Date “Expanse Type *Description *Amount  *Curency Approve
+| 5 £ _ . &
J1212018 OUT BREAKFAST Breakfast first day of conference. p oo wsD & Receipt Required
21 characters remaining
Payment Type Emgh Rate
w ¥ype Employes Exchange 1.00000000 B M Default Rate
Billing Type Non-Taxable - Intemal .
Base Currency 000 usD Non-Reimbursable
Originating Location MCNTPELIER vT Amount No Recsipt
Location NEW YORK G
Accounting Details ¢
Chartfields | =¥
Amount *GL Unit Monetary Amount g:g:"cy ;::;Ehange Account Fund Dept Program Class Project
10.00] 08100 |Q 10.00 USD 1.00000000 (518520 | [20105 | (5100002000 |Qy (56290 |@ (20017 |Q 2MvT  00O-
< >

*[Breskfast second day of conference 711

B8.25 usD

222019 OUT BREAKFAST
30 characters remaining
Payment Type Employes
eley Exchange Rate  1.00000000 B ¥ Defa
Eilling Type Non-Texable - Infemnal
Base Currency 625 USD
Originating Location MONTFELIER VT Amcunt
Location NEW YORK
Accounting Details 7
Chartfields | =¥
Amount *GL Unit Monetary Amount Eﬁr:rmy :;‘nga"g? Account Fund Dept Program
6.25] [D8100_|Q 6.25 USD 1.00000000 (518520 | @ [20105 |@ [3100002000 |q (58280
<

Attachments can be
viewed from the

Expense Report Expense
Detail page as well as
from the Expense Report
Summary page.

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 can update the accounting information, or you can send the expense report back for
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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Where does the accounting information come from?

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 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 can 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

Charifields

Currency Exchanpe
Ameount Code Rate

Monetary Amount Account Fund Dept rogram Class Project

10,001 10.00 USD 1.0000000Q (518520 Cy | 20105 |Cp§|2100002000 |5, 0200 G 20017 |3 ZMVT  DOD-

>

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

Business Purpose
Description

Reference

Accounting Date

Expenses 7

Expand Lines | Collapse Lines

“Date

0172172012

or2zizo1e

orzzme

012172012

o23zme

orzzme

0172372012

o23z2018

1VOI2018

Approve Expense Report - Expense Details

‘Conference

Trip to Albany Conference

012372018

Expand All | Collapse Al

“Expense Type

OUT BREAKFAST

OUT BREAKFAST

UT DINNER

UT DINNER

UT DINNER

QUT MILES - FULL

OUT MILES - FULL

OUT CONFITRAIN REGIST

INMILES - FULL

Expand Lines | Collapse Lines | Sxpand All | Collapse Al

Report
Created

Last Updated
Authorization ID
Accounting Template

1 View Anshytics

*Description

‘lEIreskfast first day of conference r
221 characters remaining

* [Breskfast second day of conference |

220 charagters remaning

* [Dinner first day of canference J

224 characters remaining

‘lDinr‘er second day of conference '
223 characters remaining

*lDinr‘erhin: day of conference r
224 characters remaining

“|Mi|eege from home to conference r
223 characters remaning

‘lMlIeege from conference to home P‘

223 characters remaining

*lTraining Conference Registration P_

253 charadiers remaning

* [Milesge J

247 characters remaining

0000522285 Approvals in Process
01/232019  Colin Davidson
01242019 Ava Grace
0ooo0OS212
STANDARD
& notes
*Amount *Currency
oo uso & Receipt Required
css uso &[] Receipt Required
=5 usD #. [ Receipt Required
s uso # || Receipt Required
s uso #  [] Receipt Required
s UsD &, [ Receipt Required
mas uso # | Receipt Required
20000 USD & W Receipt Required
a8 usD #. [ Receipt Required

Total

657.88

[B Summary and Approve

Actions B

uso

20. Click the Summary and Approve link when you have finished verifying all the lines for the
transaction
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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 Detsils
Colin Davidson Actions [-ChooseenAcion  W]| GO
Business Purpose Conference Report 0000532385 Approvsls in Process
Description Trip to Albany Conference Created 01 Calin Davidson
Reference Last Updated Ba Grace
Authorization ID 0000005213
2 i i ainaa Accounting Template STAMDARD
I Budget Status Not Budget Checked Il.dge'. Options Budget Checking is required before the Expense Report can be Approved. Please click on the Budget Options hyperdink.
Totals ¢ 9 View Analytics @ Motes i Attachments
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 taxes will be withheld from your pay)
Approval History
=l i s fr—
o v 3 = 3
Submitted EX Module Supervisor Expense Coordinator Ps
Calin Cavidzon Az Gracs (Poaled) yment

Action Role Name Date/Time

Submitted Employee Colin Davidson 01/23/2019 8:37:11PM

Approved EX Module Supenizor Ava Grace 01/2472019 7:17:56AM

Comments
A
Expense Line (7 i) Expense Details
Expense Line ltems Personslize | Find | 20|
Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve
@ oisz1i201e OUT BREAKFAST Breakfast first day of conference 10.00 UsSD r§$+ &l
rz2i2018 OUT BREAKFAST Breakfast second day of conference 6.25USD &i W
@ 012172018 OUT DINNER Dinner first day of conference 18.50 USD ,{i W
& 0212010 OUT DINNER Dinner second day of conferance 18.50 USD &, il
o1/23/2010 OUT DINNER Dinner third day of conference 18.50 USD r§$+ M
oi/z1/2018 OUT MILES - FULL Mileage from home to conference 136.25 USD rii &l
/232018 OUT MILES - FULL Mileage from conference to home 1356.25 USD &i vl
01/23/2010 OUT CONFITRAIN REGIST Training Conference Registration 300.00 USD & W W
10/01/2018 M MILES - FULL Milesge 13,63 USD A W
Return to Approval List Prewvious in List

21. Click the Save Changes button to save any ChartField updates you may have made
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The Approve Expense Report - Save Confirmation page displays:

Sawve Confirmation
Help
Approve Expense Report
Save Confirmation
Colin Davidson Report ID 0000532295
Totals 2
Employee Expenses (9 Lines) 857.28 USD Non-Reimbursable Expenses 000 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.
‘fou can approve, deny, send back, or hold this report st & [ster time.
Canoel
22. Click OK
. . .
The Approve Transactions - Expense Reports page displays all the expense reports pending your
approval:
Overview || Expense Reports || Travel Authorizations || Cash Advances | Errors
Search Pending Transactions 2
{F}Change Sort Order
9 et an D1 Clear a1 Send Back Refresh List Budget Chack
Transactions to Approve (7 Personalize | View All | 2| B First ‘4’ 1-80f8 '} Last
Selact Alert Total Amount Curr Budget Status  Name Employee ID Description Transaction 1D Ez;‘minm Status Rala
O 2180USD  Valid Davidson Colin 00003 Training Class 0000532384 121420M8  Approvals in Process  Expense Coordinator
O i} 137.20USD  Valid Davidson.Colin 00003 Annusl Mesting 0000532385 121142018 Approvals in Process  Expense Coordinator
O 2671USD  Vald Davidson. Colin 00003 Travel for VISIONtraining ~ 0DODS32372 12132018 Approvals in Process  Expense Coordinator
O & 2180USD  WValid Davidson. Colin 00003 Annusl Mesting 0000532376 12M320M8  Approvals in Process  Expense Coordinator
O 68.74USD  WVald Davidson. Colin 00003 Training in Burlington 0000532378 12M520M8  Approvals in Process  Expense Coordinator
O 1808USD  Valid Davidson.Colin 00003 Meeting with DGF 0000532380 01/11620M8  Approvals in Process  [Expense Coordinator
O Fi} 16026 USD  WValid Davidson, Colin 00003 Trip to Florida Conference  0DODS32383 04232018 Approvals in Process  Expense Coordinator
O iy I 657,88 USD E:Eiﬁ‘e Davidson.Colin 00003 Trip to Albany Conference 0000532385  O1/232019  Approvals in Process  Expense Coordinator I
s
B et ar ) i Send Bk Budyel Gk
Comments
Overview | Expense Reparts | Travel Authorizations | Cash Advances | Emors

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.

Review an Expense Report is Complete
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Send an Expense Report Back for Revision

Expense Training Guide - Expense Coordinator

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 > Approve Transactions > Approve Transactions

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

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

the approver:

Search Pending Transactions

Change Sort Order

o selectan [ clesran

Transactions to Approve | ¢

Select Alert  Transaction Type Total Unit
O Expense Report 21.80 USD
Fiy Expense Report 137.20USD

O Expense Report 26.71USD
O & Expense Report 21.80USD
O Expense Report B6.74 USD
O Expense Repaort 18.08 UsD
[} iy Expense Report 160.26 USD
[m] & Expense Report 657.88 USD

¥ Select All L Clesr All
Comments

Return to Approwval List

Employee Expense History

Owarview I_E>Jar'se Reports I Travel Authorizations || Cash Advances | Ermors

Send Back

Name

Davidson, Colin

Davidson, Colin

Davidson,Colin

Diavidson, Colin

Davidson, Colin

Davidson, Colin

Davidson, Colin

Davidson, Colin

Send Back

Employee ID

oooo2

0ooo2

00002

oooo2

oooo2

0ooo2

00002

0ooo2

Refresh List Budget Check
Description Transaction ID
Training Class 0000532364
Annual Meeting 0000532365

Travel for VISION training 0000532372

Annual Mesting 0000532378
Training in Burlington 0000532378
Meeting with DCF 0000532300

Trip to Florida Conference 0000532323

Trip to Albany Conference 0000532385

Refresh List Budget Check

Date
Submitted
12M4/2018
12M4/2018
1213203
1211372012
12152018
01172019
01232019

017232019

Personalize | View Al | 12 L.:' First ‘4 1-80of8 Last

Status

Approvals in Process

Approvals in Process

Approvals in Process

Approvals in Process

Approvals in Process

Approvals in Process

Appravals in Process

Approvals in Process

Rale

Expense Coordinator

Expense Coordinator

Expense Coordinator

Expense Coordinator

Expense Coordinator

Expense Coordinator

Expense Coordinator

Expense Coordinator

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

Overview || Expense Reporis || Travel Authorizations h Advances | Emors
Search Pending Transactions
Change Sort Order
¥ Salect Al Clear Al Send Back Refresh List Budget Check
Transactions to Approve |7 Personslize | View All | E First ‘4 1-8of8 '* Last
Select Alert Transaction Type Total Unit MName Employee Il Description Transaction I E:Emitted Status Role
O Expense Report 21.80USD Davidson, Colin 00003 Training Class 0000532364 12142012 Approvals in Process Expense Coordinator
O fi Y Expense Report 13720 USD Davidson, Colin oooo2 Annusal Meeting DO00532365 1211472018  Approvals in Process Expense Coordinator
O Expense Report 28.71 USD Davidson, Colin 00003 Trawvel for WVISION training 0000532372 12132012 Approvals in Process Expense Coordinator
m} & Expense Report 2180USD  Davidson,Colin 0002 Annual Mesting 0000532378 12132018  Approvslsin Process  Expense Coordinator
O Expense Report 68.74 USD Davidson,Colin 00002 Training in Burlington 0000532375 12M&2018  Approvals in Process Expense Coordinator
O Expense Report 10.02 USD Davidson, Colin 00002 Meating with DCF 0000532300 01/11/2012  Approvsls in Procass. Exgpense Coordinator
m} A Expense Repart 168 28 USD Davidson, Colin 00003 I Trip to Florida Conference 0000532303 I 01/23/2018  Approvsls in Process Expense Coordinator
O & Evpense Report 657.82USD  Davidson,Colin 00002 Trip to Albany Conference 0000532395 (1/242018  Approvsls in Process  Expense Coordinator
¥ Salect Al Clear Al Send Back Refresh List Budget Check
Comments
Return to Approval List
Employee Expense History

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

Approve Expense Report - Expense Summary [ Evpense Detsils
Colin Davidsen Actions [-ChooseanfAcon ]| GO
Business Purpose Conference Report 0000532383 Approvals in Process
Description Trip o Florida Conference Created 01/23/2018  Colin Davidson
Reference LastUpdated 01/232010  Ava Grace
Authorization ID 0000005185
Accounting Date  01/23/2019 Accounting Template STAMDARD
Budget Status Valid Budget Options Budget Checking completed. Report is ready for ApprovalPosting
Totals 2 T View Analyfics 2 Notes 4 Attachments
Employee Expenses (5 Lines) 18028 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Appliad 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

2 v 3 —_f]
Submitted EX Module Supervisor Expense Coordinator [
Calin Davidson Ava Grace (Poaled) ayment
Action Rale Name DatelTime
Submitted Employ=e Caolin Davidsan 01/2372018 10:30-57AM
Approved EX Module Supervisor Ava Grace 01/2372019 10:32:42AM
Comments
Flease attach the missing lodging receipt on line 1. correct the duplicate mileage expense and update the exceeded dinner amount on line 5. 1\"";
Approve I Send Back I Seve Changes
Expense Line 2 i) Expense Detsils
Expense Line ltems Personalize | Find | & | B
Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve
onirzme OUT LODGING 100.00 USD rii ol o
& oinmzo1e OUT MILES - FULL Mileage from Home to Airport 13.83USD & b
@ on7zae OUT MILES - FULL Mileage from Airport to Home 12.83UsD r§u’+ &
01172018 OUT DINMNER Chariia's Diner 1200 USD cii i
@ onazme OUT DINNER Steakhouse 30.00UsD rii o
Return to Approwval List Mext in List Previous in List

3. Enter what revisions need to be made to the expense report into the Comments field. A
comment is required when sending an expense report back for revision

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

Save Confirmation
Help
Approve Expense Report
Submit Confirmation
Colin Davidson Report ID 0000522203
Totals 7
Employee Expenses (5 Lines) 1688.26 UsSD MNon-Reimbursable Expenses 000 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
5. Click OK
. .
The Approve Transactions - Expense Reports page displays:
Mew Window | 1
Overview || Expense Reports || Travel Authorizations || CashAdvances | Erors
Search Pending Transactions |2
E“j‘?cnange Sort Order (7
¥ coimct Al 11 Clear 2l Send Back Refresh List Budget Check
Transactions to Approve (2 Personsiize |View Al | (20| R Fist 4 170f7 F Last
Select Alert Total Amount Curr Budget Stafus ~ Name Employee ID Description Transaction ID 'gj:fmmm Stafus Role
O 21.80USD  Vald Davidson.Colin 00002 Training Class 0000532364  1214/2018  Approvals in Process  Expense Coordinstor
[m] Fin} 137.20USD  Valid Davidson.Colin 00002 Annusl Meeting 0000532385 121472012 Approvels in Process  Expense Coordinstor
| 2871USD  Vald Davidson.Colin 00002 Travelior VISIOM training 0000532372 12132018 Approvals in Process  Expense Coordinator
O A 21.80USD  Valid Davidson. Colin 00003 Annusl Mesting 0000532376 12132018 Approvals in Process  Expense Coordinator
O 88.74USD  Vald Davidson.Colin 00003 Training in Burlington 0000532378 12152015 Approvals in Frocess  Expense Coordinztor
O 10.08USD  Vald Davidson. Colin 00003 Meeting with DCF 0000532380  OWI12018  Approvals in Process  Expense Coordinstor
m] i) £57.88 USD Eﬁe?:’;gg Davidson, Colin oooo2 Tripto Albeny Confersnce 0000532385 OUZH2019  Approvsls in Process  Expense Coordinstor
@ Setect Al T Clear Al Send Back Refresh List Budget Check
Comments
Oveniew | Expanse Reports | Travel Authorizations | Cash Advances | Emors

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

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

Send an Expense Report Back for Revision is Complete
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Approve an Expense Report

Expense Training Guide - Expense Coordinator

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

WorkCenter navigation: Expense Coordinator WorkCenter > Approve Transactions > Approve Transactions

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

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

the approver:

Overview | Expense Reports |l Travel Authorizations || Cash Advances || Emors
Search Pending Transactions (7
[¥]Change Sort Order (2
¥ Select Al ] Clear Al Send Beck
Transactions to Approve
Salect Alert  Transaction Type Total Unit Name Employee ID
m} Espense Repart 21.80USD  Davidson,Colin 00003
O & Expense Report Davidson,Colin 00002
O Espense Repart Davidson, Calin 00003
m} M Expense Report 21.80USD  Davidson.Colin 00003
O Espense Report 86.74USD  Davidson Colin 00002
m} Expense Repart 18.08USD  Davidson.Colin 00003
] & Expense Report 857.82USD  Davidson,Colin 00002
¥ zelect all [ Clear Al EedPach
Comments
Return to Approval List
Emplayee Expense History

Refresh List

Description

Training Class

Annusl Meeting

Travel for VISION training

Annus| Mesting

Training in Burlington

Meeting with DCF

Trip to Albany Canference

Refresh List

Budget Check

Transaction ID

DO00522364

0000532365

0000522372

DO00532375

0000532378

0000532320

0000532305

Budget Check

Date
5

12¢

3
ubmittad

1472018
211472018
21122013
211272013

2/1572012

oMrz01e

01/23r2010

Parsonalize | View 28 | (2

Status

Appravals in Process

Approvals in Process

Appravals in Process

Appravals in Process

Appravals in Process

Appravals in Process

Appravals in Process

®
Role

Expense Coordinator
Expense Coordinator
Expense Coordinator
Expense Coordinator
Expense Coordinator
Expense Coordinator

Expense Coordinator

First ‘4

1-Tof 7 ‘b Last

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

approval:

Refresh List

Deseription

Training Class

Annual Mesting

Travel for VISION training

Annual Mesting

Training in Burlington

Meeting with DCF

Budget Check

Transaction ID

0000522354

0000532355

0000532372

0000522378

0000532378

0000522200

Date
Submitted

1214208
12142038
1213213
12132013
12152013

o209

Trip to Albany Canference

0000522205

tL'ES-QE 19

Overview || Expense Reports || Travel Authorizations || Cash Advances | Emors
Search Pending Transactions 2
. Change Sort Order (7
¥ seiect Al [ clear i Send Back
Transactions to Approve 9

Select Alert  Total Amount Curr  Budget Status  Name Employes ID
m] 21.80USD  Valid Davidson. Colin 00003
m} i) 137.20USD  Valid Davidson. Colin 00003
] B71USD  Valid Davidson. Colin 00003
m} A 21.80USD  Valid Davidson. Colin 00003
O e674USD  Valid Davidson. Colin 00003
m| 1008USD  Valid Davidson. Colin 00003
m] & BE7S2USD (oo uog Davidson.Colin oooo: I

¥ Select Al [ Clear Al Fziilz
Comments

Refresh List

Budget Cheak

Personalize | View all | 20| &

Status

Approvals in Process
Approvals in Process
Approvals in Process
Approvals in Process
Approvals in Frocess
Approvals in Process

Approvals in Process

First

Role

Expense Coordinator

Expense Coordinator

Expense Coordinator

Expense Coordinator

Expense Coordinator

Expense Coordinator

Expense Coordinator

Last

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

expense report you would like to review
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Expense Reports are approved or sent back to the employee for revision from the Approve Expense
Report - Expense Summary page:

Approve Expense Report - Expense Summary @ Expense Detsils
Colin Davidson Actions |--Choose an Action W S0
Business Purpose Conference Report 0000532385 Approvsls in Process
Description Trip to Albany Conference Created 01/23/20189  Colin Davidson
Reference LastUpdated 01/24/2018  Ava Grace
Authorization ID 0000005213
Accounting Date 01/22/2018 Accounting Template STANDARD
Budget Status Not Budget ChEd“ Budget Checking is required before the Expense Report can be Approved. Please click on the Budget Options hyperdink.
Totals = & View Analytics & Notes #a Attachments
Employee Expenses (3 Lines) 857.83 USD Non-Rei able Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 300.00 UsD Prepd XPENSes 0.00 UsD Supplier Credits 0.00 USD
Amount Due to Employee 357.88 USD Amount Due to Supplier 0.00 USD .
If you previously updated the
Approval History .
ChartFields, the Approve button
= aa=] .
=3 & is grayed out and the Budget
Submitied EXModule Supenvisor
Colin David: Aoz G S ’
i Cadaen e Status is ‘Not Budget Checked’.
Acion o Name Most transactions will have a
) - , T
e rioree D Valid’ status and are ready to
Approved EX Module Supenisor Ava Grace b d
e approved.
Comments
Approve Send Back Save Changes
Expense Line 7 5] Expense Detsils
Expense Line ltems Parsonslize | Find | (2 | =
Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve
& ovzuzoe OUT BREAKFAST Breakfast first day of conference 10.00 USD & &
rz2i2018 OUT BREAKFAST Breakfast second day of conference 6.25USD ;\3% ol
& ov212010 OUT DINNER Dinner first day of conferance 18.50 USD & M
& ovz2u2010 OUT DINNER Dinner sacond day of conference 18.50 USD EA )
/2312018 OUT DINNER Dinner third day of conference 18.50 USD & =4
07212018 OUT MILES - FULL Mileage from home to conference 136.25 USD A &
/2312018 OUT MILES - FULL Mileage from conference to home 135.25 USD & i
/2312018 OUT CONFITRAIN REGIST Trsining Conference Registration 300.00 USD & W 4
100112018 IN MILES - FULL Mileage 13,62 USD EA )
Return to Approval List Prewvious in List

Expense reports with a Budget Status of ‘Not Budget Checked’ need to be budget checked.

3. Click the Budget Options link If the Budget Status is ‘Not Budget Checked’ — otherwise skip to
step 6
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The Commitment Control page displays:

Commitment Control
Help

Commitment Control Details

Source Transaction Type Expense Shest
Budget Checking Header Status Mot Budget Checked
Commitment Control Amount Type Encumbrance
Commitment Control Tran ID 0025008120
Commitment Condrol Tran Date 0172372018

Crverride Transaction
Budget Check i

Go to Transaction Exceplions Go Tio Activity Log
O Cancel

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

Commitment Control

Help
Commitment Control Details

Source Transaction Type Expense Sheet
| Budget Checking Header Status Valid |

Commitment Control Amount Type Encumbrance
Commitment Control Tran ID 0025550646

Commitment Control Tran Date 11/07/2015
Override Trangaction

Budoet Char k ﬂ

Go to Transaction Exceplions

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

5. Click OK
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Expense Training Guide - Expense Coordinator

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

[ Expense Detsils

1l

Approve Expense Report - Expense Summary
Colin Davidson Actions |-.Choose an Action v GO
Business Purpose Conference Report 0000532385 Approvals in Process
Description  Trip to Albany Conference Created 01/23/2018  Colin Davidson
Reference Last Updated 01/242018  Ava Grace
Authorization ID 0000005212
Accounting Date o Z Accounting Template STANDARD
Budget Status Valid Budget Options Budget Checking completed. Report is ready for ApprovalPosting.
Totals = B View Analytics ) Notes #, Attachments
Employee Expenses {9 Lines) 857.88 USD 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
{applicable taxes will be withheld from your pay)
Approval History
aa=] S
; v : E F) ]
Submitted EX Medule Supervisor Expense Coordinator P
Calin Davidzen vz Grace (Poaled) ayment
Action Role Name DatelTime
Submitted Employee Caolin Davidson 01/23/2019 8:37:-11PM
Approved EX Module Supenvisor Ava Grace 0112472018 7-17:58AM
Comments
Send Back Save Changes
Expense Line
Expense Line ltems Personalize | Find | Y | B
Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve
G 0212019 OUT EREAKFAST Breakfast first day of conference 10.00USD & W
ovz2i2019 OUT BREAKFAST Breakiast second day of conference 6.25 USD &‘i vl
Q o1r21/2019 OUT DINNER Dinner first day of conferenca 12,50 USD oﬁ W
& ow212019 OUT DINNER Dinner second day of conferance 12.50 USD ¥l
07232018 OUT DINNER Dinner third day of conference 12.50 USD &’;& el
021209 OUT MILES - FULL Mileage from home to conference 136.25 USD &% &l
/232018 OUT MILES - FULL Mileage from conference to home 136.25 USD &‘i ol
01/23/2019 OUT CONFITRAIN REGIST Training Conference Registration 300.00 USD & W W
10/01/2018 INMILES - FULL Mileage 12.82 USD ¥l
Return to Approval List Previous in List

i) Expense Detsils

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

Save Confirmation
H
Approve Expense Report
Submit Confirmation
Colin Davidson Report ID 0000532285
Totals (¢
Employes Expenses {9 Lines) 657.88 USD Mon-Reimbursable Expenses 0,00 UsSD Employee Credits 0.00 UsD
Cash Advances Applied 300.00 UsD Prepaid Expenses 0,00 UsSD Supplier Credits 0.00 UsD
Amount Due to Employee 357.88 USD Amount Due to Supplier 0.00 USD
“ This report will be approved.
Gancel
7. Click OK
. .
The Approve Transactions - Expense Reports page displays.
T
Overview | Expense Reports || Travel Authorizations || Cash Advances | Emors
Search Pending Transactions | ?
[F]Change Sort Order (2
® saectan [ Claara Send Back Refresh List Budgat Cneck
Transactions to Approve (7 Personalize | View Al | &Y | L.:‘ First ‘&' 1-80f6 '} Last
Selact Alert  Total Amount Curr Budget Status  Name EmployeaID Description Transaction ID ﬁ;ﬂmm Status Role
O 2180USD  Valid Diavidson, Colin 00003 Training Clsss 0000532384 121142013 Approvsls in Procsss  Expense Coordinstor
O Fi 13720050 Valid Diavidson, Colin 00003 Annusl Mesting 0000532385 12142013 Approvals in Procsss  Expense Coordinstor
O 2871USD  Valid Davidson, Golin 00003 Travel for VISION fraining 0000532372 121132013 Approvals in Process  Expense Coordinator
m} r-3 21.80USD  Valid Davidson, Golin 00003 Annusl Mesting 0000532376 Approvals in Process  Expense Coordinstor
O B874USD  Valid Davidson, Golin 00003 Trining in Burlington 0000532378 Approvals in Process  Expense Coordinstor
O 16.02USD  Valid Davidson, Calin 00003 Mesting with DCF 0000532360  01/11/2018  Approvals in Process  Expense Coordinator
¥ Seiect a1l [ Clear Al Send Back Refresh List Budgat Cneck
Comments

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

The employee will receive an email notification letting them know the expense report has been
approved.

Approve an Expense Report is Complete
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Send Back an Approved Expense Report

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.

Note: You can send expense reports back only if they have a status of Approved for Payment.
Expense reports with a status of Staged or Paid cannot be sent back.

Contact the VISION Helpdesk if you need to have an approved expense report sent back to an
employee.
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View Expense Report

Expense Training Guide - Expense Coordinator

WorkCenter navigation: Expense Coordinator WorkCenter > Expense Report > View Expense Reports

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

The Expense Report search page displays:

Expense Report

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

Find an Existing Value

Search Criteria

Report D[ begins with /|
Report Description[ begins with /|
N [Begrs win ]
cmot D[bsoms win v a
Report Status|= v | v
Creation Date [=1]
[]case Sensitive
Limit the number of results to (up to 300): 300

Clear Basic Search E:'.I"E] Save Search Criteria

1. Enter Search Criteria

2. Click Search

Search results display:

Search Results

300 of 520158 results are displayed.

Wiew All First ‘4)  1-100cf 200 Last

Report I Report Description Name Empl ID) Report Status Creation Date

CNWD336058 (blank) Robinson,Gianna 26677 Paid 05/04/2013
CNWVO2IE05T (plank) Beiz Emanuel 05216 Paid De/04/2013

ICNW3BEDEB (blank) Betz, Emanuel 05216 Paid 05/04/2013 I
CNVU336055 (blank) Betz Ermanuel 05216 Pad Uo04r2013
CNW0336054 (blank) Congdon, Terrance William 21961 Paid 05/04/2013
CMNW0336053 (blank) Congdon, Terrance William 21961 Paid 05/04/2013
CNWVD336052 (blank) Congdon, Terrance William 219561 Paid D5/04/2013
CNW0336051 (blank) Congdon, Terrance William 21961 Paid 05/04/2013
CNWVD336050 (blank) Congdon, Terrance William 219561 Paid D5/04/2013
CNW0336049 (blank) Wilson, Michelle W 21934 Paid 05/04/2013
CNWVO336048 (blank) Carusona Alicia Z 21404 Paid 05/04/2013
CNWVO336047 (blank) Mamgan,Kelly J 0850% Paid 05/04/2013

3. Select the Expense Report you would like to view by clicking on the link
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The View Expense Report page displays:

View Expense Report FJ Expense Details
Emanuel Betz Actions v}l o
Business Purpose Report CNVD336057 Paid
Description Created 05/04/2013
Reference Last Updated
Post State Posted
Totals (2 & View Printable Version View Analytics
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 0.00 USD Total Taxable Expenses 0.00 USD
(applicable taxes will be withheld from your pay)
v 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 this form represents the actual expenses to which this employee is legally
entitled.
(@ Returnto Search | |15 Previousin List | |45 Nextin List [=] Notify

1. Click on the Notes link to view notes

The Expense Notes window opens:

Expense Motes

Help

Add Motes
Notes Personalize | Find | (2| & First ‘4’ 10of1 ‘&' Last
Notes Name Role Action Date/Time
Emanuel Betz
OK Cancel

All information in the expense report is greyed out and cannot be changed.

View Expense Report is Complete
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Cash Advances

Review a Cash Advance
The Basics:
Please refer to Bulletin 3.4 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 an approved Travel Authorization in VISION?
2. lIsthe Cash Advance amount for at least $2007?
3. Isthe amount of the Cash Advance less than or equal to the Travel Authorization amount?
4. Does the Cash Advance include an overnight stay?
5. Isthe 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 > Approve Transactions > Approve Transactions
Navigator Menu navigation: Travel and Expenses > Approve Transactions > Approve Transactions

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

Overview || Expense Reporis || Travel Authorizations I Cash Advances I Emors

Search Pending Transactions | 3

Change Sort Order '3

¥ Salect Al 1T Clear A1 Send Back Reefresh List Budget Check
Transactions to Approve (7 Personalize | Wiew All | 5 | B Fimt ! 1808 * Last
Salect Mt Trameachion Type Total Unit Hamg Employes ID  Description Transzciion ID E:;mlmau Status Rols
O Cach Advance 200.00USD Davidson, Colin 00002 Description 0000000835 12113(2018  Submitted for Approval  Expense Coordinator
O Cash Advance 500.00USD Davidson, Colin 00003 Description 0000000835 12/14/2018  Submitted for Approval  Expense Coordinator
O Expenze Report 21.80USD Davidson_ Colin 00003 Training Class 000532384 12/14/2018  Approwals in Procass Expenze Coordinator
O M )| Expenss Report 137.20USD  Davidson,Colin 00003 Annual Mesting AI t . d . |
O Expen%‘ Roort 26.71UsD Davidson,Colin 00003 Travel for VISION training 00005322 e r l CO. n S I S p a y O n
O & Expense Report 21.30UsD Davidson, Colin [ —— 132371 tra nsaCtlonS that have

¥ Salect Al Clear Al Send Back Refresh List Budget Check exceptions on One Or
Comments more of its lines.

Return to Approval List

Employse Expense History

1. Click on the Cash Advances tab to see all cash advances that are available to you for review
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The Approve Transactions - Cash Advances page displays all the cash advances pending your approval:
Owerview || Expense Reports || Trawel Authorizafions || Cash Advances || Emors
Search Pending Transactions
_:::‘EChange Sort Order
 Seiect All [ Clear A8 Send Back Refech| 6t
Transactions to Approve Personalize | Wiew All | £ | B First ‘4 1-20f2 '* Last
Select Tofal Curr Hame Employee i Description Traneaciion 1D Date Submitted Status Role
O 200.00 USD Davidson, Colin D003 Description DDOOMD0EIS 121362018 Submitted for Approval  Expense Coordinator
O 500.00 USD Diavidson, Colin 00003 Description DO DOD0E 36 2142018 Submitted for Approval  Expense Coordinator
# Satect All L1 Clear A e e Lai= U
Comments
Select the Description or Transaction ID link to drill down into the transaction details for the cash

advance you would like to review.

The Approve Cash Advance page displays the cash advance information for review.

Approve Cash Advance

Submitted for Approval

Caolin Davidson

Business Purpose Training

*Accounting Date 12/14/2018
Accounting Template STAMDARD

Cash Advance 7

Date From 12132018 Date To 12212013

&) View Printable Version

Report  ODDDDDOEZE
Travel Auth # 000005203

Post State Mot Applied
Created 121142018

Last Updated 12142018
e
T User Defaults

Cofin Davidson

Calin Davidsan

“amount Curmency

*S0urce Dascription
Cash Advance - AP Taining Trip 500,00 U0
Totals
Advance Amount 500.00 USD

A7 Attachments (1)

Approval History

=

o

Submittad
Colin Davidean

Comments

Hame

Cavidson, Cofin

Expancs Coordinalor
{Pacled)
Action DeabaiTimea

Submitted 1211472018 4:

__r?.

Payment

47T:22PM

Approve

Send Back

Retumn to Approwal List

Previous in List

February 2020
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e 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.

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

e 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.

e The Comments text box is used for approval comments and are required when sending a
transaction back for revision.

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

2. Click the Notes link

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

Expense Motes for Cash Advance

Add Motes
MNotes Personalize | Find | - | &5 First ‘4 1of1 '} Last
Motes Mams Rola Action DatarTime
Conference Registration Colin Davidson Emgloyee 12142018 4:48:12PM
3. Click OK
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The Approve Cash Advance page displays.
Approve Cash Advance
Ciolin Davidson
Business Purpose Training Report QDDDOD0E3E  Submitted for Approwal
Date From 12182016 Date To 12212013 Travel Auth # MO00005203 Q
*Accounting Date (127142018 Post State Mot Applisd
Accounting Template STANDARD Created 121142018  Golin Davidson
Last Updated 1214/2018  Calin Davidson
5
T User Defaulis
Cash Advance 7 & View Printable Version G2 Motes I & Attachments (1) I
*Zource Description “Amount Curmency
Cash Advance - AP Taining Trip 500.00W5D
Totals
Advance Amount 500,00 USD
Approval History
= S =
= : il __?
‘Submitted Expenss Coardinaior Pavrment
Coln Davidsan {Pacled) =¥
Role Hame Action DeataiTimsa
Employes Diavidson, Colin Submitted 12142018 4:47-22PM
Comments
¢
Approve Send Back
Return to Approval List Prewvious in List
4. Click the Attachments link
The Cash Advance Attachments page displays:
Cash Advance Attachments
Hslp
Advance ID 0000000236
Details Personalize | Find | View All | | Eﬁ' First ‘4 1egf1 '® Last
Flle Name Description Waar Hams DateTime Stamp
Test_Attachment.doc: Training Materials COAMIDSO Colin Davidsan 12M4/2018 4:4T:21PM
Adding large attachments can take some time to upload, therefore, it is advisable to save the

transaction before adding large attachments.

I Ok I Cancal

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

an attachment. Approvers can add an attachment BEFORE they have approved it.

5. Click the File Name link to view the attachment
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Attachment/receipt sample document used for training.

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

Approve Cash Advance
Colin Davidson

Business Purpose Training ‘ REEort ODDDOODEZE  Submitted for Approval ‘
[Date From 121192012 DateTo 12212012 | Travel Auth # 0000005203 A

*Accounting Diate 127142018

Post State Mot Applied

Accounting Template STANDARD Created 12142012  Colin Davidson

Last Updated 12414/2018  Colin Davidson

&
T4 User Defaults

Cash Advance 7 £S5 Viaw Printable Version (Z) Motes & Attachmants {1}
“Source Description “Amount Curmency
Cash Advance - AP Taining Trip 500.00USD
Totals
Advance Amount 50000 USD

Approval History

=l i =
vio = =9
Submitbed Experse Coardiralor p: '
Coln Davidsan {Paoled) aymen
Rola Name Action DabarTime
Employes Davidson, Colin Submitted 121142018 4:47:22FM
Comments
¢
Approve Send Back
Return to Approval List Prewious in List

7. Review the cash advance for compliance with Bulletin 3.4:

e 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

e A travel authorization is linked to the cash advance

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

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

Owverview || Expense Reports || Trawel Authorizations I Cash Advances I Ermors
Search Pending Transactions | 3
Change Sort Order |3
¥ Saiect Al L] Clear A1 Send Back Refrash List Budget Check
Transactions to Approve | Personalize | View All | | B First ‘4 1G0f6 &' Last
Salect Alert  Transaction Type Total Unit Hame Employes D Description Traneaction ID E?mlmau status Role
O Cash Advance 200.00 USD Davidson,Colin 00003 Diescription 0000000835 12113/2018  Submitted for Approval  Expense Coordinator
O Cach Advance 500.00 USD Davidson, Colin 00003 Description DOOOOD0E36 12/114/2018  Submitted for Approval  Expense Coordinator
O Expense Report 21.20UED Davidson,Colin 00003 Training Class 0000532364 12/114/2018  Approvals in Process Expenzs Coordinator
O Fi ) Expense Report 137.20USD Davidson, Colin 00003 Annual Meeting 0000532365 12/114/2018  Approvals in Process Expenzs Coordinator
O Expense Report 28.71USD Davidson,Colin 00003 Travel for VISION fraining 0000532372 12113/2018  Approvals in Process Expenzs Coordinator
O Fi ) Expense Report 21.20USD Davidson, Colin 00003 Annual Meeting 0000532376 12113/2018  Approvals in Process Expenzs Coordinator
¥ Saiect Al L] Clear A1 Send Back Refrash List Budget Check
Comments
Return to Approval List
Employse Expense History

1. 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:

Owerview || Expense Reports || Travel Authorizaftions Cash Advances Erars
Search Pending Transactions

{ ¥ |Change Sort Order ]

¥ Salsct All Clear Al Send Back Refresh List
Transactions to Approve Personalize | Wiew All | | h:‘ First ‘4 120f2 '® Last
selact Total Cum Hame Employes ID  Description Traneaction ID Date Submitied  Stafus Role
O 200.00 USD Davidson,Colin D003 IDEscrip‘ﬁun DO00I00835 I 12132018 Submitted for Approval  Expense Coordinator
O 500.00 USD Davidson, Colin 00003 Description 000000838 12142018 Submitted for Approwal  Expense Coordinator
Send Back Refresh List

# Selact All Clear A1l

Comments

‘Owervizw | Expense Reports | Travel Authorizations | Cash Advances | Errors

2. 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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Approve Cash Advance

Caolin Davidson

Business Purpose Training
Date From 121202018 DateTo 121132013 Travel Auth # 000005129 Q
*Accounting Date 12/14/2018 Post State Mot Applied
Accounting Template |STANDARD Created 12/13/2012  Colin Davidson
Last Updated 121132018  Colin Davidson
5
24 User Defaults
Cash Advance ¢ & View Printable Version 02 Motes &, Attachments
* S0Urce Description “amount Currency
Cash Advancs - AP cash for gas and hotel 200,000
Totals
Advance Amount 200.00 USD
Approval History
Zh s —
= :. -i] __j.
Submitted Experss Coardinalor P. '
Coln Davidsan {Panled) aymen
Role Name Action DataiTime
Employee Drawidson, Cofin Submitt=d 121132018 2:13:10PM
Comments
T

Report QODODDDS35  Submitted for Approval

Please update amount and include attachment|

Approve | Send Back |

Return to Approval List Mext in List

3. 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

4. Click Send Back

The Travel & Expenses - Cash Advance Report - Submit Confirmation page displays the advance totals

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

Help

Sawve Confirmation

Travel & Expenses - Cash Advance Report
Submit Confirmation
Colin Davidson

Totals
Advance Amount

‘/ This report will b= s=nt back for revision.

Cancal

200.00 USD

Advance I 0000000835
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5. Click OK
The Approve Transactions - Cash Advances page displays.

Owerview | Expense Reports || Travel Authorizafions Cash Advances Emors
Search Pending Transactions | §

{ FiChange Sort Order |

¥ Szt Al Clear &1 Send Back Refresh List
Transactions to Approve Personalize | View Al | B2 | I;‘ First ‘4 10f1 '} Last
select Total Curr Hamsa Employss D Description Traneaction ID Dafe Submitied  Status Raole
O 500.00 USD Davidson, Colin e Description OOOOO00EIE 1211412012 Submitted for Approval  Expense Coordinator
¥ Szt Al Clear &1 Send Back Refresh List
Comments

Owerview | Expensz Reports | 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 sent
back for revision.

Send a Cash Advance Back for Revision is Complete
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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 > Approve Transactions > Approve Transactions
Navigator Menu navigation: Travel and Expenses > Approve Transactions > Approve Transactions

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

Overview || Expense Reports || Travel Authorizations I Gash Advances I Errors
Search Pending Transactions
Change Sort Order
¥ Satect Al 1 Clear a0 Send Back Refrash List Budget Check
Transactions to Approve Parsonalize | Wiew All | £ | B First ‘4 1B0f6 * Last
Salect At Transaction Type Totsl Unit Hamg Employes 1D Description Transacéion ID %g’mlmau statun Rola
O Cash Advance 200.00USD Davidson,Colin 00002 Description DOO00D0E 35 12113/2018  Submitted for Approval  Expense Coordinator
O (Cach Advance 500.00 USD Davidson,Colin 00003 Description DO000D0835 12114/2018  Submitted for Approval  Expense Coordinator
O Expense Repoat 21.20 UED Davidson, Colin 00002 Training Class 0000532384 12114/2018  Approvals in Process Expense Coordinator
O & Expense Repoat 137.20USD Davidson, Colin 00002 Annual Meefing 0000532385 1214/2018  Approvals in Process Expense Coordinator
O Expense Report 28.71UsSD Davidson, Colin 00003 Travel for VISION training 0000532372 12113/2018  Approvals in Process Expense Ct
O & Expense Report 21.20 UED Davidson,Colin 00002 Annual Mesting D0D0EIZITE 12132018 pprovals in Process Expense Coord
W St all Clear A Send Back Refresh List Budget Check
Comments
Retum to Approval List
Employee Expense History

1. 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:

Ovensiew Expense Reports Travel Authorizafions Cash Advancas Emors
Search Pending Transactions

Change Sort Order

# saieotll [ Clear a1 S L=
Transactions to Approve Personalize | Wiew All | 5 | LJ_-‘ Firsi ‘4 10f1 '} Last
Salact Total Curr Hama EmployesiD  Description Tramazction ID Date Submitted Sfatus Role
O 500.00 USD Davidson, Colin 003 I Diescription [t rielil I 121142018 Submitted for Approval  Expense Coordinator
Send Back Refresh List

o Salect All Clear Al

Comments

‘CDwerview | Expense Reports | Travel Authorizations | Cash Advances | Errors

2. 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 (QDDODDOEZE  Submitted for Approval
Date From 12182018 Date To 12/21/2013 Travel Auth # DOO005203 Q
*Accounting Date |12/14/2018 Post State Mot Applied
Accounting Template STANDARD Created 121142018 Colin Davidson
Last Updated 12114/2018  Colin Davidson
L4
T User Defaults
Cash Advance 7 & View Frintable Version =) Motes 4 Attachments (1)
= S0urce Description “Amount Curmency
Cash Advance - AP Taining Trip 500,00 U0
Totals
Advance Amount 500.00 USD
Approval History
Sl e =
s . -i] _‘j.
Submitbad Expariss Coardinalor P: "
Colin Davidsan (Pacled) e
Role Hame Action DrafarTims
Employes Dravidson, Cofin Subrithed 121142018 4:4T-22PM
Comments
2%
I Approve l Send Back

3. Click Approve
The Travel & Expense - Cash Advance Report - Submit Confirmation page displays the advance totals
Help

and the message - 'This report will be approved’

Save Confirmation

Travel & Expenses - Cash Advance Report

Submit Confirmation
Colin Davidson

Advance ID 0000000838

Totals
Advance Amount 500.00 LSO

“ This report will b= approved.

Canel
4. Click OK
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The Approve Transactions - Cash Advances page displays:

Owerview | Expense Reports || Travel Authorizafions Cash Advances Emors
Search Pending Transactions | j

{ FiChange Sort Order ||

# satect All [ Clear a1 Send Back Refresh List
Transactions to Approve Personaliza | View Al | 2 | I;‘ First ‘4 10f1 ‘& Last
Zalect Total Curr Hamse Empiloyes ID Lo's Submitted Status Rols
O 0.000
# Select All LI Clear A Send Back Refresh List
Comments

Owerview | Expense Reports | Travel Authorizations | 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.

Approve a Cash Advance is Complete
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Send Back an Approved Cash Advance

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.

Contact the VISION Helpdesk if you need to have an approved cash advance sent back.
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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 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 an Expense Coordinator you have access to edit.
WorkCenter navigation: Expense Coordinator WorkCenter > Cash Advance > Delete Cash Advance
Navigator Menu navigation: Employee Self-Service > Travel and Expenses > Cash Advance > Delete

The Delete Cash Advance page displays:

Delete Cash Advance
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[ begins with ¥ |[D000S Q
Mame| begins with ¥

Case Sensitive
Limit the number of results to (up to 300): 200

|
Search I Clear | Bagic Search & Save Search Criteria
|

1. 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
00005

2. Click Search
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The Travel & Expenses - Cash Advance Report page opens

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

Cash Advance Information

Select Advance |D Description Creation Date Amount Currency
0000000339 0110772019 230.00 USD
I Delete Selected Advance(s) I

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

The Delete Confirmation page will open indicating that the selected transaction(s) have been deleted:

Travel & Expenses - Cash Advance Report

Delete Confirmation
Colin Davidson

“ The zelected transaction{z) have been deleted

5. Click OK

Delete a Cash Advance is Complete
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Travel Authorizations

Print Travel Authorization

WorkCenter navigation: Expense Coordinator WorkCenter > Travel Authorization > View Travel
Authorizations

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

The Travel Authorization search page displays:

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 W |begins with

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

Advanced Search

1. Click Search

Search Results

View All First ‘&' 1-1scf1s &' Last
Authorization 1D Description Name EmplID Status Creation Date

. g R ; ; ; : |
0000005220  VISION Training Davidson,Colin 00003 Approved 017292019

[ OOoTeaTE - VISToN TTamng I BoTgoT Davioson, Lo Uo00s. Approves oeoeog |

0000005218  Trip to Albany Conference Davidson,Colin 00003 Approved 017232019
0000005216  2-day training in Burington Davidson,Colin 00003 Approved 01/23/2019

2. Select the Travel Authorization that you want to print
The Travel Authorization displays:

Travel Authorization

8 Travel Authorization Details

Actions |.._Choose an Action ~ GO

Authorization ID 0000005220 Approved

Colin Davidson

Business Purpose Training Destination Location BURLINGTON VT
Description VISION Training Date From 01/29/2013 Date To 01/20/2019 Created 01/2922019  Colin Davidson

Totals (7 & View Printable Version O Notes

Projected Expenses (2 Lines) 5451 USD Denied Expenses 0.00 UsD

Last Updated 01/29/2019  Ava Grace

Total Authorized Amount 54.51 USD

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

bt Twel uthorizafian Submitted On  01/29/2019 Submitted By Colin Davidson

Approval History

EX Module Supervisar

Submitted
Colin Davidson Ava Grace
Action Role Name Date/Time
Submitted Employee Colin Davidson 0172972019 9:41:28AM
Approved EX Module Supervisor Ava Grace 01/29/2019 9:44:13AM
3" Return to Search | 1] Previous inList | [+] Nextin List ||[] Notity

3. Click on the View Printable Version link
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A printable version of the Travel Authorization opens:

- VERMONT

Travel Authorization

Report Date 01/30/2012

Colin Davidson Report Time 2:23:33PM
Authorization ID 0000005220 Employee ID 00003
Description VISION Training Status Approved
Business Purpose Training
Date From 01/29201% To 01/29/201%
Comment
Date Expense Type Merchant Amount Location
01/29/2019 IN MILES - FULL 42.51 UsSD BURLINGTON VT
01/29/201% IN DINNER 12.00 USD BURLINGTON VT
Total Travel Authorization Amt 5451 USD
Non-Reimbursable Expenses 0.00 UsSD
Total Travel Authorization 54.51 USD

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

Colin Davidson 01/29/2012
Employee Signature Date
This authorization to fravel is hereby approved.

Ava Grace 01£29/2019
Approved By Date

4. Use your browser's print feature to print the report

Print a Travel Authorization is Complete
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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 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 > Travel Authorization > Delete Travel
Authorizations

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

The Delete Travel Authorization search page displays:

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 a |
Mame | begins with S

[ caze Sensitive

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

Clear | Basic Search |9 Save Search Criteria

1. Empl ID - 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.

2. Click Search
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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
Colin Davidson

Travel Authorizations
Select Description Authorization D Date From  Date To Amount Currency
Trip To Florida Conference 0000004758 11172018 11272018 100.00 USD
|:| Training Conference 0000004731 111472018 11116/2018 58750 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.

3. Click the Select checkbox to select the travel authorization you want to delete. You can delete
multiple travel authorizations by selecting multiple checkboxes

Travel and Expense
Delete a Travel Authorization

Colin Davidson

Travel Authorizations

Select Description Authorization 1D Date From  Date To Amount Currency
E' Trip To Florida Conference 0000004758 17208 11272013 100.00 USD
O Training Conference 0000004751 142018 11162015 537.50USD
| Delete Selected Authorization(s) |

4. Click Delete Selected Authorization(s)

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

Travel and Expense

Delete Confirmation
Colin Davidson

“ The selected transaction(s) have been deleted.

5. Click OK
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The Travel and Expense - Delete a Travel Authorization page displays:

Travel and Expense
Delete a Travel Authorization
Caolin Davidson

Travel Authorizations

Select Description Authorization |D Date From  Date To Amaount

i Training Conference 0000004731 11142018 1116/2018

Currency

287.50 USD

Delete Selected Authorization(s)

The deleted travel authorization no longer displays and will not be available to view, modify, or print.

Delete a Travel Authorization is Complete
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Cancel an Approved Travel Authorization

The Basics: Expense Coordinators should only cancel a travel authorization 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 > Travel Authorization > Cancel Travel
Authorizations

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

The Cancel Travel Authorization search page displays:

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 s /00003 &'}
MName |begins with

[l case Sensitive
Limit the number of results to (up to 300). 300

1]
Clear Basic Search = Save Search Criteria

1. Empl ID - 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

2. Click Search
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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 |0 Date From  Date To Amount Currency
I:E Trip To Florida Conference 00000047355 TIMFR2ME 1172772018 100.00 USD
[l Training Out of Country 0000004750 11M2122018 11M6/2018 1,200.00 UsSD

Cancel Selected Travel Authorization(s)

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

3. Click the Select checkbox to select the travel authorization you want to cancel

Travel and Expense

Cancel Approved Travel Authorization
Colin Davidson

Travel Authorization Information

Select  Description Authorization ID  Date From  Date To Amount Currency
EE Trip To Florida Conference 0000004755 117208 1172772015 100.00 USD
O Training Out of Country 0000004750 111212208 11162018 1,300.00 USD
| Cancel Selected Travel Authorization(s) |

4. Click Cancel Selected Authorization(s)

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

& The selected transaction(s) have been cancelled.

=]

5. Click OK
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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 1D Date From  Date To Amount Currency

[F Training Out of Country 0000004750 11121218 1116/2018 1,300.00 UsD

Cancel Selected Travel Authorization(s)

The cancelled travel authorization no longer displays and should now be in a ‘Closed’ status.

Cancel an Approved Travel Authorization is Complete
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View a Travel Authorization Not Applied to an Expense Report

WorkCenter navigation: Expense Coordinator WorkCenter > Unapplied Travel Authorization

A list appears displaying all the Unapplied Travel Authorizations s the Expense Coordinator is an
authorized approver for:

Unapplied Travel Authorization
Select All Deselect Al Y Refine Filter Criteria
Approved Travel Authorization Personalize | Find | View Al | I | LT# First ‘&' 1-40f4 ‘&' Last
General Details | [FD
Bhlﬁmess Empl ID Elﬂnlg\ayee E:l;ﬂgyee Description Authorization |ID Date From Date To [ADgﬂ”;E) L%ll?)‘uﬂl Currency
108100 00003  Colin Davidson Active VISION Training 0000005220 01/29/2019 01/29/2019 1 5451 USD
2 08100 00003 Colin Davidson Active Health conference in DC 0000005204 01/21/2019 01/23/2019 7 330.00 USD
308100 00003 Colin Davidson Active Trip to Florida Conference 0000005195 01/17/2019 01/19/2019 1 100.00 USD
4 08100 00003 Colin Davidson Active Trip to Florida Conference 0000005203 1211972018 122112018 40 550.00 USD
Select All Deselect All
Actions *||_Go
1. Click on any Authorization ID to view the Travel Authorization:
Travel Authorization Inquiry
Helf
Travel Authorization E&] Travel Authorization Details
Colin Davidson Actions | ...Choose an Action v GO
Business Purpose Conference Destination Location FLORIDA Authorization ID 0000005203 Approved
Description Trip to Florida Conference Date From 12/18/2013 Date To 12/21/20158 Created 12/14/2018  Colin Davidson

Last Updated 12/14/2018  Ava Grace

Totals (7 & View Printable Version O Notes

Projected Expenses (1 Line) 550.00 USD Denied Expenses 0.00 UsD

Total Authorized Amount  550.00 USD

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

Submitted On  12/14/2018 Submitted By Colin Davidson

Approval History

Y i
n
Vi U
Submitted EX Medule Supervisor

Calin Davidsan Ava Grace
Action Role Name Date/Time
Submitted Employee Colin Davidson 12/14/2018 3:28:00PM
Approved EX Module Supervisor Ava Grace 12/14/2018 3:50:01PM

[@ Return to Search | |[Z] Notify

View a Travel Authorization Not Applied to an Expense Report is Complete
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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 > Manage Accounting > Expense Rpt Budget
Exceptions

Navigator Menu navigation: Travel and Expenses > Manage Accounting > Expense Rpt Budget Exceptions
The Expense Report Exceptions search page displays:

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 3
I Report ID| begins with v[ 0000532371 Q I
Process Instancel = VJ
Process Status[= v] | v|

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

I Search I Clear Basic Search & Save Search Criteria
1. Report ID - Enter the ID for the expense report in budget check error.
2. Click Search

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

Report ID 0000532371 b5

u . 7R B
Exception Type Override Transaction i ] .
Maximum Rows 100 More Budgets Exist
Search Advanced Budget Criteria
Budgets with Exceptions Personalize | Find | View Al | £ | &5 First 4 1-20f2 '} Last

[
(=D

Budget Override Budget Chartfields

Details Business Unit  Ledger Group Exception More Detail %’f&:gf Transfer

1 -8 08100 APPROP No Budget Exists More Detail GoTo.. 5
2 R 08100 ORG No Budget Exists More Detail GoTo.. 5
ol Save 5P Return to Search =] Notify

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

There was no budget journal entered for the Business Unit, Account, Fund and Dept combination used
on the expense report or the accounting details are missing a required field. The latter scenario should
rarely occur since combination edits requires a Fund and Dept on all expense transactions.

3. Click on 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 00005323715
f a B
*Line Status 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 All | (2| [ First ‘4" 10f1 ‘b Last
Line Values Line Chartfields Line Amount B
.
Line Distribution Line Budget Date GL Business Unit
11 01/29/2019 08100
5lsave ||[ah Return to Search =] Notify
4. Click the Line ChartFields tab
Expense Sheet Exceptions Line Exceptions
Report ID 00005323715
*Line Status | Error M Override Transaction 0 @ 5
Maximum Rows 100 More Lines Exist
Line From Q Line Thru Q
Search
Transaction Lines with Budget Exceptions Personalize | Find | View All | (2| B First ‘4" 10f1 '} Last
Line Values Line Chartfields Line Amount | [F=5H
Line Distribution Line Account Fund Dept Program Class Project
&R 11 518000 20105 1110003000 59290 20017 ZMVT  000-
'5lsave ||[Gh Return to Search =] Notify

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.

Review Expense Reports with Budget Check Exceptions is Complete
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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 > Manage Accounting > Travel Auth Budget
Exceptions

Navigator Menu navigation: Travel and Expenses > Manage Accounting > Travel Auth Budget Exceptions
The Travel Auth Exceptions search page displays:

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"trJeig'lns w{t}]iﬂ

Com = N/ 31
Travel Authorization ID[begins with ] (0000005221| x|@Q I

Process Instance|= v

Process Status|= v | V]

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

Clear Basic Search 2" Save Search Criteria

1. Travel Authorization ID - Enter the ID for the travel authorization in budget check error
2. Click Search

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

Travel Authorize Exceptions § Line Exceptions

Travel Authorization ID 0000005221 7]

* i . |l B
Exception Type Override Transaction i ol n
Maximum Rows 100 More Budgets Exist

Search Advanced Budget Criteria

Budgets with Exceptions Personalize | Find | View Al | £V | L First ‘4" 1-20f2 '} Last
Budget Override Budget Chartfields ]

Override

Details Business Unit Ledger G Excepti More Detail
etails usiness Uni edger Group xception ore Detail Budget

Transfer

1 ‘;L 08100 APPROP No Budget Exists More Detail GoTo..H
2 &R 08100 ORG No Budget Exists More Detail Go To ... 5
il Save o Return to Search =] Notify

Travel Authorize Exceptions | Line Exceptions

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

There was no budget journal entered for the Business Unit, Account, Fund and Dept combination used
on the travel authorization or the accounting details are missing a required field. The latter scenario
should rarely occur since combination edits requires a Fund and Dept on all expense transactions.

3. Click on the Line Exceptions tab
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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 5|
*Line Status Override Transaction 6 @ H
Maximum Rows 100 More Lines Exist
Line From Q Line Thru Q
Search
Transaction Lines with Budget Exceptions Personalize | Find | View Al | ) | [ First ‘4 10of1 '» Last
Line Values Line Chartfields Line Amount =0
Line Distribution Line Budget Date GL Business Unit
Q 11 01/29/2019 08100
Slsave | |[2h Returnto Search =] Notify
4. Click on the Line ChartFields tab
Travel Authorize Exceptions Line Exceptions
Travel Authorization ID 0000005221 5
*Line Status | Error hd Override Transaction )R =R
Maximum Rows 100 More Lines Exist
Line From Q Line Thru Q
Search
Transaction Lines with Budget Exceptions Personalize | Find | View All | ’@I L.«-‘ First ‘& 10f1 '} Last
Line Values Line Chartfields Amount __IE==H
Line Distribution Line Account Fund Dept Program Class Project

‘5{ 11 518000 20105 1110003000 59290 20017 ZMVT  000-

n/Save | |of Return to Search =] Notify

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.

Review Travel Authorizations with Budget Check Exceptions is Complete
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VISION Expense Access Request Form

See the VISION expense Access Request Form Guide for instructions on how submit and track the form.
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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
Expense Reporting Manual for a complete list of Travel and Expense queries and reports and
instructions for running the queries/reports.

VT_MER_TAUTH_NOT_APPROVED

¢ |dentifies 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.

e The query can be run from Query Viewer or from the Reports/Queries tab of EX WorkCenter.
VT_MER_TA_OPEN_ENC

e Identifies all travel authorizations for business unit with open encumbrances and includes
ChartField information.

e The query can be run from Query Viewer only. The query does not exist on the Reports/Queries
tab of EX WorkCenter.

VT_EX_SUPERV_APPROVED_STATUS

¢ |dentifies line details for expense reports that have been approved by the Supervisor and are
waiting for approval by the Expense Coordinator. Run this query to review all lines of a report
before approving.

e The query can be run from Query Viewer only. The query does not exist on the Reports/Queries
tab of EX WorkCenter.

VT_MER_EXP_RPT_NOT_POSTED

¢ |dentifies expense reports that are aging, in budget error, in partial approval status, pending
employee submittal and awaiting supervisor approval.

e The query can be run from Query Viewer or from the Reports/Queries tab of EX WorkCenter.
VT_MER_EXP_RPT_NOT_JG

¢ |dentifies expense reports that have been posted but not journal generated. The posted
accounting entries are not in the general ledger.

e The query can be run from Query Viewer or from the Reports/Queries tab of EX WorkCenter.
VT_MER_CASH_ADV_NOT_POSTED

¢ |dentifies 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’.

e The query can be run from Query Viewer or from the Reports/Queries tab of EX WorkCenter.
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VT_MER_CASH_ADV_NOT_JG

e I|dentifies cash advances that have been posted but not journal generated. The posted
accounting entries are not in the general ledger.

e The query can be run from Query Viewer or from the Reports/Queries tab of EX WorkCenter.
VT_MER_OPEN_CASH_ADVANCE
¢ Identifies outstanding balances on cash advances and aging advances.

e The query can be run from Query Viewer or from the Reports/Queries tab of EX WorkCenter.
VT_MER_CASH_ADVANCE_LIST

e |dentifies 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.

e The query can be run from Query Viewer or from the Reports/Queries tab of EX WorkCenter.
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