/Q\VERMONT Expense Training Guide - Supervisor/Approver
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/Q\VERMONT Expense Training Guide - Supervisor/Approver

Supervisor/Approver

The Basics

e Supervisors/Approvers are responsible for being knowledgeable of Bulletin 3.4 and department
policies regarding expenses
e Expense transactions will automatically reroute to the supervisor’s supervisor after seven days

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

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

The TE Tile

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

I Worklist ~
Worklist

1 Expense Reports ~

Create/Modify Expense Report

View Expense Report

Print Expense Report

Approve Transactions

Delete Expense Report

Expense Rpt Budget Exceptions

! Travel Authorization v
] Cash Advances v
| Payment/Expense Information v
! Reports/Processes v

Expanding a menu and clicking on a link displays the page in the work area:
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1 Worklist v
Expense Report

| Expense Reports ~
Find an Existing Value Add a New Value

Create/Modify Expense Report
Empl 1D[36086 Q

View Expense Report

Add
Print Expense Report

Approve Transactions Find an Existing Value | Add a New Value

Delete Expense Report

Expense Rpt Budget Exceptions

] Travel Authorization v
| Cash Advances v
1 Payment/Expense Information v
| Reports/Processes v

TE Tile is Complete
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Navigating to Transactions Pending Review and Approval

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

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

The Approve Transactions page displays:

Overview || Expense Reports || Trawel Authorizations | Errors I
Search Pending Transactions
{¥ichange Sort Order
¥ Select Al Clear Al Send Back Refresh List Budpet Check
Transactions to Approve Personalize | View AN | Y| E& First ‘4 180f6 '*' Last
Selact flprt  Transaction Typs Total Unit Hame Empiloyse Iff Description Transaction ID ?i:mltsd status Fole
O Expense Report 21.80UsD Davidson,Colin 00003 Mileage for Training 0000519216 11052018 Submitted for Approval  Expense Supesvisor
O Expense Report 100.00 USD Davidson,Colin 00003 Supplies for Training 0000519317 11/05/2018  Submitted for Approval  Expense 5
O & Expense Report Davidson,Colin 00003 Training Conference 00oD519318 11/05/2018  Submitted for Approval  Ex
O Travel Authorization 1300.00 USD Davidson,Colin 00003 Training Out of Country 0000004750 11/05/2018  Submitted for Approval  Expens
O Travel Authorization 1000.00USD Davidson,Colin 00003 Training in Florida 0000004752 11052018 Submitted for Approval  Expense Supesvisor
O Travel Authorization 450,00 USD Davidson,Colin 00003 Conference in DC 0000004753 11/05/2018  Submitted for Approval  Expense Supervisor
¥ Select A Clear All Send Back Refresh List Budget Check
Comments
Return to Approval List
Employes Expenze History

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

The Worklist displays:

Expense Training Guide - Supervisor/Approver

Worklist

Diatail Viewl

Worklist ltems
From

Colin Davidson
Colin Davidson
Caolin Davidson

Colin Davidson
Colin Davidson

Colin Davidson

Refresh

Worklist for AGRACE: Ava Grace

Data From

Work Itam

Aggroval Routing

Aggroval Routing

Approval Routing

Aggroval Routing

Approval Routing

Approval Routing

WorkistFiters. [ [ Fees

Worked By Activity

Approval Workfow

Approval Workflow

Approval Workfiow

Approva

Approval Workflow

Approval Workflow

Priartty
proval, 153, STATE, 2018-03-

@ i TH 1D-0000004750
val, 165, STATE, 201803

B, |, AUTH ID:0000004752
TAApproval, 168, STATE, 2015-03-

[Zedom MY 5 TH 100000004753
'é wal_141, STATE, 2018-03-

[Zedum AT T T SHEET OIS 10215

| Find | View a1 | 2] B

First 4

1-Goff '

Last

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

Expense Training Guide - Supervisor/Approver

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

approve them.

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

specific expense should be added on the line.

Create Expense Report

Colin Davidson |7

[ Save for Later | [ Summary and Submit

*Destination Location BURLINGTON WT

2

*Miles 35 x 0.5450

Accounting Details | 7

Actions [ .. Choose an Action v|| Go
*Business Purpose | Mesting v Destination Location [BURLINGTON VT Q
1
*Report Description [Annual Meeting 4 Attachments
Reference Q h
Expenses (¢
Expand All | Collapse All Add: | [ My Wallet (0) | £ Quick-Fill Total 19.08  USD
*Date *Expense Type *Description *Payment Type *Amount *Cumency
10/082018 |[H [INMILES - FULL v]  "[Mieage to Annual Mesting [ [Employse v| 19.08| [UsD + [=
229 characters remaining
“Billing Type Non-Taxabl v [Vl Default Rate *Exchange Rate ~ 1.0D!
*Originating Location MONTPELIER WT Q

[INon-Reimbursable  Base Currency Amount

O ne Receipt

Expand All | Collapse All Total 19.08 usD
1. Click the 4 icon on the line to attach a receipt for the expense.
The Expense Line Attachments page displays.
Expense Line Attachments
Help
Report ID NEXT
Date 12/03/2018 Expense Type [N MILES - FULL Amount 19.08 USD
Details Perzonglize | Find | View &l | (B G‘ First ‘&' 10of1 '} Last
File Mame Description User Mame Date/Time Stamp
Wiew =l

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

| Add Attachment |

OK Cancel

2. Click Add Attachment
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The File Attachment page displays:

Expense Training Guide - Supervisor/Approver

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

3. Click Choose File

The Choose File to Upload window opens:

T

- | 4 |r Search Desktop 0
Organize * MNew folder =~ 0 @
S Favorites * Name Size Ttem type |
PR Desktop Business_Impact_Statement_for PSFT_Apps 23KB  Microsoft | _
& Downloads M= SR 3-183354082701 Mare Info G KB icros r
::‘l Recent Places | Test Attachment 1963 KB Microsoft j |
l=| Express Ched UKE  Adobe Acr
) Libraries Overflow 20KB Adobe Acr
@ Docurnents 3 Project Lookup Display Mo Results on a Travel ... 233 KB Microsoft )
J‘i Music Duplicate Supplier Report Returns Mo Data 620 KB Microsoft |
[E5] Pictures Employee Expense History Page Does Mot Displ... 37TKB  Microsoft )
B videos 1099 Supplier 136 KB Microsoft |
Unable to Update Remit To Supplier on Payme... 382KB  Microsoft\
1% Computer A @ Copy of Crystal_To_XMLP_Expenses_Report_Co... 34 KB  Microsoft
‘E_? Local Disk (C) TA Missing Project 141 KB Microsoft)
&5 My Passport (E:) EX.CFG.11 Expense Type - Wizard Type 1,34TKB  Microsoft}
Lﬂ Shared (\\vsmsls = - iﬁi—ﬂ A mmms b D e .--4-""?-—--!-:-'—&-:-— L | 19C VD L C;-l =7
File name: Test Attachment - ’A” Files (*.7) ']
[ Open Iv] l Cancel ]
4. Select the file you want to attach
5. Click Open
The File Attachment page displays with the file path of the document.
File Attachment
Help

C:\Users\maryellen pfaller\Deskiop\Test Attachment.do| Browse...
Cancel

6. Click Upload
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Expense Training Guide - Supervisor/Approver

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

Expense Line Attachments
Help
Report ID MEXT
Date 12/03/2018 Expense Type [N MILES - FULL Amount 19.08 USD
Details Personalize | Find | View Al | 7] = First ‘&' 10f1 ‘b Last
File Mame Description User Name DateiTime Stamp
I Receipt for expense I =
Adding large attachments can take some ime to upload, therefore, it is advisable to save the
transaction before adding large attachments. You can add additional attachments by
Add Attachment <€ clicking the Add Attachment button or delete

ETTRE an attachment by selection the B icon.

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

Adding Attachments is Complete
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Expense Reports

Review Expense Report

The Basics:

Please refer to Bulletin 3.4 and your department's policy regarding Expense Reports.

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

Basic questions to ask prior to approval:
1. Isthere a Travel Authorization for this trip?
Was the Expense Report created from the Travel Authorization?
Was there a Cash Advance for this trip?
Was the Cash Advance applied to the Expense Report?
Are all items substantiated?

Are expense lines charged to the correct chartfields?

N o Uy ke WwN

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

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

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

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

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

Overview | Expense Reports || Travel Authorizations || Ermars

Search Pending Transactions

{FiChange Sort Order |7

¥ Selzat Al Clear All Send Back Refresh List Budget Check
Transactions to Approve | ; Personaize |View Al |2 | B Fist 0 170F7 @ Last
Selact Mlert  Transaction Type Total Unit Hame Employee 1D Description Transaction ID Ei‘fmea Status Role
Expense Report 21.30 USD Davidson,Colin 00003 Mileage for Training 0000519318 11052018 Submitted for Approval  Expense Supenvisor
Expense Report 100.00 UsD Davidson.Colin 00003 Suppdies for Training 000051931

&  Nexpense Report 4200USD  Davideon,Colin OoDDE Training Canferznce 00m051g31 Alert iCOﬂS dISpIay on
& Jeerse RBon i e S el transactions that have exceptions
Travel Authorizstion 100000USD  Davidson,Coln 00003 Trsining in Florids nooo0o47 on one or more of its lines

Travel Authorization 450.00 UsD Davidson, Colin 00003 Conference in DC 000000475

O Ooo oo oo

Expanse Supernvisor

Travel Authorization 100.00 UsD Davidson,Colin 00003 Trip To Florida Confersnce 0000004755 11072018 Submitted for Approval

W Selzet All Clear All Send Back Refresh List Budget Check

Comments,

Retum to Approval List
Employee Expensz 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:

Budget Check

Personalize | View Al | 21| B

Transaction 1D DF . status Role
0000513318 1110572018  Submitted for Approval
0000519317 11052018 Submitted for Approval
0000519318 11/05/2018  Submitted for Approval

0000519319 I1iD7n’2D1 8  Submitted for Approval

Overview || Expense Reports | Travel Authorizations | Ermors
Search Pending Transactions (7
Change Sort Order (7
& setectan O Clear an Send Back Refresh List
Transactions to Approve ¢
Select Alert  Total Amount Curr  Budget Status  Name Employee D Description
1.80 US avidson, Colin leage for Training
O 21.80USD gg‘efl:‘:ga' Davidson, Col 0003 Mileage for Trai
100.00 US avidson, Colin upplies for Training
O D0oDUSD ek Budaet Davidson,Co 00003 Supplies for Traini
482,00 USD Davidson, Colin 00003 Training Conference
oo ey
Not Budget . -
O il €17.00 USD Checked Davidson, Colin 00003 Training Confersnce
o setect Al 1 Clear Al Send Back Refresh List
Comments

Budget Check

Expense Supeniisor

Expense Supeniisor

Expenss Supsrvisor

Expense Supervisor

New Window |

First ‘&' 1-40f4 ' 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

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

£ Overview Approve Expense Report - Expense Summary
Approve Expense Report - Expense Summary 3 Evparas Daady
Cokn Duvidson Bt [ Choma an fobes ~] |90
Busness Purpose  Cordersnce
Deseription  Trising Cosleesce
Fordprence
Accounting Dafe 1 LOT/204E
Budget Satus Wot Buigel Chectsd  Bosge Cptions B # B L
Totals o AEmchmenh
i b baiaaa I sl AL s Mon-Heimburaisie Eapenses. Empiayes Credis 50
Carsts Ackrareons bpphed 30000 WSO I Prepasi Exgenses =0 Suppher Cradts =0
Amount Due 1o Employes T.00 usD Amouri Due to Supplier e uso I Total Taxable Expermesy 7.5 UWSDh I
e L) P R TREPa BOee et B
Agproval Hintory
=1, ; -ty
- #
L 5 Wt S Sl SRR e
Soar Bgwmios w3 SI0E oo
] e e DT
=] Empicyt et AN
Comments
L
Sard Bag
—
Expenie Line FEE
Expere Ling Hess Parseralize | Find i
=1 ik Ty Deainpi MbELu b A CuTesy R Bapired Appeire
o o
* )
+
- A =)
* =)
03 L0 o
= . o
o o
-
Pt Appegval Lis o i Lt Fraviows ¥

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

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

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

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

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

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

3. Click on the Notes link

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

Expense Notes
Help

Add Notes

Notes Personalize | Find | 2| & First 1 of 1 Last
Motes Hama Rola Action DateiTime

Expense for Training

N Colin Davidson Employee 110712018 B:44:03AM
Conference !

Cance

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

A Expense port - Expense Summary §3 Exgerse Detais
Astions - A v ol
Dusmness Pupose
Deseripton  Trameng Condeecce
faderence
Accounting Date 110
Budget Status Mot Budget Checked  Busger Optons . esse ¢
Totals . Azachrw
Employes Expenses () Lines) Non-Reansariadle § rpenses Empioyes Cradts
Cavh Advances Apphed 00 00 USE Prepad Expenses Suppher Credns
Amount Due to Employee 317.00 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 27.25 UsSO
rooicate ueh wd de witred o piu oay
Azmroval M y
P ' o)
) W o 3
U 2X Vot Speriee Lr0rer i Spyret
22 S A Goe Fooes
bl .
- o O4A
ats
22 4
Serd Back
Erpen . 3 Expense Detain
Espes " Farseraiae .
e PYSEt ) vl Wt epsred geirre
¥ A s “y v
Bras asce &
= 39y v
@ - e v
v
™ cw
v
AN v
v e ”
Fatom 0 Agomowdl List Nt o List Frevioes n Lst

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

Travel Authorization

Colin Davidson
Business Purpose Conference

Description Trsining Conference

Totals ¢ £ View Frintable Viersion

Projected Expenses (8 Lines] ~ 533.00 USD

Submit Travel Authorization

Approval History

Subemitted

Destination Location NEW YORK

Date From 11/07/2018 Date To 11092018

S Motes

Denied Expenses 000 USD

Total Authorized Amount  588.00 USD

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

Submitted On  11/08/2018

EX Module Superviscr

Submitted By Colin Davidson

Actions [_Choose an Acbon v]| GO

Authorization ID 0000004754 Approved
Created 11/08/2012 Colin Davidson

LastUpdated 11062018  Ava Grace

o machments (1)

The travel authorization
information displays

including the Total,

GelnDaydson Notes, Attachments and
Action Rola Hama DataiTime .

‘Submitted Emgloyee Colin Davidson 1106/2018 10:40:56AM A p p rova I H I Sto ry .
Approved EX Module Supervisor Ava Grace 11062018 3:07:42PM

|2+ Retum to Search || =7 Natify

6. Click the Travel Authorization Details link

The View Travel Authorization - Details page displays:

Travel Authorization
Colin Davidson |7

Business Purpose Conference

Description Training Conference

Projected Expenses 7

Expand All | Collapsz All

“Date “Expense Type

11072018 OUT BREAKFAST
Billing Type Mon-Taable - Intemal

Originating Location MONTPELIER VT
Location NEWYORK

Dccounting Details (7

11082018 OUT BREAKFAST
Billing Type Mon-Taable - Intemal

Originating Location MONTPELIER VT
Location NEWYORK

Dccounting Details 7

11072018 OUT DINNER
Billing Type Mon-Taable - Intemal

Originating Location MONTPELIER VT
Location NEWYORK

Dccounting Details (7

*

*

Actions |.. Choose an Action V|| GO

Authorization ID 0000004754  Approved

Destination Location NEW YORK

Date From 11/07/2013 Date To 11082018

& Attachments (1)
Totals (2 Lines) SEE.00  USD
*Diescription *Fayment Type “Amaount Currency
[Breakfast first day of canference ' Emplayee 895 USD

The travel authorization
line information displays.

Breakfast second day of conference

Dinner first day of conference r.’_ Employes 1850 USD

7. Click the Expand Accounting Line

February 2020
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The Accounting Details section expands and displays the ChartField information:

Travel Authorization

B+ Summary
Colin Davidson | 7 Actions [..Chosseanfction w]|| Go
Business Purpose Conference Destination Location MEW YORK Authorization D 0000004754 Approved
Description Training Conference Date From 11/07/2018 Date Te 11/0%2018

c-"-' Attachments (1)
Projected Expenses 7

Expand All | Collaps= All Totals (8 Lines) 58600 USD
“Date “Expense Typs *Description *Payment Type “Amaount Currency
* 5
110702018 OUT BREAKFAST |Brealdas1 first day of conference r_ Employes 625 USD
Billing Type Non-Taahble - Intemal
Originating Location MONTPELIER VT
Location NEWYORK
Accounting Details 7
Charffislds | =%
Amount GL Unit Account Fund Dept Program Class Project Affiikate
82508100 518520 20105 100002000 59290 20017 ZWNT  DO0-
* a
110812018 OUT BREAKFAST Breakfast second day of conference ¥ Empioyes 625 USD

Billing Type Non-Taxable - Internal

Originating Location MONTPELIER VT
Location NEWYORK

Accounting Details 7
Charifields | [Fn
Amount GL Unit Account Fund Dept Program Class Project Ammitste

6.25 08100 518520 20105 S100002000 50290 20017 ZMVT  000-

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

February 2020 Page 14 of 50



7~ _VERMONT

Expense Training Guide - Supervisor/Approver

Approve Expense Report - Expense Summary 5 Expense Detsils
i i Actions
Colin Davidson ...Choose an Action
. Default Accounting For R t
Business Purpose Conference Report DOD0519319  Submitted for Approval E:p?::;t o Exc'.e? A eresen
Description  Training Confe Created 11/07/2013  Golin Davidson A——
escription  Training Conference . (Termryr—
Reference Last Updated 11/07/2012  Colin Davidson -
Authorization ID 0000004754
Accounting Date Accounting Template STANDARD
Budget Status Not Budget Checked  Budget Options Budget Checking is required before the Expense Report can be Approved. Please click on the Budget Options hyperdink
Totals W View Anshytics & Notes 4 Atachments
Employee Expenses (3 Lines) 617.00 UsD Non-Reimbursable Expenses 0.00 usD Employee Credits 0.00 UsD
Cash Advances Applied 300.00 USD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsD
Amount Due to Employee 317.00 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 27.25 USD
{applicable taxes will be withheld from your pay)
Approval History
=, a:
w3 :
Submitted Ex Module Supervisor nse Coordinator
Calin Davidson Aua Grace {Poaled)
Action Rale Name Date/Time
Submitted Employeea Caolin Davidson 11/07/2018 8-51-04AM
Comments
Send Back
Expense Line ¢ [ Expense Details
Expense Line ltems Personalize | Find | 2 | =]
Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve
@ 11/06/2018 OUT EREAKFAST Breakfast first day of conference 10.00UsSD c_§§+ M
11/08/2018 OUT BREAKFAST Breskfast second day of conference 625 USD A W
@ 11/06/2018 OUT DINNER Dinner first day of conference 12.50UsD c_§§+ WM
@ 11/06/2018 OUT DINMNER Dinner second day of confarance 12.50 USD c;%. WA
11072018 OUT DINNER Dinner third day of conference 12.50UsD c_§§+ [l
11/05/2018 OUT MILES - FULL Mileage from Home to Conference 109.00 UsSD c?i M
117072018 OUT MILES - FULL Mileage from Conference to Home 109.00 UsD # WM
11/05/2018 OUT CONFITRAIN REGIST Training Conference Registration 300.00 UsD &F W [l
oamo1/2018 IN MILES - FULL Mileage 27.25UsSD c_§§+ WM
Return to Approval List Previous in List

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

10. Click Go

February 2020
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Expense Training Guide - Supervisor/Approver

The Approve Expense Report - View Cash Advance page displays the advance information and amount

applied to the expense report:

Approve Expense Report
View Cash Advance

Colin Davidzon

Report I DDDDS18310

Cash Advance Information

“Advance ID

Advance Amount

200.00UsSD 1.00DDDDDD 300.00USD

Total Advance Applied
Employee Expenses (3 Lines)
Total Due Employee

Exchange A
== g Total Appilled

=

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

If the Advance Amount is more than the Total Applied, the employee will owe the balance. The
employee will adjust the applied amount to match the expense report amount when they create the
expense report. The Total Due Employee amount will be $0.00 when the advance amount exceeds the

expense report.
11. Click OK

February 2020
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The Approve Expense Report - Expense Summary page displays:

Amount Due 1o Employee 347.00 USD Amount Due 10 Suppler 000 USD Total Taxable Expenses 27.25 UsSD

SLmmes X Wotule Sperve oy
Comr Cowmon A G0 Sooer

=

Receipts are required for most expense types but there are some exceptions such as meals, per diems and
mileage. The Receipt Required checkbox will be selected when a receipt is required. Employees will attach
the receipt to the expense line. The line Attachment icon will display as # when an attachment is added
to the line. The icon will display as .+ when there is no attachment. Expense reports should be sent back

for revision if the line is flagged as Receipt Required and a receipt is not attached.

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

12. Click the line Attachment . icon
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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 only before they have approved the report.

13. Click the File Name link to view the attachment

Attachment/receipt sample document used for training.

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

The Approve Expense Report - Expense Summary page displays:

/ Expen eport - Exper LT
Actoom
Dusness Purpose Report
Deser
Raderence L
Autr
Accounting Date AL cnsrn
Budget Sus Mot Budget Checke?  Buseer Opticr vt Ohe - .
Totals » Azachrw
Employes Fpenses () Lines) Non-Reantariadie Erpenses Eopioyes Cradts
o> Advances Apphed Prepad Expenses Suppher Credts
Amount Due 10 Employee 317.00 USD Amount Due 10 Supplier 000 USD Total Taxable Expenses 271.25 UsSO
atie Loah wd D wiAaid S piut oay
Ag M
=leb » oot
o W o ]
Ut £X W0 SoerMe Cormwa: Syyrment
207 Couamae A2 G0 FooeT ”
LE e
ate
)
Send Bac
Expe e e Deta
Expes 1\ Farsorafoe ~
= Expenss Troe Cosingtue Ll s -, Qe ™~
¥ : oy v
i - . ol
& oy v
NE wce v
v
™™ we m b - »
e v
A o Fe
W "z v
* A v - *

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

Expense Training Guide - Supervisor/Approver

Approve Expense Report - Expense Details B
Colin Davidson Actions |..Choose an Action | | o
Business Purpose Conference Report ODDO519319 Submitied for Approval
Description  Training Conference Created 11/07/2012  Colin Davidson
Reference LastUpdated {1/07/2013  Colin Davidson
Authorization ID  DIDOO047E4
Accounting Date 11/07/2012 Accounting Template STAMDARD
Expenses I View Anslytics & Notes #, Attachments
Expand Lines | Collapse Li Total 617.00 USD
“Date “Expense Type *Dieseripiion “Amount  *Cumency Approve
1052012 OUT SREAKFAST * [Breakfast first day of conference [ £ oo UsD &+ [ Receipt Required =
. 21 characters remaining i
P OUT BREAKFAST * [Breskfast second day of conferance |2 525 UsD & Receipt Required w
220 characters remaining )
1152018 QUT DINMER |Dinrarf'51 day of conference P— 1550 usn Y Receipt Required )
- 334 characters remaining -
1UDSE01E AUT DINNER [Dinner second cay of conference 71 1250 usD # [ Receipt Required M
. 73 characters remaining -
JynTE0E OUT DINNER |D|nr‘art'||rc day of conference P‘ 1850 usD & Receipt Required )
o 224 characters remaining -
PO OUT MILES - FULL. *[Mileage from Home to Conference |1 e uso e Receipt Required M
. 723 characters remaining i
P OUT MILES - FULL *[Mileage from Conference to Home [0 weoa Uso #+ [ Receipt Required M
- 223 characters remaining :
— ‘|Training Conference Registration P— & & Receipt Required )
11052018 OUT CONFITRAIN REGIS 20000 USD
227 characters remaining
*mil El &, i M
DamAZ0E N MILES - FULL [Mieag= = sros  UsD % || Reseipt Required
24T characters remaining
Expand Lines | CollapseLines | Expand All | Collapse Al Total 4700 USD

16. Click on the Expand All link

February 2020

Page 20 of 50



7~ _VERMONT

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

and compliance:

Expense Training Guide - Supervisor/Approver

Approve Expense Report - Expense Details I [& Summary and Approve
—
Colin Davidson Actions |-.Chooss an Action v GO
Business Purpose Conference Report 0000518318 Submitted for Approval
Description Training Conference Created 11/07/2013  Colin Davidson
Reference LastUpdated 11/07/2012  Calin Davidson
Authorization ID 0000004754
Accounting Date 11/07/2012 Accounting Template STANDARD
Expenses (7 B View Anshytics @& MNotes #, Attachments
Expand Lines | Collapse Lines | Expand All | Collapse All Total 617.00 uso
“Date "Expanse Type “Descripion “Amount *Currency Approve
. 5 £ . o
112018 OUT BREAKFAST |Elreskfast first day of c.anierence Al 10.00 usD & Receipt Required
Z21 characiers remaining
Payment Ty
1 vpe Emgloyes Exchange R P B o Default Rate
Billing Type Non-Txsble - Infernal _
o Base Currency 1000 USD Non-Reimbursable
Originating Location MONTFELIER VT Amount No Receipt
Location NEW YORK &
Accounting Details (7
Chartfields || VAT Amounts | [0
Amount GL Unit Monatary Amount g:g:"")‘ E::!ennge Fund Dept Program Class Project
10.00 02100 10.00 USD 1.00000000 20105 8100002000 58260 0017 ZMWT  DOD- =
N - 5 £
- LT SREAKFAST ;lzrl:esl:ast;wnd day of conference = - &, Att h ¢ b
} characters remaining
Payment Type Employes . - achments can pe
Exchange Rate  1.00000000 21 g
Billing Type Non-Taxsble - Infernal .
o Base Currency - e viewed from the Expense
Originating Location MONTFELIER VT Amount Mo Receigt,
p g
Location NEW/YORK Report Expense Detail
Acsounting Details (2 page as well as from the
Chartfields || ¥AT Amounts | 550 EXpense Report
Amount  GLUnt  Monstary Amount CUTENCY  Exthange p e Program Class s
62502100 625 USD 1.00000000 20105 2100002000 58260 0017

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

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

transaction
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Expense Training Guide - Supervisor/Approver

The Approve Expense Report - Expense Summary page displays:

ens ur
Davved e
Do ~
Accounting Dare
E spet St
Totals
Empicyes Cxpenses (3 Lines.
+& Advances Appher 1
Amount Due 10 Employee 317.00 UsD
A al M Y
=
o
Scomme?
“o CaaMan
»
ot
Send Back
Eape "
-
& T DINNER
¥
P — Nz Lt Erevies A Los

i e Dot
Acto A
Report
Create
Last Updated
Athaagatsn
A g Te
C L »
»mcr -
Non Reandarasie Fxpenses - Frpoyes Cresty
Prepad Expenses 00 VSO Suppher Crodts
Amount Due 10 Supplier 0.00 USD Total Taxable Expenses 271.25 UsSO
W ’ 3
X Wt Super e 2perse Covmranr Sy
A Gace P07 oo
KR 2
F3 Experas Deta
Fanorafce | Find =
et
v
e
v
v

If the expense report has any exceptions, an & icon will display

18. Click on the G icon
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The View Exception Comments and Risks page displays:

Expense Training Guide - Supervisor/Approver

Approve Expense Report
Wiew Exception Comments and Risks
Colin Davidson .
Employees are required to
General Information enter an exception
Report Description  Training Conference comment on an expense
Business F‘urpc.ge Conference report Ilne tO eXplaIn Why
Reference an amount is exceeded.
Exception Information
Line Exception Comment
1 OUT BREAKFAST Amount Excesded Breakfast st Hofel
2 OUT EREAKFAST Nome Mo exceptions associated with this line.
. . Expense line is a duplicate of Line 4, Sheet |d 0000519319,
HOLIT DINNER Duplicates Bxist Diate 2012-11-05, Amt Spent 125 S0,
) ) Expense line is a duplicate of Line 3, Sheet |d 0000519319,
“HOLIT DINNER Duplicates Bxist Date 2015-11-05, Amt Spent 18.5 USD.
5 0UT DINMER Nome MNo
GOLIT MILES - FLALL s No excaptio VISION defaults a comment
7 OUT MILES - FULL Mone Mo exceptions. ass0 when a duplicate line exists
SOUT CONFTRAIN MNome Mo exceptions associa Identlfymg the expense
REGIST q
report ID, line, date and
i (= i . .
9 IM MILES - FULL Nome Mo exceptions associa amount that |sdupI|cated.
Return To Expense Report I

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

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

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

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

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

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

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

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

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

Overview || Expense Reports || Travel Authorizations || Emers

Search Pending Transactions

[FChange Sort Order

@ Seieet Al L1 Clasr Al Send Back Reiresh List Budget Check
Transactions to Approve Personalize | Viewall | 21| B First (4 1707 ) Last

selact Alert  Transaction Type Total Unit Hame Employee I Description Tranesction I gz‘fﬂnen ststus Role

0 Expense Report 21.80USD 00003 Mileage for Training 0000519318 Submitted for Approvs

a Expense Report 100.00 UsD 00003 Supphies for Training 0000519317 11052018 Submitted for Approva

[} i Expense Report 482.00 UsSD Davidson,Colin 00003 Training Conference 0000519318 11/05/2018  Submitted for Approval — Expense Supervisor

O i Expense Report §17.00 USD Davidson,Colin 00003 Training Conference 0000519318 Submitted for Approval  Expes

a Travel Authorization 1000.00 UsSD 0ooo2 Training in Flonda 0000004752

O Travel Autharization 45000 USD 00003 Conference in DC 0000004753

a Travel Authorization 100.00 USD Davidson, Cofin oooo2 Trip To Florida Conference 0000004755 110712018 Submitted for Approval  Expense Supervisor

Send Back Refresh List Budget Check

¥ Selact All Clear All
Comments

Return to Approval List
Employee Expense History

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

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

New Window |
Overview || Expense Reports | Travel Authorizations | Errors
Search Pending Transactions
Change Sort Order
¥ setect Al 1 Clear Al Send Back Refresh List Budget Check
Transactions to Approve Personalize | View Al | £ | B First 1-40f4 ' Last
Select Alert  Total Amount Curr Budget Status  Name Employee ID Description Transactionn DA status Role
O 21.80USD .‘geflje’je Davidson, Colin 00003 Mileage for Training 0000519316 11/05/2018  Submitted for Approval Expense Supervisor
. Not Budget - - - = Tt .
O 00.00USD  gpeckeq Davidson, Colin 00003 Supplies for Training 0000519317 Submitted for Approval Expense Supervisor
o Not Budget o ited for A -
O 492.00 USD Checked 00003 Training Conference 0000519313 Submitted for Approval Expense Supervisor
i - Not Budget - . ttad for Approw - T
O & 617.00USD o ol 00003 Training Conference 0000519319 Submitted for Approval Expense Supenvisor
¥ setect Al [ Clear Al Send Back Refresh List Budget Check
Comments
Overview | Expense Reports | Travel Authorizations | Errors

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

e
Approve Expense Report - Expense Summary [ Expense Detsils
Colin Davidson Actions [..Choose an Action vl se
Business Purpose Conference Report 0000519218  Submitted for Approval
Description Training Conferance Created 11/07/2018 Colin Davidson
Reference Last Updated 11/07/2018 Colin Davidson
Authorization ID 0000004754
Accounting Date  11/07/2018 Accounting Template STANDARD
Budget Status Not Budget Checked  Budget Options Budget Checking is required bafore the Expense Report can be Approved. Plesse dick on the Budget Options hyperlink.
Totals 7 # view Analytics & Notes Ay Attechments
Employee Expenses (9 Lines) &17.00 USD Non-Reimbursable Expenses 0.00 USD Employes Credits 0.00 USD
Cash Advances Applied 200.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 317.00 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 27.25 USD

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

5 Tl 3 Ey
o, EX Mot Supeie Erperie Cpmpacr
{
Action Rale Name DatelTime
Submitied Employee Colin Davidson 11/072018 2:.51:.04AM
Comments
Flesse update the smount on line 1 =nd remove the duplicats dinner expense. Bl
Expensge Line |7 F Expense Detsils
Expense Line ltems Personalize | Find L""| L_lil
Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve
@ 11/05/2018 OUT BREAKFAST Breskfast first day of conference 10.00 USD ._9;- W
11/06/2013 OUT BREAKFAST Breskfast second day of conference 6.25 USD EA W
@ 11/05/2018 OUT DINNER Dinner first day of conference 18.50 USD LQ;- W
11/05/2013 OUT DINNER Dinner second day of conference 18.50 USD & ¥
11/07/12018 OUT DINNER Dinner third day of conference 18.50 USD (3‘; W
11/05/2013 OUT MILES - FULL Mileage from Home to Conferance 100.00 USD & o
11/07/12018 OUT MILES - FULL Mileage from Conference to Home 108.00 USD ._“;- W
11/05/2018 OUT CONF/TRAIN REGIST Training Conference Registrstion 300.00 USD & ~] W
02/01/2018 IN MILES - FULL Mileage 27.25UsD ._Q;. W

Return to Approval List Pravious in List

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

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

Save Confirmation

Hy
Approve Expense Report
Submit Confirmation

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

“ This report will be sent back for revision

OK Cancel

5. Click OK

The Approve Transactions - Expense Reports page displays:

New Window | i}
Qverview Expense Reports Travel Authorizations Emors

Search Pending Transactions (7

{}iChange Sort Order (2

¥ Select Al Clear All Send Back Refresh List Budget Check
Transactions to Approve (7 Personalize | View All | @I E First ‘4 1-3
Select Alert Total Amount Curr Budget Status ~ Name Employee ID  Description Transaction ID Ezfmimd Status Role
Not Budget . . 0 2 4/05/ itted T "
O 21.80USD Checked Davidson,Colin 00003 Mil zage for Training 0000519316 1/05/2018 Submitted for Approval Expense Supervisor
Not Budget o 0 2 P itted T -
O 100.00 USD Checked Davidson,Colin 00003 Supplies for Training 0000519317 1/05/2018 Submitted for Approval Expense Supervisor
Not Budget . . 0 B 4/05/ itted T "
O /l\ 492.00 USD Checked Davidson,Colin 00003 Training Conference 0000519318 1/05/2018 Submitted for Approval Expense Supervisor
¥ Select Al Clear All Send Back Refresh List Budget Check

Comments

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

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

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

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

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

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

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

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

Overview | Expense Reports | Travel Authorizations || E:
Search Pending Transag
¥ Select All Clear Al Send Back Refresh List Budget Check
Transactions to Approve Personalize | View All | Y| & First 1-Tof 7 Last
selact Mlert  Transaction Type Total unit Hame Empioyee 1D Description TransachonID  ‘goeo  Ststu Role
[m} Report 21.30 USD 00003 Mileage for Training 0000518318 8  Submitted for Approva
O Report 00.00 USD oodoz Supplies for Training 0000519317 11/052018  Submitted for Approva
[m} Report 48200 USD 00003 Training Conference 0000518318 4 for Approva
O Report 817.00 USD 00003 Training Conference 0000519318 =4 for Approvs
O Travel Authorization 1000.00 USD Davidson, Colin oooo3 Training in Flosida 0000004752 8  Submitted for Approva
O Travel Authorization 450.00 USD Davidson, Cofin oodoz Conference in DC 0000004753 8  Submitted for Approva
O Travel Authorization 00.00 USD Davidson, Colin oooo3 Trip To Florida Conference 0000004755 11/07/2018  Submitted for Approva
¥ Select Al Clear Al Send Back Refresh List Budget Check
Comments
Return to Approval List
Employes Expense History

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

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

Overview || Expense Reports || Travel Authorizations | Erors
Search Pending Transactions
Change Sort Order
 setect a1 O Giear Al Send Back Refresh List Budget Check
Transactions to Approve Personalize | View All | 17 IL;* First -40f4 Last
Select Alert  Total Amount Curr  BudgstStats  Name Empioyes 1D Description Transacton D JR® L status Role
o Not Budget on Co 5 6 105020 ited for Appro . o
[m] 2180UsD LB Davidson, Colin 00003 Mileags for Training 0000518316 [§11/052018  Submitted for Approval Expense Supenvisor
Not Budget . - - . = SN — -
O 00.00USD ool Davidson, Colin 00003 Supplies for Training 0000519317 1 8  Submitted for Approval Expense Supervisor
[m] i} 48200 USD Jﬁ;ﬁ;je Davidson, Colin 00003 Training Conference 0000518318 8  Submitted for Approval Expense Supenvisor
A - Not Budget o - A AT — — . .
[m] & si700UsD oot Davidsen, Colin 00003 Training Conference 0000518319 11/07/2013  Submitted for Approval Expense Supenvisor
¥ Seiect Al L Glear All Send Back Refresh List Budget Check
Comments
Overview | Expense Reports | Travel Authorizations | Errors

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

Mew Window | Held
Approve Expense Report - Expense Summary [ Expense Details
Colin Davidson Actions |...Choose an Action || =0
Business Purpose General Expenses Report 0000519316 Submitted for Approval
Description  Mileage for Training Created 11/052018  Colin Davidsen
Reference Last Updated 11/052018  Golin Davidson
Accounting Date 11/05/72015 Accounting Template STAMDARD
Budget Status Not Budget Checked § Budget Options Budget Checking is required before the Expense Report can be Approved. Please click on the Budget Options hyperiink.
Totals (2 B View Analytics D MNotes #4 Attachments
Employee Expenses (1 Line) 21.80 UsD Non-Reimbursable Expenses 0.00 UsSD Employee Credits 0.00 UsSD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 21.80 USD Amount Due to Sglier 0.00 USD

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

Approval History

% &

e — — have a ‘Valid’ Budget Status. If
Colin Davidson Ava Grece . .
the status is in ‘Error’, contact

fiotn your Expense Coordinator.
Submitted Employee Colin Davidson
Comments
— pe
Approve Send Back

Expense Line (¢ [ Expense Details

Expense Line ltems Personalize | Find | 7| [
Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve
10152018 IN MILES - FULL Training 2180 UsD & o

Return to Approval List Next in List

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

3. Click on the Budget Options link

The Commitment Control page displays:

Commitment Contraol

Help
Commitment Control Details

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

Override Transaction

Go to Transaction Exceptions Go To Activity Log
OK Cancel

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

Commitment Control

Help
Commitment Control Details

Source Transaction Type Expense Sheet

I Budget Checking Header Status ‘alid I

Commitment Control Amount Type Encumbrance
Commitment Control Tran ID 0025580646

Commitment Control Tran Date 11/07/2018
Owverride Transaction

dget Check i

Go to Transaction Exceplions
0K Cancel

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

5. Click OK

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

Approve Expense Report - Expense Summary [ Expense Details
Colin Davidson Actions [...Choose an Actien v] | &0
Business Purpose General Expenses Report 0000519316 Submitted for Approval
Description Mileage for Training Created 11/0572013  Colin Davidson
Reference LastUpdated 11/07/2015  Ava Grace
Accounting Date 11/p52018 Accounting Template STANDARD
Budget Status ‘Valid Budget Options Budget Checking completed. Report is ready for Approval/Posting.

Totals (7 {9 View Analytics (D Notes 44 Attachments

Employee Expenses (1 Line) 2180 USD Non-Reimbursable Expenses D00 USD Employee Credits

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

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

223 & 5 -

Submitted EX Module Supervisor Expense Coordinator

Calin Davidson Awa Grace (Pociad) Payment

Action Role Name DatelTime

Submitted Employee Colin Davidson 11/05/2018 11:00:294M

Comments

¥

send Beck

Expense Line [ Expense Details

Expense Line ltems Personalize | Find | &% | LTi‘

Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve

10152018 IN MILES - FULL Training 21.80 USD -, ; o
Return to Approval List Next in List

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

Save Confirmation
Approve Expense Report
Submit Confirmation
Colin Davidson ReportID 0000519316
Totals
Employee Expenses (1 Line) 21.80 UsSD MNon-Reimbursable Expenses 0.00 USD Employee Credits 0.00 UsD
Cash Advances Applied 0.00 UsD Prepaid Expenses 0.00 USD Supplier Credits 0.00 UsD
Amount Due to Employee 21.80 USD Amount Due to Supplier 0.00 USD
“ This report will be approved. I
OK Cancel
7. Click OK
The Approve Transactions - Expense Reports page displays.
New
Overview Expense Reports Travel Authorizations Emors
Search Pending Transactions (7
Change Sort Order |-
¥ Seisct Al Clear All Send Back Refresh List Budget Check
Transactions to Approve Personalize | View All | | =] First ‘4 1-20f2 ‘&' Last
- - D:
Select Alert Total Amount Curr Budget Status Name Employee ID  Description Transaction ID Si::mmed Status Role
m} 100.00 USD iﬁ;?::fez Davidson, Colin 00003 Supplies for Training 0DDOS18317  11/05/2016  Submitted for Approval Expense Supervisor
m} i 482.00 USD ,;E‘EEB::EE' Davidson, Colin 00003 Training Conference 0DDDS19318  11/05/2018  Submitted for Approval Expense Supsrvisor
¥ Select Al Clear All Send Back Refresh List Budget Check
Comments
Overview | Expense Reports | Travel Authorizations | Errors

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

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

Approve an Expense Report is Complete
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Travel Authorizations

Review Travel Authorizations

The Basics:

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

Basic questions to ask prior to approval:

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

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

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

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

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

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

Overview Expense Reports Emors
Search Pending Transactions | ;
Change Sort Order
W Select All Clear All Send Back Refresh List Budget Check
Transactions to Approve |} Personaiize |View Al | (2| B Fist (4 170f7 b Last
selact Alert  Transaction Type Total Unit Hame Employee ID  Description Transaction ID g:‘fﬂnen status Role
O Expense Report 21.80UsD Davidson, Colin oooo3 Mileage for Training 0000519218 11/05/2018  Submitted for Approval  Expense Supervisor
O Expense Report 100.00 USD Davidson, Colin oooo3 Supphies for Training 0000519317 11/05/2018  Submitted for Approval  Expens
O & xpense Report 48200 USD Davidson, Colin ooooz Training Conference oooos1913 110572018 Submitted for Approval — Expens:
O vel Authol 300.00 USD Davidson, Colin oooo3 Training Out of Country
O & ravel Authorization Davidsa Training Conference A I e rt ICO n S d IS p I ay 0 n
O Travel Authorization 10D000USD  Daidson,Colin Training in | TS tran Sactio ns th at h ave
O Travel Authorization 450.00USD Davidson, Colin oooo3 Conference in DC ooooo) exce ptio n S On on e o r
¥ Salect All 11 Clear Al Send Back Refrash List Budget Check more Of itS I in es
Comments
Return to Approval List
Employee Expense History

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

your approval:

Overview
Search Pending Transactions | 3

Change Sort Order 3

¥ Saleot All LI Clear Al

Transactions to Approve |}

selact Alert Total Curr
O
O
O
O
# Select Al Clear All
Comments

Travel Authorizations

Send Back
Budget Status Mame
Mot Budget Checkad Davidson,Colin

Mot Budget C Davidson,Colin

Mot Budget C Davidson,Colin

Mot Budget Checked Davidson,Colin

Send Back

Refresh List

Empioyee D Description

oooo3

Training Out

Budget Check

of Country

Transaction 1D

0000004750

ooooz I Training Confa:

0000004

nDC

oooo3 Training in Florida
ooooa Conference
Refresh List

Budget Check

0000a04752

0000004753

Trip Date

122018

72018

M22018

032018

Date
Submitted

11/0512018

1D52HE

11/058/2013

Personalize | Viewall | (21 | B} Fist 4 1-4 o]
Status Role
Submitted for Approval Expense Supervisor

Submitt=

Expensa Supervisor

or Approva

Submitted for Approval Expense Supervisor

Submitted for Approval Expense Supervisor

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

Approve Travel Authorization
Travel Authorization Summary

Colin Davidson User Defauks

General Information

Description Training Conference Authorization 1D 0DDODD4TE1
Business Purpese  Conference

Status Submitted for Approva

Date From 11072015 To 11002013 Updated on 11/05/2015 By COAVIDSO
10:35:38AM
Artschments (1) Motes
Accounting Defaults More Options [ Choosz an Action wv| | GO

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

Details Fersonalize | Find | (2]
Expangs Type Date Amount Currency Attachments Approve
{_g OUT BREAKFAST 1100772018 8.00 UsD Aftachments (1) !
OUT BREAKFAST 1100872018 6.00 UsD Aftachments W
OUT DINNER 1100772018 13.50 UsD Attachments !
OUT DINNER 1100772018 18.50 UsSD Aftachments !
CUT DINNER 1110872013 18.50 IS0 Attachments ]
CUT MILES - FULL 11407720138 109.00 USD Attachments W
CUT MILES - FULL 1110872013 109.00 USD Anachments W
g'é'; Ics"E’ NETRAIN 4 io7re01s 300.00 USD Attzchments (1) T
Totals
Total 587.50 USD
Less Mon-Approved 000 uso
Total Authorized 587.50 USD
Pending Actions Personalize | Find | - | = First ‘4 10f1 '} Last
Role Hame Action DataiTima
EX Module Supervisor Grace Ava
Action History Personalize | Find | 2| B4 First 'Y 10f1 "% Last
Fole Hame action Dateimima
Employes Dawidson,Colin Submitted 11/05/2018 10:35:33AM
Comments
=3

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

Budget Status Mot Budget Checked
Budget Options

Approve Send Back

Return to Approval List Mext in List Previgus in List

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

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

e Totals section displays the travel authorization totals

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

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

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

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

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

Travel Authorization Notes
Help

Add Motes

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

Notes Hama Role DateiTime

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

I OK I Cancel

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

Travel Authorization Summary
Colin Davidson

General Information

Description Traiming Conference

Business Purpose Conference

Status Submitted for Approva

Diate From 11/07/2018

Accounting Defaults

You can deny mdividual expensas and still approve or send back the overall repont.

Authorization 1D 0DDODD4751

By CDAVIDSO

To 11/0072013 Updated on 11/0502018

Motes

More Options|[._.Choosz 8 etion

Details
Expanes Type Date Amount Currency Attechments When one or more
it OUT BREAKFAST 1110772018 8.00 USD Attachments (1) attachments are included on
OUT BREAKFAST 111082018 .00 UsD Attschments the transaction’ the
OUT DINNER 11072018 18.50 UsD Attachments AttaChmentS ||nk W|” include
OUT DINNER 1110772013 18.50 USD Attachments (#) Whel’e # equals the
OUT DINNER 1102018 18.50 USD Aachments number Of attaChmentS. The
OUT MILES - FULL 11072018 109.00 USD Attachments (#) does not dlsplay if there
OUT MILES - FULL 11002018 109.00 UsD Attschments are no attachments.
ES_EEE'NF’TR"" i 1100772018 300.00 USD Attachments (1)
Totals
Total 587.50 USD
Less Non-Approved 0.00 UsD
Total Authorized 587.50 UsSD
Pending Actions Personalize | Find | 5 | E First ‘4 1of1 ¥/ Last
Role Nama Action Dataimima
EX Moduls Supervisor Grace,Ava
Action History Personalize | Find | 5 | H First ‘4 10f1 '*/ Last
Role Hame Action DateiTimea
Employes Dawvidson, Colin Submitted 11052018 10:35:33AM
Comments

Budget Options hyperink.
Budget Status Mot Budget Checked
Budget Options

pRrowe

Send Back

Return to Approval List Mext in List

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

Previous in List

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

Travel Auth Attachments

Helo
Travel Authorization I DDDDDD4TS1
Details Personalize | Find | View All | IL"—'| E First ‘&) 1of1 ‘& Last
Flla Hame Daacription Uiear Hame DateTimae Stamp
Attachment for TA Header CoOAVIDED Colin Davidson 11/052018 10:34:548M

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

I

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

6. Click the File Name link to view the attachment

Attachment/receipt sample document used for training.

- —- AR TR, QT 1ol
e it g ey & WA y‘:,& N\
. - ,

-
M

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

Approve Travel Authorization
Travel Authorization Summary
Colin Davidson

General Information

Description Traiming Conference Authorization ID DDDDDD4TS1

Business Purpose Conference

$atus Submitted for Approva

Date From 11/07/2018 To 1100872018 Updated on  11/05/2018 By CDAVIDSO
10:35:38AM
Artachments (1) Motes
Accounting Defaults More Options|._ Choose an Actien v | GO

You can deny ndividual expenses and still approve or send back the overall repor.

Dietails Personalize | Find | 2l
Expanse Type Dale Amount Currency Attachments Approve
-'Z'EI OUT BREAKFAST I <= 300 USD Attachments (1)
OUT BREAKFAST  11/082013 .00 U diahments Each line should be
OUT DINNER 11072012 18.50 USD Attachments reviewed for accuracy
DUT DINNER 110072013 18.50 USD Atizchments and compliance.
OUT DINNER 1110872018 18.50 UsD Attschments
OUT MILES - FULL 11107720138 109.00 USD Attachments
OUT MILES - FULL 11/0872018 109.00 USD Attachments
gg;é? HEUEARS 1100772018 300.00 USD Attachments (1) V7
Totals
Total 58750 USD
Less Mon-Approved 0.00 usD
Total Authorized 58750 UsSD
Pending Actions Personsize | Find | 20| B8 Fist 4 10f1 % Last
Role Hama actlan Datamima
EX Moduls Supervisor Grace Ava
Action History Personalize | Find | K | B First ‘&' 1of1 ‘% Last
Role Name action DataTime
Employes Davidson, Colin Submitted 110572018 10:35:33AM
Comments

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

Eudget Status Not Budget Checked

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

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

Approve Travel Authorization

Colin Davidson
About This Expense

Date

Payment Type
Expense Billing Code
Originating Location
Location

Expense Detail for OUT BREAKFAST (Line 1)

Description Breakfast first day of conference

Authorization 1D 0000004751

Line attachments can be viewed
from the Expense Detail page as

11/07/2018 Attachments (1)
Employee

Mon-Taxable - Internal
MONTPELIER WT

NEW YORK

well as from the Travel
Authorization Summary page.

Use the Previous Expense button

Amount £.00 usD
Exceptions and Next Expense button to
Exception Comment navigate between the
_ transaction lines.

Authorized Amount Exceeded Breakfast at Hotel
Accounting Summary ersonalizations | Find | 0| [ First ‘4 10of1 ‘&' Last
Amount GL Unit Account Fund Dept Ppfaram Class Project Affiliate

8.00 08100 518520 20105 810000240 59200 Z0017 ZMVT  DO0O0-

Previous Expense Mext Expense

I Return to Travel Authorization Summary I

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

9. Click Next Expense to review the next line

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

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

Approve Travel Authorization
Travel Authorization Summary
Colin Davidson
General Information
Description Training Conferance Authorization ID DDDDDD4751
Business Purpose Conference
Status  Submitted for Approval
Date From 11/7/2018 To 11/D8/20H3 By COAMIDSC
Motes
Accounting Defaults More Options [ Choose an Action v | GO
You can deny individual expensas and =till approve or send back the overall repart.
Details Personalize | Find | (2
Expanae Typs Daie Amount Currency Attachmenta Approve
% PUT BREAKFAST 1110772018 8.00 usD Attachments (1) W
OUT BREAKFAST 1110872018 6.00 USD Aftachments o
OUT DINNER 1180772018 13.50 USD Attschments o
OUT DINNER 110772018 18.50 USD Aftachments o
OUT DINNER 1110872018 13.50 USD Attschments o
OUT MILES - FULL 110772018 109.00 USD Aftachments o
OUT MILES - FULL 1110872018 109.00 USD Attachments o
CEGCNFTRAIN - 4110772013 300.00 USD Attschments (1) 7
Totals
Total 53760 USD
Less Non-Approved 0.00 UsD
Total Authorized 587.50 USD
Pending Actions Personsize | Find | 0] B8 First 0 1of1 ® Lamt
Rale Nama Actlon Datamima
EX. Module Supenisor Grace,Ava
Action History Personalize | Find | £ | 2] First ‘&' 1of1 ‘% Last
Role Namg Action Dataimims
Employes Davidson, Colin ‘Submitted 117052018 10:35:33AM
Comments
g
Budget Checking is required befors the Travel Authorization can be Approved. Please click on the
Budget Options hyperink.
Budget Status Not Budget Checked
Budget Options
Send Back
Return to Approwal List Mext in List Previous in List

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

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

Approve Travel Authorization

Caolin Davidson

General Information

Exceptions

Line

View Exception Comments and Risks

Description Training Conference
Date From 11/07/2018

Business Purpose Conference

Exception

Authorization ID 0000004751

Employees are required to
enter an exception

comment on a travel
To 11/09/2018

authorization line to
explain why an amount is
exceeded.

Comment

I 1 0OUT BREAKFAST

Amt Exceeded

Breakfast at Hotel I

2 OUT BREAKFAST MNone Mo exceptions associated with this line.
3 OUT DINNER MNone Mo exceptions associated with this line.
4 OUT DINNER Mone Mo exceptions associated with this line.
5 0OUT DINNER Mone Mo exceptions associated with this line.
6 OUT MILES - FULL MNone Mo exceptions associated with this line.
7 OUT MILES - FULL MNone Mo exceptions associated with this line.
8 e TRAN None No exceptions associated with this line.

u Return to Travel Authorization Summary I

Below is the most common exception and what it means:

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

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

Authorization - Travel Authorization Summary page

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

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

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

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

Overview | Expense Reports | Travel Authorizations | Ermors
Search Pending Transactions
Change Sort Order
A seterct Al T Clear Al Send Back Refresh List Budgst Check
Transactions to Approve Personaize |Viewall | (2| B Fst 4 1707 0 Last
select slet  Transaction Type Total unit Mams Employes ID  Description Transaction 1D gz?ﬂn“ status FRols
Expense Report OUSD  David 00003 Mileage for Training 0000519318 11052013  Submitted for Approval  Expense Supenvisor
u] Expense Repart 0ouss b 00003 Supghes for Training 0000518317 /0512013 Submitted for Approval
u] & Report 4E200USD  Dav 00003 Training Ca 0000519318 r Approv
u] Travel Authorization 1300.00USD  Davidson,Colin 00003 Training Cut of Country 0000004750 r Approval
u] & Travel Authorization 587.50USD  Davidson.Colin 00003 Training Confersnce 0000004751 = for Approva
u] Travel Autharization 1000.00USD  Davidson,Colin o000z Training in Florida 0000004752 r Approva
u] Travel Autharization 450.00USD  Davidson.Colin 00003 Conference in OC 0000004753 = for Approva
@ Seioct Al I Clear Al Send Back Refresn List Budgat Check
Comments
Retum to Approval List
Employee Expenss History

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

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

New Wiindow
Overview || Expense Reports || Travel Authorizations || Enors
Search Pending Transactions
Change Sort Order
% seiecan [ Clear &1 Send Back Refresh List Budpet Check
Transactions to Approve Personalize | view a1 | 2| [ i 14
sslact atert Tatal Curr Budget Status Nams Employss 1D Description Traneaction I Trip Date gg'frmﬂ status Rols
1ar Not Budget Chy Daidso 00003 Training Cut of Country 0000004750 11/12/2018 11/0S/2018  Submitted for Approval Expense Supervisor
[m} & Not Budge Dani 00003 I Training C 0000004751 I 11/07/2018 3 Sub val Expenss Supeniisor
[} 10 Not Budge Daidso 00003 Training in Florida 0000004752 11/12/2018 11/0S/2018  Submitted for Approval Expense Supervisor
[m} 450.00USD  Not Budget Checked Daidsan.Cofin 00003 Conference in DG 0000004753 11/05/2018 11/05/2018  Submitted for Approval Expense Superisor
o Select Al [ Clear Al Send Back Refresh List Budget Chack
Comments
Ouenview | Expense Reports | Travel Authorizations | Ermors

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

Expense Training Guide - Supervisor/Approver

Approve Travel Authorization
Travel Authorization Summar\;
Colin Davidson User Defaults
General Information
Description Training Conference Authorization ID' D0DDOD4751
Business Purpose Conference
Status Submitted for Approval
Date From 11/07,2018 To 11082013 Updated on 11052018 By COAVIDSO
10:35:3BAM
Attachments (1) Motes
Accounting Defaults More Options [._Choose an Action w| | GO
‘You can deny individual expensas and still approve or send back the overall report.
Details Personalize | Find | 2
EKWI‘IBB Tl_,'FIB Date Amount CUTI‘DﬂC’!‘ Attachments .'-'I.FIPH}\'E
G OUT BREAKFAST 1110772013 3.00 5D Attschments (1} o
OUT BREAKFAST 111082018 8,00 UsD Attachments W
OUT DINMER 111072018 18.50 UsD Attachments o
OUT DINMER 110072018 18.50 UsD Attschments N
OUT DINNER 111082018 18.50UsD Attachments W
OUT MILES - FULL 110712018 109.00 UsD Attachments W
OUT MILES - FULL 110082018 109.00 U5D Attachments N
3;‘; EE'NF':TR"" £ 1110772018 300.00 USD Attachments (1) =
Totals
Total 587.50 USD
Less Mon-Approved 000 UsD
Total Authorized 587.50 USD
Pending Actions Personalize | Find | - | 2] Fist ‘4 1of1 ‘% Last
Role Kama Action DateiTima
EX Maoduls Supervisor Grace,Ava
Action History Persanakze | Find | 2 | & First ‘4 1of1 ‘& Last
Role Hame Action DataiTime
Employee Davidson,Caolin Submitted 11/05/2018 10:35:38AM
Comments
Please update the amount on line 1. ;Fe’f:/

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

Budget Status Not Budget Checked
Budget Options

Return to Approval List Mext in List Previous in List

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

Save Confimation
Help
Approve Travel Authorization
Submit Confirmation
Calin Davidson

Authorization ID 0000004751
Travel Authorization Totals
Total 587.50 USD ﬁuthnIi::::: 58750 USD
Less Mon- 0.00 USD

Approved

'“ This report will be sent back for revision

Cancel

5. Click OK

The Approve Transactions - Travel Authorizations page displays.

Cvenview Expense Reports || Travel Authorizations Emrors.
Search Pending Transactions

Change Sort Order 3

¥ Select Al LI Cear Al Send Back Refresh List

Budpet Check
Transactions o Approve 3 Personalizz | Viewall | 2| B Firt 1 13012 0 Lamt
saisct Total cur Bungst status Nams Empioyss il Description Transactonin  Tp Dafe ?:;mlrsu statug RoiB
O 1300.00 USD Mot Budget Checkad Davidson,Colin 00003 Training Out of C:w iry 0000004750 052018 Submitted for Approval Expense Supervisor
O 1000.00 USD Mot Budget Checked Davidson, Colin 00003 Training in Florida 0000004752 052018  Submitted for Approval Expen visor
] 450.00 USD Mot Budget Checked Davidson,Colin 00002 Conference in DC 0000004752 052018 Submitted for Approval Expen
A Setectal [ Ciear Al Send Back Refrach List Budget Chack
Comments

Owerview | Expense Reports | Travel Authorizations | Errors.

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

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

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

The Basics:

Expense Training Guide - Supervisor/Approver

1. Per Agency of Administration Bulletin 3.4 Employee Travel and Expense Policy, approval for

employee overnight travel must be received prior to the trip

2. Also, per the Bulletin, all ‘Out of Country’ travel must be approved by the Office of the

Secretary of Administration and will automatically route there for approval

3. Asa Supervisor your responsibility to review the travel authorization for accuracy and

compliance and the steps to approve the transaction are the same

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

approved.

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

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

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

the approver:

Overview | Expense Reports [ Travel Authorizations] || Emors

Search Pending Transactions

Change Sort Order

Transactions to Approve

Comments

Retum to Approval List

Employes Expanse History

¥ Select All Clear All Send Back Refresh List Budget Check

selact Alert  Transsction Typs Total unit Mams. Empioyes D Description Transaction ID zz'frmﬂ
Expanse Report 2180 USD Davidsen.Colin 0Doo3 Mileage for Training 0000518318 11052013

a Expense Report 00.00 USD Davidson.Cofin 00003 Supplies for Training 0000518317 11052013
a & Expense Report 492 00 USD Davidsen.Colin 00003 Training Cor 0000518318
a Travel Authorization 300.00 USD Davidson.Cofin 00003 Training Ot of Country 0000004750
a a Travel Authorization 587.50 USD Davidson. Cofin 00003 Training Conference 0000004751
a Travel Authorization 000.00 USD Davidsan, Cofin 00003 Training in Florida 0000004752
a Travel Authorization 450.00UsD Davidson. Cofin 00003 Conference in DG 0000004753

¥ Select All Clear All Send Back Refresh List Budget Check

Personalze |View All | 20 | B First (4 1707 0
status Role
Submitted for Approval  Expense Supervis
Submitted for Approval  Expense Supenvis
e for Approva

o for Approva

o for Approva

ed for Approva

o for Approva

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

for review

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

your approval:

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

Change Sort Order

Transactions to Approve

# Select All Claar All Send Back Refresh List Budget Check

Transaction|D  Trip Date

Selact Alert Tatal Curr Budget Stztus Mame Employee 1D Description
[} 13 Not Budget Chy Davidsan,Colin 00003
[m] & Mot Budge Dawi 00003
[} 10 Not Budget Chy Davidsen,Cofin 00003 Training in Florida
] Not Budget Checked Davidsan,Colin 00003 Conference in DC
¥ Select A1 [T Clasr Al Send Back Refresh List Budget Check
Comments

0000004751 122018 1

000000475 0772018 1

0000004752 11122018 1

0000004753 11052018 1

Date
Submitted

status

8  Submit

Personalize | View All | (2

Rale

8 Submitted for Approval Expenss

8 Submitted for Approval Expense

2012 Submitted for Approval Expense

1 Approval Expense

Supeniisor

Supenisor

Supeniisor

Supenisor

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

travel authorization you would like to review
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Travel Authorizations are approved or sent back to the employee for revision from the Approve Travel

Authorization - Travel Authorization Summary page:

Approve Travel Authorization
Travel Authorization Summary
Colin Davidson
General Information
Description Training Out of Country Authorization 1D 000004750
Business Purpose Conference
Status Submitted for Approval
Date From 11/12/2018 To 11162018 Updated on 11/05/2013 By CDAWVIDSO
10183240
Attachments Motes
Agcounting Defaults More Options [__Choese an Action w| | GO
‘You can deny individual exxpenses and still approve or send back the overall report.
Dietails Personalize | Find | (2
Expenss Type Data Amount Currancy Attachments Approve
OUT LODGING 111272018 700.00 UsD Attachments ol
'I?II-EIJNASE 111272018 600.00 UsD Attachments ol
Totals
Total 1.300.00 USD
Less Hon-Approved 0.00 UsD
Travel Authorizations with @ i
Pendin: BUdget Status of ‘Not BUdget Personalize | Find | - | B First ‘&' 1-2ef2 "&' Lact
— Checked’ need to be budget Action DaterTime
3 Module S checked. NOTE: Expense
Secretary of transactions are budget
Action checked ina nlghtly batch Personalize | Find | BV = First ‘4 1of1 ‘& Last
oie process or manually. action S
Employee Davidson, Colin Submitted 11/05/2018 10:18:324M
comment The Approve button is grayed out if
/ the travel authorization does not
have a ‘Valid’ Budget Status. If the
BUdQH%cking is required before the Travel Authorizatign status is in ‘Error’, contact your
Budget Wtions hypedink. 0
Budget Status Not Budget Ci Expense Coordinator.
Approwve Send Back
Return to Approval List Mext in List

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

Commitment Control

Help
Commitment Control Details

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

Commitment Control Amount Type Encumbrance

Crverride Transaction

Eudget Check o

Go to Transaction Exceptions Go To Activity Log
Ok Cance

4. Click Budget Check

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

Commitment Control
Help
Commitment Control Details

Source Transaction Type Travel Authorization

I Budget Checking Header Status alid I

Commitment Control Amount Type Encumbrance
Commitment Control Tran I 0025580632

Commitment Contrel Tran Date 11/06/2013
Owverride Transaction

Li ]

G0 to Transaction Exceptions 5o To Activity Lop;

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

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

Approve Travel Authorization
Travel Authorization Summary

Colin Davidson

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

Status Submitted for Approval

Date From 11/12/2018 To 11162012 Updated on 11/08/2013 By AGRACE
4:12:04PM
Artachments Maotes
Agcounting Defaults More Options [._Choose an Action v] | GO

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

Details Personalize | Find | L2
Expenss Type Data Amount Currency Attachmants Approve
OUT LODGING 111272018 T00.00 UsD Attachments ol
TRaNe? teEe S gse The Secretary of Admin Approver role
Totals displays in addition to the EX Module
Total Supervisor in the Pending Actions section for
Less Non-Approved 0. ‘Out of Country’ travel authorizations that
Total Authorized require additional approvals. For some

employees, the Secretary of Admin Approver
may be the only approver.

Pending Actions

Role Nams,
EX Module Supervisor Grace Ava
Secretary of Admin Approver Jones Jimmy
Action History Fersonalize | Find | 21| First ‘&' 10f1 '} Last
Role Hamg Action DataiTime
Employse Davidsan, Colin Submitted 11/05/2018 10:16:32AM
Comments

Bl A

Budget Checking completed. Report is ready for ApprovalPasting.

Budget Status Walid

Budget Options
I Approve I Send Back
Return te Approval List Mesxt in List

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

Save Confirmation

Help
Approve Travel Authorization
Submit Confirmation

Colin Davidson Authorization ID 0000004750
Travel Authorization Totals

Total 1,300.00USD
Total L
Less Mon- 0.00 USD Authorized
Approved

1,300.00 USD

‘/ This repart will ke approved

Cancel

7. Click OK

The Approve Transactions - Travel Authorizations page displays.

Overview || Expense Reponts || Travel Authorizations || Errors
Search Pending Transactions
{FiChange Sort Order 5
 seiect Al 1] Clear Al Send Back Refrash List Budget Chack
[Transactions to Approve Personalize | View all || ] Fist 4 12012 & Last
select Total curr Buaget stsfus Nama Empioyes ID  Description Transaction 1D Trip Dats. 33;’:_‘ tted status Role
O Mot Budget Checked Davidson, Colin 00002 Training in Flarida 0000004752 11122012 1170572018 Submitted for Approval Expense Supervisor
O Mot Budget Checked Davidson, Colin 00003 Conference in DG 0000004753 11/08/2012 1170572018 Submitted for Approval Expense Supervisor
9 setect All L1 Clear Al Send Back Refresh List Budget Check
Comments
|owerview | Expense Reports | Travel Authorizations | Errors

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

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

Approve a Travel Authorization is Complete
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Set up Alternate Approver

The Basics:

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

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

Worklists need to be clear of all pending transactions before an alternate is set up. (Designating
an alternate does not re-direct transactions waiting for your review).

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

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

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

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

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

Navigator Menu navigation: My System Profile

NavBar: Navigator -]

Recent Places.

Employee Self-Service >

Travel and Expenses >

* Commitment Control >

Worklist >

Reporting Tools >

Navigator

Change My Password

MyPreferences My Preferences

My System Profile

My Dictionary
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The General Profile Information page displays.

General Profile Information
Ava Grace
Password

Change password

Change or set up forgotten password help
Personalizations

My preferred language for PlA web pages is: English

My preferred language for reports and | English N~ |
email is
Currency Code a

Default Mobile Page QL

Alternate User

If you will be temporanly unavailable, you can select an Alternate User to receive your Expense Moduls
transactions only.
Alternate User ID KIMORSE &'}

From Date 11052018 [5] (example:12/31/2000)

To Date 11092018 [[5]] (example:12/31/2000)

Workflow Attributes

[ Email User [ Worklist User

Miscellaneous User Links

Email Personalize | Find | | E First ‘&' 1of1 '}/ Last
Primary Email Accoumnt Email Type Email Address
[+ Business vision.exptestwi@wvermont.gov ﬂ
IM Information Personalize | Find | 2| E& First ‘& 10f1 ‘&' Last
Protocol XMPP Domain UserlD Password
XMPP Q +] =]

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

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

4. Click Save
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