Disbursements & Travel Services Job Aid

Job Aid for Approvers of Expense Reports

The purpose of this job aid is to provide step-by-step instructions to UTSA department approvers
on how to login and approve Expense Report documents in UTShare/PeopleSoft.

Terminology (see Appendices, Section D, for Concepts and Workflow functionality):

Approver: Also referred to as “Reviewer” and “Budgetary Authority.” Electronic approval by
Department, CostCenter, Projects/Grants, PI (Principal Investigator) or Capital Projects approvers.
Creator: Also referred to as “Originator” or “Requester”. Individual who creates electronic
voucher in UTShare/PeopleSoft.
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Disbursements and Job Aid
Travel Services

Step

Action

1.

Approval through FIRST ACCESS METHOD: via E-notification will direct you
to what is called the Fluid Approval Page.

A. Approver will receive e-notification requesting document approval.

B. Click on link to access the approval page (Login to PeopleSoft required):

2 Reply ff::(l Reply All £ Forward ';‘SIM

Fri /2019 2:54 PM

Warkflow@utsystem.edu

Approval is Requested for Expense Report i umeiumsiylsbiummsimpmsisiipimmm:
To

An expense report has been submitted that requires your action:

Employee ID: ) |

Employee Name: 1
Submission Date: 2019-06-07

Report Description:  UTSA VPR Delegates to DOE

Report 1D: - QDORT—
Business Purpose: TRV-Attend Meeting, Conf, etc.
Total Amount 1588.73 USD

Reimbursement Amount: 265.50 USD
Entered By:  iG00 Nr-y——m———————————
Updated By: s

You can navigate directly to the approval page by clicking the link below:

Note: The approver should take note of the Total Amount and the
Reimbursable Amount listed in the email notification. This data is an overview
of total expenses versus the actual reimbursement owed to the employee.
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Disbursements & Travel Services Job Aid

Step Action

2. Access UTShare/PeopleSoft:
For off-campus use, PeopleSoft access requires the Two-Factor Authentication

log-in. For more information on set up: http://utsacloud-

public.sharepoint.com/Pages/TwoFactorAuthentication/Generallnformation/TwoFa
ctorAu

thentication.aspx
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Step

Action

3.

After logging into UTShare/PeopleSoft, the landing page will be referred to as the
[Expense Report Approval Page

Expense Report aQ v ®

116.90 USD ‘ Approve ‘ Terminate More

5 Header is pending your approval
2% In Process - Multiple Approvers
Summary
Naime samewBounsste ReportID 0000222721 Approvals in Process

Total Due Employee 116.90 USD Reference

Report Description Lab Supplies for Drone Submission Date 06/06/19

Business Purpose NT-Other (Specify) Updated on 06/10/19 - 10:12 AM

Location Exceptions and Risks

v Attachments and Notes
View Attachments >

wLines

Approver must first review general information and attached documentation
from the Expense Report Approval Page. Ensure all documentation has been
attached. Click on “Attachments” link to access and view documents
individually. This example shows two documents are attached to voucher.
(See Appendices, Section B and C, to view supporting documentation

requirements).

Summary
Name <iamaanEinsmnsmion.
Total Due Employee 116.90 USD
Report Description Lab Supplies for Drone
Business Purpose NT-Other (Specify)

Location

w Attachments and Notes

View Attachments >

w Lines

Page 4



Disbursements & Travel Services Job Aid
Step Action
4, Click on the Link to view the attachment.
Attachments
Report ID 0000222721
Report Description Lab Supplies for Drone
w Attachments
Sequen ached File Description Entered by Updated on
B @mazon_drone_project.pdf I 06/06/19 3:43PM
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5. Review funding source or ChartField string(s). Use slide bar to view complete

v Lines

Risk/Exception

Date/Expense Type

Select View Accounting

ChartField string(s). This example only shows one cost center as funding source.

3rows

Reimbursement Amount

@& 04/01/19  NT-Consum Supplies Non-Office 47.64 USD >
05/29/19 NT-Consum Supplies Non-Office 14.89 USD >
05/29/19 NT-Consum Supplies Non-Office 54.37 USD b

S—

Line Detail
Transaction Date 04/01/19 Payment Method Paid By Employee
Expense Type NT-Consum Supplies Non-Office Merchant
Description supplies Location
Billing Action Billable Personal Expense N
Receipt Verified N
Exceptions and Risks
View Accounting >

You are now able to review the accounting information for the line

Accounting

Accounting
Expense Type NT-Consum Supplies Non-Office

Amount 47.64 USD

Accounting Details

GL ChartFields Show All
Amount *GL Unit Monetary Currency Exchange *Account Fund ~. Cost Function Progra
PP A A ~ o A Dept © a A A
¢ 0 Amount & Code © Rate © < < Center < < ¢

47.64 UTSA1 47.64 USD 1.00000000 63001 A ————.

To View Multiple Funding Sources in Fluid:

If more than one funding source is used, then click on the arrow for each line to
view additional distribution lines.
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Job Aid

7.

Reimbursable and Non Reimbursable lines in Fluid:

The approver may review the e-notification to review the Total Amount of the
expense report versus the Reimbursement Amount owed to the employee.

To review if a line is reimbursable or non-reimbursable in Fluid, the approver
will need to review each expense line to verify whether the expense line is

marled as a Personal Expense or not:

If the expense line is reimbursable, the Personal Expense will be marked N

TR-Out of St-Meals Per Diem

57.00 USD
Line Detail
Transaction Date 03/31/19
Expense Type TR-Outof St-Meals Per Diem
Description First Day of travel

Billing Action Billable
Accounting
View Accounting >

If the expense line is not reimbursable, the Personal Expense will be marked Y

TR-Out of St-Lodging

This means that the expense will be
reimbursed to the employee

Payment Method Paid By Empl:
Merchant
Location DC WASHIN

N

Receipt Verified N

251.00 USD
Line Detail
Transaction Date 03/31/19
Expense Type TR-Out of St-Lodging
Description CLIBA Purchase (Beth Manning's card) GSAr
Billing Action Billable
Accounting
View Accounting >

This means that the expense line
will not be reimbursed to the
employee

Payment Method Paid By Employee
Merchant Kimpton MOnaco
Location DC WASHINGTON

Y

Receipt Verified N
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Step

Action

8.

2.

Approver must then APPROVE or SEND BACK or Terminate document.
L.

If approved, the document will then route to the next budgetary
authority.

If sent back, the document will return to the creator for
corrections/modifications. Comments will be required (e.g. missing
documentation, used wrong funding source, invoice amount
discrepancies, selection of wrong vendor, etc.).

If terminated, the document will not be able to be modified or
resubmitted. Comments will be required.

The HOLD button will suspend the document from continuing the workflow path
on to the next level of approval. See Appendices, Sections E and F, to view documents
in different stages with DENIED and PUSH BACK status, and Section G, to view

documents with workflow showing multiple approvers).

See type of action buttons available on below screenshot. Notice that functionality
for shaded buttons is not an option. The only available options in this example are
the APPROVE, SEND BACK, ADD COMMENTS and HOLD buttons.

‘ Approve Terminate More

Terminate | More
|

Sendback

Hold

BSS
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Job Aid

9.

Approval and AP Approval.

v VIUIT HHUITauvn

View Attachments (1)

Approver Comments

Approval Chain: This example has two workflow approval levels: Cost Center

Approval Chain

Approval Chain

Employee Certification

¥ SHEET_ID=0000222721

Employee Certification

& Approved

A .
Reviewer
06/06/19 4:11 PM

Cost Center Approval
¥ SHEET_ID=0000222721

Cost Center Approval

& Approved

L I 111
Cost Center Approver
06/10/19 10:12 AM

Travel Approval

¥ SHEET_ID=0000222721
Start New Path

Travel Approval

% Pending

Multiple Approvers
UTZ_WF_ER_AF_BU_AFFR

Approved

Approved

Pending




Disbursements and Job Aid
Travel Services
Step Action
10. Approval of Expense Reports using SECOND ACCESS METHOD: via worklist.

A. Log in to PeopleSoft. From home page, click on WORKLIST located in

the upper right hand corner of page.

Expense Reports that appear on your Worklist are at your budgetary level to
approve. It is important to note that there may be more than one approver
that may need to approve according to your department setup. Coordinate
with other departmental or cost center approvers to identify “primary or front
line approvers,” and then those who will serve as “secondary or back up
approvers.”

WdloMyLins  Signout [

UTSgenan

Time ing
Mpsence Balances, Monihly Schedule. My Time Summary

Travel & Expense Merz
Traued Athorizabon. Expense Repod. Review Paments s

Payroll & Compensation N
‘View Paycheck, Dwect Deposd -4 Tax Infoemaion : Test HR UTSA

Mere
My Career s
G System Annguncements

Personal Information . Test System Announcements UTSA
My Current Profis. Personal Infoemaion Summary

Benefits
My UT Benefits Teachers Refremend Svslom, UT OF8) UT Refremesd Manacer

Due Status Priority
Compicte  Low
Compite  Low
Complete ~ Low
Comgiele  Low

Compiele  Low
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Disbursements & Travel Services Job Aid

Step Action

1. B. As a sorting tool, select filter for “Approval Routing” if voucher is not easily
located.

C. Click on hyperlink once voucher is located. You will be directed to Voucher
Approval Page. All vouchers are listed by “creator” but can be sorted by
clicking on column headings (from, date from, work item, etc.) or using the
worklist filter.

Worklist
Worklist for 6001018830: Elisabeth M Cuadros

Detail View Worklist Filters v Feed

Worklist ltems

5 Q 125012013 oy oM
From {Date From. Work Item Worked By Activity Priority Link
¢ an  06/10/2019 Approval Routing Approval Workflow 2-Medium v Reassign
DI r 061012019 Approval Routing Approval Warkflow 3ow v Reassign
R 06/1012019 Approval Routing Approval Workflow Iow v Reassign
R 06/107201% Approval Routing Approval Warkflow 3ow v Reassign
g 06/1012019 Approval Routing Approval Workflow Iow v Reassign
V. non  06/10/2019 Approval Routing Approval Warkflow 3ow v Reassign
v non  06/10/2019 Approval Routing Approval Workfiow Select document for Review/ Reassign

Approval using the link

E on  06/10/2019 Approval Routing Approval Warkflow Reassign
JRi " 0602019 Approval Routing Approval Workflow 2Medium ¥ Reassign
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Step

Action

12.

D. Approver must first review general vendor information and attached
documentation from the Expense Approval Page. Ensure all documentation
has been attached. Click on “Atffachments” link to access and view
documents individually. This example shows two documents are attached to
voucher. (See Appendices, Section B and C, to view supporting
documentation requirements).

Summary
Name [N
Total Due Employee 18.04 USD
Report Description Amazon Purchase
Business Purpose NT-Other (Specify)
Location TX SAN ANTONIO
w Attachments and Notes
I View Attachments >
View Notes >
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Disbursements & Travel Services Job Aid

Step Action

13. Next, follow STEP 5 to review ChartField string(s) on Charge Information Tab.

14. Next, follow STEP 8 to approve or deny document.

15. Once voucher has been approved by all budgetary authorities, DTS (Disbursements and
Travel Services) will review, deny document or approve document for final payment (see
Appendices, Section A, to view Workflow Chart of Non PO Vouchers).

16. Approvers also have the option to utilize what is called the Classic Approval Navigation
by manually navigating to Main Menu > Travel and Expense > Approve Transactions
> Approve Transactions

Overview Expense Reports Time Reporis Time Adjustments Travel Authorizations Cash Advances Errors
Search Pending Transactions
Change Sort Order
Refresh List
Transactions to Approve (2
Urgency Transaction Type Total Unit Name Employee ID  Description Transaction ID Eﬁae”
v Expense Report 149.70 USD WAL fi2 i T i 5 05/23
L| Expense Report 17578 USD e anie SR ESARErrim Rt e G000Reaed—  (4/2]
15. Locate the document to approve by selecting the link
Overview Expense Reports Time Reports Time Adjustments Travel Authorizations Cash Advances Errors
Search Pending Transactions (7
Change Sort Order (2
Refresh List
Transactions to Approve (7 Pe
Urgency Transaction Type Total Unit Name Employee ID  Description Transaction 1D Eﬁ;:temitted
v Expense Report 149 70 USD i i 1 i 05/22/2019
=] Expense Report 1175.78 USD CILv dias g 20th-Enzvme Mechamsms 0000206004 04222075
] Expense Report 1822 48 USD R ~.crican Anthropological Assoc 0000206807 05/08/2019
| Expense Report 2875.31 USD hutciu I G0 12357 30 SFM i i\ QU2 d7S37 03/29/2019
v Expense Report 58022 USD  HRGHMSONEOmSE e S SN DS s 000Z08EEE 05212015
| Expense Report 16.69 USD 233 04/12/2019
16. The Classic approval page offers more detail than the Fluid approval page
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Approve Expense Report - Expense Summary

—
*Business Purpose |1RV-Present Orig Resrch Paper ¥

\Description American Anihragological Assoc

Reference A

“Accounting Date (08012019 [

Budget Status Valid Budget Options

Actions

Report e Spprovals in Process

Created
Last Updated 05
Authorization ID 0000116861

Accounting Template STANDARD Q

Budget Checking completed. Report is ready for Approval/Posting

5] Expensa Details

Choose an Action v]|_Go

Totals Urgency:® 3 View Analytics Workflow History & Attachments (5)
Employee Expenses (15 Lines) 1,822.48 USD Non-Reimbursable Expenses 411.31 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 1,411.17 USD Amount Due to Supplier 0.00 USD
Approval History
[ 3'
Submitted Travel Approval
Lucila Bk (Fooled) Payment
Action Role Name Date/Time Comments
Submitted ————— 02/04/2019 4:44:17PM
Reviewed ——— 02/0472019 6:14:28PM &
Approved Approval Profile A— 02/05/2019 8:44:38AM @
Approved Approval Profile i —— 019 5:38:25PM
Sent Back For Revision Approval Profile a— (2]
Resubmitted ——
Reviewed a— 051572019 12:55:04PM @
Approved Approval Profile — 05152019 4:0121PM (2]
Approved Approval Profile a—— 05/22/2018 4:51:58PM
Approved Approval Profile A ——— 019 5:29:09PM
17. Select the Expense Details link
Approve Expense Report - Expense Summary v
m——— Actions |-..Choose an Action vl co
*Business Purpose | TRV-Present Orig Resrch Paper L Report 0000206807 Approvals in Process
*Description £AMerican Anthropological Assoc Created 02/04/2019 VS
Reference Q Last Updated 05722/2019  CONSS-——
18. Select Expand lines
- i & Summary and Appros
Approve Expense Report - Expense Details E d
a— Actions |.-Choose an Action hd GO
*Business Purpose | |RV-Fresent Orig Resrch Paper ¥ Report 0000206807 Approvals in Process
*Description /American Anthropological Assoc Created 0200412019  uE———
Reference Q LastUpdated 05222019  Aue—
Authorization ID 0000116861
*Accounting Date 08/01/2019 [ Accounting Template STANDARD Q
Expenses Urgency: B # View Analytics @ MNotes & Attachments (5)
Lines | Collapse Lines | Expand All | Collapse All Total 1,822.48  USD
“Date “Expense Type *Description sAmount  *Currency Approve
117142018 |5 [TR-Out of St-Airfare v Airfare Expense [kl 41131 USD Q Receipt Required =

239 characters remaining

19.

You are now able to review the line details such as if a line is reimbursable or not, the Accounting

Details etc...
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20.

Chartficlds VAT Amounts

at the top of the page

Non-Reimbursable

Mo Receipt

Disbursements & Travel Services Job Aid
Expenses Urgency: M B View Analytics @ notes 4 Attachments (5)
Expand Lines | Collapse Lines | Expand All | Collapse All Total 1,822.48
*Date *Expense Type *Description *Amount *Cumrency Approve
111142018 | [TR-Out of Si-Airfare v Airfare Expense Pa 41131 Uso |Q Receipt Required
2
239 characters remaining
*Payment Type| Paid By Employee v *Exchange Rate | 1.00000000 ) [ ¥ Default Rate [ Receipt Split
*Billing Type | Expense ¥ v
Base Currency 411.31 uso
*Ticket Number |52562405359086 Amount No Receipt
“Merchant ® Preferred MNon-Preferred
Southwest Airlines A
3
11/14/2018 | [TR-Out of Si-Meals Per Die ¥ per dism P 49.50, |USD Q Receipt Required
7
246 characters remaining
*Payment Type Paid By Employee v *Exchange Rate | 100000000 ¢, [ | Default Rate [ Receipt Spiit
*Billing Type |Expense ¥
0 Type Base Currency 43.50 uso
= gcation [CA SAN JOSE Q Amount
Accounting Details

[Z] Per Diem Deducti{

21.

Approve Expense Report - Expense Details
Lucila Ek

Terminate a document

Actions

To Approve, Send Back, Hold or Terminate the document, select the Summary and Approve link

i

GO

Choose an Aclion
Select the action to take and enter comments if needed (comments are required to Send Back or
Comments

23.

Bl A
¥
Approve Send Back Hold Terminate Save Changes
22. Select OK
Approve Expense Report
Submit Confirmation
— ReportID 0000214310
Totals
Employee Expenses (1 Ling) 0.01 USD Mon-Reimbursable Expenses 0.01 USD Employee Credits 000 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 0.00 USD Amount Due to Supplier
“ This report will be approved.

Cancel

The document has now been approved

0.00 USD
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Step

Action

B.

Required support documentation:

+ Non-Employee Reimbursements and Vendor Payments
- Invoice and/or Receipts
- Service Agreement (signed)
- Business Expense Form (BEF)
- Include invoices/receipts

- Travel Reimbursement Settlement Form (TRS)
- Include required receipts

- For Travel Advances (Group/Team Travel)
— An Approved Request for Travel Authorization (RTA)
— A TAR with Budgetary Authority(s) Signature/Approval

-Participant Advance Forms and additional support docs

Note: Do not attach SIF forms to voucher.

UTSA Scanned Document Attachment Requirements for
PeopleSoft/UTShare

e Scan Supporting Documentation
o Retain original copies at the department level for twelve (12) months

|n

o Scanned documents are the “official” University record to support any University audits
and Public Information Requests — Open Records Requests
e Specific Scanning Requirements
o Layout of all scanned documents must be in upright position/portrait (scan landscape, if
applicable)
o Scanned document images must be legible
o Supporting documentation with multiple pages must be scanned in sequential or
consecutive order
o Supporting documentation must be individually scanned and attached by type of
document (e.g. invoice, service agreement, Travel Reimbursement Settlement Form,
Business Expense Form)
o Limit individual scanned files to less than 40 pages
o If support docs exceed the number of pages per file, use “part 1”, “part 2,” in naming
convention. See naming conventions below for examples.
o Receipts or other supporting documentation less than 8 72 X 11 or letter size must be
taped to an 8 % X 11 sheet
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Disbursements & Travel Services Job Aid

¢ Types of Non-PO Voucher supporting scanned documentation/receipts to include
= Citibank Bank Statements — Travel Advance Cards, CLIBA, One Card
= Business Expenses Form (BEF) plus receipts (required approvals can be done
through electronic workflow)
= Service Agreements — with necessary receipts or invoices
= Travel Advance Card statement by traveler plus receipts
=  CLIBA Card Citi Payment by traveler by Statement date plus support receipts
=  Travel Settlement Form (TRS) plus receipts
= TRS to settle Group, Student or Guest Travel plus receipts
= Include official and important documentation to substantiate payment
= Exclude all non-essential or excess documents that do not support the payment
(e.g. lengthy emails, duplicate copies, MapQuest, etc.).
= Retain non-essential or excess documents for your records and future
reference
¢ Naming Conventions
o Rename scanned supporting documentation file with the following naming
conventions applicable to Non PO and PO vouchers (DTS only for PO Vouchers)
=  UTSA_AP_ followed by type of document to identify all UTSA documents
e Include a brief description and date to better identify documents
® Naming conventions help the approver see what is in each attachment
o Examples of Naming Conventions
=  Non PO Voucher Payments to Citibank:
e UTSA_AP_Non-PO_CLIBA M. Morgan.Oct.15 part 1
e UTSA_AP_CLIBA for Minnie Morgan Stmt 10.03.15 part 2

e UTSA_AP_TAC for Mary Garcia Stmt 09.03.15

* Non-PO Voucher Payments for Vendors, Guest or Service Agreements:
e UTSA_AP_Ricoh Inv 12345
e UTSA_AP_Service Agreement for Ricky Rowdy.02.15.16
e UTSA_AP_BEF for Catering Kate 12.05.15)
e UTSA_AP_TRS for J.Smith 01.15.16
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D.

Concepts and workflow functionality:

Workflow: electronic approval routing on vouchers
Characteristics of Workflow:

Approval routing is based on those individuals authorized on cost centers or
Project IDs

Document routes in multi-funding paths simultaneously

If using multi-funding sources, all funding sources must be approved before
moving to the next routing stage

If one funding portion is denied, the document is returned to creator for
corrections

Workflow functionality:

APPROVE: document approval button; document moves to the next
workflow step (inserting comments is optional). Generates e-notifications to
all approvers in routing path

DENY: document is not approved and will be returned to requester for
modifications. Voucher can be re-routed for approvals (comments required).
E-notification is sent to creator.

HOLD: button will suspend the document from continuing the workflow
path to the next approver desk. Only this approver will be able to release
voucher from hold status.

TERMINATE —“kills” the document to where it cannot be modified or re
submitted

INSERT ADDITIONAL/ADHOC APPROVER OR REVIEWER: an
approver can assign an additional approver/reviewer in the approver cycle
(EMPL ID required: 6001xxxxxx)

Types of Access to Vouchers for Approval:

E-notification — system will generate email to all approvers in the workflow
routing path that includes the link with access to voucher

Worklist — tool that enables users to view transactions which require
attention (automated to-do list created by workflow). Vouchers are accessed
through hyperlinks
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E.

Send Back/Deny Documents:

Comments are required in order to send back a document.

Cancel Deny

You are about to deny this request.

Approver Comments
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Sent Back/Denied Documents:

Approval Chain

Cost Center Approval

» BUSINESS_UNIT=UTSA1,
VOUCHER_1D=00198257

v Comments

it 05/21/19 - 4:45 PM
N/a

AP Approval

N BUSINESS_UNIT=UTSA(1,
VOUCHER_1D=00198257

v Comments

iyt Sweres at 06/05/19 - 9:18 AM
deny

Denied

Denied
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Disbursements and Job Aid
Travel Services

Sent Back/Denied documents:
Stage 3

Voucher ID "00060995" Business Unit "UTSA1" has been [ Denied”
EymemerSnim@utsa.edu Creator of Non PO Voucher is

2 :‘_ notified of Denial
' | Document can be corrected and

The following Voucher has been "Denled".
Business Unit: UTSAL

1 ID 00060

ID: Test
e Date: 2016-01-19

Gross Amount: 1.5
Vendor: A.C. DOOR SPECIALTIES
Entered by: ——
Updated by: (———

Note: E-notification sent out to originator.
Originator can then modify voucher and resubmit
for approval. New e-notifications will generate to

workflow approvers.
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G | Workflow Showing Multiple Approvers

Approver Information

SO
Pending

v

Detail Information
Phone
Mobile

Email

e
Pending

OOSErS G
Pending

S ———
% Pending

—————————
Pending

R
> Pending

—————
Pending

———————
> Pending

e ——
< Pending

) EIIDC“JC[II vl UUauilvo

Pending
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