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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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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): 
 

 
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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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/GeneralInformation/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 
 

 

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). 
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Step Action 

4. Click on the Link to view the attachment. 
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5. Review funding source or ChartField string(s). Use slide bar to view complete 
ChartField string(s). This example only shows one cost center as funding source. 

 
Select View Accounting 

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

 
 

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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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 

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

8. Approver must then APPROVE or SEND BACK or Terminate document. 
1. If approved, the document will then route to the next budgetary 

authority. 
2. 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.). 

3. 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. 
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Step Action  

 9. Approval Chain: This example has two workflow approval levels: Cost Center 
Approval and AP Approval. 
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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.” 
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Step Action 
11. 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. 
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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 “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). 
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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 
 

15. Locate the document to approve by selecting the link 

16. The Classic approval page offers more detail than the Fluid approval page 
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17. Select the Expense Details link 

18. Select Expand lines 

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. To Approve, Send Back, Hold or Terminate the document, select the Summary and Approve link 
at the top of the page 

21. Select the action to take and enter comments if needed (comments are required to Send Back or 
Terminate a document 

22. Select OK 

23. The document has now been approved 
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Step Action 

B. Required support documentation: 
 

 
 
 
 

C. UTSA Scanned Document Attachment Requirements for 
PeopleSoft/UTShare 

 
 

 
 
 
 
 

 



Disbursements & Travel Services  Job Aid 

Page 15 

 

 

 

 
 

 
 
 

 



Disbursements and Job Aid 
  Travel Services  

Page 16 

 

 

 

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. 
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Sent Back/Denied Documents: 
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Sent Back/Denied documents: 
Stage 3 
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G. Workflow Showing Multiple Approvers 
  

 
 
 
 
 
 

 


