The University of Texas at Tyler
UT SHARE / PEOPLESOFT
Payment Voucher Procedures for
Budget Authority or Other Approver

Financial Services highly recommends that you choose Chrome as your browser
for entry, review and approval in UT Share/PeopleSoft.

Voucher Terms and Concepts:

Originator (Requester) — At the start of the Voucher Entry workflow process, the department
originator enters, edits and submits the voucher document.

Purchase Order (PO) Voucher — Involves funds that were encumbered on a Purchase Order
and approved by the Budget Authority at the Requisition stage.

*Note: Since requisitions are approved by Budget Authorities, the associated PO Vouchers will
not route to the Budget Authority for approval of the same transaction a second time. However,
PO Vouchers paid from grant or capital project funds will route to the grant PI, Central Grants
Office, and/or the Central Capital Projects team.

Non-PO Voucher — Involves funds for which a Purchase Order was not required. Non-PO
Vouchers include travel credit card payments.

Workflow — The automation of a UT Share / PeopleSoft business process (e.g. Voucher and
Requisition approval). Work is electronically passed from one participant in the process to the
next.

Worklist — The automated to-do list of pending electronic transaction documents. A UT Share /
PeopleSoft tool that enables a participant to view document tasks which require attention.

Approver — During the Voucher Entry workflow process, the assigned Approver reviews
vouchers and attached supporting documentation submitted for approval by originators. The
Approver determines whether to insert an Ad Hoc Approver, to click on the action button to mark
the voucher as Approved, Denied (which returns the document to the originator), or to Hold the
voucher.

Ad Hoc Approver — An Approver manually added to a workflow path. For internal audit
purposes, insertion of Ad Hoc Approvers is required for travel credit card payments where the
cardholder is a department Budget Authority.

In general the electronic Payment Voucher workflow path is as follows:

Voucher is created by a department administrative assistant or other support staff.
Non-PO Voucher* routes forward to one or more Approvers depending on funding.
Voucher routes forward to Grants Central Office if grant funding is assigned.
Voucher routes forward to Disbursements & Travel for final review and approval.



Pending Vouchers may be accessed in one of two ways:

1. The Approver will be notified by email.

Once the Voucher has been submitted by the creator, the Budget Authority or other
approver will receive a notification email similar to the following.

Note: The email address that is on file with Human Resources is used to generate the
email notification.

Workflow@utsystem.edu
Approval is requested for Voucher ID "00063721" Business Unit "UTTYL" for Vendor ID "SANDHU MANAGEMENT & INVESTMENTS

Phish Alert + Get more apps

A voucher has been entered that requires your attention.

Business Unit: UTTYL

Moucher ID: 00063721

nvoice ID: 060519

nvoice Date: 2015-06-06

[Gross Amount: 1527.32

Mendor: SANDHU MANAGEMENT & INVESTMENTS LLC
Entered by: 6001127214 -Linda H. Friedemann

Hpdated by: 6001127214 -Linda H. Friedemann

ou can navigate directly to the page for more information by clicking the link below:

https://urldefense.proofpoint.com/v2/url?u=https-3A  zafi-2Dprd.utshare.utsystem.edu psp ZAFIPRD EMPLOYEE ERP ¢ ENTER-5FVOUCHER-
PFINFORMATION.VCHR-5FAPPROVE2.GBL-3FPage-3DVCHR-5FAPPRVL-5FAF-26Action-3DU-26BUSINESS-5FUNIT-3DUTTYL-26VOUCHER-5FID-
BD00063721&d=DwICaQ&c=e7TYIBzRfBOYbjEN2u3vBA&r=0d7t4j10zsBmLmrdCe AsD18CymG pgMmgl0gcx Kx EHDA&m=zMopMN35YANSckXiSWeNA 1z TWYILD7n
Hkvdhwkgquyeg8&s=VygeFa3v5x5EyjESIdUVEphObCKev-BCYkOnI4vLOWI&e=

Click on the blue hyperlink at the bottom of the email to navigate directly to the payment
Voucher. Enter your entire email address and university single sign-on password if you
are not already logged into UT Share / PeopleSoft.

Welcome to the UT Tyler Authentication System

Email Address: | |
Password:| |

2. If you deleted or cannot find the email notification, you may also login
directly to UT Share / PeopleSoft using the university single sign-on user ID
and password. You will be directed to the UT Share / PeopleSoft Home screen.



https://idm.utsystem.edu/DiscoveryService/UTShare.ds?entityID=https%3A%2F%2Fmy.utshare.utsystem.edu%2Fshibboleth&return=https%3A%2F%2Fmy.utshare.utsystem.edu%2FShibboleth.sso%2FLogin%3FSAMLDS%3D1%26target%3Dss%253Amem%253A40c0d351081c6637ecdae5c48f64094905c159d5a53b8aed08c9bdc776198206%26forceAuthn%3D0%26authnContextClassRef%3Dhttps%253A%252F%252Fidm.utsystem.edu%252Fauthncontext%252Ftwofactorbasic

After you have logged in, click on the Worklist hyperlink in the upper-right corner of the
screen.

Home  Woridist ‘Add to My Links Sign out

Employee Self-Service Training My Links Select One: v
Personalize: Content | Layout
Employee Self Service UTT Announcements
Time Reparting Finance
Timesheet, Manthly Schedule, Paysble Time Summary. Payable Time . UTT Finance Announcement
Detail, Time and Labor Launch Pad
More.,
Payroll & Compensation Human Resources
\iew Paycheck. Direct Deposit, W-4 Tax Information, View W-2\VW-2c N UTT HR Announcement
Forms, Online W-2 Consent
More
My Career
UTT Careers

UTT System Announcement
More...

(D Feed

Personal Information
My Current Profile, Parsonal Informstion Summary

Benefits

My UT Banefits, Teachers Retirement System. UT OEB, UT Retirement Finsnce | Humsn Resources | System Announcements
Manager

My Performance Management
Current Documents, Historical Documents.

Report Folder

If you have any documents pending in your approval queue the Worklist screen will
populate similar to the below example.

Click on the hyperlink beside the number for the Voucher which requires approval.

NeW WINaow | Hep | PElsonanze Fage | =

Worklist
Worklist for 50000966589: Cindy C Troyer
Detail View Worklist Filters ) Feed

Worklist Items

5 Q :
From Date From Work ltem Worked By Activity Priority
anaron Elaine 0512872014 Notification Worklist Notification <Enter Subject here>

rown

PurchaseOrder, 27181, UTSHR. 2014-06-03.
Glenda L Bennett  05/23/2016 Approval Routing Approval Workflow 2-Medium N, 0, BUSINESS UNIT-UTTYL
PO _T0:0000007713

VoucherApproval, 589218, NonPOVoucher,

Michael S Reed 1172172017 Approval Routing Approval Workflow 3-Low -10-01. N. 0, R
VOUCHER_ID-00045276 RDC-RA.0.A
VoucherApproval 532571, NonPOWoucher
Michael S Reed 1211172017 Approval Routing Approval Workflow 3-Low 2014-10-01, N, 0. BUSINESS UNIT-UTTYL
VOUCHER 1D-00045732 RDCRA DA
Vouchemggroval. 759840, POVoucher, 2014-
Donna Abbey 03/26/2019 Approval Routing Approval Workflow 3-Low - R

The Voucher document will populate on your computer screen similar to the below
example screen shot.



Voucher review:

Review the payment detail in the Voucher Summary section. The Summary section
includes basic information about the payment.

< Worklist Voucher /ﬁ\ Q A o @

270.91 USD
Send Back More
lﬂ_?l In Process - Cindy C Troyer

Summary l
usiness Unit UTTYL Voucher ID 00063772

Invoice Number Created By
Supplier Name CITIBANK NA Modified By
Due Date 07/10/19 Invoice Date 06/10/19
Voucher Source Online Voucher Style Regular Voucher
Line Details
Voucher Line Item Description Quantity uom Unit Price Amount
1 TA# 130307 0 0.00 USD 270.91 USD >

Review the Line Details section for all items listed. If payment is for more than one item
you may need to click the arrow to the left of the Lines label to expand the section for
review.

By scrolling over the box for one of the Line Details, the whole box becomes a “button”.

Click anywhere in the box to access the Distributions popup window.

Distributions @

Fluid Approval Distribution
Line 1

Description

Merchandise Amt 10.00 USD

Quantity
T . GL . n Fund - PC .
Distribution Quantity Busi Merchandise Currency *Account Cod Department Cost Function Program Busi Project
Line & S DUSINESS T Amount & o o ode o Center & & Code ¢ USINEss o
Unit & & Unit <
1 UTTYL 10.00 USD 63003 3105 115300 31001387 700

Review the chart field data for appropriateness — Is this where you want the expense
paid from? If the funding is not correct, you will need to send the Voucher back to the
creator.

Click the “X” in the upper right corner to close the popup window for the accounting
information.



All Vouchers are required to have transaction supporting documentation attached.
Attachments are found under the section labeled More Information. You may need to
click the arrow to the left of the More Information label to expand the section for
review.

By scrolling over the box for View Attachments, the whole box becomes a “button”.

Oore [nformation

View Attachments (1) )

Click anywhere in the box to access the View Attachments popup window.

View Attachments ( X ’

Business Unit UTTYL

Voucher ID 00063719

w Attachments

Sequence Attached File Attachment Description Entered By

1 e Tyler_Vault_ INV_7524 6.1.19 pdf Tonya Irwin

Open and review each attachment to verify appropriateness, document accuracy, and
compliance.

Close the popup window by clicking on the “X” in the top right corner of the window.

The Approver Comments section is found in the More Information section below
View Attachments.

Approver Comments

i

Note: Any action other than approval of the document will require that comments be
entered in the Approver Comments section of the document. In addition, you may
also optionally enter comments when you are approving the document prior to clicking
the Approve button.

Below the Approver Comments section is the Approval Chain section.



The Approval Chain section shows where the document is in the electronic approvals
routing path and where else the document will route prior to final approval.

Approval Chain >

Click anywhere in the box to access the Approval Chain popup window.

Approval Chain @

Department Approval

BUSINESS_UNIT=UTTYL,
VOUCHER_ID=00063772 Pending

-

Start New Path

Department Approval

% Pending

Cindy C Troyer
Manager >

b Comment History

AP Approval
<+ BUSINESS_UNIT=UTTYL, Awaiting Further
VOUCHER_ID=00063772 Approvals

Start New Path

AP Approval
E! MNot Routed -+

Multiple Approvers
AP Approval >

» Comment History

Close the popup window by clicking on the “X” in the top right corner of the window.

For internal audit purposes, travel credit card vouchers processed for a
department Budget Authority’s credit card must be routed to his or her direct
supervisor.



+

In the Department Approval section (as shown above), click the button to insert
the required supervisor “Approver” into the workflow cycle. This action is called “Ad

Hoc” approval.
Manually enter a User ID or click on the magnifying glass search icon to search by name.

Insert additional approver or reviewer x

User ID Q,

* Approver

Reviewer

Insert

Type in a first name or part of a first name then click the Search button to narrow down
the list of names. Click on the person’s name in the resulting list to select that person.

Cancel Lookup
Search for: User D
w Search Criteria Show Operators

User ID
(begins with)

Description :
(begins witn) | 2"

‘ Search Clear

w Search Results

A = 1 row
UserID = Description &
6001141755 Amir Mirrmiran

Click the Insert button to complete the action.

Insert additional approver or reviewer X

UserID | 6001141755 Q

* Approver

Reviewer

Insert

Close the popup window by clicking on the “X” in the top right corner of the window.



Please note, you must select a person who has been assigned the appropriate security
in UT Share / PeopleSoft for Voucher Approvals.

Whether or not you insert an additional Approver for the particular voucher, scroll to the
top of the Voucher home screen and click on one of the action buttons.

< Worklist Voucher

27091 USD

Approve Send Back More
NN

Click the More button to see the other two action options.

w‘ Send Back “ More ‘

Pushback

Hold

e Approve: Document is approved and routed to the next workflow approver. You
are not required to enter Comments when clicking the Approve button but may
do so at your discretion.

e Sendback: Document is sent back to the creator for changes or corrections from
any workflow approver in the routing path. Action requires a Comment.
Documents sent back generate an email for the creator.

e Pushback: Document is sent back to the previous person in the workflow
approver path. Action requires a Comment.

e Hold: Clicking the Hold button keeps the Voucher in your Worklist while you
ask questions or otherwise research the Voucher information. The status above
the approver name will change from Pending to On Hold until further action is
taken on the Voucher. The approver must take the document off Hold to move
the document forward or back.

If the Voucher is funded with Grant funds, the Voucher will route to the Grants Central
Office for review and approval.

All Vouchers route to the Accounts Payable / Disbursements Office for review and final
approval.



To return to the document Worklist, first click on the Home icon at the top right corner
of the screen, then click on the Worklist hyperlink.

Voucher

Home  Worklist Add to My Links Sign out

Please email Accounts Payable@uttyler.edu if you have questions about Voucher workflow or if
you experience difficulty approving Vouchers.



mailto:Accounts_Payable@uttyler.edu

