The University of Texas at Tyler
UT Share / PeopleSoft
Expense Reimbursement Procedures for
Budget Authority or Other Approver

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

In general the electronic Expense Report (ER) workflow path is as follows:

ER is created by a department administrative assistant or other support staff.
ER routes forward to the employee for Employee Certification of expenses.
ER routes forward to one or more Budget Authorities depending on funding.
ER routes forward to Grants Central Office if grant funding is assigned.

ER routes forward to Disbursements & Travel for final review and approval.

Please note that a Budget Authority may not approve his/her own Expense Report. The
Expense Report must route to his/her HR assigned “Reports To” Supervisor.

Pending Expense Reports may be accessed in one of two ways:

1. The Approver will be notified by email.

Once the Expense Report has been certified by the employee, 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 Expense Report 0000222763 for

Phish Alert + Get mq

An expense report has been submitted that requires your action:

Employee ID: 1C

Employee Name:

Submission Date: 2015-06-10

Report Description:  May Mileage Reimbursement
Report ID: 0000222763

Business Purpose:  TRV-Site or Field Visit

Total Amount: 808.92 USD

Reimbursement Amount: 808.92USD

Entered By: 8000067201 - Lindsay

Updated By: 5000382356 - Roger

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

https://urldefense.proofpoint.com/v2/url?u=https-3A  zafi-2Dprd.utshare.utsystem.edu psp ZAFIPRD EMPLOYEE ERP c APPROVE-SFEXPENSE-
SFTRANSACTIONS.EX-5FSHEET-5FAPPR.GBL-3FAction-3DU-265HEET-5FID-
3D0000222763&d=DwICaQ&c=e7TYIBzRfBOYD]EN2u3vBA&r=0d7t4j{107sBmLmrdCe AsD18CYymG pgMimglogex KxEHD4&m=DUloiL RS3ESClsgtn UQd e AGyw-
qWimJhpig2ZEH3IBY&s=72XTos¥bcowg542DBG bVPAIDTkIrMQuxnCeU niLY1Q&e=

Click on the blue hyperlink at the bottom of the email to navigate directly to the Expense Report.



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. Or, 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. After you have logged in, you will be directed to the UT
Share/PeopleSoft Home screen and then may click on the Worklist hyperlink in
the upper right corner of UT Share/PeopleSoft web page.

Home  Worklist Add to My Links Sign out
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Employee Self-Service Training My Links Select One:
Personalize: Content | Layout
Employee Seff Service IEXd QUTT Announcements | & ]
Time Reporting Finance
Timesheet, Monthly Schedule, Payable Time Summary. Paysble Time Datsil, Time | | UTT Finance Announcement
and Lsbor Launch Pad
More.
Payroll & Compensation Human Resources

View Paycheck, Direct Deposit, W-4 Tax Information, View W.-2/W-2¢

Forms, Online W-2 Consent UTT HR Announcement

More.

My Career System Announcements
UTT Careers
UTT System Announcement

Personal Information o
My Current Profile, Personal Informstion Summary =

3 Feed
Benefits
My UT Benefits, Teachers Refirement System, UT GEB, UT Refirement Mansger Finance | Humen Resources | System Announcements
My Performance Management =
Current Documents, Historical Documents Syl CxXd
Retirement Guide Report Folder

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

Click on the hyperlink for the Expense Report you wish to review and approve.

Worklist
Worklist for 50001

Detail View Worklist Filters Feed

Worklist ltems

5 Q 1-25

From Date From Work Item Worked By Activity Priority Link

TAApproval, 376377, UTSHR, 2018-02-16, N
Patricia Speer 05/28/2019 Approval Routing Approval Workflow 2-Medium 0, TRAVEL AUTH ID:0000125137
RDCRA DA,

VoucherApproval, 751980, NenPOVoucher,
Cindy C Troyer 05/268/2019 Approval Routing Approval Workflow 3-Low 2014-10-01, N, 0, BUSINESS UNIT-UTTYL
VOUCHER [1D:00060787 RDC:RA 0.A,

TAApproval, 376376, UTSHR, 2015-02-16 N
Patricia Speer 05/28/2019 Approval Routing Approval Workflow 2-Medium [I]QDT(?QXEOLEAUTH 1D-0000125288

TAApproval, 376375, UTSHR, 2018-02-16 N
Patricia Speer 05/24/2019 Approval Routing Approval Workflow 2-Medium 0, TRAVEL AUTH 1D:0000125287
RDC-RA0A,

ERApproval, 1804504, UTSHR, 2017-04-27
N. 0, SHEET [D:0000210641 RDC:RA.0.A

Patricia Speer 05/23/2019 Approval Routing Approval Workflow 2-Medium



https://my.shared.utsystem.edu/DS/index.html?entityID=https%3A%2F%2Fzap.shared.utsystem.edu%2Fshibboleth&return=https%3A%2F%2Fmy.shared.utsystem.edu%2FShibboleth.sso%2FLogin%3FSAMLDS%3D1%26target%3Dss%253Amem%253A3ac5f8a5ed990841d38b4cf4b08782e175b76270%26forceAuthn%3D0

The Expense Report document will populate on your computer screen.

Expense Report review:

Review the trip information and Total Due Employee in the Summary section.

17.00 USD | Approve ‘ Terminate More
E Header is pending your approval
.E. In Process - Multiple Approvers
Summary
Name ReportID 0000222420 Approvals in Process
Total Due Employee 17.00 USD Reference
Report Description Supplies Submission Date 06/04/19
Business Purpose NT-Other (Specify) Updated on 06/10/19 - 4:12 PM
Location TX TYLER

Review the Attachments and Notes section. All Expense Reports are required to have
transaction supporting documentation attached.

You may need to click the arrow to the left of the Attachments and Notes label to
expand the section for review.
| d '&ttachments and Notes

View Attachments »

View Motes >

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

w Attachments and Notes

View Attachments >

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

Open and review each attachment listed to review receipts for appropriateness,
accuracy, and compliance.



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

Attachments ®
Report ID 0000222420
Report Description Supplies
= Attachments
Sequence Attached File Description Entered by Updated on
1 i supply_receipt. pdf -AATHE 06/04/19 10:26AM

Click anywhere in the View Notes box to access and review the Notes popup window.

+ Attachments and Notes

Yiew Attachments

View Motes

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

Back on the Expense Report home screen review the transaction Lines section. You

may need to click the arrow to the left of the Lines label to expand the section for

review.

4

s

Date/Expense Type

06/03/119 NT-Books & Reference Materials

Reimbursement Amount

17.00 USD

1 row

By scrolling over the box for Date/Expense Type, the whole box becomes a “button”.

Click anywhere in the Date/Expense Type box to access and review the Approval

Line Detail screen.




The Approval Line Detail screen shows more information about that particular
expense line.

< Back to Header Approval Line Detail
NT-Official Occasions
709 USD
Line Detail
Transaction Date 05/17/19 Payment Method Paid By Employee
Expense Type NT-Official Occasions Merchant
Description Movie Ticket Location
Billing Action Billable Personal Expense N
Receipt Verified N
Accounting
View Accounting >

To review the chart field funding information, scroll over the box labeled View
Accounting.

Accounting

View Accounting >

Click anywhere in the View Accounting box to access and review the Accounting
Detail screen.

A popup window labeled Accounting will result. 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.

Accounting < X ’

Expense Type NT-Books & Reference Materials

Accounting

Amount 17.00 USD

Accounting Details 1 row

GL ChartFields Show All

Amount *GL ATTEER Currency Exchangef| *Account Fund Dept  Cost Function Program Bus Project Activity Affiliate Fur_|d
& = ~ Amount & N & p A A ~ = A Affil
< Unit & ~ Code < Rate Cf © + < Center & < < Unit < < o
17.00 UTTYL 17.00 USD 1.00000000§ 63202 3105 103500 31001681 100

Click the “X” in the top right corner to close the popup for the Accounting information.
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When you have finished reviewing the line detail screen for this line, click the Back to
Header button found in the top left corner of the Approval Line Detail label line.

'@ Bacx to Header Approval Line Detail

The Approver Comments section is found at the bottom left corner of the Expense
Report screen.

Approver Comments

Approval Chain >

When taking the action to Approve an Expense Report, the Comments section is
optional. All other actions require that Comments be added.

Below the Approver Comments is an Approval Chain section.

Scroll over the box labeled Approval Chain and click anywhere in the box to access and
review the approval information.

Approver Comments

Approval Chain >

The Approver Chain section shows who has already Approved, taken action and/or
written Comments about the Expense Report



Approval Chain % Al | Department Approval

» SHEET_ID=0000210641 Pending
Employee Certification _—
Start New Path
¥ SHEET_ID=0000210641 Approved
Department Approval
Employee Certification Z Pending +
Multiple Approvers
u Approved E)&pt Manager »
Patricia Speer
Reviewer y

0572315 10:53 AM » Comment History

Travel Approval

+ Comments
— Awaiting Further
SHEET_ID=0000210641 Approvals
Patricia Speer at 05/23/119 - 10:53 AM
| certify that the expenses are just, true and comect and were incurred by me Start New Path
whilz on University business on dates shown on supporting documentation. |
also certify that expenses claimed as reimbursable were not for persanal Travel Approval
use/gain or considered as an unallowable expanse according to the digbursing
UT University quidelines or respective funding agency. In the event of an & Not Routed +
overpayment, or if payment is received from another source for any porfion of
the expenses claimad, | assume regponsibility for repaying the dizbursing UT Multiple Approvers
University immediately. UTZ_WF_ER_AP_BU_APPR »
} Comment History b Comment History

Budget Authorities may not make any changes to an Expense Report. If changes or
corrections must be made to the Expense Report, the document must be Sent Back to
the document creator.

Budget Authorities or other Approvers have four actions to choose from when reviewing
an Expense Report.

In the top right corner of the Expense Report page, the Approve and Terminate
buttons are located.

Expense Report

Patricia Speer

3400 USD

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

| oo | v
—

Sendback

-

Hold




e Approve: Document is approved and routed to the next workflow approver.

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 Terminate: Reimbursement is not approved and the Expense Report is

removed from workflow entirely. Action requires a Comment.

e Hold: Document is placed on Hold by the approver pending further review.
The approver must take the document off Hold to move the document forward

or back.

Clicking any of the action buttons navigates the Budget Authority or other approver to a

confirmation screen.

‘ou are about to send back this request.

Approver Comments

Cancel Approve (submit | | || cancel Deny Submit|
“ou are about to approve this request.
‘You are about to deny this request.
Approver Comments
Approver Comments
Cancel Sendback (submit|| | || cancel Hold submit

You are about to put this request on hold.

Approver Comments

Click the Submit button to proceed with the action or click the Cancel button to return
to the Expense Report screen for further review or to click a different action button.

Note: You may add Comments at this step prior to clicking Submit for any of the

actions.




You may briefly see a notification highlighted by a green bar across the top of the

screen such as the below example.
Expense Report A Q™ :: @®

You have approved the request. X

@& Approved on 06/08/2019

Summary

Name Patricia Speer ReportID 0000210587

If so, the green bar will quickly disappear resulting in the Expense Report screen.

Expense Report a Q™ ! @
Patricia Speer
3400 USD
& Approved on 06/08/2019
Summary
Name Patricia Speer Report ID 0000210641

Both the notification and the updated Expense Report screen will indicate that the
document is in “Approvals in Process” status until it has been final approved by the
Disbursements and Travel team.

Please note: If the Expense Report is funded with Grant funds, the Expense Report
will route to the Grants Central Office for review and approval. All Expense Reports
route to the Disbursements and Travel 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 in the top left corner.

Expense Report a“a ™
N/

®
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