EXPENSES Job Description for all Levels of Approvers
· Department Manager 1 
· Department Manager 2
· Project/Grant Approvers 

· Reviewer
· AP Auditor (also see additional job description for AP auditor)
Duties
The Approvers at each campus will be responsible for the following tasks related to employee expense transaction processing:
· Reviewing expense transactions
· Reviewing documentation, in conjunction with published travel guidelines

· Reviewing documentation, in conjunction with project/grant/contract provisions

· Processing/Approving cash advances, expense reports and travel authorizations
· Approval

· Send Back

· Hold

· Deny
The Approvers may also perform the following duties related to processing Expense transactions on an as-needed basis:
· Budget Checking
· Resolve Budget Checking Exceptions

· Reassigning Worklist items to other approvers
· Assign an alternate user when Approver will be out of the office
The Approvers may also assist in the following tasks:

· System testing, UAT testing and upgrade cutover processing, validation and manual setup
· Training institution personnel regarding the
· Requirements for approving employee expense transactions 

· Application of state travel guidelines and business policies to employee traveler reimbursement requests
· Application of project/grant/contract provisions to employee traveler reimbursement requests
Estimated Level of Effort
The level of effort required of  Approvers will be comparable to the amount of time currently required to manually approve expense transactions.   Additional time may be required after the implementation of PeopleSoft Expenses 8.9, to process transactions via Workflow and run new expense processes. Based on past projects, we believe the increased level of effort required for Approvers after the 8.9 Implementation will be less than five (5) hours per week.  
Qualities of an Ideal Approver
· Proactive

· Well respected

· Familiar with PeopleSoft Financials & appropriate processes

· Thorough understanding of campus’ organizational structure

· Reputation for delivering quality 

· Customer service focused

· Available
