EXPENSES Job Description for WF Administrator
Duties
The Workflow (‘WF’) Administrator at each campus will be responsible for the following tasks related to employee expense transaction processing:
· Administering workflow processes
· Running workflow processes on an as needed basis
· Employee Update 

· Employee Notification

· Reviewing the Process Monitor to identify and resolve processing errors

· Logging Remedy tickets and working with Technical Support to resolve processing errors
· Administering workflow set up components
· Assigning Alternate Users

· Reassigning Worklist Items
The Workflow Administrator may also perform the following duties related to the Expense module:
· Administering expense set up components
· Approver Setup and Maintenance
· EX User Authorization, Delegates and Designates 
The Workflow Administrator may also assist in the following tasks:

· System testing, UAT testing and upgrade cutover processing, validation and manual setup
· Training institution personnel regarding the
· Workflow functionality shared by Expenses and ePro
· Workflow administration
Estimated Level of Effort
The level of effort required of Workflow Administrators will be comparable to the amount of time currently required to maintain user information in PeopleTools Security, version 7.5.   Additional time will be required after the implementation of PeopleSoft Expenses 8.9, to monitor Workflow processes and resolve processing errors.  Based on past projects, we believe the increased level of effort required for Workflow Administrators after the 8.9 Implementation will be less than ten (10) hours per week.  
Qualities of an Ideal Workflow Administrator
· Familiar with PeopleSoft User Security

· Proactive

· Well respected

· Familiar with PeopleSoft Financials & appropriate processes

· Thorough understanding of campus’ organizational structure

· Reputation for delivering quality 

· Customer service focused

· Available
