Expenses Workflow Levels
This document contains a description of the five Workflow Levels for Expenses: 

· Department Manager 1 – Required for each active department

· Department Manager 2 – Optional for all or some departments
· Grant Administrator/Project Manager – Required for each active project/grant

· Reviewer – Optional for the institution as a whole
· AP Auditor – Required for each active department

NOTE: We recommend that institutions assign different users to serve as approvers as each workflow approval level; however, we recognize that, in rare instances, an institution may find this recommendation unduly burdensome.  Please contact OIIT for further instructions, if your institution is unable to identify at least two different individuals to serve as workflow approvers for each active department.  


Department Manager 1 (first level of approval) – 
Validates and updates chartfield coding; budget checks any transactions with ‘N’ (not checked) as the Budget Header Status; resolves budget checking exceptions; reviews request in light of state travel guidelines.  This role is typically filled by the person who serves as the HR department supervisor and/or budget administrator.
· Department Manager 1 approval is required for all institutions

· Institutions must designate a Department Manager 1 approver for every active department 
· Department Manager 1’s must act upon a transaction (approved, denied, sent back, etc.) before the transaction can be routed to the next approval level.  This level is a non-pooled approval level - meaning a transaction that is routed to an individual at this level will not proceed through the Workflow process until this individual takes action on the transaction (or it is routed to the WF Admin after 5 days of inactivity). 
· Department Managers 1’s cannot approve a transaction unless it has been budget checked.  Before the Department Manager 1 can approve an Expense Report or a Travel Authorization, the transaction must be successfully budget checked.  As such, please give careful consideration to who will need to perform the Department Manager 1 responsibilities for your institution.   The Department Manager 1 should understand the accounting ChartFields used to correct erroneous or incomplete data for the Department transactions they are approving.
· Department Managers 1’s may be the approver for a single department, a range of departments, or multiple departments.
· UserIDs for Department Managers are case sensitive.
Department Manager 2 (second level of approval) – 
Reviews transactions for reasonableness and “added business value” in light of budgetary constraints and other pending authorization requests. This role is typically filled by the person who monitors actual and budgeted costs, net available balance amounts for departmental budgets.
· Department Manager 2 approval level is optional.
· This level can be populated for some departments, and omitted for other departments, if it is not needed.
· Department Manager 2’s must act upon a transaction (approved, denied, sent back, etc.) before the transaction can be routed to the next approval level.  This level is a non-pooled approval level - meaning a transaction that is routed to an individual at this level will not proceed through the Workflow process until this individual takes action on the transaction (or it is routed to the WF Admin after 5 days of inactivity). 

· Department Managers 2’s may be the approver for a single department, a range of departments, or multiple departments.

· UserIDs for Department Managers are case sensitive.
Grant Administrator / Project Approver (third level of approval) – 
Reviews transactions for reasonableness, compliance with grant / project agreements and “added project value” in light of Life-To-Date project costs and other pending authorization requests.  This role is typically filled by the person who serves as the grant administrator, project administrator, contract administrator, or other person tasked with monitoring actual and budgeted costs, contract compliance and net available balance amounts for project budgets.
· Grants Administrator approval level is required, if your institution uses the project ChartField value on an expense transaction.

· Institutions must designate a Grant Administrator approver for each active Project/Grant at your institution.
· Grant Administrators must act upon a transaction (approved, denied, sent back, etc.) before the transaction can be routed to the next approval level.  This level is a non-pooled approval level - meaning a transaction that is routed to an individual at this level will not proceed through the Workflow process until this individual takes action on the transaction (or it is routed to the WF Admin after 5 days of inactivity). 

· Grant Administrators may be the approver for a single project, a range of projects, or multiple projects.

· UserIDs for Grant Administrators are case sensitive.
Reviewer (fourth level of approval) – 
Reviews transactions, in light of institutional policy and management’s published short- and long-term goals. This role is typically filled by a controller, dean or division manager.
· Reviewer approval level is optional for an institution. 

· Reviewers must be populated for all departments, if the Reviewer level is used.  If your institution decides to use this level for ANY department, then you MUST have a UserID listed for ALL active departments.    It is "all or nothing" for the Reviewer level.
· Institutions may define multiple Reviewers for one or more departments. This level is a pooled approval level - meaning a transaction can route to multiple Reviewers at the same time.  

· Transactions are routed to all department Reviewers at the same time; any Reviewer may act upon the transaction.  Action by one Reviewer causes the system to remove the transaction from all Reviewers’ worklists.

· A Reviewer must act upon a transaction (approved, denied, sent back, etc.) before the transaction can be routed to the next approval level.  
· A UserID may be listed for a single department, a range of departments, or multiple departments.
· UserIDs for Reviewers are case sensitive.
AP Auditor (fifth level of approval) – 
Verifies receipts, performs final review of chartfield coding for accuracy and completeness, updates chartfield coding, as needed, and performs final review of transactions for compliance with state travel guidelines.  This role is typically filled by the AP clerk who processed travel reimbursement requests in v. 7.5.
· AP Auditor approval level is required for all institutions.
· Institutions must designate an AP Auditor approver for every active department at your institution.
· Institutions may define multiple AP Auditors for one or more departments. This level is a pooled approval level - meaning a transaction can route to multiple AP Auditors at the same time.  

· Transactions are routed to all department Reviewers at the same time; any Reviewer may act upon the transaction.  Action by one Reviewer causes the system to remove the transaction from all Reviewers’ worklists.

· A UserID may be listed for a single department, or a range of departments.
· UserIDs for AP Auditors are case sensitive.
