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EX.010.500 - Understanding Expenses Workflow for Travelers
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic explains how Expenses Workflow functions from a Traveler’s perspective. The Expenses Module uses an electronic system called “Workflow” to pass transactions to the appropriate approvers.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify the main difference in employee travel and expenses between PeopleSoft versions 7.5 and 8.9.
- Describe Expenses Workflow.
- Identify how the Expenses Module knows who to electronically route transactions to.
- Identify the minimum number of individuals who will approve an expense transaction.
- Identify how approvers are notified of transactions.
- Identify how expense transactions are taken care of when an approver is away from the office.
- Identify how a traveler will know when his/her expense transaction has been completely approved and/or paid.




	Assumptions

	[bookmark: cf_complex_string_name_requiredfields]




	Dependencies/Constraints
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Additional Information




Procedure

This topic, Understanding Expenses Workflow for Travelers, provides an overview of what travelers should know about Expenses Workflow.

For a printout of this topic, click here.

	Step
	Action

	1. [bookmark: ID0x00000447] 
	This topic uses the question and answer format. The following questions will be addressed:

* What is the main difference in employee travel and expenses between PeopleSoft version 7.5 and 8.9?
* What is the Expenses Workflow "big picture"?
* How does the Expense Module know who to electronically route my transactions to?
* How many individuals will approve my expense transactions?
* Can I send an expenses transaction to a particular approver?
* How does an approver know my transaction is waiting on his/her approval?
* Will my expenses transaction be approved even though my supervisor or other approver is on vacation?
* Can I view the status of my expenses transactions?
* Can I determine whose approval my transaction is waiting on?
* How will I know when my expenses transaction has been completely approved and/or paid?

	2. [bookmark: ID0x00000448] 
	The "old" method of submitting travel and expense transactions required the use of paper forms (PeopleSoft version 7.5). 

Through the "new" PeopleSoft version 8.9 you can enter your expense transactions using the PeopleSoft application on the internet. Once you submit a transaction it is electronically routed to the appropriate approvers. 

	3. [bookmark: ID0x00000449] 
	This is a "big picture" image of the Expenses Workflow process. 

	4. [bookmark: ID0x0000044A] 
	As a traveler using the "old" method of submitting paper forms, you probably did not play an active role in determining who approved your travel and expense transactions. Most likely, you submitted your forms to the same individual (or group) and he/she/they determined who received the transaction for the next level of approval. 

The "new" Expenses module places a greater responsibility on the traveler in determining who the transaction should be electronically routed to. The traveler (or his/her delegate who is submitting the electronic document) should know the following for each transaction:

      1. Which department should this expense be charged to?
      2. Was this expense related to a project or grant? 

You will see why this information is critical in the next few slides. 
First, some background information...

	5. [bookmark: ID0x0000044B] 
	An Expense Report (like the one pictured on this page) replaces the paper expense form you are familiar with. An expense report contains multiple Expense Lines where you specify the types of expenses you incurred while traveling on official business.

	6. [bookmark: ID0x0000044C] 
	This an example of a single Expense Line. You may have a minimum of one expense line per transaction, or you may have multiple lines, depending on what expenses you incurred and how many days you traveled.

	7. [bookmark: ID0x0000044D] 
	Each Expense Line contains its own ChartField values. These values dictate how this expense gets recorded against your institution's budget. 

These ChartField values may be adjusted by an approver after the expense report is submitted.

	8. [bookmark: ID0x0000044E] 
	Now that we've covered the background information on what a Chartfield is, and where it is found in an expense transaction, we can answer the question: How does the Expense Module know who to electronically route my transactions to?

The answer is: the Department and Project on the ChartField for each Expense Line.

	9. [bookmark: ID0x0000044F] 
	When you submit a transaction, the system first looks at the Department that you have specified in your ChartField. It matches this department to a pre-defined list maintained by your expense administrator (e.g. "If Dept TC5DPT1 is selected, route the transaction to Approver A, then B, then C, etc.")

The Project field should only be used for expenses that relate to a project or grant. IF there is a value in the project field, the transaction follows the same routing schedule based on the department, but the system inserts an additional level of required approval for the project/grant approver. 

	10. [bookmark: ID0x00000450] 
	The required levels of approval are established by your institution's expense administrator. These will probably be similar to how your paper expense transactions were approved.

As mentioned in the previous slide, the administrator maintains a list within the system that provides directions on which employees should approve transactions for a particular department or project.

	11. [bookmark: ID0x00000451] 
	For all expense transactions except for Flexible Spending Account reimbursements (FSAs), there is a minimum of two approval levels and no maximum, as a transaction can include multiple approvers on the Departmental level. 

The Workflow system can be adapted to fit the needs of your institution!

	12. [bookmark: ID0x00000452] 
	As a traveler, you select who should initially receive your expense transactions when you select the department in your expense line's chartfield. You cannot specify by UserID who should be the recipient of your transactions.

Approvers have the flexibility to change ChartField values and reassign transactions to another approver.

	13. [bookmark: ID0x00000453] 
	As a traveler, when you click the "Submit" button on an expense transaction, it automatically begins the Workflow approval process. Your responsibility for this transaction has ended, unless it is returned to you for modifications. You do not need to notify an approver that the transaction is waiting on their approval.

Approvers are automatically notified both by email and through the Worklist section of the Expenses module that they have a transaction that is waiting for their approval.

	14. [bookmark: ID0x00000454] 
	This is an example of the automatic email that an approver will receive when they have a transaction that requires their attention.

	15. [bookmark: ID0x00000455] 
	This is an example of the Worklist that an approver will access within the Expenses module. This Worklist contains all transactions that are waiting his/her approval.

	16. [bookmark: ID0x00000456] 
	YES - if an approver knows he/she will be unable to perform Workflow approvals for a period of time, he/she can electronically delegate this authority to another approver within the Expenses module. 

Also, if a transaction has been waiting in an approver's queue for more than 5 days it will automatically be routed to the Workflow Administrator who will reassign the transaction to the appropriate approver.

	17. [bookmark: ID0x00000457] 
	One major benefit of having electronic Workflow is the ability to view your transaction at all stages of the approval process. 

By using the "View" option in the HRMS Self-Service Expenses portal, you can view the Status of all transactions you have created.

	18. [bookmark: ID0x00000458] 
	Also, by clicking on a transaction from this "View" page, you can determine where in the approval process a particular transaction is at.

Near the bottom of a transaction there is a Pending Actions section and an Action History section. 

The Pending Actions section lists those approval levels that are still required to complete the Workflow process for the transaction.

The Action History section displays what actions have been taken on the transaction, and the employee that performed the action.

	19. [bookmark: ID0x00000459] 
	You will receive an email when a transaction has been completely approved and also when a transaction has been paid.

This information is also available within the Employee Self-Service Portal through the Employee History and Employee Payments options.

	20. [bookmark: ID0x0000045A] 
	This concludes this topic.

	21. [bookmark: ID0x0000045B] 
	Congratulations. You have just completed the Understanding Expenses Workflow for Travelers topic. For a printout of this topic, click here.
End of Procedure.
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