
		Business Process Document

	Travel & Expenses - Approvals Through Self Service PortalEX.010.501 - Understanding Expenses Workflow (for Approvers)



	



	
		Business Process Document

	Travel & Expenses - Approvals Through Self Service Portal EX.010.501 - Understanding Expenses Workflow (for Approvers)







 
	Security Role
	

	Responsibility/Role
	[bookmark: bm_Roles]

	File Name
	EX_010_501 - Understanding Expenses Workflow (for Approvers)_BUSPROC.docx

	Version
	

	Document Generation Date
	12/15/2010

	Date Modified
	12/15/2010

	Last Changed by
	

	Status
	




EX.010.501 - Understanding Expenses Workflow (for Approvers)
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic explains how Expenses Workflow functions from an Approver'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 number and type of approval levels





	Assumptions

	[bookmark: cf_complex_string_name_requiredfields]




	Dependencies/Constraints

	[bookmark: cf_complex_longtext_result_output]



Additional Information




Procedure

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

For a printout of this topic, please click here.

	Step
	Action

	1. [bookmark: ID0x00000002] 
	This topic is divided into two sections:

1. An Overview of Expenses Workflow for Approvers.

2. A Question and Answer section of commonly asked questions from Approvers concerning Workflow.

	2. [bookmark: ID0x00000003] 
	The "old" method of submitting travel and expense transactions required the use of paper forms (PeopleSoft version 7.5). These documents were manually routed from person to person through the required approval levels.

Through the "new" PeopleSoft version 8.9, expense transactions are entered in the PeopleSoft application using the internet. Once submitted, these electronic documents are sequentially routed to a pre-determined list of approvers. Approvals are made on-line within the PeopleSoft system.

	3. [bookmark: ID0x00000004] 
	This is a "big picture" image of the Expenses Workflow process for PeopleSoft v. 8.9. 

	4. [bookmark: ID0x00000005] 
	Expenses Workflow uses an intricate system of routing rules to determine how a transaction is routed to the necessary approval levels. 

As an approver, it is important to understand the basic outline of Workflow so you can determine why a transaction was routed to you for approval and how your actions impact others at your institution.

The following slides condense the complex Workflow system into a user friendly format. First, a discussion of the various areas of Workflow and which ones impact you as an approver. 

	5. [bookmark: ID0x00000006] 
	Expenses Workflow can be divided into five areas: 

As the picture below indicates, the four areas within the triangle form the backbone of the Workflow process. The fifth area, reassign, impacts Workflow, however it is an optional tool which is not part of the main Expenses hierarchy. 

Areas 1 and 2 are established and maintained by your Expense Administrator. As an approver, you have control over areas 3 - 5. 

The following slides explain each of these five areas in greater detail...

	6. [bookmark: ID0x00000007] 
	The top area of the Expenses hierarchy is Workflow System Configuration. This level is highly technical and it governs how the entire Workflow process is structured.

The Workflow System Configuration is delivered by OIIT. Minor adjustments can be made by your institution to adapt the Workflow process to fit the business needs of your school. 

	7. [bookmark: ID0x00000008] 
	The second area of the Expenses hierarchy is Approval Assignment. Essentially, this is a list by User ID, of which department(s) and project(s) each user will approve for. 

This list, which is maintained by your Expense Administrator, governs how the majority of Expense transactions are routed. For example, if an expense is charged to Department TC5DPT1, by using this list, the system knows that the User ID ACOOK should receive this transaction for the Department Manager 1 level of approval.

Permanent changes regarding which employee should receive expense transactions for a particular department or project should be communicated to your Expense Administrator so this list can be accurately maintained.

	8. [bookmark: ID0x00000009] 
	The third, fourth and fifth areas of the Expenses hierarchy handle the instances when the Approval Assignment list (discussed in the previous slide) requires a temporary override. As an approver, you have control over when these overrides are used.

When might an override be necessary?

* If I am both the traveler and an approver for the same department, do I approve my own transactions?
* If I am on vacation, or out of the office for an extended period of time, can I have another user approve the items in my Worklist queue?
* If I receive a transaction in error, can I reassign this transaction to another approver? 

Each of these situations is addressed by an Expenses hierarchy area (3, 4, or 5). 

	9. [bookmark: ID0x0000000A] 
	The third area of the Expenses hierarchy is the Designated Approver. 

A Designated Approver solves the dilemma related to a traveler being responsible for approving his/her own expense transactions. 

Normally, if an expense is charged to a particular department, the Workflow system will look up which UserID should receive the transaction in the Approval Assignment list (area 2). But, when the UserID submitting the expense transaction is the same as who is listed in the approval assignment, the system WILL NOT route the transaction to this individual because a traveler is not permitted to approve his/her own transactions. So, who does the transaction route to?

Answer: the Designated Approver. As such, EVERY expenses approver should specify a designated approver. If one is not specified, the transaction will route to the Workflow Administrator and must be manually reassigned (this is not desirable).

The Designated Approver is set through the Employee Self-Service section in the Review/Edit Profile component. Below is a screenshot of where this value is entered. See Business Process EX.010.090 for details on how to make this assignment.

	10. [bookmark: ID0x0000000B] 
	The fourth area of the Expense hierarchy is the Alternate Approver. 

The Alternate Approver solves the dilemma of who will approve expense transactions if an employee is on vacation or out of the office for an extended period of time.

Unlike the other areas of the Expense Hierarchy that have been previously discussed, the Alternate Approver is a TEMPORARY override that is based on a set date range.

Thus, if your user ID is listed in the approval assignment list (area 2) to receive a transaction for a department, but you have assigned an alternate approver, the transaction will route to this alternate and you will not be required to approve this transaction.

CAUTION: Assigning an Alternate Approver only works for transactions that have not yet been sent to your queue for approval. If you have transactions that are already in your queue that you cannot take action upon, you can use the "reassign" function (discussed in the next slide) to assign these existing transactions to a different approver.

See Business Process EX.010.013 for instructions on how to specify an alternate approver.

	11. [bookmark: ID0x0000000C] 
	The fifth area of the Expenses hierarchy is the Reassign function.

As the name suggests, the reassign function allows a User to take a transaction that is currently awaiting his/her approval and reassign it to another approver. 

CAUTION: The user that you reassign expense transactions to must have the appropriate security access to be able to approve transactions.

See Business Process EX.080.106 for instructions on how to use the Reassign function.

	12. [bookmark: ID0x0000000D] 
	Now that we've covered the five areas in the Expenses hierarchy, the next step is to explain what information the Workflow system gathers from a transaction and how this information is translated into an approval routing.

This will require three areas of explanation:

* What information does Expenses Workflow use from a transaction in determining how it is routed?
* What are the approval levels and how are they determined?
* How does this all fit together?

	13. [bookmark: ID0x0000000E] 
	What information does Expenses Workflow use from a transaction in determining how it is routed? Answer: The Department and Project values which are contained within the chartfield of an expense line.

The next question you may have is, where is this department and project information located on a transaction? The next 3 slides answer this question.

	14. [bookmark: ID0x0000000F] 
	An Expense Report (like the one pictured on this page) replaces the paper expense form you are probably familiar with. An expense report contains multiple Expense Lines where a traveler can specify the types of expenses he/she incurred while traveling on official business.

	15. [bookmark: ID0x00000010] 
	This an example of a single Expense Line. There can be a minimum of one expense line per transaction, and no maximum, depending on what expenses a traveler incurred and how many days he/she traveled.

	16. [bookmark: ID0x00000011] 
	Each Expense Line contains its own ChartField values. These values dictate how this expense gets recorded against your institution's budget. 

The Department and Project fields are used to determine where this expense line should be routed to.

	17. [bookmark: ID0x00000012] 
	When a traveler submits a transaction, the system first looks at the Department that is specified in the ChartField. It uses the various levels of the Workflow Hierarchy to see which approver should receive the transaction. If no Project is listed in the Chartfield, the Workflow system will continue to route to the remaining approvers based on the Department selected.

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. 

	18. [bookmark: ID0x00000013] 
	You've now seen that the Department and Project from a ChartField are responsible for how a transaction is routed.

The second part to our discussion of how transactions are routed, is... What are the approval levels and how are these determined? 

	19. [bookmark: ID0x00000014] 
	There are five classifications of Approvers. The two required levels are the Department Manager 1 and the AP Auditor. Your institution may decide to not use one or more of the other three levels depending on the approval needs of your school.

Which level of approver are you? 

	20. [bookmark: ID0x00000015] 
	The Department Manger 1, Department Manager 2, and Project/Grant approval levels are Non-Pooled, meaning that a transaction can only be routed to a single approver at a time for these levels. 

Thus, if you are an approver for one of these levels, if a transaction appears in your queue, it will not proceed to the next approver in the sequence until you approve the transaction.

	21. [bookmark: ID0x00000016] 
	The Reviewer and AP Auditor approval levels are Pooled, meaning that it is possible for multiple UserIDs to receive the same transaction in their queue at a time. 

In a Pooled level, when an approver acts on a transaction, it disappears from all the other approver's queues for that same level.

	22. [bookmark: ID0x00000017] 
	How does this all fit together?

The Workflow System looks at the Department and Project values within the ChartField of a transaction. It then matches these values to a UserID within the Expenses Hierarchy (is there a delegate or alternate user specified?) It then uses this information to route the transactions through the required levels of approval.

	23. [bookmark: ID0x00000018] 
	One other item to mention about Routings is that depending on the transaction, the required approval levels differ slightly. If your institution is not using one of the above levels, the transaction will simply route to the next higher level.

	24. [bookmark: ID0x00000019] 
	 - How will I know that a transaction is waiting for my approval?
 - Where can I see who has already approved a transaction and can I determine where the transaction will route to next?
 - Does a transaction wait on my approval before others can approve it?
 - If I click the "Send Back" button on a transaction where does this route the transaction and are all approval levels required if it is subsequently re-submitted? 
 - Can I change the ChartField on a transaction?
 - Can I access the Expenses Module from anywhere I have an internet connection?

	25. [bookmark: ID0x0000001A] 
	When a traveler clicks the "Submit" button within an expense transaction, it automatically begins the Workflow approval process. 

The first Approver in the routing path is notified both by email and through the Worklist section of the Expenses module that they have a transaction that is waiting for their approval.

	26. [bookmark: ID0x0000001B] 
	This is an example of the automatic email that you will receive when a transaction requires your attention.

	27. [bookmark: ID0x0000001C] 
	This is an example of what your Worklist will look like as an approver. A Worklist includes all transactions that are waiting on your approval. After you have worked an item on this page, it will disappear from your Worklist and route to the next approver.

	28. [bookmark: ID0x0000001D] 
	One major benefit of having electronic Workflow is the ability to view the approval actions that have already been taken on a transaction and determine who is still required to approve the transaction. 

As an approver, when you view a transaction that is in your queue, near the bottom of the transaction is a Pending Actions section and an Action History section.

The Pending Actions section displays those approval levels that are still required. If a level is Pooled (the Reviewer and AP Auditor levels) you will not see individual names as the transaction may route to several approvers at the same time for an approval level.

The Action History section displays all approval actions that have been taken on the transaction including if a transaction was sent back to the traveler or if it was placed on Hold.

	29. [bookmark: ID0x0000001E] 
	If you are serving as an approver for Department Manager 1, Department Manager 2, or Project/Grant levels, a transaction that appears in your Worklist queue will not route to any other approver until you perform an approval action. (However, if a transaction sits in your queue for longer than 5 days it will automatically route to the Workflow Administrator)

If you are a Reviewer or AP Auditor for a Department, these levels CAN be pooled, however this depends on how your approval assignment page (Workflow Area 2) is set-up. If only one approver is established for either of these levels, then the transaction will route to only one UserID for the level. If multiple approvers are listed for a department in the approval assignment page, then each of these approvers will receive the same transaction in their queue. When one of these users performs an approval action on the transaction, it will disappear from the other approver's queues for that level. Be sure to check with your Expense Administrator if you are a Reviewer or AP Auditor to determine if you are the sole approver for a department, or if there are multiple approvers.

	30. [bookmark: ID0x0000001F] 
	If you select the Send Back button, the transaction will route back to the traveler/expense submitter.

If the transaction is then re-submitted it is required to pass through all of the same original approval levels - it will not skip the levels that approved the transaction the first time. 

	31. [bookmark: ID0x00000020] 
	Occasionally, you may need to revise the ChartField that a traveler has listed on a transaction. 

As an approver, you can adjust the following fields:
Account
Fund
Department
Program
Class

If the Project field needs added or changed, you will need to send the transaction back to the traveler/expense submitter for him/her to make this change.

The GL Unit and Budget Reference (Bud Ref) fields should not be changed.

	32. [bookmark: ID0x00000021] 
	By using the HRMS Self-Service portal, you can use the Expenses Module anywhere you can access the internet. This includes at the office, home, coffee shops, while on vacation or business trips, etc.

The appropriate security steps have been taken to ensure that personal information is guarded and securely transmitted.

	33. [bookmark: ID0x00000022] 
	Congratulations. You have just completed the Understanding Expenses Workflow (for Approvers) topic. Below is a summary of the key concepts of this topic:

- Previously, travel and expense transactions required the use of paper forms that were manually routed from person to another, through the appropriate approval levels.
- With PeopleSoft v8.9, expense transactions are entered in the PeopleSoft application using the Internet. Once submitted, these electronic documents are sequentially routed to a pre-determined list of approvers.
- Approvals are made online within the PeopleSoft system.
- Expenses Workflow routes transitions according to the Department and Project values contained within the Chartfield of an expense line.
- There are five classifications of Approvers. The two required levels are the Department Manager 1 and the AP Auditor. The other three levels that your institution may use are Department Manager 2, Project/Grant, and Reviewer.

For a printout of this topic, please click here.
End of Procedure.
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