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Voucher Workflow — General Informatioh

~ Definition
Voucher Workflow is an electronic routing and approval process for Vouchers.

Key Elements of Voucher Workflow
Voucher Workflow will have the following impacts:

(1) Voucher Coversheets are no longer required to be printed, signed, and mailed to
AP. -

(2) Approvals by Voucher Creator, Department Approver (Certifying Signatory),
Intermediate Approver (Financial Aid, Tax, OCG, and Research HEAF), and
Final Approver (Accounts Payable) are electronically captured in the Finance
System. The approval history can be reviewed on the Approval page or
Voucher Coversheet. ‘

(3) Once a voucher is placed in Workflow, the voucher can only be modified by the
person who first approved the voucher (i.e., placed the voucher into
workflow).

(4) If additional approval is required per the department policy, the voucher
coversheet/form/memo can be printed, signed, scanned, and uploaded to the
voucher page.

(5) Voucher information, including approval history and backup documents, can be
obtained quickly from the Documents page.

Voucher Workflow Roles
You will be assigned to one of the following roles:

(1) Voucher Creator
Create vouchers, select appropriate routes, and submit the vouchers into

Workflow. The vouchers will be sent to the Department Approvers’
worklists. o
(2) Department Approver (Certifying Signatory)
Approve vouchers. Can also create vouchers and place them into
Workflow. The vouchers will be sent to Intermediate Approvers’
worklists or Final Approvers’ worklists, depending on the approval
route selected.
(3) Intermediate Approver (Financial Aid, Tax, OCG, Research)
Approve vouchers as required by University Policy.

(4) Final Approver (Accounts Payable)
Approve vouchers for payment in accordance with MAPP.
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Approval Routes (Paths)

“When you submit a voucher into Workflow, your must select an appropriate approval

route (Path). You will have the following options:

(1) Dept/Coll/Div — AP

Vouchers that do not require approval of Financial Aid, Tax, OCG, or

Research HEAF

(2) Dept/Coll/Div — Scholarships and Financial Aid - AP
Vouchers for the following scholarships:

Description of Payment/Reimbursement Acct

ATH SCHOL FTB (M) 55307
ATH SCHOL BKT (M) 55308
ATH SCHOL BSB (M) 55309
ATH SCHOIL, GLF (M) 55310
ATH SCHOL, TEN (M) 55311
ATH SCHOIL, TRK (M) 55312
ATH SCHOL C-C 55313
ATH SCHOL BKT (W) 55314
ATH SCHOL SWM (W) 55315
ATH SCHOL TEN (W) 55316
ATH SCHOL TRK (W) 55317
ATI SCHOL VOL(W) 55318
Scholarships- Awarded by the University or an entitlement program 55300
Scholarship Indirect Award 55301
Scholarship Qualified Tui & Fees — Ledger 5 awards for instructional cost and fees 55305
SCH-QUALIFIED-TUI/FEES/BOOKS 55302
SCHOLAR-RES HALLS-NON-EXEMPT 55303
SCHOLAR RM/BOARD OFF CAMP 55304
Thesis Grants ' 55306

The following items need to be forwarded to Scholarships and Financial Aid only if they are

[Jl”-df'()]' St "f@E_I_-\_' dedededede

Employee non-tax awards 54907
Emplovee Stipends 54812
Non-employee awards 54902
Non-employee non-tax awards 54908
Non-emplovyee stipends 54819
Registration Fees 54901
Tuition Reimbursement (Not job related) 54900
Tuition Reimbursements (Job Related) 54906
Cost Reimbursements — non specific 50054
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. (3) Dept/Coll/Div — Tax — AP -
Vouchers for the following:

Description of Payment/Reimbursement Acct

Club membership (Personal use) 54802
Employee Awards/Prizes/Gift — Non-cash>$50 or cash equivalent of any amt 54904
Employee Discount>20% 54816
Emplovee stipends - Non-student employees only 54812
House Hunting 56122
Housing Allowance (paid to 3™ party/provided by the component university) 54815
Insurance premium (Key employee} 54804
Lecturers and Artists 52404
Moving (Direct payment to moving company) ' 54806
Moving (Taxable non-direct expenses) 56121
Moving (Non-taxed travel while moving) 56120
Moving (Temporary storage > 30 days) 56123
Moving (Temporary storage for the first 30 consecutive dayvs) 56132
Non-employee stipends 54819
Other taxable wage benefits 54814
Spousal travel (Non-business) 56138
Tuition Reimbursement (Job related) — Non-student emplovees only 54906
Tuition Reimbursement (Not iob related) — Non-student employees only 54900

(4) Dept/Coll/Div — OCG — AP
Vouchers with sponsored project cost centers that are one of the

following:
1. Expense reallocations from State to Local or from Local to State

2. Equipment purchases in the last 6 months of a project

(5) Dept/Coll/Div — Research HEAF — AP
Vouchers for Research HEAF (Fund 1043)




‘Approval Actions
When you submit a voucher into Workflow or approve a voucher, you need to use the
voucher approvals page. There are three approval actions:
(1) Approve
Select “Approve” to send a voucher to the next approvers’ Worklist

(2) Deny
Select “Deny” to send a voucher back to the person who placed it in
Workflow

(3) Recycle
Select “Recycle” to send a voucher back to the person who sent it to
your Workflow

Voucher Worklist

(1) Voucher Creator’s Worklist
Lists vouchers denied/recycled by Department Approvers, Intermediate
Approvers, and Final Approvers.

(2) Department Approver’s Worklist
Lists vouchers that need to be approved. Also, list their own vouchers
that are denied/recycled by Intermediate/Final Approvers.

(3) Intermediate Approver’s Worklist
Lists vouchers that need to be approved.

4) Final Approver’s Worklist
Lists vouchers that need to be approved.

Voucher Worklist Functions
Voucher Worklist can be filtered by the following columns:
(D Business Unit
(2) Source
(3) From
For example, if you want to review vouchers submitted by NSM only, you can select
“Source”, enter “NSM”, and click on __Fiter | Worklist will show NSM vouchers only.

Paysbieworklid R —————_—==~

Filter on Sowrce  ~ Value ‘NGM| @ Fiter |

Also, Voucher Worklist can be sorted by each column.
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Source
-Source indicates College/Division. When voucher creators create vouchers, the voucher

sources are defaulted to the College/Division they are employed. If a creator need to
send a voucher to a different College/Division, they should go to the voucher approvals
page and select the appropriate source on their voucher. Source determines to which

Department Approvers’ worklist the vouchers are sent.




HOW TO SETUP YOUR VOUCHER PAGELET

“Step 1: Go to your Home Page. Then, Click on “Content” on your home page.

! Wy Favonlos

" Business Proceisne

I Custom Reporls

> Compuder Operstions

[~ Vondors

- Purchusing

" Areounls Paysble

! Augel Hanzpement

¢ Gommilmonl Cantral

i Oanetal Ladger

* Eet Up FinthelalrEupgly Chaln

- Workilel

- Applicetin Dlapnostics

1+ Troo Managor

- Raporing Taols

t PaoploTooly
L

" BaoploSut

Step 2: The system displays the Personalize Content Page. Place a checkmark for Payable Worklist and click on
Savel '

s UHS Finance
fi"‘ﬁ%‘ Test DB

Personalize Content

Chooesa Pagelets: Simply checkthe Hems that you wani 1o appear on your homepage.
Rememberio slick"Save" when done.

R Pagelets: Goto  Personaliza Laypul

Wealcome Messays:

PeapleSort Applications Financials
& Henw Fl  pavsblaworklst
O  MyRenods

4 . o0 - Vaw L fme
wFmarm . .
[BInAss MmCaETEN
Guatam Rapanc
Camputar Dnerabeons e | Epd e a S
Ventom ey
Puichsip foay e Daefesn  Emmes SorhLichive W Mol el lerie Auocs Tine.
:‘.‘:.‘::::mn Roads s AdTRERM
ot CHASH HOUSE,SHARONA-UH D120 el D WSS WATEST hne 2t

i m::‘;llmnmnn:l
GARKIS LETGH .
B SHAEH HOUSEEHRAONA-UH FL0X00E AT e oD DM WETRRTMB Sangron
hain GOTRIOHTLASMINRRA, ROW ot Agtaany
vy s SO oo gy DR MIM IO SCR_TERL ALY e g

lILadion DjLgnasacy H
mumnn P| UTAIE  HOUDEEHAROHR-UH 03MDI008  ATH ::'m'.m"“" 0PGOSR WRHEWD Arpie g
Revaniog Tols :
PatplTaht | CHABH HOUSEEHAIOUR-UH OXMADIS  ATH ::m:”"“"" 3 ooAHTEE  HEDOSY Anmuee B
Srat o




HOW TO SUBMIT A VOUCHER INTO WORKFLOW
. (VOUCHER CREATOR/DEPARTMENT APPROVER)

Stepl: Go to the Voucher Approval page.
Navigation: Accounts Payable>Vouchers>Approvals>Voucher Approval

Search:

{- My Favoritas
I Business Frocesses
I Custom Reporis
|- Compuler Operailons
I- Vendors
' Purchasing
< Accounts Payable
< Vouchers
i Entry
> Revlew and Correction
Appravals

- Noucher Annroval

Step 2: The system displays the following screen:
Select the Approval Route, Source, and Approval Action.

{TAuptoal \_Line inigrmalian _, ' Charga Information__Documants

Unit: op730 lvolce:  WWF 032806 Vewlal;  JP MORGAN CHASE BANK
Vouelor: 00584710 Date; 03/02/2006 I DODOC01417
‘ et HOVDF soRUToK
Snawca: NSM= Coll of Nelural Scl & M v

*Flease saloel he appropriale approval path: . : N i
PP A Insts DL 030212006

*Dapt-ColDiv- AP Stawa: : o

< Dapt Lol - Sehola alills & Fluanc Al - AP * Fonding fe Regi O

1 sDoplCollD - Tk - AP Action: v Giae] Rept 01

' ragn-ColtDiv - Cradtact & Giant - AP Insgact Ot

¢ i Dap1-CallDiv- Raseai ¢l HEAF . AP Apply Glose; 3$1.00

Canmen Histiy

CHnmenr

) ApMSSH AL STame  DateThus Stamn UsarJ0

(1) Select Approval Route

*Plegse select the appropriate approval path:

{ DeprCollDiv - AP

{3 DeptiCollDiv - Scholar ship & FinamcialAid - AP
& DeptiCollDiv - Tax - AP

CIDept:CollDiv - Coptract & G1am - AP

"t Dept-CollDiv - Research HEAF - AP




(2) Review Source .
Source is defaulted to the College/Division of the person who created the voucher. If the

voucher needs to be submitted to a different College/Division approver, select the appropriate
College/Division.

Deptits HO107 SCHUWTOK
Souree MSH - Coll of Natural S€i & 1 w

o HITS - Information TRchnology o
o] Indirest Cost ISR
Appr nginst Adv. Interface 030220608
Sratus: | LA College of Law

LIB» Linvaisity Liliranes
Leter 2 Credlt

[ ISM - Lol of NalUrat Sl & W
DG Inlerface

OFT - Colfege of Cplometry 100
Online Entry

PC Bud inerace

PH&- Gollege of Phaimacy
PRS- Presigent

Fayrell Progessing

fastage Ikedace

Putchasze Ordel Pracessing
Pueichasing Inlerfate

RES - Resedreh

RIC - Research Infermation Cir
Recept of Goads and Senvices

Reveaur Recoguilion

SCR Intertate h
EBTU + Bluden! Atatrs

1eThne S1AE K - Grad Coll of Sociai Work

Btuctent F Inanclale

TEC - College of Technology
Tolephone Rledace

LAY - Universify Advancemend

SAE - Pay Reimb
mwraﬂe-commneuBudgeidrnl vm
: . Appl
(3) Select Approve for action and click on

Actian:

Appr Inst
Status:  pending

Action: !mm hd E

Step 3: The system displays the following message indicating that the voucher needs to be approved by the next

approver. Click on oK

Wamning - This transacflon needs WF_APYCHR_COLLDIV approval, Enler If Inlo workdlow? (107.4)

This fransaction must be approved. Ifyou cllck CIK, the system will route 1o someone who can approve I if you click Cancel, you ¢an change the fransacilon without
forwarding Il,
oK caneal |




SEep 4: Now the voucher is in Workflow. The Comment Histofy and Approval Log sections will show your name/user
ID indicating that the voucher was submitted to Workflow by you. )

[ Bpmoval Y Line Information ¢ Charge Information Documents

Unit: DO730 Ivolce:  WF 032906 Vemlor:  JP MORGAN CHASE BANK
Voucher: 005247te  Date: 030212006 I 0000001 417

" Deptin: HD107  SCHULTOK
Source NBM Coll of N

*Please select the approprlate approval path:

A

- st i hwDt

O Dapt-Colt Div - AP Stats: i

CDeptiColl Div - Seliola ship & FnancialAid - AP W Pendng v Rept Dr:

{7 Dept:Coll Div - Tax - AP Action: " Good ReptD:

) DeptiCall Div - Contract & Giant - AP I, Inspect Di:

' DeptiollDiv - Research HEAF - AP . _Apply | . Gross: $1.00

Commient History L ) L
:03-29-06 09:48 AM ; DepliCalifDlv - TAX - Payablas Cfiice : Approve; SCHULTZ OLIVIA K -UH

Commnent

Bpmoval Step  Api Stat Appr Stalus, DateTime Stalpp ser ID

1 i Initiatad 03/29/06 9:50:43AM SCHULTOK
2 Step1 P Pending 03/20/06 9:50:43AM
35tep2 P Ponding - 03/28/06 9:50:43AM
4 5lep 3 P Pending 03/29/05 9:50:43AM
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HOW TO APPROVE/DENY A VOUCHER
- (DEPARTMENT/INTERMEDIATE/FINAL APPROVER) -

Step 1: Go to your Home Page and review the Voucher Worklist. Select a voucher for review by clicking on
the hyperlink Approve Doc,

Custotnige tFind |View 5| 88 First [l 4.

%ﬁ% Frain Date From Source Work List Name BU Voucher I Inveice Number B

CHASH SCHULTZOLMAK-UH D3fM3/2006  NSM f;::mrs“””“‘““a' 00730 00594644  WF PATHI 2

CHASH SCHULTZOLMAK-UH 031132006  NSM fg:r‘gvf:g‘””i”"“a' 00730 0DS9AB45  WF PATH2 A
Route for Addifional

CHASH SCHULTZOLMAK-UH 03202008 NSt oot Ch 00730 00594718  WF 032008 !

o

Step 2. The system displays the following page C11ck on the “Documents” tab.
pproval \ Ling ' Ghasge it
Unh: 00730 hwoice:  WF 032906 Vemdi:  JP MORGAN CHASE BANK

Vaeucher: 00594718 Date: 030272006 1D: ooonoo 417
DeptiD: HO1a7  SCHULTOK
Solres - NSH - Coll of Natural Scl & M v P

*Pieasa selact the appropriate approval path: : T A e g}

- App1Inst:  B43466 i D D3/6242006

CHDeprColl Div - AP Stnus: - :

s DaprCelDiv - Schintm ship & Faiancialakl- AP  Pending - firs R Dz

€ DaptColl Oh - Taxt - AP Y Action; w . GoodRepie

(O Depr-Coll Dby « Comtract & Giant - AP © nspectDn

(3 DepricellDhy - Reseat ch HEAF - AP . C Gress: $1.00°

Catnent History
103-29-06 0B:49 AM : DapYCollDIv- TAX- Payables Offies ; Approve: SCHULTZ,OLIMIA K -UH

Step 3: The system displays the following page.
Click on the hyperlink Print Voucher Coversheet to review the voucher coversheet.

Y .
Click on "™ to review the backup documents.

gppioval , lane infl fion . Gharge information | Decwnains )

[T 00730 liwnlee: W 032306 Vendol:  JP MORGAN CHASE BANK
Vouchar: 00584718 Drue 0310272006 i 0000901417
Pust Stalus: Unposied Posting Dane;
(| I Covershes
Display Active D ns Only Add Na Docuenent |

Secweil Dociment

Document Stats Attva v Doecumen SeqHn 1
Lienteil By COTRIGLE
Created Date Tlnie 04105/06 4:24:56PM
Last Uptlte Uset [0
Last Wudate Date-Time

Iisage Typeo

Step 4: When you are ready to approve the voucher, click on the “Approval” tab. The system displays the
following page. Select “Approve” or “Deny” for Action and click on Apply i
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Fumoval \_Liné infarmalion i Charge information 'y Documenis © -

Ui 06730 Invoice:  WF 032906 Vemlor: JP MORGAN CHASE BANK
Voucher: 00594718 Date: 03/02/2006 n: 0000001417

Depll: HOl07  BCHULTOK

*Please seleci the appropriste approval path: LT e et
- 71 Appriist:  B43466
DoptColl B - AP i ,

‘L Stust  penging ' WWRepIDR

> Depr-Coll By - Scliolarship & Flnancialdid - AP | ] ;
& Depr-LollPh - Tax - AP (i Action: iENTIENE v i« GoodReptDt:
C Dept:CollDiv - Conttact & Grant - AP it fi IspectDi:
CrpeptiColl Dl - Research HEAF - AP ‘ Apply o

Comnnent History } )
03-26-0B 09:49 AW : DepUColliDiv - TAX - Payables Office ; Appreve; SCHULTZ,OLIVIAK-UH

Commniem
Approvol Log - j
Appyoval Step  Awy Stat Ay Status Date Tine Stang User D
1 | Initlated 03/29/06 2:50:43AM SCHULTOK
26ep? P Pending 03/28/06 B:50:43AM
3 8tep 2 P Pending 03/28/06 8:50:43AM
4 Step 3 P Pending 03/28/06 2:50:43AM

First (2] 4o 1 (¥ Last)

Deteils 3 urnize | Elnd | Yiew All | B

Remit Setin Remit Volulor Name 1 Naige 2
o797 0000001417 JP MORGAN CHASE BANK

Await Apjavalfion: WF_APYCHR_COLLDIV

e Eavej 4 Returnio Saan:hj ¥ Notity E

. . =
Comments can be entered by anyone at anytime. Enter the comment then click on Save




HOW TO REVIEW VOUCHER STATUS

Stepl: Go to the voucher entry page:
Navigation: Accounts Payable>Voucher>Voucher Eniry

Search:

& My Favorlles
D Business Processes
t~ Custom Reports
> Computer Operations
[~ Employee Self-Sewice
- Vendors
[~ Purchasing
w Accounts Payable

< ¥ouchers

Step 2: The system displays the following page. Select Business Unit and enter Voucher Number. Then click
on Search

Voucher
Enter any information you have and click Search, Leave fNelds blank far a llst of all valuas.

/Pl an Existing Value \_Add & New Valus

Busliess Unit: =~ CO730 Q
Vaucher ID; . begins wilh v : 00594704
hrvolce Huher:  baginswith
| Short Vemlor Name:. heging with v
Vendor ID: " hegins with v o
Hatne I -Eeglnswﬂh v
Vaucher Style: = Y
Entry Status: H v
{"lcase Senshive

Find an Exisling Value | Add.a Mew Value

N . - L] 0 'I
Step 3: The system displays the Invoice Information page. Click on 1
{ avoice Tnformation Y _UHS Data Lins” + “Paymanis” 7 Voucher Atiribules }Accounting information ¢ Dotumenis * [F)
Style: Regutar  Ently Status: Postable Comments L
Unit: 00730 Voucher I 00584704 Group: Budget Status: Valid Post Status:  Unposit
PO Unik: it cliase Cioled: » .WWJ Workslieet Copy Optini:  None
Advanced Vendor Search + Invoice No: TRANING
Venilol: 0000001417 © . lvoice Date:  03(041/2006 Calc Basis Date Accty Date: 0322201
Name: JPMORGANCH-001 .1 PayTelms: Net 30 B Pay Schedule:  Other
Location: v . Wisc Amt;
Al ess: 1 Frght Atz I.E%
JP MORGAN CHABE EANK Sales Tax: = Non Merchandise Summary
PO Box 5747 o SUTExempt  Use Tox: &
’ VAT R VAT Summary
MNew York, NY 10087-5747

Total: 1,00 Cwi: USD Balance: 0.00
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Step 4;

Step 5:

Click on the Approval Log tab.

Style: Ragular Eutry Status: Postable

Unit: 00730

Cemments iy

Bulget Status: Valid Post Status:  Unp

P Unit2

Advanced Vendor Search : E
Vendor: 0000001417 ;
Namne: JPMORGANCH-CD1 ’
Location: v
Adilress: 1
JP MORGAN CHASE BANK

PO Box 5747 Gpo
New York, NY 10087-5747

Voucher ID; Q0594704  Gromge

Puichase Ordet:

St U ‘;"E;fww
Wotksheet Copy Option: None

Ivoice No: TRAINING

liveice Datel  03/51/2006 Calc Basis Date Accty Date: 03722,
Pay Telms: Net 30 B Pay Schedule:  Other
Misc Aint:

Frght Amt; B

Sales Tax: = Non Merchandise Sumn
SUT Exemipt Use Tax: T ‘

VAT: B VAT Summary

Total: 1.00 Cwr: LSD Balance: 0.00

The system displays the approval information. The Comment History contains information about who
approved/denied the voucher and when. The Approval Log records the most recent approve history

(previous voucher deny actions are not recorded).

@ ¢ Ui Data Line 3 Payments j Voucher Atiribues y Accouriing information_{ Docurents { ApprovalLay )

Unit: 00730 Ineoice:  TRAINING

Voucher: 00594704 Date:

~please select the apprepriate approval path:
Dept-CollDiv - AP
peptCollDiv - ScholarshipFinancinlfid - AP
Dept:CollDiv- Tax - AP
Dept:CollDiv - ContractGran - AP
Dept:Coll:Div - Resear ch HEAF - AP

Cotniment Histmy

'03-22-05 012:26 PM : DepliColliDiv - Payahies Office ; Apprave: SCHULTZOLIVIAK-UR

03-22-06 03:01 PM : DepliColliDly- Payakles Ofiice : Apprave: COTRIGHT, LASAUNDRA B-UH
.03-22-06 03:09 PM : DeptiColl/Dlv- Payables Ofiice : Deny: Baan,Mary L-UH: Account Code needs fo be changed,
‘N3-23-N6 NA-NE AM - NAntiCAlUNiv- Pavahlag Ofre - Annrnve ACHULTZ OLIVIA IK-lH . e e i

_Culmnem

Approval Step  App Stat Ay Status

1 | Initlated
2 Step 1 P Pending
3 5tep 2 P Pending
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03/01/2008

Vemlor:  JP MORGAN CHASE BANK

D oooonat 417
| DeptD: HO107  SCHULTOK
Source NSM- Coll of Natural Sci & M
- WDt D301/2006
i Inst: 843418
v liw Rept D:
Ap Stat: Pending Good Rept Dt
Inspect Dr:
Gross: §1.00

Date Time Stanp

03/22/06 2;29:24PM
03/22/06 3:01:13PM
03723/06 9:06717AM

User ID
SCHULTOK




