Quick Guide to Procurement Card Voucher Approval

Approving a Procurement Card Voucher in ProTrav

Workflow Definition: Workflow is the process of creating and approving various types of forms electronically.
Based on predetermined Workflow Paths (as set by Org and Dept workflow administrators), these forms are
approved electronically and sent on to the next person in the approval path.

Cardholder Approval. Signifies that the expenses claimed on this Procurement Card Voucher are legitimate
business expenses incurred on behalf of the University of lowa.

Supervisor/Department Approval: Verifies that these expenses have been incurred as a part of official
university business and that they have been reviewed and approved by the appropriate individual who has
designated approval authority for this department and/or funding source (MFK). As a designated departmental
"Approver" of expenses incurred in the name of The University of lowa via this form, the approver understands
and accepts the fiduciary responsibility to comply with all applicable institutional policies. It is his/her
responsibility to examine all purchases and requests for payment along with required supporting documentation
to determine if the charge is: for a valid business purpose and for the University's benefit.
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Quick Guide to Procurement Card Voucher Approval

Cardholder Approval

The University of lowa requires two approvals for Procurement Card Vouchers which will be obtained
through workflow. The cardholder’s approval is required and cannot be delegated. The second
approval may be anyone delegated the authority to sign on behalf of the department.

Review all charges by clicking the “Edit/Reconcile this voucher” Link (See Editing Expenses section in
detailed WF approval document if expenses need to be edited).

Youcher editor: PCY# POD92923 (5

waorkflow approver history:

Sag # —— Apgrcriier
1 Johin Dos
[} Initi ator James Do

Tha card holder signifias that the aspanses claimad on this
Cracuramant Card Voucher are legiinate busihes s swpanses incurred
fom bahalf of the Uinivarsiogy of Lowa.

| The Department varnfias that thers snpanras have bsan incurrad s

& part of official university burineass and thaet they have basn reviewad
and spproved by the sppropriaste individual whe hag designated spproval
suthority for thie departmant sndfer funding source (MFKL A o
designated deparemantsl “Approaver™ of aspangas incurrad in the nams

| of Tha University of lows vis this form, T andasarand thag 1 am
|sccapuing & fiducisry responsibiliog to comply with all spplicable
|-n:|m=.-tmn;| pobicier. It e my respons ibility to ewaming ol purchasss
[atong with raquired supporting decumantation te devermine if the chargs
iws for & valid buginsse purposs and for the Lisivarsity's Banefic.

EXIT
|

Voucher detail:

Card holder: JOHHSON, HOWARD
Account #: 001234
Billing cycle: December 2009 (11/28/2009-12/28/2009)

Approeal Haruitinag w M Conmnents
B dgidirad OSf0311) L]
Roaguired b

Kay ts ¥ Columnat (R) Regueited Revarsads (¥) Approved) (V) Veideds
(M) Mot Approved: [T] Tacie Approval)

Viaw changs history far this Bav

her

View/Edit/Reconcile this vouc
i = wvoucher

View credtcard
® PCV Coversheet
o PCV Report
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Review Transaction Details

Line Action Post Dt. Vendor DebitCreditRecon.

- 06/13/2014 AMAZON.COM 86.50 86.60
&

attached filefs View detai|990—1245—BI}DDD-54UG16DD—E~U?5—1CID-[H]4DD—DCI—SE 27 86.60

Line Desc/ Books purchasad from Amazon.com for office use. Book 1 and 3 of 3 (2 billad

Business Justification: separately}

Return to PCY summary

Line 1: AMAZON.COM X

Order date: 06/12/2014

Unit  Unit
Ttm cd. Desc. Qty. meas. cost
0287884424  AICC Cancer Staging Handbo 1.00 PCE £36.04
052168685%  Data Anzlysis Using Regres 1.00 PCE £50,.56

Click “Returnto PCV Summary” link
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Click “Approve”

Youcher editor: PC¥# POD92933 w
Waorkflow approver history:
Seq # Receivad Approver Approval Rowuting ¥/ Commments
1 John Doe Faquirad 05/0311/ H
o Initiator James Doe Raquirad v
Tha card holdar signifies thatthe axpanzas claimad on thiz Kay o VN Column: (R) Requasted Returnad: (V) Approved; (W) Voided;
Procurament Card Voucher are lagitimate business sxpenses incurred (M) Mot Approved; (T) Tacit Approval

on behalf of the University of Towa.

The Departhment verifies thatthese supenzes have been incurred as
a part of official university businass and that thay have been reviawad view change history for this POV
and spproved by the appropriate individual who has designated approval
authority far this department andfor funding source (MFK). Az &
dezignated departmantal "Approver” of axpanzes Incurrad in the nama
of The University of Iowa via this form, I understand that I am
sccepting & fiduciary responzibility to camply with all spplicable
institutional policies. It iz my responsibility o examine all purchases
aleng with raquired supporting decumentation to datermineg if the charge
iz1 for a walid business purpose and for the University's benefit.

APPROYE

DO NOT APPROYE
EXIT

If prompted, (Note: Not all users will see this screen!) select the appropriate sub
department or higher level of routing and click Continue. If none of the headings listed apply to
you and your voucher, just click Continue.

Workflow: Choose routing path for form PCRDYCHR

If sub-level routing is required for this form, select
from the routing options below.

This form will route to this path AFTER it has routed to
the card holder and card holder's supervisor.

Routing options:

Mo sub-levels are available to route this form. Please continue.

Continue |

Select your supervisor from the supervisor list provided, click Continue. (See Approving as
Cardholder/Search for Supervisor in detailed WF approval instructions document if your
supervisor is not listed on the panel presented).

Fou must now sand this froTrav - PCard Vowcher transaction to
a supervizsar for approwval.

Please choose the correct person to route this form to after you
have approved the transaction from the following list by
clicking on the button to the left, then click "Continua”™ balow,

Supervisors for 05,0311 /:
OS/03117

Susan Doe
John Smidh
David Jones

Howward Johnson

ajila) tejlle) v

Jane Doe
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Confirm your selection and/or specify additional alternate approvers; click Continue. (See
Alternate Routing section of detailed WF approval instructions document if you need to route

to additional approvers.)

Workflow Routing

W orkflow Fo FrolTraw Fiard WVYoucheaer {(Transaction 2 FA05)

This transaction was anterad inte Waoarkflaw an OZ07F2007
The Workflow Inbox displays this basic information: | Do, Johin | FOOSZA33 | |||

Wiewy thie gntire projected Waorkflow path for thils form

B waorktlow Options Tor: ProTrav - PCard Voucher (Transaction 373105)
Yol are viewling all aptions far this farm

Towiew Approval options only, click here. To view "Dio Mot Approve” aoptions only, click herea

You are responsible Tor routing this form to its nest step, using this application.
Flease choose from the following options:

= approve and send to the next approval level as lsted here

Employeas 1D Mamo App " e
1015852 Jones. David SLIELEVEL FReguired

 approve and send to the next approval level plus someone from my alternates st

(Epecity an next page)

0 ppprove and send to an altermate for intermediate approval

(specify on nex page)

Do not approve; Instead send to an alternate for approval, then return to me

(specity on next page)
Continue I

Confirmation of routing will be displayed.

Confirm Workflow Routing

B Confirm Routing for: ProTrav - PCard Voucher {Transaction 973105)

This transaction was entered into Workflow on Q20752007

The Warkflow Inbox displays this basic information: Coe, John | POOS2933 1]
Wiew the entire projected Workflow path for this form.

You are processing this form; itwill proceed thraugh the workflowe systerm as follows:

You have chosen to use the default workflow routing.
Name Approval Type

Jones, Dawid Feguired

Press Continue to approve this rooting:

Continue |

Finish routing notification will be displayed.

Finish Workflow Routing

You have approved this form; itwill proceed through the workflow system.

To return to the approval list, please click here.
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Supervisor/Departmental Approver

Review all charges by clicking the “Edit/Reconcile this voucher” Link (See Editing Expenses section in
detailed WF approval document if expenses need to be edited).

Voucher editor: PCV# P0123456 I}

Workflow approver history:

Seq # Received Approver/Title Approval Routing ¥/N Comments

1 Howeard Johnson/ COUNSELING COORDINATOR Required Alternate M

u] Initiator Jane Doef Secretary [l Required Y
This transaction has attachments (see below) Key to ¥/N Column: (R} Requested Returned; [¥) Approved: (V)
The card holder signifies that the expenses claimed en this Woided: (M) Mot Appraved: (T) Tacit Approval

Procurement Card Woucher are legitimate business expenses incurred

on behalf of the University of Iowa, R
The Department verifies that these expenses have been incurred as View change history for this PCV
a part of official university business and that they have been reviewsd

and approved by the appropriate individual who has designated

approval authority for this department and/or funding source [MFK). As

a designated departmental "Approver” of expenses incurred in the

name of The University of Towa wia this form, I understand that I am

accepting a fiduciary responsibility to comply with all applicable

institutional policies. It is my responsibility to examine all purchases

along with required supperting documentation te determine if the charge

is: for a valid business purpese and for the University's benefit,

APPROVE
DO NOT APPROVE

{
o

Approving - Procurement Card Vouchers

Workflow comments:

Save Comments

Voucher detail: Additional voucher information:
Card helder: Dog, Jang « View/Edit/Reconcile this voucher
Account #: 001234 & View credit card statement for this voucher
Billing cycle: January 2010 (12/2%/2009-01/27/2010) * PCV Coversheet

¢ PCV Report

View Transaction Detail and then Click “Returnto PCV Summary”link

OFFICEMAK CTHIN#70S5538 120,26 120,26

atktach file Edit | el 050-05-0311-23000-00000000-6070-000-00000-60-0000 1z0.26

Business purpose: Please check aff that are appropriate

I7 Cepartment's Mission I_ University's Miszion I_ University Research I_ Patient Care

[T Recruitment [T Reward & Recognition™ [T other*

Z ments:l *#=Comments required
01/26/2007 CEDAR RAPIDS PHOTO COPY 53.86 53.86

attach file Edit | Del -05-0311-23000-00000000-5210-000-00000-50-0000 53.86

Feturn to PCY surmmary
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Line 9: OFFICEMAX CT*IM#705538 »

]

i Order date: 01/19/2007 i

Unit Unit

Itm cd. Desc. Qty. meas. cost
M177242 REFIL,GZRLRELL,FNEZP 3.00 PK $1.04
M177241 REFIL,GZRLRELL,FNEZP 4.00 PK £1.04
Fr421013A55T FOLDER,LTR,ASST.INTE 2.00 BX $13.53
L3556435C DIVIDERS.5TAB,11X8.5 4.00 5T $0.67

; L311446 INDEX,LSR,5TAB,255T/ 1.00 BX £58.10
EG91737 WRISTREST, KDVYBD, GEL, 2.00 EA $12.57

Click “Approve” Button

Voucher editor: PCV# P0123456 (V]

Workflow approver history:

Seq # Received Approver /[ Title Approval Routing ¥Y/N Comments

1 Howeard Johnson/ COUNSELING COORDINATOR Required Alternate N

0 Initiator Jane Doel Secretarny Il Reguired r
This transaction has attachments (see below) Key to ¥/M Column: (R} Requested Returned: (¥} Approved; [V)
The card holder signifies that the expenses claimed on this “oided; (M)} Mot Approved: (T} Tacit Approval

Procurement Card Voucher are legitimate business expenses incurred

on behalf of the University of Iowa, - ) ) i i
The Department verifies that these expenses have been incurred as View change history for this PCV
a part of official university business and that they have been reviewad

and approved by the appropriate individual who has designated

approval authority for this department and/or funding source [MFK). As

a designated departmental "Approver” of expenses incurred in the

name of The University of Iowa via this form, I understand that I am

accepting a fiduciary responsibility to comply with all applicable

institutional policies. It is my responsibility to examine all purchases

along with required supperting documentation te determine if the charge

is: for a walid business purpese and for the University's benefit,

APPROVE

DO NOT APPROVE \

You will be redirected to the Ul Workflow System. Click Continue to approve and route the
form to the next predefined approver or to Accounts Payable for processing. (See Alternate
Routing section in the detailed WF approval document if form needs to be routed to other
approvers or back to a previous person on the approval path).



Quick Guide to Procurement Card Voucher Approval

Workflow Routing

Workflow for: ProTrav . PCard Voucher (Transaction 97 3099)

This transaction was entered into Workfiow on 020772007
The Workflow Inbox displays this basic infarmation Doe, Jane | POD93362(]]]
View the entire projected Workflow path for this form

B Workflow Options for: ProTrav - PCard Voucher (Transaction 973099)
You are viewing Approval options for this form, To view "Do Mot Approve® options, click here

This form has completed its routing and will be marked as approved through workiiow unless you choose a different option below:

& Finish routing this form {forrm will be marked as complete).

" Approve and send 1o an alternate for approval
(specify on next page)

Continue i

Detailed Guide to Procurement Card Voucher Approval

1) Getting Started - Accessing the Form

There are three ways to access forms in ProTrav in order to approve: 1a) by email notification; 1b)

through the Workflow Inbox; or 1c) directly through ProTrav. All are identical once you get to the
specific form.

1a) Email Notification -.The email will be from Ulowa Transactions with ProTrav referenced in the
subject line.

From: N Subject: . Date: .

| i~ Ulowa Tramsachi..., Mew ProTrav - PCard Youcher Tue 11/29/2005 2:14 PM

Click on the link in the email.

The Iollowing form has been sent co you by DOF, TRHE and has been added to your Workflow Cueue:

roTeray = FCard Voucher, Tranaaction Nusber S55Z2639.

Thia form can be accesased direccly at:

hetpa://heia, wiowa, edu/wvorks low/feml inks/ proteay. phptat=Astrnanbr =552 639

(Further information abouc chia Zorm:

EMFLID: 123436 @ CARD HOLDER: HOWAED TOHMOH

FCWV: PONZ3SS

)

If you have any guestions of problems with your access to the Workflow System, please e-mail wvorkflowfuiowa.edu and we
will resapond as soon as posaible.

You will be prompted to login to the HR Self Service page. Once you have logged in you will
automatically be taken to the PCV summary panel. (Skip to Step 2)
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1b) Workflow Inbox — Log into HR Self Service and your Workflow information will be listed on the
main screen My Self Service

;-Ji. \ﬁﬁ_Empbyee Self Service

Welcome to the Finance and Operations (FO) Web Applications Portal

HawkID Login

HawkID :

This is your single paint of access for FO Web Applications including Self Senice, Workflow, PCard, GL DSS
and the HR Data Access Applications. Please sign in using:

1. Your HawkID, and

Password:
2. Your HawkID Password

IMPORTANT INFORMATION Link> 16 Common Questions

* Don't know vour hawkid?

* Forgot vour password?

» Employees using shared computers are advised to click sign out and then exit the browser after - ares hamebse! Bfronckioe

completing their session
» This is a secure site. Your ID and password are encrypted as they are sent for authorization.
» Per Session Cookies must not be disabled on your browser. We store temporary data in system memory to

Workflow

* Accounts Payable | Travel (45)
* Purchasing {165
= View Entire Inbox (210}

» Workflow Training Manuals

= 03334 form(s) may be viewed

* Ad Hoc Approvers

* Delegates

= Out of Office

» Personal Profile {Set E-mail)

A list of ProTrav Forms awaiting your approval will be displayed. Click on the form you wish to
review/approve and you will be taken directly to that form. (Skip to Step 2)

1c) ProTrav - Login to the Ul Self Service Page. Click “ProTrav (Pcard Vouchers & Travel)” under the
Administration Heading.
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LINIVERSIT
OF lowa,

v T Employee Self Service

My el
T =Skl

/ICE  PERSONAL  ADMINISTRATION  wo

HR Inquiry Data Access
Standard Report Frequency Recommendations AP-PO Freight Web Tools
Total Compensation Admin [ AP-PO PeopleSoft

GL Financial Systems Tools
GL General Ledger DSS
PMO {Property Management

System Tools
IMFO Role Security

Systems
Cash Handling Audit Procedures
[ E-Pro{E-Vouchers & PReqs)
Jobs1dl i
[ ProTrav (Pcard Vouchers & Travel

In ProTrav click on the PCard tab on the left, then click on Start Page (below left Pcard tab).
Transactions that are awaiting your approval will be displayed under the heading Pcard Transactions
in Workflow. Click on the transaction humber to view the PCV summary panel.

rLara iraven

PCard information for: DEMO USER

~ Pecounts Poyoble Purchasig/Tavel

Card information PCard news
PCard Travel Z T
Credit Remaining 1liz, Message from the PCard Team:
Start Page *Credit remaining reflects transactions posted, not charges 8 Welcome to ProTrav Upper Level Training!!
Apply for Procurement Card authorized.
. Doa, Susan K (001234 £9.568.13
my Cards )
Doe, John L (009876) £6.829.48 Procurement Card Forms Awaiting Your Approval
Inactive cards
516983 (=} Bl PCV
[#] Johnson, Howard New cards since 03/01,/2006 as.ens
1 I = Doe, John L (009876)
rove issued on 04/03/2006 Delinquent Procurement Card Vouchers

¥ Trips
SR p You have outstanding vouchers which were not submitted
Create new trip

= befare the reconciliation cutoff.
Mew transactions for your cards

my Preferences . : & PU054193  Andrevs, 3rd notice-card
e Doe, Susan K (001234) Reconcile A cancellation nearing
Email Motifications @ 04/11/2006 STAPLES #9390 $36.73 ‘ POOGE602 Person vichr defaulted
[H] Access to Pcard REI‘IdOI:I'I

2) Reviewing Expenses

Expenses should be carefully reviewed prior to approval. Click on the “edit/reconcile this voucher” link
to view all transactions.

Travel related expenses that did not meet Ul business rules or needed additional justifications, are
highlighted under the justifications for travel exceptions heading on the lower left of this page.
Cardholders—skip to Step 4 for approval instructions or to Step 3 for if editing is required.
Departmental Approvers -go to Step 5 for approval instructions, or to Step 3 if editing is required.

10
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Voucher editor: PCV# P0160461 [\ I

Workflow approver history:

Saqg # Received Approver/Title Approval Routing YIN Comments

1 John Doe f ASSOCIATE PROFESSOR Required Alternate M

o Initiator Howvard Johnson / ACCOUNT CLERK Required hd
This transaction has attachments (see below) Key to ¥/M Column: (R} Requested Returned; (¥) Approwved; (W)
The card holder signifies that the expenses claimed on this Voided: (M) Mot Appraved: (T} Tacit Approwval

Procurement Card Woucher are legitimate business expenses incurred

on behalf of the University of Iowa. ~
The Department verifies that these expenses hawve been incurred as View change history for this PCV
a part of official university business and that they have been reviewed

and approwved by the appropriate individual who has designated

approval authority for this department and/or funding source [MFK]}. As

a designated departmental "Approver” of expenses incurred in the

name of The University of Iowa wia this form, I understand that I am

accepting a fiduciary responsibility te comply with all applicable

institutional policies. It is my responsibility to examine all purchases

along with required supperting documentation to determine if the charge

is: for a walid business purpose and for the University's benefit.

APPROVE
DO NOT APPROVE

{
=

Approving - Procurement Card Vouchers

Workflow comments:

Sawve Comments |

Voucher detail: Additional voucher information:
Card helder: John=on, Howard « View/Edit/Reconcile this voucher
Account =: 007384 ) & View credit card statement for this voucher
Billing cycle: December 2009 (11/28/2009-12/28/200%) s PCV Covershest
& PCV Report
Attachments: Add/Edit | Show'hide thumbs
1 - DELTA AIR 0062317879640 (pdf) 410kb : Accounting Summary:
Comments: only charged $307.19, but & ticket shows 240-17-2140-80000-53377700-6135-500-10000- £53.50
$326.40. do not know why. 10-0000
2 - JOBTARGET LLC (pdf) 11kb 1 lines reconciled to this MFK
3 - AIRPORT EXP/EXPRESS LIMO (pdf) 283kb 243-17-3140-10000-53799610-6235-110-00000- $150.00
21-6637

Comments: receipts for lin items 3, 4 & 5. will receive

credit for one of these charges, as it was an overcharge. b i Llinesieconcis i Ehis M

& - DELTA AIR 0062173585003 (pdf) EiE 510-17-3140-00000-11231300-6026-000-00000- | $1,818.44
= = 20-6637
7 - BROWARD TAXI (pdf) 434kb =2 lines reconciled to this MFK
2] LR Wl i T R g ¥} monl —-
Justifications for travel exceptions: LRI L
TR T (202715)  Anaheim,CA 02/06/2010- £1,042.50
S oward P Howard Johnzen | 33rd Annual MidWinter  02/10/2010
(g e e AR Meeting
The Taxi/Shuttle on PO160461 line 4 expense exceeds
the usual or customary charge for this expense.Additional  (202725) Fort Lauderdale, FL 12/09/2009- $775.94
information is reguired when a claim for this type of Howard Johnson | Coliaboration with lab 12/11/2003
axpense exceeds $65.00. in Ft Lauderdale, FL

Justification provided: amount quoted and charged due
to one passenger

3) Editing Expenses

To edit an expense, click on the edit/reconcile link.

Previous approvers will receive email naotification of any changes made to the voucher.

11
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Voucher detail:

Card halder: Johnzon. Howard

Account F: 007984

Billing cycle: December 2009 (11/28/2009-12/28/2009)

Line

Action

attach file Edit | Del
Travel

attach fila Edit | Del
Travel

Post Dt.
0170272007

2007
A Detail>

Additional voucher information:

e View/Edit/Reconcile this voucher

e View cradit card statement for this voucher
* PCV Cover t

& PCV Report

Scroll to the line that you need to edit. You can review transaction and travel details, edit the MFK,
change travel information or attach a receipt.

Transactions for PO092971 Start Reconciliation

Yendor

MEACHAM TRAVEL SERWICE

0530-05-0311-23000-00000000-6026-000-00000-60-0000

MwWA AR 0127613147936

050-05-0311-232000-00000000-6026-000-00000-60-0000

Dehbit Credit Recon.
35,00 35,00
25,00

399,57 399,57
399,57

Line 2: NWA AIR 0127618147936

Passenger: HOUSEL/KAREN L
Booked through: MEACHAM TRAVEL

Leg Origin

1

[CID) CEDAR RAPIDS/IOWA CITY
Depart: 02/10/2007 00:00

Srvc: EconomyfCoach Discounted
[DTW) DETROIT WAYME CO

Srwc: EconomyfCoach Discounted
[MCO) ORLANDO INT'L

Srvc: Economy/Coach Discounted
[DTW) DETROIT WAYNE CO

Srvc: EconomyfCoach Discounted

Dast.

{DTW) DETROIT WAYNE CO
Arrive: 00:00

Carrier: Northwest Airlines
(MCO) ORLANDO INT'L

Carrier: Northwest Airlines
{DTW) DETROIT WAYNE CO
Carrier: Northwest Airlines

(CID) CEDAR RAPIDS/IOWA CITY
Carrier: Northwest Airlines

12
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Click on the word edit next to the line to bring up the Line Editor. You can make changes to the MFK,
line description, trip information, or change the amount on this line prior to adding additional lines.

Click “ProcessLine” to save the changes.

Edit an existing accounting line for line: 1
FMD ORG DEPT SDEPT GRNT/PRGH

PCY: Line Editor

Hovwvard Johnson (14007 -= Orlando, FL
Clear selected tip | Search for tip  Create new trip

IACCT OACCT DACCT FMC CCTR LIMNE AMT
[o50 o5 o311 [23000 [oooooooo [eo2e [ooo [ooooo [eo foooo | 3500
Line d
pone |Ag§nc3r Fee sLiDssLacy
[Dptional)
Trip:

Process Line I

r Payroll deduct:

55N:|35D5251B?

To change travel expense details, click on the “travel” link next to the line. The orange color coding of this

line indicates that you need to provide further travel information for this expense.

Transactions for PO0D92971

Line

Action Post Dt. Yendor
- Trawel 01/02/2007 MEACHAM TRAVEL SERWICE
attach file Edit | Del 05S0-05-0311-23000-00000000-6026-000-00000-60-0000
Travel

The travel expense editor will be opened. Define the expense type and complete the

Start Reconciliation

Debit Credit Recon.

35,00 35,00

32,00

additional

information requested in the box that appears on the lower left of the expense editor panel; Click

“save expense”. Once all expenses are defined and saved the balance should be zero.

13
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PCY¥: Travel expense editor: EXxpenses for line: 1

Apply travel expense to: Sub Line 1: 050-05-0311-23000-00000000-4026-000-00000-60-0000 35,00

Expense type: ITranspDrtatiu:un vI
Policy for

this expense typa IMiIeage ;I -—
Mileage expense Trip details
*Date of expense: ISa‘t 01M0M0 ;I TEV: TOOQ97777

Traveler: Howard Johnzon
Destination: Orlando,FL

Comments: il Dates: 01M02010-014 202010

[~

*Destination: | cyiando FL, US4 (01401 0-011210) 7 |

Trawvel expenses for line: 1

*Miles traveled: ||:| " ||:| 4858 Mo expenses bound to this PCVW tranzaction
Miles= R.ate
Mileage calculater Travel-related acctg for $35,00
* Amount: I— — line 1 sub-line:
Total travel expenses: 0,00
Save Expense I Total travel expenses for $0.00

this sub-line:

Balance: $35.00

In this example the expense type is defined as Transportation with a subtype of Travel
agency fees. The system will default in the destination; enter a dollar amount for this
expense type and click save expense.

PCY¥: Travel expense editor: Expenses for line: 1

Apply travel expense to: Sub Line 1: 050-05-0311-23000-00000000-6026-000-00000-60-0000 35.00

Expense type: ITranspnr‘tatinn "I
Palicy far

thiz expense type ITra'-.:'eI agency fees;l
Travel agency fee expense Trp details
Date uflsatl olA0M0 ;I TEWY: TAOS7F777
expense: Traveler: Howard Johnson
Destination: | orianco,FL, LS4 (01/10/2010-01/1 220100 7 | Destination: Orlandao,FL
Comments: :I Dates: 01/0/2010-01122010
;I Travel expenses for line: 1

Amount: I ET Mo expenses bound to this PCY transaction
/J" Save Expense I Trawel-related acctg for $35.00

line 1 sub-line:

Total b-avel expenses: $0.00

Total travel expenses for $0.00
this sub-line:

Balance: $£35.00

The expense will move to the right side and the balance will be zero if the total expense has

been identified and saved. If your balance is not zero; you will have further expenses to
define.

14



Quick Guide to Procurement Card Voucher Approval

PCY¥: Travel expense editor: EXpenses for line: 1
Apply travel expense to: Sub Line 1; 050-05-0311-23000-00000000-6026-000-00000-60-0000 35,00

Expense type: ITranspDr‘tatil:un vI

Palicy for
thiz exnpense type |Travel agency fees;l
Travel agency fee expense Trip details
Date DflSatl 014052010 lI TEY: TOO97777
expense: Traveler: Howard Johnson
Destination: | orjando,FL, USA (0140/2010-0112/2010) ¥ ) Destination: Grlando,FL
Comments: :I Dates: 01M0/2010-01 1202010
;I Travel expenses for line: 1

Amount: I FooQrrry

edit | del 01HM0M0  Travel agency fees $£35.00

Save Expanze | Total for TOO97777: $235.00

Travel-related acctg for line 1 sub-line: $35.00
Total bravel expenses: £25.00

Total travel expenses for this sub-line: $35.00
Balance: $0.00

Once all expenses are defined and balanced the line number(s) will turn green as shown below. If
you have additional changes continue as you did above. When you are finished reviewing and/or
editing expenses, click on return to PCV summary.

Transactions for PO0O92971 Start Reconciliation
Line Action Post Dt. ¥Yendor Debit Credit Recon.
- Trawvel 01/02/2007 MEACHAM TRAVEL SERVICE 35.00 35,00
attach file Edit | Del 05S0-05-0311-23000-00000000-6026-000-00000-60-0000 35,00

Trauvel
- Travel 01/02/2007 Mwwa AIR 0127615147936 399,57 399,57
Air Detail
«—
attach file Edit | Del 050-05-0311-23000-00000000-6026-000-00000-60-0000 399,57
Trawel

Feturn to PCY summary

4) Approving Voucher as Cardholder

The cardholder is required to approve his/her own procurement card. The voucher will automatically
be routed to the cardholder when it is submitted to workflow. From the PCV summary panel the
cardholder will review and/or edit charges as described in steps 2 and 3, and then click on the
“Approve” button.
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Voucher editor: PCV# P0159852 ®

Workflow approver history:

Seq # Received Approver/Title Approval Routing ¥/N Comments
1 DAYID & JONES [ PROFESSOR Required 05/0311/ N
0 Initiator HOWYARD JOHNSOM § SECRETARY Il Required ¥

Key to ¥/M Column: [R) Requested Returned: (V) Approved; (V)
The Department verifies that these expenses have been incurred as Voided; (N} Not Approved; (T) Tacit Approval
a part of official university business and that they have been reviewsd
and approved by the appropriate individual who has designated .
approval autherity for this department and/or funding source (MFK). As View change histary for this PCV
a designated departmental "Approver” of expenses incurred in the
name of The University of Iowa wia this form, I understand that I am
accepting a fiduciary responsibility to comply with all applicable
institutional policies. It is my responsibility te examine all purchases
along with required supperting documentation to determine if the charge
is: for a walid business purpose and for the University's benefit.

APPROVE
DO NOT APPROVE

{
g

Approving - Procurement Card Vouchers

Workflow comments:

Voucher detail:

Card holder: JOMES, DAVID A

Account #: 001234

Save Comments |

Additional voucher information:

« View/Edit/Reconcile this voucher
* View credit card statement for this voucher

Billing cycle: December 2009 (11/28/2009-12/28/2009) s PCV Coversheet

Various routing options may be presented depending upon how your department has set up
their approval paths.

4a) _Sublevel Routing —Your department /may require you to select a specific path based upon sub
departments, dollar thresholds, etc. Choose the option that is most appropriate for you and/or your
form and click “Continue”. If none of the options apply, simply click continue.

Workflow: Choose routing path for form PCRDYCHR

If sub-level routing is required for this form, select
from the routing options below.

This form will route to this path AFTER it has routed to
the card holder and card holder's supervisor.

Routing options:

Mo sub-levels are available to route this form. Please continue,

Continue |

4b) Supervisor Routing — If your department has not set up “sublevels”, you will be taken directly to
a supervisors list; or you will be taken to this list after selecting the appropriate “sublevel” path. Select
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your supervisor from the list and click “Continue”. If your supervisor is not listed, select Not Listed and
click Continue (skip to Search for Supervisor).

Select supervisor:

You must now send this PreTrav - PCard Voucher transaction to
a supervisor for approval.

Please choose the correct person to route this form to after you
have approved the transaction from the following list by
clicking on the button to the left, then click "Continue" below.

Supervisors for 05/0311/:
05/0311/

(3 David Jones

O NOT LISTED

Continue

If you are the cardholder and you created the PCV, the next ProTrav panel will ask whether the form
needs to be routed to additional approvers or only to your supervisor. Select the appropriate option
and click “Continue”. (If additional routing is required, see Alternate Routing for further instruction).
When you click “Continue” confirmation of routing will be displayed.

Workflow: Routing options

This transaction will raute to JONES, DAVID ALAN. Flease choose ifyou waould like to ad-hocs
routes to this transaction.

This transaction will still undergo post-supervisor routing if vour Workflow administrator has
zet it up.

Route this transaction to:

® Supervisor only
(O additional alternates then this Supervisor

Continue

If you did not create the PCV and it was routed to you by someone else, after you select your
supervisor from the supervisor listing you will be redirected to the Ul Workflow System where you will
select from several routing options. Typically you will simply approve and send to the approver listed.
If your department requires higher level(s) of approval in addition to the supervisor the form will
automatically route to them in addition to the supervisor. You do NOT have to add them on to the
routing path. However, if someone in addition to the supervisor and other designated departmental
approvers need to review or approve your PCV, select from the other options listed.
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The routing option you have selected will be displayed for confirmation. Click “continue” to confirm and
route.

Your transaction has been routed to the person
( JONES, DAVID AL AN ) for approval. No
additional steps are required by yvou.

4c)_Search for Supervisor --If the correct supervisor was not listed on the supervisor panel and you
selected “not listed” you will be given the opportunity to Search for your supervisor. Provide the
Employee ID, or first and last name of your supervisor; click “continue”. Note if you provide only last
name you will be required to select from a listing of all university employees with that last name.

Search for supervisor:

You are submitting your FroTrar - FCard oucher form into UI Warkflow far
supervisary approval,

vou have indicated that vour supervisor did not appear on the list defined by
yvour department's workflow administrator. Please enter information about yvour
supervisor below to initiate a search:

Search employees

Last name: | |

First name: | |

Fezet | Continue |

Once you define your supervisor, you will be asked whether the form needs to be routed to anyone in
addition to your supervisor and other predefined departmental approvers. (See Supervisor Routing
section for additional information about this step.

The form and electronic attachments have been routed to the supervisor.

5) Approving the Voucher as Supervisor/Departmental Approver

Once you have reviewed and made any necessary corrections to charges on the Pcard voucher,
return to the PCV summary panel where you will approve the voucher and add any comments related
to the voucher. If you wish to make comments related to your approval or denial of the voucher, enter
them in the workflow comments box and click Save Comments. Click the “Approve” button to route the
voucher to the next approver in the workflow path or to the Accounts Payable Office if you are the
final approver.
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Voucher editor: PCV# P0159852 ®

Workflow approver history:

Seq # Received Approver/Title Approval Routing ¥Y/N Comments
1 DAYID & JOMES f PROFESSCR Reguirad 05/0311/ M
o] Initiator HOWVYARD JOHMZOM § SECRETARY 1l Reguired Y

Key to ¥/M Column: (R} Requested Returned; {¥) &pproved; (V)
The Department verifies that these expenses have been incurred as Voided; (N) Not Approved; (T) Tacit Approval
a part of efficial university business and that they have been reviewsd
and approved by the apprepriate individual whe has designated )
approval authority for this department and/or funding source (MFK), As View change history for this PCV
3 designated departmental "Approver” of expenses incurred in the
name of The University of Iowa wia this form, I understand that I am
accepting a fiduciary responsibility to comply with all applicable
institutional policies. It is my responsibility to examine all purchases
along with required supporting documentation to determine if the charge
is: for a walid business purpese and for the University's benefit.

APPROVE
DO NOT APPROVE

EXIT

Approving - Procurement Card Vouchers

Workflow comments:

Save Comments |

Once you click Approve you will be taken to the Ul workflow system.

Final Approver—If you are the final approver in your department’s workflow path, click “Continue” to
route the form to the Accounts Payable Office. If the electronic attachment option has not been used
send the cover page and receipts to the Accounts Payable Office, 202 PCO.

Workflow Routing

Workflow for: ProTrav - PCard Voucher (Transaction 2217130)

This transaction was entered into Workflow on 04/20/2010
The Workflow Inbox displays this basic information: JOHMSON, HOwARD| PO159852
View the entire projected Workflow path for this form.

WORKFLOW OPTIONS FOR: PROTRAVY - PCARD VOUCHER (TRANSACTION 2217130)

You are viewing Approval options for this form. To view "Do Mot Approve” options, click here.

This farm has completed its routing and will be marked as approved through workflow unless you choose a different
option below.

(& Finish rauting this farm (form will be marked as complete).

(O Approve and send to an alternate for approval.
(specify on next page)

If someone else needs to see the form, or if you need to route it back to the cardholder or initiator, you
would select “approve and Send to an alternate for approval” or “Do not approve...... " click continue.
(Skip to Step 6 to see how to add additional approvers)
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6) Ad-hoc/Alternate Routing for Approval

If you choose to send your form to an alternate in addition to predefined approvers in the approval
process, your alternates list will be displayed. If you are the initiator of the form, this list will be
displayed within ProTrav as shown below. Select the appropriate person from the list, identify the
level of approval (view, permitted or required) and click “Continue”.

Select Alternates for Workflow Routing

SELECT ALTERNATE APPROVERS FOR: PROTRAV - PCARD VOUCHER (TRANSACTION 2217130)

This transaction was entered into Workflow on 04/20/2010
The Worlkflow Inbox displays this basic information: JOHMSOM, HOWwARD | PO1569852
View the entire projected Workflow path for this form.

You have selected to route this form to individuals outside the workflow path. Please select the specific individu:
boxes fo the left of their names.

[ Add Mew Workflow Alternate ]

NAME EMAIL TYPE OF APPROVAL REQUESTED
] DOE, SUSAN ELIZABETH = O View O Permitted & Required
] DOE, JAMES RICHARD = O View O Permitted & Required

If the individual you need is not listed, click on the “Add New Workflow Alternate....” link and search
for the correct individual as described in the Search for supervisor section. Once you enter the

individuals name in the search panel, you will be returned to the alternate list where the new person
will now be displayed.

"Alternates" for Ad Hoc Approval

Please select the Employee to add to your Ad Hoc Approval List

Employee 1D:
Last Name:

First Name:

[ Reset ] [ Continue
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You are selecting 1129262 [ DOE,DAISY  to your Ad Hoc Authorization List:

Click to store this employee on your ad hoc list:

Process Request

Select that individual; indicate the approval type and click “continue”. Routing confirmation will be
displayed.

Confirm Workflow Routing

CONFIRM ROUTING FOR: PROTRAY - PCARD VOUCHER (TRANSACTION 2217130)

This transaction was entered into Workflow on 04/20/2010

The Workflow Inbox displays this basic information: JoHNs0N, HOweRD| PO159852

View the entire projected Worlkdflow path for this form.

You are processing this form; it will proceed through the workflow system as follows:

You have chosen to override the default workflow routing and send this transaction to individuals from your alternates list.
Name Approval Type
DiJE, DSy (SELECTED AS AD-HOC APPROVER) Required

Press Continue to approve this routing:

Finish routing notification will be displayed.

Finish Workflow Routing

You have approved this form; it will proceed through the workflow system.

To return to the approval list, please click here.

7) Do Not Approve

The Do Not Approve function for procurement card vouchers allows the approver to ad-hoc someone
else onto the path and then route the voucher back to them for approval.
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Voucher editor: PCV# PO159852 )

Workflow approver history:

Seq # Received Approver/Title Approval Routing ¥Y/N Comments
3 DAYID & JOMES [ PROFESSOR Required 05/0311/ N
1 Initiator HCWWARD JOHMSOM P SECRETARY I Requirad N

Key te ¥/N Column: (R} Requested Returned; [¥) Approved: (V)
The Department verifies that these expenses have been incurrad as Voided; (M) Not Approved; (T) Tacit Approval
a part of official university business and that they have been reviewsd
and approved by the appropriate individual who has designated
approval autherity for this department and/or funding seurce (MFK). As Wiew change history for this PCV
a designated departmental "Approver” of expenses incurrad in the
name of The University of Iowa wvia this form, I understand that I am
accepting a fiduciary respoensibility to comply with all applicable
institutional policies. It is my respensibility te examine all purchases
alang with required supperting decumentation te determine if the charge
is: for a valid business purpose and for the University's benefit.

APPROVE
|__—
< DO NOT APPROVE >

{
=

Approving - Procurement Card Vouchers

Workflow comments:

Save Comments
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The confirmation page will be shown indicating that you do not approve the form and route to an
alternate for approval and then the form will be returned for your approval. To view the approval
options from this panel click on the link shown below.

Workflow Routing

This transaction was entered into Workflow on 04/20/2010
The Worlkflow Inbox displays this basic information: JOHNSON, HOWARD | PO159852
View the entire projected Workflow path for this form.

WORKFLOW OPTIONS FOR: PROTRAY - PCARD VOUCHER (TRANSACTION 2217130)

You are viewing "Do Mot Approve” options for this form. To view Approval options, click here.

This form has completed its routing and will be marked as approved through workflow unless yvou choose a different
option below.

O Do not approve; instead send to an alternate for approval, then return to me.

(specify on next page)
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