Approving a Travel Form 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 can be
approved electronically and sent on to subsequent individuals on the approval path.

Traveler Approval: The traveler signifies claims are an accurate representation of actual travel costs and
expenses claimed on the voucher, and the expenses will not be claimed in duplicate from the University of lowa,
from any other source, or as a business expense for IRS tax deduction purposes.

Supervisor/Departmental Approval: By approving this form the Department verifies these expenses have been
incurred as a part of official university business and have been reviewed and approved by the appropriate
individual with 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 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 Trip, Cash Advance, & Travel Expense Voucher Approval

Trip Approvals

Trips need the approval of the traveler and the traveler’s supervisor (or designated approval authority) prior to
the trip being taken. Individuals on the Workflow approval path need to review the trip description, purpose, etc.
to ensure the trip is for a valid University business purpose. Any cash advances requested for the traveler display
in the cash advances section and are viewable by clicking the “Detail” link next to the cash advance information. If
the trip information looks good, click the “Approve” button to approve and/or continue to route the voucher in

the Workflow application.

Trip: Trip Workflow Approvals Document

EXIT

Workflow comments

Trip information:
Trip ID: 559654

Comments:

TEWs:

history:

Departing: o7i1am01

Trip destinations:
Chicaga. L. UEA
United States
Default MFK:

FND  ORG DEPT
123] [05] 0311

Cash advances:
Cash Adv. 1D Typa

E344 Standard

Attachments:

Workflow approver history:
Saq Received Approver | Tiths
L

DO NOT APPROVE

-

Save Commaenta

Change “View changes

g [00:00

Returning: 07182010 00:00

2 WALTER SANDLER/ ACCOUNTANT
1 Q2 I5/2010 JACCH BUTLER [ PROGRAM ASSISTANT Required o503ty ¥
o Enitator PRANS CLARK CLERX IV

Approval Routing Y/N Comments

Required 05031 ¥

Raguired ¥

¥y 0o ¥/N Columni (R] Reguested Retemed; ()

Appreved; (V) Visdded: (K] Nar &pproved: [T) Tacit

DeECR! Trp Workfiow Aoprovals Document

Assigned TiEME2 (TEV m-progress |

O/ a4r2000 - 07 LR 3010

SDEPT GRNT/PRGM
aooon 000600

At Reg.

514000

Szh. Puy Dt

G372/ 2010

Agproval

Traveler information:

The trawveler cannot be changed once
& trip 15 created. If this trip s for
somecne slse, please cancel this trap
and create & new trig.

Traveler: Frank Cark
(FOLARK)

Travel type: & Indrvidual trawvel

r Group/Team travel

Campus
address:  Z02FPCO

PUFPOSE! | ConferancaProlesscnnl Deskpmant W

Record history:
Created byv: FOLARKon
02/23/2030 10:10
Lissrs with scceads 0o ths trip
Crasis new daitination

Bdit | Remove

IACCT OACCT DACCT FNC CCTR
6026 |(000| (00000, |OO] | 0000

Request new cash sdveance

Amt. Paid Dabte paid

i

ALAEdit | Shew'hide thombe

He attachmants availabls

Cancal Trip |

Update |




Cash Advance Approval

If a cash advance is requested for a trip, the cash advance needs to receive Workflow approvals and is reviewed
and approved by the Accounts Payable office prior to funds being disbursed to the traveler. Cash advance
approvals are similar to trip approvals. The cash advance request requires the traveler’s approval, as well as
approval from the traveler’s supervisor (or other designated approval authority). Any individuals on the approval
path verify the cash advance is related to Ul business travel and funding is available for the cash advance. The
cash advance amount or payment method can be updated at this point (either requesting up to the standard cash
advance amount of $60.00 for the first day of the trip and $20.00 for each additional day — or the requested cash
advance amount can be lowered). Any comments can also be added to the WF routing path. Once everything is
reviewed, click the “Approve” button to approve and/or continue to route the cash advance request in the

Workflow application.

Cash advance: C0009876 for Frank Clark

Workflow approver history:

Seq Received Approver/Title Approval Routing Y/N Comments
#
1 JACOE ROBERT BUTLER / PROGRAM Required 05/0311/ N
ASSISTANT
o Initiator FRAMNK CLARK { CLERK IV Requirad ¥

Key ta ¥/N Column: (R) Requested Returned; ()
Approved; (V] Voided; [N) Not Approved; (T) Tacit
= Approval

APPROVE
DO NOT APPROVE

Dates:

Comments:

Trip details:
Traveler:

Destinations:

Frank Clark (FCLARK)

(07/14/2010-07/18/2010)

Chicago, IL, USA
07/14/2010-07/18/2010

Mone

Workflow comments:

Attachments:

Save Comments

Advance status history:
Record last updated
Advanced routed in WF (AR])

Advance initiated (AI)

Wiew/Edit trip details
Purpose: Conference/Professional Development

Type: Individual travel

Default
MFK:

050 05 0311 23000 00000000 6025 000
00000 60 0000

Cash advance details:

Update Cancel Advance Regquest

Traveler: Frank Clark (FCLARK)

Amount |

| 140. 00|

requested: - =

Payment 3. 2
e ODlrel:t deposit

O Check - pickup at Travel office
) Check - mail to traveler

Scheduled pay 07/09/2010
date:

Justification:

Add/Edit | Show/hide thumbs
No attachments available

View change history
03/09/2010 0%:35 by FCLARK

03/09/2010 10:50 by FCLARK
03/09/2010 09:55 by FCLARK




Travel Expense Voucher Approval

Traveler Approval

Review all expenses on TEV summary. If complete and correct, click the “Approve” button. If not complete and
correct, see the Reviewing Expenses section for instructions on adding, editing, or deleting expenses.

Vaoucher editor: TEVS TORBTG54 =

isﬂcm is & surmmary of this Travel Expence Woucher (TEVL
Waorkflow approver history:

fag # Redened A ppraver [ Tiths
| H FRLAMN CLARK, | CLER IV
| (=] Tnitator JAC08 BUTLER, | PRIOGRAM ASSISTANT

|

| Thia Trawabar pigrifian thir tha claimp re 5n socurms represanmanien of scousl

|araenl conns mad hat expesses Clamad Rare will air b clsimad i deplost fram te
i ol lowi. Fram boy §that Souite. 47 i3 § buibnein asgasss b TS e

| b raguired vagp
|wabit Buninaas perpana and

|#ppreving = Trawed vouchers

Trip dukails)
Trawaber
Wi SR DA
Duphz VE¥ O Purthazing
A 207 POOD
Trip infor
Dasoi TEV Approval Quick Guide
Purpcas: Conference) Profeszional Cevelopment
Twpa Indecidual raval
Trip destinations
(02 20/ 208 0-02/ 2 I0L0] 1owel Ciiy, QA LISA
e Tt trig

dwtails

Apgraval Rauting YW Commasts
Reguinad 03/8311) H
Roarquired Y
Wy w5 4/ Sl (R] Raqusnond Rarurmad: (V) Approveds (W] Waided: () Mer
Approends (T) Tacie Appraval
Wrew chanps hestony for thig TEW
Workilow comments:
Sava Commants
Fupencad ey T W
Misgellanios
(b1 ] Ragistration 45,00
IV dapeova! Confierence
Totak $49.00
Totsl itenured eupenses $49.00
Tamable upentes
Trawaler Tanmable Ami,
PR CLARSC (FOLARACH $0.00

Sub-Level Routing: If prompted with the sub-level routing screen (shown on the left below) select the appropriate
sub-level of routing and click the “Continue” button. If the screen appears, but doesn’t provide any options, or
none of the headings listed apply to you and your voucher, click the “Continue” button.

Supervisor Routing: If not prompted with the sub-level routing screen, the supervisor routing screen (shown on
the right below) appears, select the appropriate supervisor from the list and click the “Continue” button. If the
supervisor isn’t listed, select “Not Listed” and click the “Continue” button. See the Alternate & Ad-Hoc Routing

section for instructions.

Workflow: Choose routing path for form TEVFS

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 traveler and traveler's supervisor.

Routing options:

() 05-0310-Purchasing {V PFO-Punchasing)

() 050311-Accounts Payable (V PFO-Accounts Payable)

Contifiue I

You must now send this ProTrav - TEV, Fac/StF transaction to a
supervisor for approval.

Flaaze choose the corract 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 /22000

() 18008 sUTLER

() woOT LISTED

Contifus




ProTrav confirms the individual to route the TEV to — confirm the selection or specify additional alternate
approvers and click the “Continue” button. If needed, see the Alternate & Ad-Hoc Routing section for instructions.

Workflow: Routing options

This transaction will route to BUTLER. JACOR ROBERT. Flease choose if you would ke
to add ad-hacs routes to this transachon,

This transaction will stll undergo post-supervisor routing if your Workflow administrator has
S8 up.

Route this transaction to:

& Superviser enly
) additional alternates then this Swpervisor

Continus

Once the routing is confirmed, the ProTrav application provides a final routing confirmation message.

Supervisor/Departmental Approver

Review all expenses on the TEV summary. If complete and correct, click the “Approve” button. If not complete
and correct, see the Reviewing Expenses section for instructions on adding, editing, or deleting expenses.

Voucher aditor: TEVE TO998877 X

Eelow is @ summary of this Travel Expense Voucher [TEW).

Warkflow approver history:

Saq # Racaived Approvar [ Tiths Appraval Routing YN  Commaents
1 JACOS BUTLER [ FROGRAM ASSISTANT Raguired osio¥iLS L]

[ Initiator FRAMNK CLARK [ CLERK TV Reguired ¥

Bary 02 /N Celuma: [R) Regqueated Returned: (V) Approwed: (V) Vaided: [N) Nat)
The Department verifies thai these expenses hyve baen incurred as a pamof Approved: [T} Tacit App r;u.|1§
official univariity busines s trawal and that they have beas reviered and approved by
tha apprepriacs individual who hag casignated approval authorney for this dapartment
and/or funding scurce {MFK] A signated departmental "Apgriver” of axpenses
ingurrad b the name of The Usiversity of lews via this ferm, | underatand thae [ am
sccaptag & Hdueciary raspanaibiling ta comply with sll applicable enseinunenal
paf lEItl-=|I. I my responsibility to examine all perchases and requests for payment Workflow comments:
aleng wish required supporting doecumantation i determing if che charga in fa
valed business purposa and for the Universing's benafic

—

Viaw change history for this TEV|

ProTrav redirects to the Workflow application. Follow the on-screen Workflow directions to complete the
approval process. If you need to alternate or ad-hoc route the TEV, see the Alternate & Ad-Hoc Routing section.

Workflow Routing
Workflow for: ProTrav - TEV, Fac/5tf (Transaction 0112358 )

This transaction was entered into Workflow on 02/16/2010
The Workflow Inbox displays this basic information: CLARK, FRANK | T0998577

View the entire projected Workflow path for this form
WORKFLOW OPTIONS FOR: PROTRAV - TEV, FAC/STF (TRANSACTION 0112358)

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

You are responsible for routing this form to its next step, using this application
Please choose from the following options:

@ Approve and send to the next approval level as listed here:
Employee ID Name Approval Level  Approval pe

SAMNDLER, WALTER DEFT Required

O Approve and send to the next approval level plus someone from my altemnates list.

{specify on next page)

O Approve and send to an altemate for intermediate approval

{specify on next page)

O Do not approve; instead send to an altemate for approval, then retum to me.

{specify on next page)

O Void this form, removing it completely from workfiow

You will be asked for futther confirmation




Detailed Instructions to Travel Expense Voucher Workflow Approval

1. Log into ProTrav/ Accessing the TEV

There are three ways to access Workflow forms to approve a Travel Expense Voucher:

A. Email Notification
B. HR Self Service Workflow Inbox
C. ProTrav application

A. Email Notification: An email from Ulowa Transactions with “ProTrav — TEV” in the subject line provides a direct
link within the email; click the link to log into the ProTrav application. A copy of the email sent is shown below:

From Ulren Trermschorn - Aoors- o Srvars Aeores leorchow Pusses ) S Tur 2OASN0 4135 P
L]

e

Tumgct i PoaTrss - TRV, Pau it

DO WOT REPLY TO THIS MESSAGE -- this 13 an sutomatically gessrated ssall from The Workflos Syites. =

Ine Form has Desn seat 0 you by BUTLER, 38003 ROBEST through UT wWorkflow.

vour agproval 1t requlred befors this fors wlll
£ m Ln UL Workflow
This fors; ProTrav TEW; FarfSif; Transactlon lumber J1IF35S, can be accessed directly by clicking the followlng 1ink

Rt Lod, 485 pid g, dfg Mg f [gsed frml jnkg Sprofrgy, ofg ) g f =8 tragnbre
L.

Yo may also sccess this form by logging Into hiSp:

bomicees gy (uslng your HawklD snd HeskID password) and then selecting your
¥aur “workflow Inbox™ willl provide Iinks To all forss saltisg sctrlon

"workflow Inbox™ In the top section of the righteost ¢
from you

If you have any guestlons or probless with your scoess
fcaa &d padilble,

Additlional Inforsatlon stowt this form type:

Pleddd vislr HTTp: f fu

to the Wowkflow Systes, plesss s-mall sgrifigafilows, edy end ee wlll respond as

' F, BELtelP A AP ar b r | i o
b fdar ~gurshade/PLArd Do ament § /ot f ow A

i TEV dap for adeitvicad] halp dbCulenTarlsos.

You may be prompted to login to HR Self Service. Once logged in, you are automatically taken to the TEV.

L

v il Employee Self Service

LINIVERSITY Finance and Operations Web Applications
OF lowa

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

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

1. Your HawklD, and Password: l:l
2. Your HawklD Password

Links to Common Questions
IMPORTANT INFORMATION @ )
& Don't know vour hawkid?
« Employees using shared computers are advised to click sign out and then exit the browser after : S —
completing their session.

More hawkid information...

This is a secure site. Your |D 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 keep you logged in as you navigate the site.

FO Web Applications are generally available 24 hours a day. There may be occasional breaks in
senice for routine maintenance, especially on Saturdays after 10pm

Please use this link to submit feedback. Thank you!

New employees receive their HawkiD and password shortly after starting employment with the University.

J Trusted sites H100% v




B. HR Self Service Workflow Inbox: Log into HR Self Service and access your Workflow Inbox. A listing of Accounts
Payable / Travel Forms displays. Click the specific TEV to be taken directly to the TEV for review.

You are here: Personal » Workflow Inbox

Workflow Inbox

iflow Forms Awaiting A 1
CHOOSE SYSTEW
System: | Al w

Bl = Attachmeents ivmilabie
ACCOUNTS PAYABLE ! TRAVEL: PROTRAV . TEV FOR Ul FACULTYSTAFF (TEVF 5)

Dt B Wi

C. ProTrav application: The ProTrav application is located at https://protrav.bo.uiowa.edu. The application is also
accessible once logged into HR Employee Self Service, located under the Administration tab > Systems section >
ProTrav (PCard Vouchers & Travel) link, shown below:

MY SELF SERVICE PERSOMNAL ADMINISTRATION WORKFLOW  EXTERNAL LINKS

A
HR Inquiry Data Access 9 { LEARN ABOUT CUSTOMIZING SELF SERVICE

HR Online Update

Systam Tools [ 6L General Ledger DSS
IMED Role Securify

(EWW )|

The Travel Start Page shows TEVs under the “Travel Forms Awaiting Your Approval” section on the right hand side
of the screen. Click the transaction number to go to the applicable TEV.

Travel information for: JACOB BUTLER

my Payments Travel news
Wao travel paymants disbursed for you in the past 30 days. % Message from the Travel Team:

’ Chetk paymants will ba processed in the naxt schaduled check
N Aot Pryobls, Pusthing run after tha date posted hare. In ganeral, checks are issved
- = thraa timas par weel, Direct Dapasit paymants are procedded
daily snd shauld ba in your secount the next business day
fallowing the gosted day.

Creats now trip Do you want to be ni

Craats TEV Payment Information for my Travelers has besn made o wou by diract depasit?
Stant Page o travel paymants disbumed for you or your travalars in the * Click here for "Other Travel Related News®
past 30 days.

my Travel

my Trins

my Raimbursemants Hew Trips

my Advances ¥o recent trips found depasting or returning within 30 days for Travel Forms Awaiting Your Approval

or any of your “my travelars®. i CLARK F

my Travelers vou or any of your “my bra 0117357 CLARK, FRANK TEw



https://protrav.bo.uiowa.edu/

2. Reviewing Expenses

The TEV summary panel provides an overview of trip details, expenses, and funding. Expenses which did not meet
Ul business rules or requiring further justification (if any) are shown in the “Justification for Exceptions” section
towards the bottom of the left hand column.

At this point, several actions may be taken. Click the link below to view the section for the specific action:

e Edit and/or Delete expenses

e Edit funding information

e Traveler Approval and Voucher Routing

e Supervisor/Departmental Approval and Voucher Routing
e Alternate/ Ad-Hoc Routing

e Voiding a Travel Expense Voucher in Workflow

3. Edit and/or Delete Expenses

From the TEV Summary, clicking the View/Edit expenses link displays the voucher editor to add, edit, delete, or
split any expenses on the voucher.

Voucher editlor: TEVE TO998877 X
Below i 8 summanry of this Travel Expense Voucher (TEV]. |
Workilow approver history: |
Saqg & Raceived Approver | Titla Approval Routing YN Cammaents

1 JACOSE BUTLER: [ PROGRAM ASSISTANT Reguired =LAk BT M

[} Enitiator FRAMNE CLARK | CLERK TV Reguired W

iy 1o ¥/N Column: (R) Regusaned Returned: V] Spprovad: (W) Voided: (M) Net)
The Departmeant verifies that these eqpenses hyve baen incurred as » pam of Approwads (T) Tacit App r:wﬂi
official univariity businass traval snd that thay have bean riviewad and approved by
tha sppraprises indrvidusl whs hae designined spproval suthoney for thin deparemant
andlor unding source {MFK] As a designated departmental "Approves” of expensaes
incurred kn cha nime of The UWeatversity of lowa wis thig Form, | undarstend thae [ am
accaptieg o fideciary resgonaibilioy to comphy with sll applicable snstiounonal
pul-:lts-nll. Iy my responsibdlity to examing all perchasas snd requasts for payment Workflow comments:
aleng with riquired Supporting decumen ina if cha charga in: for 8
wvalid business purpose and for che Wniversiog's benafc

Viaw change history for this TEV|

Save Comments |

Approving - Traval Vouchers

o -

Traveler Hotel |
Marme: FRANK CLARK 0310410 Hotal room 142,00 |

Dept: VFFO-Purchasing £59.00 = $12.00{tax] X 2 nights |

Addr: 202 PCO Totah $142.00 |

Trip info: Meal |
N e A i B3/11/10 Dinnar (Demastic) s17.00 |
I!ul-:mt l::n:.-l;lm::, Dmil'is.imnal Cwvaleprnent 02/12/10 Dinnar [Domestic) £1%.30

o iy b i 03/13/10  Breakfast {Domestic) §7.33 |
Feipdastinmioomnss Totah £39.83 :
(03 10/ 2010~03/15/2010) Towa City. [A. LUSA = |
F Tatal itemired expensos: $181.65 |
Viawy Edit trip datails |



To add an expense, select the expense type and subtype on the left side column. Enter the applicable information
and click the “Save Expense” button. Each saved expense is then shown on the right side column.

To edit an expense, click the “edit” link next to the expense in the right hand column. The expense info is shown
under the left side column. Edit the information as necessary. Click the “Save Expense” button to finalize the edit.

To delete an expense, click the “del” link next to the expense in the right hand column. The expense info is shown
under the left side column. Click the “Delete Expense” button. ProTrav displays a prompt to confirm deletion.
(Note: For meals, ProTrav skips showing the expense in the left side column and simply displays the prompt).

Voucher editor: TEV# TO998877 Step 1 of 4

If any expenses for this trip were paid with a UI Procurement Card please reconcile those charges on the Procurement Card Woucher (FCV) before
adding out of pocket expenses to this TEV. Any Procurement Card charges previously reconciled to this trip should already appear below. Flease
reconcile (on the PCV) any new Procurement Card charges associated with this trip at this time. (PLEASE NOTE-The PCV does NOT have to be
completed in its entirety prior to submission of your TEV, but any transactions/lines related to this trip should be processed.)

Traveler: Frank Clark (FCLARK)

Trip description: lowa Hawkeye Conference

Trip dates: Wednesday 03/10/2010 - Monday 03/15/2010
Edit trip details

Destinations:
* Iowa City,IA, USA (03/10/2010-03/15/2010)

Expense Editor: Expenses for this TEV: attach file
New line Hotel

edit|del|split 03/10/10 Hatal room £142.00

Expense type: | Transportation £59.00 + $12.00(tax] X 2 nights
:c_l.cyrcr = Total: %$142.00
this expense type | Mileage ~

Meal

edit/del|split 03/11/10 Dinner (Domestic) $17.00

edit/del|split 03/12/10 Dinner (Domestic) $15.30

*Date of | yyeq 0310/2010 edit|del|split 03/13/10 Breakfast (Domestic) £7.35
Total: $20.65

Total itemized expenses: $181.65

Mileage expense

*Destination: | Iowa City, 18, USA (03/10/10-03/15/10) |+

Comments:

*Miles traveled: l:l ¥

Miles Rate
Mileage calculatar

Save Expense

Return to TEV Summary |

To split an expense, click the “split” link next to the expense in the right hand column. In the left hand column
ProTrav requests the HawkID of the traveler and expense amount to associate to the traveler. Once added, click
the “Add Traveler” button. The traveler and split expense amount displays under the “Travelers assigned to this
expense” section. On the right hand column, the expense is designated with an icon to signify a split expense.

Expense Editor: Expenses for this TEV: attach file
MNew line Hotel
Expense details sdit|del|=plit 03/10/10 Hotel room i staz00
Expense type: Hotel: Hotel room e
Date of expense: Wednesday, 03/10/2010 = e
Amount: $142.00
Meal
=dit|dsl|split 03/11/10 Dinnar (Demsstic) $17.00
Traveler expense split adit|del|split 03/12/10 Dinner (Domestic) $15.30
Allocate a portion of this expense to ancther traveler; specify amount aditldellspit 03/13/10 Breakfast (Domestic] e
(e i, ) ey & o Cr e i i Ao o g d
displayed bealow. Total:  $29.65
| ‘ 000 e e Total itemized expenses: $181.65
HawkID of travaler Expense amount
Search HawkiDs for this traveler

Travelers assigned to this expense
FCLARK Frank Clark $71.00
WSAND Walter Sandler £71.00 edit | del

Return to TEV Summary




Once finished with any edits, click the “Return to TEV Summary” button to return to the TEV Summary to proceed

with voucher approval and routing.

4. Edit Funding Information

If expenses are edited or deleted, MFKs or amounts may need to be updated to ensure proper accounting
allocations. Click the “View/edit funding” link (shown circled below) to make accounting changes.

Voucher editor: TEVE TOS98877 =

Eelcw is & summary of this Travel Expense Vouchar (TEV).

Waorkflow approver history:

Seq® Received AppraverTitle Approval Routing Y/H  Comments
1 JACOS BUTLER | FROGRAM ASSISTANT Reguired oS/0311s M

[ Initiator FRAMK CLARK / CLERK TV Raguired ¥

Wy 2 VN Celuma: [R) Regueated Returnad: (V) Apprevad: (V) Veaided: [N] Nt
The Department vesifies that these expenses have beaen incurred as a pam of Approweds [T) Taci dppreval
official univarsity businass traval and thit they have bean riviewad and approvid by
rhe apprepriace individual who hag casignares approvel authoriey for chis daparcmane » |
andlor umding source (MFE] A3 & designated departmental "Approver” of axpanses Viaw change history for thas TEV
incurred in the name of The Usiversity of Iows via this form, T undarstand thae T am
sccapuag § fideciary respontibiliny to camply with all applicable instirunonal
policies. It is my responsibility to examine all perchases snd requests for payment Workflow comments:
aleng with required Supperting decumantanion bs daserming if the chargais: fera
valid business purpose and for che University’s benefic

s e

Appreving - Traval Vauchats

Trip details: Expensas: Wiawr Edit exgentes
Traveber: Hotel
Marme: FRANK CLARK 02f10/10 Hotel room 142,00
Diwpks VEFO-Purchasing £59.00 = $12.000cwx] X 2 nights
Addr; 202 PCO Totah $142.00
Trip infau Meal
Dasci [ova Hawdiaye Conference D3/11/40  Dinner (Domestic) $27.00
Purpose: Conference/Professional Develepment 02/12/10 Dinnar (Domestic) $15.30
| I ; o
mpd_“:’_"::."_"”“’“ okl G3/13/10  Beaakfast (Domestic) $7.33
i Totak $39.65
(03/10/2010-03/13/2010) Tows City 1A, USA e e e S Las
Viewd Edit trip details s R -

= Print a TEV coversheet
Funding details: View'Edit funding
a0

05003031 1-Z23000- 0000 000- 502 5-000-B0000- 60~ 00
For: FRANE CLARK 5181.68
Dept funding limit: $0.00

Tetal reconciled amounts $181.65
Amount due to traveler on this TEV: 181.565

The TEV Accounting Page displays funding limits and funding MFK(s). If there is a departmental funding limit (e.g.

department is only paying for expenses up to $150.00 — any additional expenses are at the expense of the
traveler) then update the Department funding limit box with the correct amount. If total expenses are less than
the department funding limit, leave this box blank.
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Voucher editor; TEVE TOSSEETT Step 2 of 4 &

Faor this TEWV: For this trips
Total itemired sxpenses on this TIW: SLE1.65 Cwrrant TIV:
Department funding lmit: DCard sxpanses for this trip:
(if leid EhEA bR dxparia)
Less cash advances ) §0.0:0 Additional womchers:
Amount dus b traveber on [his TEV| 150 00 Total expense for this trip)
F = (3} Birect dap
G Chatk ~ pickiug
) chack - mail
MEKE to be charged an this TEV:
Hiow do 1 changs or add MFK's
D ORG  DEPT SDEET GRITT/ PG ACET OACCT  DACCT (- cCTR
W 050) (05 (0311 (23000 aaooooog &025 noo fogon &l Gaan
Travelsr FrankOark N ling For thig traweler

Amount ko reconciles 155,08
Tetal reconcilled: 130,00

Balance to reconcile: 0.00

Sava and Procesd bs TEV SuenenaryfMlaview |

Raburn o BExpanze Editor I

F181.63
$0.04

RO
$181.63

Armk

150.00

To split funding to multiple MFKs or to update the funding source, click the “New line for this traveler”

link, as

shown below. An additional MFK line appears, specify the MFK to use and amount. If the TEV has split
transactions, make sure to associate the expense to the correct traveler (if applicable).

Voucher editor: TEV# TO998877 Step 2 of 4 ©

For this TEV:
Total itemized expenses on this TEV:

Department funding limit:
(if less than total expense)

Less cash advance(s):
Amount due to traveler on this TEV:

Payment method:

MFKs to be charged on this TEV:
How do I change or add MFK's?

Please edit MFK(s) as needed and specify the am

For this trip:
$£181.65 Current TEV:
PCard expenses for this trip:
£0.00 Additional vouchers:

181 .65

@ Direct deposit
O Check - pickup
O Check - mail

ount to be charged to each MFK.

FND ORG DEPT SDEPT GRNT/PRGM IACCT OACCT DACCT FHNC CCTR
W [0311] [zaooo| [oooooooo | [e02g] [nonoo| [ooon)|
Traveler: Frank Clrk { H=w line for this traveler )
W W Remove [0311] [zaooo| [oooooooo | [e02g] onono [0000]

Traveler:

CLARK, FRANK %

Amount to reconcile: 181.65
Total reconciled: 181.65

Balance to reconcile: 0.00

Save and Proceed to TEV Summary/Review

Return to Expense Editor

Total expense for this trip:

£181.65
$0.00

none
£181.65

Enter MFKs and associate expenses as needed. Once all information is provided, ensure the “Balance to reconcile”
section shows a $0.00 balance. If any expenses need further editing, click the “Return to Expense Editor” button if
any additional expenses need updated. If all information is correct, click the “Save and Proceed to TEV

Summary/Review” button to proceed with the

voucher approval process.
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Voucher editor: TEV# T0998877 Step 2 of 4 ©

For this TEV: For this trip:
Total itemized expenses on this TEV: £181.65 Current TEV: £181.65
Department funding limit: PCard expenses for this trip: $0.00
(if less than total expense]
Less cash advance(s): 50.00 Additional vouchers: none
Amount due to traveler on this TEV: 181 .65 Total expense for this trip: $181.65
s @ Direct deposit
O Check - pickup
O Check - mail
MFKs to be charged on this TEV:
How do I change or add MFK's?
Please add/delete lines or edit amounts to match the current total expense or funding limit on this voucher.
FND ORG DEPT SDEPT GRNT/PRGM IACCT CACCT DACCT FNC CCTR Amt
W e [0311] [z3o000) [pooooooo | [e025) [ooo00] [oooo] 161 65
Traveler: Frank Clark New line for this traveler
W 3 Remove [0311] [z3o00) [oooooooo | (6025 [ooo00] [oooo] 2000
Amount to reconcile: 181.65
1 Balance to reconcile: 0.00 I
Save and Proceed to TEV Summary/Review |
Raturn to Expense Editor

5. Traveler Approval & Voucher Routing

The traveler is always required to review and approve their TEV.

If someone other than the traveler initiated the TEV, the voucher automatically routes to the traveler when
submitted to Workflow. From the TEV summary panel the traveler reviews the expenses and funding (and
updates if needed). If the traveler agrees the expenses are accurate, the traveler clicks the “Approve” button to

approve the voucher and start the Workflow routing process.

Vaucher editor: TEVE TORBPG654 =

isdon is & summary of this Travel Expence Woudher (TEVL
Waorkflow approver history:

By # Recenied Appeaved [ Tils A gt al Rt YN Comneais
[FRAMK CLARK, | CLERK IV Requirad LERLLTRT W
=} Tnitator 28008 BUTLER, | FROGRAM ASSISTANT Ropiiirad ¥
|
| Thia Trawabar pigrifian thir tha claimp re 5n socurms represanmanien of scousl Wy w5 4/ Sl (R] Raqusnond Rarurmad: (V) Approveds (W] Waided: () Mer
[wraval £ nns g what Expaadad Clismad Rad wall san b Claimad 16 depla st am o Apprvends (T) Tacie Appravsl
tr of Towi. Fram kot sERes Bowita. 07 13 8 buiiniis asdasda e 1ES
AuEESA B paiad -
\rem chargs mstory for this TEY
Workilow comments:
Eava Commants
—TTT—
i-w
i& praving - Triesd Vouchess
Trip details) Fupancas P = L S
Trawsber Miscelaneous
Wi SR DR L] Registration $49.00
Daph: VE¥ O Burthazing TV Azproval Canderence
Addes 207 POO Total $AT.00
T ek Totsd itamsined anpanes $49.00
Dasoi TEV Approval Quick Guide
Purpone: Confersnce/ Professional Development
Typa Individual traval S —
Trip. 3 Trawaler Tanabls Amt,
(02 20/2010-02/232010] Tewa Criy, 14, USA L A $2.00
wrd Tt trip catails
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Sub-Level Routing: If prompted with the sub-level routing screen (shown on the left below) select the appropriate
sub-level of routing and click the “Continue” button. If none of the headings listed apply to you and your voucher,
click the “Continue” button.

Supervisor Routing: If not prompted with the sub-level routing screen, the supervisor routing screen (shown on
the right below) appears, select the appropriate supervisor from the list and click the “Continue” button. If the
supervisor isn’t listed, select “Not Listed” and click the “Continue” button. See the Alternate & Ad-Hoc Routing
section for instructions.

Workflow: Choose routing path for form TEVES selectsupervisors |

If sub-level routing is required for this form, select You must now send this ProTraw - TEV, Fac/SHf transaction to a
from the routing options below. supervisor for approval.
Fleaze choose the correct person to route this form to after you
This form will route to this path AFTER it has routed to have approved the transaction from the fallowing list by
the traveler and traveler's supervisor. clicking on the button to the left, then click "Continue”™ below.
Routing aptions:
2 Supervisors for 05/0311/:
()} 05-0311-Acoounts Payable (V PRO-Acoounts Payable) () 14008 BUTLER:

() MOT LISTED

Continue Continue

If the traveler creates/ initiates the TEV, the next ProTrav screen asks if the forms needs to route to “supervisor
only” or “additional alternates then this supervisor”. Select the appropriate option and click the “Continue”
button. If the “additional alternates then this supervisor” option is selected, see the Ad-Hoc/Alternate Routing
section for additional instructions.

This transaction will route to  BUTLER. JADDB ROBERT. Flease choose if you would hike
te add Ad-hace routes to this transachan,

This transaction will stll undergo post-supervisor routing f your Workflow sdministrator has
st it up.

Route this transaction tos

& Superviser cnly
) additional ahernates then this Supervisor

Contifue

Once the routing is confirmed, the ProTrav application provides a final routing confirmation message.

Your transaction has been routed to the person
{ BUTLER, JACOB ROBERT ) for approval. Mo
additional steps are required by you.

If the traveler did not create/initiate the TEV (e.g. another individual creates the TEV and routes it to the traveler
for approval) after the routing option is selected, ProTrav redirects to the Ul Workflow System to specify and
finalize routing options. From here, the available options are to: send to supervisor, send to supervisor and
alternate approver, or to send to the alternate before sending to supervisor.

In most instances, the default option to send to the supervisor is appropriate. Any additional departmental
approvers above the supervisor receive the form for review and approval thereafter. The traveler clicks the
“Continue” button to verify the option and clicks the “Continue” button once more to finalize the routing option.
The Workflow application provides a final confirmation screen once all necessary actions are completed.
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Workflow Routing

This transaction was entered into Workflow on 0201672010
The Wordlow Inbax displays this basic information: CLARK, FRANK | TOSE7S54
Yiaw the antire prosected Workdlow path for this form,
WORKFLOW OPTIONS FOR: PROTRAV - TEV, FAC/STF (TRANSACTION 0113358 )

You are wewang Approval options for this form. To wew Do Mot Approve™ ophions, chck haos

You are responsibde for routing this form to ks necd step, using thes apphcation
Please chaose from the fallowing options

* Approve and send to the next approval level as listed here

Employes 1D Approvsl Level  Approval Type

1000000 BUTLER. JACCE R SUBLEVEL Required

) Approve and send to the next approval level plus someone from my aliemates list
{specify on nexd page)
) Approve and send to an allemate for intermediate approval

{specify on next page)

6. Supervisor/Departmental Approval & Voucher Routing

Once all expenses and funding are reviewed, any corrections made, etc. the supervisor/departmental approver is
able to provide final approval (if their approval is the final approval on the Workflow path) or continue routing this
onto a higher approval level. If any comments need to be included with the voucher, use the Workflow comments
text box and click the “Save Comments” button. Click the “Approve” button to route the voucher. If the voucher
needs to be routed to another individual and returned to you, click the “Do Not Approve” button.

Below is a summary of this Travel Expense Voucher [TEV).

Warkflow approver history:

Saq & Raceived Approver (Tithe Appraval Routing YiN Cammanis
i JACO8 BUTLER [ PROGRAM ASSISTANT Raguired o503 N

o Initiator FRLAMNK CLARK [ CLERK TV Reguired ¥

ey 12 ¥/N Celuma: [R) Reguesated Returnad;: [V) Approved: (V) Voided: [N) Nat)
that these exqpenses have baen incurred as a par of Approwad: [T} Tacit Approval|
# 8 Eraval and that thay have beas riviewsd and apgroved by
tha appreprises ind al wha han dasignazed approvel suthoriey for this departmant
andlor fusding source {MF Ay a designa deparimenial "Apgrover” of expenses
incurred b tha name of The Usiversity of lowa via this ferm, [ undaratend that [ am
accapting # fideciary responsibilivy to comply with all applicable instinsmianal
F-u'-!-tll!-=|I. is my responsibdlity to examing all perchases snd requasts for payment Workflow comments:
mina if che charga in: for s

View change history for thas TEV

along with required supporting decumantation o da
valid businass purpose and for the University"s benafc

s e

Once the “Approve” or “Do Not Approve” button is clicked, the ProTrav application navigates to the Ul Workflow
system. If “Approve” was clicked, select to either “Finish Routing this Form” (the voucher then proceeds to the
Accounts Payable office) or to “Approve and send to an alternate for approval”. Follow the on-screen directions to
route to an alternate approver. See the Alternate / Ad-Hoc Routing section if instructions are needed. If the “Do
Not Approve” button is clicked, the ProTrav application navigates to the Ul Workflow system, where the system
asks for the next action to take (either Void the voucher or to send to another individual prior to your approval).
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Workflow Routing

Workflow for: ProTra TEV, Fac/5tf (Transaction 0112358 )

This transaction was entered into Workflow on 02/16/2010

The Workflow Inbox displays this basic information: CLARK, FRANK | TO998877
View the entire projected Workflow path for this form

WORKFLOW OPTIONS FOR: PROTRAV - TEV, FAC/STF (TRANSACTION 0112358)

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

You are responsible for routing this form to its next step, using this application
Please choose from the following options:

& Approve and send to the next approval level as listed here:

Employee ID Mame Approval Level Approval Type
1111111 SAMOLER., WALTER DEFT Required

O Approve and send to the next approval level plus someone from my altemates list.
(specify on next page)

(& Approve and send to an alternate for intermediate approval

(specify on next page)

' Do not approve; instead send to an alternate for approval, then return to me.
{specify on next page)

O Void this form, removing it completely from workflow

You will be asked for further confirmation

7. Alternate & Ad-Hoc Voucher Routing

If the Traveler Creates/Initiates the Voucher

When the traveler creates/initiates the voucher, the alternate or ad-hoc routing process takes place within the
ProTrav application (see further below if the traveler did not create/initiate the voucher). If the appropriate
supervisor wasn’t present when selecting Workflow routing options and the “Not Listed” option is selected, the
ProTrav application provides the ability to search for the supervisor. Enter either Employee ID or Last/First Name.

¥ou must now send this BraTrav - TEV, Fac/SH transaction to a You are submitting your ProTrav - TEV, Fac/5tf form into UI Workflow for
supervisor for approval, supervisory approval.

Plaaza choose the corract person to route this form to after you You have indicated that your supervisor did not appear on the list defined by
have approved the transaction from the following list by your department's workflow administrator. Please enter information about your

clicking on the button to the left, then click "Continue™ below. supervisor below to initiate a search:

Supervisors for 05/0311/: Search employees

05/0311/ 22000 Employee ID: I:I

Last name: | |

() 1008 BuTLER

First name: | |

Cantinua Resst Continue

) NOT LISTED

The application searches for all University employees with the applicable criteria. (Note: If only last name is
entered, all University employees with the last name entered are displayed). The search also displays the
department for the employee to help ensure the correct individual is selected. Select the appropriate individual

and click the “Continue” button.
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Search for supervisor:

You are submitting your ProTray - TEV, Fao/Stf form into UT Workflow for
suparvisory appraval.

Please choose the desired supervisor from the following list. If you do not wish
to choose one of the following employess, pleass yse the form below to search
far another employves.

Employes ID  Mame Department

(] 1111111 BUTLER, SAMUE Y Prowv-Admissions

O Errrrry BAITLER, CLARTISA Gesl-Ganaral Counzel

.g:, EEEEEEE] EUTLER, GREGORY Szer-lowa Memorial Unlon

Q0 4444444 BUTLER-KELLER, KBASEY Claw-Law

{:} EESSSSS BLITLER, KALTH Wihe-Nursing Sarvice

G’ [Zr ] BUTLER, 14008 R VEFO-Accounts Payable & Traval
D EEEEEEE BLTLER, ROGER Crmad-Surgery

Ragat Cantinue

Employes ID: |
Last mame:

First pamae: |

Razat | Comtinue |

Once the supervisor is selected, if no other alternates need to receive this voucher, select the “Supervisor only”
option and click the “Continue” button. The ProTrav application provides a final confirmation message that the
voucher is routed and no other action is required for the traveler. If additional individuals need to be included on
the Workflow routing path, select the “additional alternates then this supervisor” option.

Workflow: Routing opltions

This transaction will route to  BUTLER. JACOR ROBERT. Flease choose if you would ke
e add ad-hacs routes io this transachon,

This transaction will stll undergo post-supervisor routing if your Workflow sdministrator has
S8 up.

Route this transaction to:

% Supsrviser cnly
"-.':}nl\ddrhur\al akernates then this Supervisor

Contifiue

When choosing alternates, ProTrav displays a list of individuals already present on your alternate approvers list. If
the correct individual(s) is listed, select the individual(s) and type of approval needed (view, permitted, or
required) and click the “Continue” button.
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Workflow: Choose alternates for this transaction

¥ou have selected to route this transaction to alternate individuals. Options:
These individuals may be on your workflow alternate st or any
empboyes of your choice for just this transaction.

Flease select the specific individuals to whom you wish (o route this
form by clicking their boxes fo the left of their names:

Refresh this panal

Route this
transacton to
person not on ths

Select Name Approval Type list
o = Update your saved
O TAYLOR, CHALNCEY O viaw O pParmitted & Required | sltsrnates list
BLTLER, JACOE R Viaw Parmitted Ragquired

Supervisor

Continue

If the correct alternate is not listed, click the “Route this transaction to person not on this list” link from the right
hand “Options” section. The ProTrav application provides the search fields, similar to when searching for a
supervisor as described above. Select the appropriate individual then click the “Continue” button.

Search for supervisor:

You are submitting your ProTrav - TEV, Fac/5tf form into UI Workflow for
supervisory approval.

Flease choose the desired supervisor from the following list. If yvou do not wish
to choose one of the following employees, please use the form below to search
for another employee.

Employee ID Name Department
O 1111111 SAMNDLER, WALTER Cpub-Occup & Environ Health
O 2222222 SAMDLER, WENDY Uihc-Joint Ofc-Patient Finsvc
O 3333333 SAMNDLER, WILLIAM Uihc-Nursing Service

Resat Continue

Search employees

Last name: | |

First name: | |

Resat Continuea

Once the alternate ProTrav provides a final confirmation of the individual(s) to receive the voucher in Workflow.
If the Traveler Does Not Create/Initiate the Voucher

If the traveler doesn’t create or initiate the voucher; or if a supervisor/departmental approver needs to alternate
or ad-hoc route the voucher, ProTrav goes out to the Workflow system to select routing options. To designate or
include an alternate approver, select either the “Approve and send to the next approval level plus someone from
my alternates list”, “Approve and send to an alternate for intermediate approval”, or “Do not approve, instead
send to an alternate for approval, then return to me”
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Workflow Routing
Workflow for: ProTrav - TEV, Fac/5tf (Transaction 0112358 )

This transaction was entered into Workflow on 02/16/2010
The Workflow Inbox displays this basic infermation: CLARK, FRAME | TO993377
View the entire projected Workflow path for this form

WORKFLOW OPTIONS FOR: PROTRAV - TEV, FAC/STF (TRANSACTION 0112358)

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

You are responsible for routing this form to its next step, using this application
Please choose from the following options:

® Approve and send to the next approval level as listed here:

Employee ID Approval Level Approval Type
[=lal=lel el BUTLER,, JACOB ROBERT SUBLEVEL Required

(O Approve and send to the next approval level plus someone from my alternates list.
(specify on next page)

) Approve and send to an alternate for intermediate approval

(specify on next page)

O Do not approve; instead send to an altemate for approval, then return to me.
{specify on next page)

' Void this form, removing it completely from workflow

You will be asked for further confirmation

If the alternate individual to receive the voucher is already on your alternate list, select the individual and type of
approval requested and then click the “Continue” button.

Select Alternates for Workflow Routing

SANDLER, Wl TER ® was added to your alternates list and has automatically been selected as a required alternate on this page.

SELECT ALTERNATE APPROVERS FOR: PROTRAV - TEV, FACISTF (TRANSACTION )

This transaction was entered into Wardlow on 0211652010
The Workiow Inbox displays this basic information: CLARK, FRANK | TOSE7E54
Wigw the enfire projected Weoddow path for this form,

You have selected to route this form to individuals cutside the workflow path. Please select the specific indnwduals fo whom you wizh fo rovle this form by chicking their
boxes to the left of thew names.

| Add New Worklaw Altemate |

HAME EMAIL  TYPE OF APPROVAL REGUESTED
SANDLER, WALTER & = O View O Permitted % Required

If the alternate is not listed, click the “Add New Workflow Alternate” button and follow the on screen prompts to
select an alternate.
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"Alternates" for Ad Hoc Approval

Search for Alternate
Please select the Employee to add to your Ad Hoc Approval List

Employee ID: I:l

Last Name:| |

First Name:l |

[Reset ] [ Continue ]

Verify the correct person is listed and click “process request” to add this person to your alternate/ad-hoc list.

"Alternates" for Ad Hoc Approval
Add Alternate

You are selecting1111111 / SANDLER, WALTER K to your Ad Hoc Authorization List:

Click to store this employee on your ad hoc list:

Process Request

The updated alternates list displays with the individual you specified automatically selected as a required
approver. Select the type of approval needed and click the “Continue” button.

Select Alternates for Workflow Routing

SANDLER, WAL TER & was added to your alternates list and has automatically been selected as a required alternate on this page.

SELECT ALTERNATE APPROVERS FOR: PROTRAV - TEV, FACISTF (TRANSACTION )

This transaction was entered info Warkflow on 021672010
The Workiow Inbox displays this basic information: CLARK, FRANK | TOSE7E54
View the entire projected Widdow path for this fpem

You have selected to route this form to individuals cutside the workflow path. Please select the specific indhviduals to whaom you wish to mowde fhis form by clicking their
boxes to the left of thew names.

| Add New Workflow Altemate |

MAME EMAIL  TYPE OF APPROVAL REQUESTED
SANDLER, WALTER R + O View O Permitted (% Required

A final confirmation screen displays and the form will route through Workflow as specified.

8. Voiding a Travel Expense Voucher in Workflow



A form should never be voided simply because expenses need to be added, modified, or deleted. A TEV should
only be voided if the reimbursement request is being denied and will never be processed. If a TEV needs to be
voided, enter an explanation in the Workflow comments section and click the “Save Comments” button. Then
click the “Do Not Approve” button to proceed to the Workflow system to complete the void process.

Voucher editor: TEVE TO998877 =

Eelow is & summary of this Travel Expense Voucher [TEV).

Waorkflow approver history:

Sag & Raceived ApproverTitle
1 JACOB BUTLER [ PROGRAM ASSISTANT
Q Initiator FRAMNK CLARK |/ CLERK TV

The Department varifies that these soqgenses hyve been incurred as a pam of

clal wnivariity busines s traval and that they have beas reviered and
pRrepriaey individ e approval authoriey for this
&'or fumding source { dapartmental "Apprever” of expenses
wia thig Ferm, | usdarating that | am

ingurrad bn tha name of The
sccapting o fideciary responaibilivy to comply with all applicable inseimutianal
all pw and requests for payment

policies. It is my responsildity to exami
along with required supporting decumantation e nina if cha charga in: for a
valid business purpose and for the Universicy's b

Approval Routing ¥iMN Cammaenis
Reguired 05031t/ L]
Faequired ¥

Kay £ V)N Calumai (R) Regusited Returnad: (V) Appreved: (V) Veided: (N) Nat|
Approvedi [T} Tacit Appreval|

View change history far thas TEW

Workflow comments:

Save Comments

Select the “Void this form, removing it completely from workflow” option and click the “Continue” button.

Workflow Routing

rkflow : ProTre

/, Fac/5tf (Transaction 0112358 )

This transaction was entered into Workflow on 02/16/2010
The Workflow Inbox displays this basic information: CLARK, FRANK | T0998877

View the entire projected Workflow path for this form

WORKFLOW OPTIONS FOR: PROTRAV - TEV, FAC/STF (TRANSACTION 0112358)

You are viewing all options for this form.
To view Approval options only, click here. To view "Do Not Approve” options only, click here.

You are responsible for routing this form to its next step, using this application
Please choose from the following options:

® Approve and send to the next approval level as listed here:
Name Approval Level

SAMDLER, WALTER DEFT
O Approve and send to the next approval level plus someone from my altemates list.
(specify on next page)

O Approve and send to an altemate for intermediate approval

(specify on next page)

© Do not approve; instead send to an altemate for approval, then retum to me.
(specify on next page)

O Void this form, removing it completely from workfiow.
You will be asked for further confirmation

Approval Type
Required

Employee ID

1111111

Continue

The next screen requests a reason for the void and to confirm the action. Once the “Confirm” button is clicked,
the voucher is voided and is no longer able to be approved or routed. In the rare instance that a voucher is voided
in error and needs to be restored to a non-void status, email ProTrav@uiowa.edu with the voucher number and
reason for the request. A final screen confirms the void action is complete.

Void a Workflow Form

You have chosen to void this form.

This action is permanent and unreversible and will render this form invalid. This form will be marked as "WOID" and will be removed from workflow.
Mo further action of any sort will be available for this form.

Please select a reason for this void: | None Selected v

Once you have selected a reason, please click "Confirm” below to confirm or click here to cancel.
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