MyExpen$e Approver Guide

UCSF Expense Reimbursement Solution

Controller’s
Office
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The MyExpense Approver Guide provides step-by-step instructions on how to:

e Access an Expense Report or Cash Advance for review ¢ Return an Expense Report to an employee for correction or denial without
e Review Expense Reports and Cash Advances adjusting work flow
e View and/or add additional approval work flow steps e Approve an Expense Report without adjusting work flow
e Approve and forward an Expense Report to one additional approver e Approve or deny Cash Advance requests
MyExpense Workflow

Reimbursee/

eActive employee or student
Delegate

User-Added |, Do.es depfartment
Approver(s) i¢Yes require review before
he Default Approver?
No
— ' Default sindividuals i_?entgied_ as
Default Approver an Noy| Authorized O?fiaceroforrtleolgeutslgess
Approver Authorized Approver (Cost Center) - sc?urced
Approver? from PeopleSoft
eFrom reimbursee’s
user profile
Yes
Does
department User-Added
require additional e Approver(s)
approver(s)?
by system

Department driven option

Is exceptional

required?

Submit Expense Report
or Cash Advance

Exceptional

el Approver

eExceptional Approvers List
Travel Approval Matrix

MyExpense Approver Role Definitions

Default Reviews the Expense Report prior to the Authorized Approver. If the Default Approver is also an Authorized Approver, no additional
Approver Authorized Approver is required.
User-Added Optional additional approval occurs after the Default Approver and before the Authorized Approver. This added “approver” reviews the
Approver Expense Report but does not have final authority to approve a report. The addition of a user-added approver is determined solely by the
MyExpense user and/or his or her department, and is not required by the system.
Authorized The Authorized Approver provides final approval and authority over the submitted Expense Report.
Approver
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UCSF Expense Reimbursement Solution

Logging into MyExpense and the MyExpense Home Page

Log into MyAccess at http://myaccess.ucsf.edu (not shown). Scroll down to locate and select MyExpense from the applications menu. If you have set MyAccess
to display “Favorites”, you may need to change to “All Apps” or search for MyExpense. The MyExpense homepage will display in a new tab.

The MyExpense home page is designed to

. . . . Support | Halp =
give users quick access to their most important & concur N
tasks T -
The top display includes an overview of

50 p display MyExpenS$e = 04 | 00 03 00
your tasks and a counter for each task. In ﬁlmﬁﬁﬁﬂ Soluticn M Required Avaiable Open Cash
the example, the Approver has 4 reports el Approvals | Expenses Reporss | Advances

to approve and 3 open reports.

Hover your mouse over the Required
Approvals menu to access them.

e My Tasks (at the bottom of the home
page) also contains a link to the approval
queue. Click Required Approvals to go
to your approval queue. COMPANY NOTES

Get expense reports started sooner, so you get reimbursed faster,

Downlkad Concur

E:penze Reports Submitted After 45 Day=s May Bscoms Tarable Income

A= communicated thmugh tha Contmllar's Office Mews etters, the submiesion penod forexpanse mports was shorsnad fom 80 days fo 45 davs. BErpen=zs mpors should be
submitiad and appmved no later than 45 days aftsr the completion of a trip or ewant.

Fordetaild information, see the October 2015 GO Mewsletter,
Forany qusstions, contast the Contmllars Office Solution Centsr at 415 4782128 ar GOS0 lutio nCenter@ uesf.adu.

Read more

MY TASKS

m Required Approvals > | m Available Expenses = m Cpen Reports =
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Accessing an Expense Report or Cash Advance for Review

To select an Expense Report or Cash Advance for approval: m P— 9

o Scroll down to reveal the Required Approvals task in the My Tasks section (not shown)

9 Click the Required Approvals tile to display the reports you need to review and approve ;5;550" L-EL;:Z‘;“ e g

e The Expense Reports tab displays the Expense Reports waiting for your review and approval. The

Cash Advances tab displays Cash Advance requests waiting for your review and approval. [BcoNCUR  EBxperse  Appoals  Reporing+  App Conter

Note: the 03 and 01 shown in this example are the number of reports in each approval queue

Approvals Home  Reports Cash Advances

Approvals
03 © 0

Expense Cash Advances
Reports

Expense Reports

Report Nama Employee

Text bubble g
o Click on the blue link to view the specific report 'iﬁgrihﬁf 0 S
comments on ensure' Reimourseme
the listed
report that TEST-1 JALALI (Accounting),
require review TESTA ALEXANDRA

To customize your report view, click the View drop-down menu and choosing the desired option.
Expenses can be viewed as:

¢ LISt Expenses As -
o Deta” 000ge E ICI!;I:SIG’H | n
e Grouped by Date, Expense, or No Grouping 110N o Detal s

. © Expense Type: Lodging Gi
e Viewed by Calendar date (One week, Two weeks, or Month) 5 e o
@ Bxpense Type: Meals (Bre: * __r -

PPy No Grouping
11A1Z014 Calendar 4]
11112014 % One week 4
1102014 Turd wa 2
11102014 F r_!::theg*s 5
109014 { I
102014 sz
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Reviewing Expense Reports and Cash Advances

Before approving an Expense Report, approvers should be sure that the report complies with all travel policies, and that the
Cash Advance request complies with cash advance policies. If you have questions, email or call the Controller’s Office Solution
Center at COSolutionCenter@ucsf.edu or 415-476-2126.

Begin by reviewing any exceptions marked by the brightly colored icons:
e The
e The
e The icon indicates a receipt has been attached that you can view
e The > icon indicates the expense has itemization you can view; click to expand
e The € icon indicates there is a policy violation that must be remedied before the report can be approved

icon indicates one or more exceptions on an expense line
icon indicates a receipt is required

You can use the Receipts drop-down menu to:
e Show the Receipts Required
e View Receipts in a new window or the current window
o Attach Receipt Images if necessary
e View Available Receipts
o Delete Receipt Images

You can use the Details drop-down menu to:
o Review the Report Header including Dept ID (Cost Center), Fund, Project, Activity Period, Function, Flexfield (if
applicable), or SpeedType used

e Enter a comment by selecting Comments

After you have reviewed the report, if you determine that an additional approval is required or would like to review the
approval workflow, click the Approval Flow link from the Details menu. Follow the next section to view workflow or add
approvers.

[t e,

10/25/14 San Diego-TEST

+ o+ Couick Ex clais ©  Recept

Expense Date Amouht | Exceptign
Airtare 10242014 $220p0 Pieaje use Connesaous 1o book
10262014 $150) Piea)
10282014 575

10252014 P Peale use Connexxus 10 booik

Lodging
Weals (Eveakla 153 The fraximum daiy slkewance fo

Artare

EXpenses

Darte +

0S4 Airfare

W242014 Adrfare

10242014 Lodaina

2 Receipts Required

WView Receipts in new window
View Receipts in cument window
it Attach Receipt images mla
C

BRREXKEL . R e
View Available Receipts

o dady ok B

Delete Receipt Images

3 Connesxu

{n Diego-TEST

Report
Report Header

Totals

S22000 4L Plesse Comments
Cash Advances

& airfare. Conneons s UCSF

lodging, Connexnss is UCS|
als 8 571. Please adust youl
& airfare. Connesows is UCSF

Aovailable ek iew - & I

Assigned Requested

If additional approval is not required, you can: L Aocation
e Send an Expense Report Back to an Employee for Correction (see page 6) i lcations 00
¢ Deny Without Adjusting Workflow (see page 6), or o . s s
e Approve an Expense Report Without Adjusting Workflow (see page 7)
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Viewing and/or Adding Approval Work Flow Steps

o Use the Authorized Approver field to enter the Name, Email Address, or ‘ ) %
UCSF Employee ID of the approver you need to add. If you do not know Approva| Flow for Re port: 10/25/14 San Diego

who the Authorized Approvers are for the current report, enter an asterisk (*)

in this field and the valid available choices will display
Default Approver:

9 Click the desired Approver from the list of search results

If additional approval is required, there are several options:

MACARAIG (Accounting), MELAMIE (melanie.macaraig@ucsf.edu)

e Add one or more approvers before the designated Authorized Approver Authorized Approver 0

e Add one or more approvers after the designated Authorized Approver

e Approve and Forward to a single additional Approver ELLIS, JOHN (John Ellis

@ucsf.edu)

PLOTTS, JOHN E. (John.Plotts@ucsf.edu)

Adding Approvers before or after the designated Authorized Approver
NORRIS, RON A. (ron.n

LOMNG, MELANIE V. (melanie_long@ucsf.edu)

prricfmucef adi

9 Click the &3 icon to add an additional Approver. Search for, or enter the First Name
name of the additional Approver. (115 Step May be SKippe
Hint: hover your mouse pointer over the 3 icon(s) to display a tool tip
message that explains where the additional approval will occur (see
examples).
For this example we chose to insert an additional Approver before the Authorized Approver
and an *Exceptional Approver after the Authorized Approver)

Defaul Approver

MACARAIG (Accownting), MELANIE (malanie macar,

Authonzed Approver
NORRIS, ROMN A (ron narmisg@ues! edu)

(U5 stap My be SKipped)

Repeat step e to add additional Approvers as necessary.

To add an Exceptional Approver, click the “Add a step after this step” icon next to the
Authorized Approver entry box.

o After all approvers have been added, use the £ icon to move the selected Approver up in the
workflow, or the % icon to move the selected Approver down in the workflow; make as many
adjustments as necessary

@ Use the & icons if you need to remove an added Approver

@ Once all required Approval work flow changes are complete, click the Save Workflow button
or

o If you are ready to approve the report from this screen, click the Approve button

= Defaull Approver

User-Added Approver

SZETO (Accounting), HELEN 0. (helen szeto@ucsf edu)

Authorized Approver:
NORRIS, RON A (ron.norris@ucsf.edu)

(this step may be skipped)

User-Added Approver

LAL., DENISE H. (laud@medsch.ucsf.edu)

. 4

ip@Eucsl adu)

Add a step after this

Add 3 step befors this step

ol

tep Add a step before ths slep
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Approving and Forwarding an Expense Report to One Additional Approver

You can approve and add a single additional approver by forwarding the Expense
Report:

Administration | Help =

Profile - .
L

CONCUR  Expens

@ Click the Approve & Forward button in the upper right-hand corner of the

Expense Report view Approvals Home  Reports

9 Enter the Name, Email, or UCSF Employee ID to search for the desired
additional Approver and select their name from the search results list 8

@ (Optional) Enter comments if desired ’] OI’ZSKII 4 S - 'ﬁwm”mwd

@) Click the Approve & Forward button ~
Approve & Forward Report: 10/25/14

Diego
E; g

Comment

1M1
Approve & Forward Cancel

Send an Expense Report Back to an Employee for Correction or Denial without Adjusting Workflow
To send an Expense Report back to the employee without adjusting the approval flow:
o Click the Send Back to Employee button in the upper right of the report window (& concur

g Enter a comment in the Comment field to instruct the employee on how to correct the
report, or provide a justification for denying the report

@ Click OK to send the report back to the employee

Approvals Home

Reports

Send Back to Employes Approve & Forwand

Send Back Report

Entered By Comment Text

il B Comment 1 expiain wWhy YOU Bre returning the report. Thes chck OK 52 return the repert 1o the empioyee

Comment

w Fanee
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Approve an Expense Report without Adjusting Workflow
To approve an Expense Report without adjusting the approval flow,

o (Optional) Comments must be entered prior to approval. To enter an
optional comment, go to Details > Comments from the Expense Report
review page and select Comments.

9 Click the Approve button in the upper right of the report window

Report Header

Totals
& airfare. Conngsxd

& lndging. Con
7500 ) The ma s 5 571, Pesse

T & airfare. Connece

- Cash Advances

Audit Trail
Approval Flow

Aoailable
Aszsigned

Allocations

Administration | Help =

COMNCUR Expeng [ ]

Profile + o~
Approvals Home F‘u’-poﬂs#

1 Oa'; 251,.' /I 4 S; Send Back fo Empioyee || Approve || Approve & Forward

Approving or Sending Back Cash Advances

To view a Cash Advance request, follow the section entitled Accessing an
Expense Report or Cash Advance for Review (on page 3) using the Cash
Advances tab rather than the Expense Reports tab

g Review all information on the Cash Advance Details page and decide whether to
Approve or Send Back the request

e To approve the request, click the Approve button

To send the request back to the employee for revision or as notification of denial,
click the Send Back to Employee button. Follow steps 9 and 9 of the Send an
Expense Report Back to an Employee for Correction or Denial without
Adjusting Workflow section on page 6.

More information on MyExpense is available on the Campus Controller’s Office
website (http://controller.ucsf.edu/travel/myexpense/)

Cash Advance Details: Return Date-City of Destination

Mame Cash Advance Amount Purposs
Retum Diate-City of I 500,00 I v HARP Conference
Destination

Review all information on the
Cash Advance Request before
approving

Comments Hetory | Bxperses | Audit Tra

Date Entered By Comment Text

20141107 00-2803. MACARAIG (Accounting), MELANE g oo o 1014 10.02.15-14) Cash Adv Boown
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