Travel Quick

APPROVALS: ACTING ON A NON-TRAVEL EXPENSE REPORT Reference Guide

Updated February 6, 2023

TRAVEL APPLICATION

Approvals

HEeLPFUL HINTS

Once a report is approved, the approver can only view the approval log and approval/flow. An approved report
will remain in the approvedtab until the expense is sent for payment.

“ Supported browsers:
e PC: Chrome and Edge
e Macintosh: Chrome and Safari

PROCEDURE

Within Firefly, click on the Trave/ and Expense Reporting tile.

Travel and Expense
Reporting

The travel page appears. Click Approvals Workflow Inbox. PNote: A/ P processors will select Payment Services
Processing Inbox.

Approvals Workflow
Inbox

6

MNon-Travel
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The application opens and displays reports per the individual employee.

(Y Employee ID: 43081 Name: SHANNON POPPE  Gampus: UNL
1
Pending Approval  Approved
Q
Enpioyes 0 Enpioyes Name S—r Report e —r— Staus Submted oae
o T e o e 20 =
— TRACY GRALER — MembershiFocs pr— To e Approved e~
p— Jo5E (Fow SwiT0S — Micoimeaus Puchase 1102202 To e Apprones -
1. The banner defaults to Pending Approval.
2. Sort columns.
3. Employee who submitted the report.
4. ReportID.
5. Report date.
6. Status of the report (open, submitted, or approved). “® Approved status can be at any step within the

approval process.
7. Submitted date.

Click on an expense report to open and review. The report header and details appear. Click the expense line to
view details and the attached receipt.

[lﬁ] Employee ID: 228198 Name: MICHELLE THOMPSON Campus: UNCA Report Number: 6900010519
< [=] Approval Log Approval Flow | Approve | Approve & Forward | Return for Changes.
Expense Date: = 12/07/2022 To: | 12/07/2022 Amount: | 100.00 usd
*Business Purpose: | Supplies (Lab/Offica) Comment: R sy
User Defined:

Transaction Date / Expense Type Business Purpose Amount
120072022 Office Supplies 531100 Pens and clips 100.00 USD >

The expense line shows detailed information, including cost distribution and the attached receipt.
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Employee ID: 228198

@

Name: MICHELLE THOMPSON Campus: UNCA

port Number: 6900010519

Travel Quick

Reference Guide
Updated February 6, 2023

Expense Receipt Cost Distribution Attachments

*Expense Type: | Office Supplies 531100

*Busi 3
Business Reason: | pens and clips for office

*Vendor Name: | ABC 123

Cost Distribution
Distribution Cost Object Type Cost Object
50 Cost Center 9145100100
50 Cost Center 9145100120
Attachments
Document Class Title
application/pdf Office_Max_pdf

*Transaction Date: | 12/07/2022
*Description: | Office supplies
*Amount: | 100.00

Comment:

Description

NEBIS FUNCTIONAL

NEBIS PSOM

Date created

1210972022

X Cancel

Click anywhere on the attachment line to view the receipt. Receipt image appears in a pop-up window.

Preview

= 1| of2 Q - + (B Page view

selected.

AY Read aloud (@D Add text W Draw - 'F Highlight ~

We've received your order. We're working to get it ready for pick up at the Office Max Store you've

Office Max follows CDC guidance and other state and local orders. Face coverings may be required.

In This Pickup Order:

3/4'D, Brown, Pack Of 2
Quantity Ordered: 1
Item # 871548

sku Info Master Caster® Big Foot® Doorstops, 1-1/4"H x 2"W x 4- $10.44

Order Summary

Click ISk when finished reviewing the attachment.

i Close |

When finished reviewing the expense line, click , Continue to review expense lines if applicable.
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When ready to act upon the non-travel expense, several options are available: approve, approve & forward, and

return for changes.

Non-Travel Expense

@ Emp|0yee ID: 228198 Name: MICHELLE THOMPSON Campus: UNCA Report Number: 6900010490

[ Approval Log Approval Flow ~Approve  Approve & Forward  Return for Changes

Expense Date: = 11/29/2022 To: | 11/29/2022 Amount: | 0.00 usb

*Business Purpose: = Membership/Fees Comment:

Click to approve and move the expense to the next step in the approval process. Click to
approve and select an ad-hoc approver to assign as the next step in the approval process.

Once an expense has been approved, the approve, approve & forward, and return for changes buttons are no
longer active.

Approval Log Approval Flow

RETURN A REPORT

To return a report, click Return for Changes i

Non-Travel Expense

@ Emp|oyee ID: 228198 Name: MICHELLE THOMPSON Campus: UNCA Report Number: 6300010430

[E] Approval Log Approval Flow | Approve  Approve & Forward — Return for Changes

Enter a comment in the pop-up window and click ok.

Return For Changes

Comments

Ok Cancel
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VIEW THE APPROVAL LOG AND APPROVAL FLOW

Click to review the status, date, and time of the approval process.

Approval Log

User ID Step Status Start Date Start Time Approval Date  Approval Time  Comments
Michelle Thompson Financial Approver Approval Pending 12/02/2022 10:00:59
Melody Stark Supervisor Approved 12/02/2022 09:51:10 12/02/2022 10:00:58

Click to review the approval flow showing the approval steps and personnel to act on this expense
report including supervisor, financial approver, and A/P audit.

Approval Flow

» »

Supsrvisor Financial Approver AP Audit

Melody Stark Donna Geviss
179351 22288

A S Approval
Approved (D InProcess @ o
Approval Date:

12/02/2022
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