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Approve or Reassign Vouchers

Purpose

Use this procedure to approve, reject, or reassign a web voucher.

Prerequisites
e You have a Web Voucher logon ID and password, and have been set up as a Web
Voucher approver.

e You have received both an electronic notification of a voucher needing your approval and
the required paperwork to review/approve it (for vendor payments, an invoice with the
web voucher number, or for reimbursements, a confirmation page printout with
appropriate expense receipts attached).

Procedure

Web Voucher Main Menu

a http://adapts1.harvard.edu:8000/ pls/finprod/oraclemypage.home - Microsoft Internet Explorer - ||:||i|

JEiIe Edit Wiew Favaotites Tools  Help

J SBack + = - @ 7t | @Search [ Favarites B2
Welcome Harvard, John [ ? 5 ;

J Address I&j http:ffadaptsl,.harvard, edu: 80007 pls/finprod/oraclemypage, home j @GD

hain Menu

Py Main Menu @) Notifications
W Reimbursement @
W\ User Preferences Create Web Voucher
(2 create Credit Memo

@ Copy Weh VYoucher

@ Edit Saved Web Youcher
Invoice Search

@ Open Requisitionsfouchers

@ Requisition/oucher History

@ Reprint Weh Youcher

@ WV User Search

@ Supplier Search

@ Cancel Approved Weh Youcher

|@ Cancel Approved Wehb Voucher ’_ ’_ ’_ |° Internet i

1. Click Notifications to view and respond to Web Voucher notifications.
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Web Voucher Notifications Screen

a Worklist - Langmaid, Judith A - Microsoft Internet Explorer

File Edit Miew Favorites Toolz Help |
@.»-@@\@@@@\@-a”
Back Fomyand Stop Refiesh Home Search Favorites Media History b ail Print Edit

Address Iﬁ:l https: A#adaptsh harvard edu:8810/pls/dew 1 1i/Oracledpps RFPF=57239359 j @ Go | Links **

. =

(L worktist P2 ORACLE

Open Notifications
Click hete to Show all notifications
Click here to Quick cloze notifications
Click here to Reassign multiple notifications

P " S R Y

|V"’eb'\’nuchEr ‘PO Requisition Approval |Purchase Fe quisition 976096 for USD 1.000.00 requires pour spproval . & |99-OCT-EDDZ 02:49:39

[WebExpense |PO Requisition &pprovel | Eequisition 976089 has heen forwarded to Menning, Wendy for epproval [o7-0CT. 2002 0431 42

|W3bV°UCh31’ ‘PO Requisition Approval |Purchase Reguisition 976088 for USD 34567 requires your approval . E |D?'C"CT"2002 043127

[Wettrausner |PO Requisition Approval | Eequisition 976088 has been forwarded to Lanzmaid, Judith & for approval [07-0CT-2002 043126

I-]
[&] I_I_E B Intenet A
2. Perform one of the following:
If You Want To Then
Change the way notifications are sorted Click on the column heading you want to sort.
Note: You can press Ctrl + F to use the find
feature to search for a particular voucher.
Toggle between showing all notifications and |Click on Click here to Show all notifications.
only those that are open
Delete a number of notifications at once Click on Click here to Quick close notifications.

Note: When a list of the notifications normally
remaining for 5 business days appears, select
those to delete by clicking the box(es) in the
Select column.

If you want to reassign multiple notifications |Click on Click here to Reassign multiple
notifications.

Note: When a list of the notifications requiring
your approval appears, select those to reassign
by clicking the box(es) in the Select column.
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Web Voucher Notifications Screen (continued)

a Worklist - Langmaid, Judith A - Microsoft Internet Explorer

File Edit Miew Favorites Toolz Help |
@.»-@@\@@@@\@-a”
Back Fomyand Stop Refiesh Home Search Favorites Media History b ail Print Edit

Address Iﬁ:l https: A#adaptsh harvard edu:8810/pls/dew 1 1i/Oracledpps RFPF=57239359 j @ Go | Links **
. =
(L worktist P2 ORACLE
Open Notifications
Click hete to Show all notifications
Click here to Quick cloze notifications
Click here to Reassign multiple notifications

P " S R Y

|V"’eb'\’nuchEr ‘PO Requisition Approval |Purchase Fe quisition 976096 for USD 1.000.00 requires pour spproval . & |99-OCT-EDDZ 02:49:39

[WebExpense |PO Requisition &pprovel | Eequisition 976089 has heen forwarded to Menning, Wendy for epproval [o7-0CT. 2002 0431 42

|W3bV°UCh31’ ‘PO Requisition Approval |Purchase Reguisition 976088 for USD 34567 requires your approval . E |D?'C"CT"2002 043127

[Wettrausner |PO Requisition Approval | Eequisition 976088 has been forwarded to Lanzmaid, Judith & for approval [07-0CT-2002 043126

I-]
[&] I_I_E B Intenet A
3. Review the following fields:
This Field Shows
Transaction Type What type of voucher the notification is for (e.g.,
WebVoucher for vendor payments, WebExpense for
reimbursements, or WebAdvance for advances)
Item Type PO Requisition Approval
Note: This will always be the item type.
Subject Subject of the notification
Sent Date and time notification was sent
Due This field is not used
4. Select the voucher you want to view or take an action on by clicking on it in the Subject
column.
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Detailed Voucher Notification for Approval

/3 Detail notification for Langmaid. Judith A - Microsoft Intemet Explorer

File Edit “iew Favoites Tool:  Help |
L G Q & 8§ @ B 4 = 7
Back Forwand Stop Refresh Haome Search Favorites Media History Mail Print Edit
Address I@j https:#/adapts.hareard edu: 881 0/pls/devwrl 1ihuicx_wia_html detal *nid=2550629 j @Go | Links ¥
s & Notification Detaits -2 | ORACLE
To Langmaid, Judith & Sent 09/0CT/2002 14:49:39
Hubject Purchase Requisition 976096 for USD 1,000.00 requires vour approval .
q o A Listing 3 B Supplier o T
et
1 |Computersupp|i95 |24E|_?5 FISHER SCIENTIFIC COMPANY |PALATINE |E1D_58254_BBED.DDDDDW.?EDDDB.DDDD.DDDDD
2 ILab supplies IBED FISHER SCIENTIFIC COMPANY |PALATINE IE] 0.56254.6600.000007.780008.0000.00000
3 IOﬁiCE supplies |1DD_25 FIZHER SCIENTIFIC COMPANY |PALATINE IB]D_SEES4_BB4D.DDDDUW .780008.0000.00000
Please SAVE any changes hefore Approving or Reassigning this voucher! Sawe Changes |
| Trunsacton Type |2 TER |
o [Ty &2
4 | _’l—l
Eeturn to Worklist
Hote ;I
J |
Action Approve and Return to Worklist Approve and Reprint | Reject | Reassign
|&] Dore ’_’_E £ Internet

5. Review the following fields:

This Field Shows

Line The line number

Description on Detail Listing The description assigned to this expense

Amount The amount to be charged for this line
Supplier The vendor or reimbursee who will receive the payment
Supplier Location The site the payment will be sent to (the complete address
appears further down on this screen)
Charge Account The Chart of Account (CoA) coding that this charge will be
applied to
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This Field

Shows

Transaction Type

What type of voucher the notification is for (e.g. WebVoucher
for vendor payments, WebExpense for reimbursements, or
WebAdvance for advances)

Requisition Amount

The total amount of the web voucher

Forwarded From

Name of the person who forwarded the voucher to you for
review or approval

Check Description (on a
WebVoucher approval)

A note that the preparer wants to appear on the check stub of
a vendor payment

Business Purpose/Date (on a

The Who, What, Where, When, and Why of a reimbursement,

WebExpense approval) Amex payment, Amex credit, or travel advance request

Note to Approver A note from the person who forwarded the voucher for review
or approval

Preparer The person who prepared the web voucher

Requestor The person who requested the web voucher (will be the same
as the preparer)

Sent The date and time the notification was sent

Notification The notification number (for central admin use only)

Vendor Address The complete remit-to address

Card Holder Name/HUID

The name and Harvard ID number of the person whose
Corporate Amex Card is to be credited (only for Amex Direct
Pay and Amex Credit web vouchers)

@ Not all fields appear for all types of web vouchers.

File name: WEB204PR1-
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Detailed Voucher Notification for Approval (continued)

/3 Detail notification for Langmaid. Judith A - Microsoft Intemet Explorer

Fie Edit “iew Favoites Tools Help |

o A Q 3] &) =) B g = 7
Back Forwand Stop Refresh Haome Search Favorites Media History Mail Print Edit
Address I@j https:#/adapts.hareard edu: 881 0/pls/devwrl 1ihuicx_wia_html detal *nid=2550629 j @Go | Links ¥
. bt A Toicting ) G Supplier . - =
e
1 ICDmputer supplies |249_?5 FISHER SCIENTIFIC COMPANY PALATINE |E1 0.56254.6660.000001.780008.0000.00000 J
2 ILab supplies IESD FISHER 3CIENTIFIC COMPANY PALATINE |61 0.56254.6600.000001.780008.0000.00000 J
3 IOf‘fic:e supplies |1 0o.25 FISHER 3CIENTIFIC COMPANY PALATINE IB'I 0.56254.6640.000001.780008.0000.00000 J
lease SAVE any changes before Approving or Reassigning this voucher! Sawe Changes |
wosToute

Forwarded From | Mamane, Robert & —

IYDur Invoice #3555
escription

29 | This was the RNA Project

T o, oo & .
] | _>l_I
Eeturn to Workdist
Hote ﬂ
Action Approve and Return to Worklist Approve and Reprint | Reject | Reassign...
€] Dene T =l

6. As required, review or modify one (or more) of the following fields:

This Field Shows

Description on Detail Listing A complete description of the goods or service purchased

Note: If the vendor is a foreign national, this must include the
country where the work was performed. Some purchases will
also require a business purpose.

If the general travel object codes (7650 or 7670) were used,
the Travel Office requires that the description for each line
also include a note identifying the expenses as airfare, ground
transportation, lodging, business meals, or other expenses.

Amount The amount to be paid for this expense

Charge Account The CoA coding that this charge will be applied to
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This Field

Shows

Check Description (on a
WebVoucher approval)

A message that will appear on the invoice payment stub

Business Purpose/Date (on a

The Who, What, Where, When, and Why of a reimbursement,

WebExpense approval) Amex payment, Amex credit, or travel advance request
7. Perform one of the following:
If You Want To Then Go To
View CoA segment descriptions, ) Step 8
Account screen.
Cancel or copy a line o Step 10
Approve the web voucher Click _~Rrrove and Return to Worklist Step 2
Approve the voucher and print a . Approve and Reprint N/A
new cover sheet Click
Reject the web voucher i N/A
) Click ﬂ to reject the web
voucher and return to the worklist.
Reassign the web voucher - Step 11
g Click Reassign ... _ P
Cancel an approved web voucher |Exit from this screen and go to the Web Step 13
Voucher Main Menu.
Notify preparers that you will be Exit from this Screen and go to the Web Step 16

out of the office and unavailable to
approve submitted vouchers

Voucher Main Menu.
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Update Account

a Update Account - Microsoft Internet Explorer

File  Edit iew

Favortes

Tools

Help

|E1D J |CADM'“CentraI Administration
|56254 J |CADM"Fin Admin User Training WPF
IEEED J |Computer Supplies+haterials, GENE
IDDDDD1 J |Unrestri|::ted Undesignated
I?BIJIJEIE J |CADM"(AE) General Admin+General
Subactivity || I | |[780008" Unspecitied
Joooon | ] |[Onspecifed
Show Descriptions | Cancel | Apply Changes
|§| Done l_’_ré_lﬂ Internet 4

@ You can search for individual CoA values using ranges or the description by clicking

——_ to the right of a value.

8. As required, review or modify one (or more) of the following fields to update the CoA values:
In This Field Enter
Tub The 3-digit tub value to which you want to apply this expense
Org The 5-digit org value
Object The 4-digit object value
Fund The 6-digit fund value
Activity The 6-digit activity value
Subactivity The 4-digit subactivity value
Root The 5-digit root value

File name: WEB204PR1-
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& Cross-validation rules are in effect to ensure that your changes result in a valid
account code combination.

Update Account (continued)

a Update Account - Microzoft Internet Explorer

File Edit “iew Favoites Tools Help

610 J |CADM"CentraI Administration
|55254 J |CADM"Fin Admin User Training WFF
IEEED J |CumputerSupplies+Materials, GENE
IIJIJIJIJEH J |Unrestricted Undesignated
ity I?BDDDB J |CADM"(AE) General Admin+General
ity |Dnnn J 780008 Unspecified
oo | | |[Onspecited
Show Descriptions | Cancel | Apply Changes
|ﬂ:| Daone I_’_ré_lﬂ Internet i
9. Perform any of the following:
If You Want To Then
View the changes before -
accepting Click SN DESEHRlONS 1, rofresh the screen.
Cancel the changes you made . Cancel ] ) o
Click and the coding will revert to their original
values.
Update with changes ] Click Show Descriptions
2 Click Apply Changes
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Detail Notification

/3 Detail notification for Langmaid. Judith A - Microsoft Intemet Explorer

Fie Edit “iew Favoites Tools Help |

L G a @ o s B 4 = 7
Back Forwand Stop Refresh Haome Search Favorites Media History Mail Print Edit
Address I@j https:#/adapts.hareard edu: 881 0/pls/devwrl 1ihuicx_wia_html detal *nid=2550629 j @Go | Links ¥
Sent 09/0CT/2002 14:49:39
your approval .
Supplier Brptas Charge Account Status Cancel Reason Copy
Location b Line
o I'I
FISHER SCIENTIFIC COMEANY |PALATINE | [610.56254.6660.000001.750008.0000.00000 o |[Accept =] || 1
o |1
FISHER SCIENTIFIC COMPANY | PALATINE | [610.56254.6600.000001.760008.0000.00000 ] |[Accept=] | 1
o |1
FISHER SCIENTIFIC COMPANY |PALATINE | [610.56254.6640.000001.730008.0000.00000 J [Accept =] ] J

Sawve Changes

1} I»ILI

Eeturn to Workdist
Hote ;I
J |
Action Approve and Return to Worklist Approve and Reprint | Reject | Reassign...
] Copy Line ’_ ’_ E £ Internet

10. To copy or cancel lines on the web voucher before approving it, perform one of the following:

If You Want To Then Go To

Copy aline ) ) ) ) Step 6
Click — in the appropriate Copy Line

column.

Note: The system will create an
additional line containing default values
taken from the copied line.
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If You Want To Then Go To

Cancel a line . ;l . Step 7
1. Click to select “Cancel” in the
Status field next to each line you

want to cancel.

2. Enter a reason for canceling in the
Cancel Reason field.

3. Click Save Changes

the lines.

to update

Reassignh Web Voucher

/3 Detail notification for Langmaid. Judith A - Microsoft Intemet Explorer

To Langmaid, Judith A
Subject Purchase Requisition 976088 for USD 34567 requires your approval .

File Edit “iew Favoites Tools Help |
& = >
« . s @ A Q Gad 9 3 AN = =
Back Fonward Stop Refresh Home Search Favarites Media History b il Frint Edit
Address I@ hitps: A/ adapts5.harvard. edu: 881 0/pls/devrl i huics_wia_html detail ?nid=2550562 j PGD |Links 22
( 55 4 Notification Detaits -2 | ORACLE

Bent 07/0CT/2002 16:31:27

; o S e 5 i Supplier 4
Description on Detail Listing Supplier Charge Account

|ciassroom supplies - PeapleSoft Training |345.67 STAPLES EUSINESS ADVANTAGE

F

HARTFORD

IE]D BAZAE7 6E40.0000071.780008.0000.00000

Please SAVE any changes before Approving or Reassigning this voucher! Sawve Changes |

Transaction Type |WebV oucher

Forwarded From | Langmaid, Judith &

Check D it |Y0ur\nvmce#355?43
-Nec. esCripuon

MNoie To Approver |

4

Reassign to I J I
Comments jl
Reassign Cancel |
|2j Done

1S ettt
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11. To reassign a web voucher, complete the following fields:

Field Name R/O/C Description

Reassign to R ) ) ] ]
1. Click = to the right of the Reassign to field to open

a List of Values window.
2. Enter the last name of the person you want to reassign

this voucher to and click _22arch

3. Select the appropriate recipient by clicking on their
name.

Comments O |An optional note to the person to whom you are reassigning
the web voucher

12. Perform one of the following:

If You Want To Then Go To
Reassign to the selected recipient i N/A
9 Click FzEZElin and return to the
notifications worklist.
Cancel the reassignment Step 7
g Click _=ancel
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Web Voucher Main Menu

a http://adapts1.harvard.edu:8000/ pls/finprod/oraclemypage.home - Microsoft Internet Explorer - ||:||i|

JEiIe Edit Wiew Favaotites Tools  Help

J SBack + = - @ 7t | @Search [ Favarites B2

J Address I&j http:ffadaptsl,.harvard, edu: 80007 pls/finprod/oraclemypage, home j @GD

Welcome Harvard, John [ ? 5 ; %
A ]\ r!- jicatrions
hain Menu
Py Main Menu @) Notifications
W Reimbursement

@ Create Weh VYoucher
@ Create Credit Memo
Copy Weh VYoucher
@ Edit Saved Web Youcher
Invoice Search
@ Open Requisitionsfouchers
@ Requisition/oucher History
@ Reprint Weh Youcher
@ WV User Search
@ Supplier Search
@ Cancel Approved Weh Youcher

|@ Cancel Approved Wehb Voucher ’_ ’_ ’_ |° Internet i

W\ User Preferences

13. Click Cancel Approved Web Voucher to start this process.

@ Any type of web voucher can be cancelled this way, but there are two important
restrictions on using this feature.

13.1 First, the approver requesting the cancellation online must be the same person who
approved the web voucher.

13.2 Second, if the cancellation is for a vendor payment, the cancellation must be done
early enough in the process to ensure that the web voucher has not been “Quick-
Matched” with an invoice for payment by Central Accounts Payable.

14. Search for the web voucher by number.

15. When the web voucher is located, confirm that it is the correct web voucher and delete it.

File name: WEB204PR1- Version: Rev 1 Work Instruction
APPROVE_REASSIGN.DOC Last Modified: 1/16/2004 2:46 PM Page 13/ 15
Reference Number:



s r Title: Web Voucher - Approve or Reassign
i' < @ =3 Hﬂ[‘Vﬂrd Category 1 : Getting Up and Running
it g a2l Uni . Category 2 : Web Voucher
gy University
Xt

i

Web Voucher Main Menu

a http://adapts1.harvard.edu:8000/ pls/finprod/oraclemypage.home - Microsoft Internet Explorer

JEiIe Edit Wiew Favaotites Tools  Help

J SBack + = - @ 7t | @Search [ Favarites B2
Welcome Harvard, John [ ? 5 ;

Jngdress I@ http:ffadaptsl, harvard, edu: 8000 pls/finprod/oraclemypage, home j @GU

hain Menu

PAry Main Menu @ Motifications

W Reimbursement @
W\ User Preferences Create Web Voucher
(2 create Credit Memo

Copy Weh VYoucher
@ Edit Saved Web Youcher
Invoice Search
@ Open Requisitionsfouchers
@ Requisition/oucher History
@ Reprint Weh Youcher
@ WV User Search
@ Supplier Search
@ Cancel Approved Weh Youcher

|@ Cancel Approved Wehb Voucher ’_ ’_ ’_ |° Internet i

16. Click WV User Preferences=> Harvard Preferences to start this process.
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Harvard WV Preferences

-} http:/ /adaptsa.harvard.edu:8800/pls/traindev/OracleApps.RF?F=67295506 - Microsoft Internet Explorer o (=[S}

File Edit ‘iew Favorites Tools Help ﬁ
dBack - = - @D | @search GelFavortes @mMedia £# | By S =1 KD |Links »
Address I&j http: fiadaptsa.harvard.edu:E800/pls/trainde/OracleApps RFPF=67295506 j @Go

| Sign In @My\'ahoo! * &F News - @NCAAHDUDS - T¥P Yahoo! - E]Games + [=ahoo! Mal - »

{ Welcome Mamone, Robert A. [ ) —, 7

Harvard University

|»

Harvard WY Preferences

Default &pprover IMamone, Faobert A J

Default Account |61 0.56257. .000001.780005.0000.00000 J
fub.or g object fund activipp subaclivigy. roof

Approver Unavailable Message

Absence Start Date |D1 -JUN-2003  (DD-Mon-¥¥YY) =
Absence End Date |1 5-JUN-2003  (DD-Mon-¥¥¥T)

Abgence Message I|W\|| be away from the office from June 1-15.

|@ Errar on page. l_ l_ l_ ‘O Internet o

17. Complete the following fields:

In This Field Enter
Absence Start Date The start date of your absence.
Absence End Date The end date of your absence.
Absence Message A message that you can use to direct preparers to send their
web vouchers to an alternate approver during your absence.
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