Darmloum Expense Reports

Dartmouth seerseresors 2 & oms st rsesnces
Expenses
Expenses Home | Expense Search | Credit Card Transactions | Assign Delegates

Expenses: Expenses Home >  Notfication Detals

3 Steps to Review and Approve

1. Receive Workflow Notification Email
2. Determine Action to Approve Expense Report:
* |s the Business Purpose and Expenses? T Wt o

‘Warning ‘

This expense report requires imaged receipts to be submitted for certain lines. The employee has provided the following justification for missing imaged receipts: Lost
Expense O1E272211 foi usD)

[ Approve| Reject] Reassign| Request Information ]

Sent 15-Mar-2016 16:23:44 Purpose
Due 20-Mar-2016 16:23:44 Expense Report Total
ID 55888485 Attachments
e Allowable :
Instructions

bl Please approve or reject this expense report. Please provide 3 Note if you reject.
e Reasonable

Corporate Credit Card Expenses: Business Expenses

e Applicable to the funding prerchant Revaot | hekounts

Imaged |Expense ‘

Line|Date Expense Type |Name i Amount (USD)| ificati Required |Updated
. 5 1 16Feb-2016 SupplesFood & LEBANON 44.32 Ves T
° A F d | bl Beverage lco-0P FOODS J |
re runds availaple: 2 02#May-2015" Lodgng-  |HOLIDAY INN 240.00 v :

3. Complete the Approval: Select Approve, Reject, [ ——— iz | |

Action History

or Request Additional Information B pctn B B - - priaie ‘

|1 15Mar-2016 16:23:44  submit Walsce, Liss | |
. Related Applications
Senit Friday, March 11, 2016 5:08 AM (5] Expense Report Details
Toc Lisa A, Wallace <Usa A Wallace @dartmouth. edu>
Subject; Act ) Response
Note
From Expense Raport for
Indridual's ORG 813
pose best
Bt Report Told 25497 USD
MRS
fons i opore| Rejec| Rewsion| Request nforrecon|
Paasa ,iii i or ii,.,ﬂ ,iim eiii Phaazs iw@ 2 Nos i i Y I Display next notification after my response
Limve Date Expense Typs Herchant Naiwe Resmbursable Aot (USU) Rustification Insged Recept Required Attachimsts Account
1 14-Jn-2016" Meals-Actual-Domastic EVERYTHING BUT ANCHOVL 254,97 resubmitted

- 20813 38000121853 10195144
Totad 154.97

Mum Action Date Actien Te
I N1Mae2016 130729 Subes Cerveny, Grecq Vealice, Uiz

Ploaze chick on one of the following chokces o automatical necate an E-mall response. Before sending the E-mail response to dose this nobfication, ensure all response prompts include a
I o Approve Reject Request Information I

|




Approver - Oracle iExpense Expense Reports

* From the email, clicking ‘Approve’, ‘Reject’, or ‘Request Information’ will generate the following workflow email
* Click ‘Send’ to submit Approval

* When Rejecting or Requesting Information a ‘Note’ or ‘Question’ should be provided within the single quote “
(i.e. ‘Because | said so’)

action{ Approve | Reject Request Information action: Approve | Reject Request Information
From ~ Lisa.AWallace@Dartmouth.edu
- From - Lisa.AWallace@Dartmouth.edu
=1 3
To... WFMailer _zinc@dartmouth.edu D
Send To... WFMailer zing
ce.. Send
Ce..
Bee...
Bec..,
Subject Action Required: Expense OIE268191 for Cemveny, Grega (254.97 USD)
Subject Action Required: Expense OIE265191 for usoy
!Actl‘on: 'Approve’
Action: 'Reject’

Note: "

Note{'Because | said sof

NID[55878481/156105621558045507571101421073135276578@WFMAIL]

NID[55878481/15610962155804950757110142107313¢ = From ~ | Lisa.AWallace@Dartmouth.edu
To.. WFMailer zinc
send
Cc..
Bec..,
Subject More Information Requested: Action Reguired: Expense OIE265191 fc uso)

Request more information from: 'D23550C"
Question | 'Did you seriously not order any fries with your burger?’|

NID[55878481/156109621558043507571101421073139276578@WFMAIL][3]



Approver - Oracle iExpense Expense Reports

Approving through the iExpense System
* Approvers may access and review Expense Reports at: employee.dartmouth.edu
* When Rejecting or Requesting Information provide a Note in the Response section

' Dartmouth soense wevors 2 N e Lo s vt

Expenses

Expenses Home | Expense Search | Credit Card Transactions | Assign Delegates
Expenses: Expenses Home > Motification Details

Warning
This expense report requires imaged receipts to be submitted for certain lines. The employee has provided the following justification for missing imaged receipts: Lost
Expense OIE272211 for usD)
[ Approvel Rejectl Reassign | Request Information |]
From e Expense Report for
To Wallace, Lisa Individual's ORG
Sent 15-Mar-2016 16:23:44 Purpose
Due 20-Mar-2016 16:23:44 Expense Report Total
ID 55888485 Attachments
Instructions

Please approve or reject this expense report. Please provide a Note if you reject.

Corporate Credit Card Expenses: Business Expenses

Imaged |Expense
Merchant Receipt  |[Accounts

Line|Date Expense Type [Name 1] A t (USD)|Justification quired pd d Attach Account
1 16-Feb-2016|Supplies-Food & |LEBANON 44.32 Yes .j‘@

Beverage CO-OP FOODS | |
2 02-May-2015/* Lodging- HOLIDAY INM 240.00 v

Domestic BURLINGTOM | |

Total 284.32 | |
Action History
[Num[Action Date [action From [To [Details |
|t |15-Mar-2016 16:23:44  |Submit |walace, Lisa | |
Related Applications
[5] Expense Report Details
Response
Mote
Return to Worklist Approvel Rejectl Reassign | Reguest Information

- Display next notification after my response



Approver - Oracle iExpense Expense Reports

Click ‘Reassign’ to Reassign the Expense Report to another Approver
Begin to type the last name of the employee and list of values will populate. Click the name of

the new Approver
Add any comments that would be useful for the new Approver

fifrar Darl I I IO' II I l Expense Reports ar [} Home Logout Preferences Help
Expenses
Expenses Home | Expense Search | Credit Card Transactions | Assign Delegates

Expenses: Expenses Home > Motification Detasils >  Reassign Notifications
(284.32 USD)

Reassign Notification: Expense OIE272211 for i
lUse 'Delegate’ to give another user authority to respond to a notification on your behalf, while still retaining ownership or 'Transfer' to give another user complete ownership of and responsibility for Cancell

Submitl

* Indicates required fieldthat notification.

f ]
Tom |
+ Assignee | Al Employees and Users ;F pl I
Hame User Hame|Email
‘ompkins, Megan FOO1DY0  |[Megan.E. Tompkins@Dartmouth.edu

«© Delegate your response
" Transfer notification ownership qf Tl

Comments

Cancel Subm'rtl

Return to Worklist
Copyright (c) 2006, Oradle. All rights reserved, Dantmouth ITS Polides



