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Date 
	
12/20/2024 – The last update of this job aid was 08/05/2024.

If you find errors or omissions or have other suggestions for this job aid, log a Kansas Service Desk ticket with Expense as the Category.
	

	
Purpose

	
This job aid discusses:

· Approval history icons and text lines.

· Levels of approval and approvers.

· Approving an expense document.

· Modifying an approved expense document.

· Reassigning an expense document for approval.

· Assigning approvers.

An expense document may be a cash advance (CA), travel authorization (TA), or an expense report (ER).
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Approval History Icons and Text Lines

For a Cash Advance (CA), the Approval History is located at the bottom of the only page that shows for a CA.  For a Travel Authorization (TA) or an Expense Report (ER), the Approval History is located at the bottom of the TA or ER Summary page.  

The Approval History has both icons and text lines:
Approval History Icons

The Approval History icons graphically represent each level of approval for an expense document.  

The screenshot below shows the Approval History icons for an ER in Paid status, the Approval History icons for CAs and TAs are similar:

[image: the approval history workflow, showing the steps in order of sequence: HR Supervisor, Department Expense manager, Agency Fiscal Office, and Payment. The names of employees have been redacted.]

The Submitted icon shows the name of the employee being reimbursed and may be different than the name of the employee who submitted the expense document. 

The first level approver, the HR Supervisor, shows the name of the employee’s supervisor for expense document approval purposes and may be different than the name of the employee’s supervisor for work assignment, evaluations, etc.
 
The second and third level approvers, the Department Expense Manager and Agency Fiscal Office, respectively, may show the approver’s name or (Pooled).  (Pooled) shows when there are multiple approvers for that approval level.  Once an individual approver in the pool approves, the icon shows the approver’s name.

An icon changes from monochrome to color when the expense document moves to that level for approval.  Once approved, a green checkmark is added to the icon.  




	
	
Approval History Text Lines

The Approval History text lines show approval information for each level of approval for an expense document.   

The screenshot below shows the Approval History text lines for an ER in Paid status, the Approval History text lines for CAs and TAs are similar:

[image: the Approval History text lines, employee names and dates have been redacted. The second line from the HR Supervisor has an icon in the comments column indicating the HR Supervisor left a comment.]

For each level of approval, a text line shows the approval action, the approver’s role (approval level), the approver’s name, and approval date and time. The text line does not show for a level until the level of approval is completed. 

The Submitted text line shows the name of the employee who submitted the expense document and may be different than the name of the employee being reimbursed. 

A Comments column shows if there are approver comments.  Click the icon to view the comments.







	
	
Levels of Approval and Approvers

An employee must have the Agency T&E Approver role to approve an expense document.  

For TAs and ERs, there are three levels of approval.  For CAs, there are only two levels of approval—there is no second-level approval for CAs.

The employee who submits the expense document cannot also be the HR Supervisor approver.  When this occurs, the expense document will not properly workflow and the Approval History icon will show a name that is not an agency employee.  To request the workflow be reset, log a Kansas Service Desk ticket with Security as the Category.
 
An approver may be an approver for multiple approval levels.  Once an approver approves for an approver level, all subsequent approval levels automatically approve (the approver must be an assigned approver for the subsequent levels).

CAs and ERs for more than $5,000.00 are routed for Accounts & Reports approval after Agency Fiscal Office approval.

-----------------------------------------------

The first level approver, HR Supervisor:

· May be a different employee than the employee’s supervisor for work assignments, evaluations, etc.

· Is maintained by the agency in the employee’s EX Employee Profile-Organizational Data tab using the employee’s SHARP employee ID. 

Navigation:  Expenses > Employee Info & Security > Update Employee Detail.

· Must be an employee of the same BU as the employee associated to the expense document.

· Must be a single approver, there cannot be a pool of multiple approvers.

· Is the approver for all departments, approval cannot be limited to a range of specified departments.






	
	
The second level approver, Department Expense Manager:

· Is maintained by the agency using the approver’s SMART user ID.

Navigation:  Expenses > EX Approvals > Assign Approvers to Profiles.

· Must be an employee of the same BU as the employee associated to the expense document.

· May be a single approver or a pool of multiple approvers.

· May be the approver for all departments or approval may be limited to a range of specified departments. The department is from the EX Employee Profile-Organizational Data tab for the employee being reimbursed.

-----------------------------------------------

The third level approver, Agency Fiscal Office:

· Is maintained by the agency using the approver’s SMART user ID.

Navigation:  Expenses > EX Approvals > Assign Approvers to Profiles.

· Must be an employee of the same BU as the employee associated to the expense document.

· May be a single approver or a pool of multiple approvers.

· May be the approver for all departments or approval may be limited to a range of specified departments. The department is from the EX Employee Profile-Organizational Data tab for the employee being reimbursed.






	

Approving an Expense Document

Screenshots below are for an ER approval using navigation:  Expenses > EX Approvals > Approvals, screenshots for a CA or an ER  would be similar. 

Screenshots using navigation:  SMART Homepage > Approvals are similar.
 

	
1

	
Navigate to approve an expense document. 

	
Navigation:  Expenses > EX Approvals > Approvals or SMART Homepage > Approvals.

All documents needing approval show, including those other than expense documents.


	
2

	
Click the row for the expense document needing approval.
	
[image: the EX Approvals page with an Expense Report called out with a box.]

The second column shows the Type and document counts by Type of documents needing approval.  

The screenshot above shows the view by Type, other View By criteria may be used. 


	
3

	
For each line that you want to approve or send back: 

Check the Select box.  


To approve a line, click Approve.

To send back a line, click Sendback.
	
[image: the Expense Report Summary page with Select checkbox called out with a box around it.]

[image: Approve, Sendback, and Hold buttons with the Approve button and the Sendback button called out with a red box.]

Sending back an expense document sets the expense document status to Pending where it can be deleted or revised and resubmitted for approval.


To view the expense document details:

· There are no details for CAs.

· To view the TA details, click Travel Authorizations Details.  Click the arrow back/Expenses to be returned to the Expenses homepage.  Click EX Approvals to return to all documents needing approval.

· To view the ER details, click Expense Details.  Click the arrow back/Expenses to be returned to the Expenses homepage. Click EX Approvals to return to all documents needing approval.


	
4

	
Click Run Budget Check. 












Click OK.




Click X.

	
[image: the Budget Check-Commitment Control Details box with the Run Budget Check button called out with a box.]

[image: the All the lines have been Budget Check pop-up message with the OK button called out with a box.]

[image: the Budget Check-Commitment Control Details box with the X called out with a box.]


	
5

	
Enter comments (optional).

Click Submit.
	
[image: the Approve pop up with Submit button called out with a box.]


	

Modifying an Approved Expense Document

Screenshots below are for an ER, screenshots for a CA or a TA would be similar.


	
1

	
Navigate to modify an approved expense document. 

	
Navigation for a CA:  Expenses > Cash Advances > Modify Approved Cash Advances.

Navigation for an TA:  Expenses > Travel Authorizations > Modify Approved Travel Auth.

Navigation for an ER:  Expenses > Expense Reports > Modify Approved Transactions.


	
2

	
Select the Expense Reports tab for the expense report needing modification.

Click the row for the expense report needing modification.

Make the necessary changes.




If the Transaction has been Modified… box shows, click OK.

Click Save.

	
[image: the Modify Approved Transactions page with 
Expense Report Tab, Description field, and Transaction ID field called out with boxes.]

The screenshot above shows a search using the Date Submitted, other search criteria may be used. 

The employee who submitted an expense document for approval cannot modify that expense document via Modify Approved [expense document].

You cannot change the Expense Type on an ER with a TA but the Account on the distribution line can be modified.

[image: the 'Transaction has been modified in expense detail page' pop up message with OK button called out with a box.]


[image: ]


	
3

	
If the Budget Status is Not Budget Checked, click Budget Options.

Click Budget Check. 














Click OK.

	
[image: Approve Expense Report - Expense Summary page with an arrow pointing to  the Budget Status and Budget Options called out with a red box.]

[image: the Commitment Control box with the Budget Check button called out with a box.]

[image: the Commitment Control box with the OK button called out with a box.]


	
4

	
Confirm the expense document Budget Status is Valid.

	
[image: the Approve Expense Report - Expense Summary page with an arrow pointing to  the Budget Status.]






	

Reassigning an Expense Document for Approval

The employee the expense document is reassigned to for approval must have the Agency T&E Approver role.
 

	

1

	
Navigate to reassign an expense document for approval. 

	
Navigation:  Expenses > EX Approvals > Reassign Approval Work or Expenses > Employee Info & Security > Security > Reassign Approval Work.

	

2


	
Enter the SMART User ID for the approver the expense document is  currently assigned to.

Click Search.

	
[image: the Reassign Work-Find an Existing Value box with the Search by begins with field and the Search button called out with a box.]

	

3

	
Enter the SMART User ID for the approver you want to reassign the expense document to.  

Hit the Tab key, confirm the name that shows is correct.

Check the Select box for each expense document you want to reassign.

Click Reassign. 

	 
[image: the Define Security-Reassign Work page with the Reassign Work To field, the Reassign button, and the Select checkbox called out with a box.]

On the reassigned expense document, a Reassigned line is added to the Approval History with comments including the SMART User ID for the approver the expense document was reassigned from the SMART User ID for the approver the expense document was reassigned to.

	


Assigning Approvers

This following is segmented by the level of approver.


	

	
Assigning a first level approver, HR Supervisor


	

1

	
Navigate to assign a first level approver. 

	
Navigation:  Expenses > Employee Info & Security > Employee Profile > Update Employee Detail.

	

2


	
Assign a first level approver by entering the employee ID for the employee whose expense documents require approval.

Click Search.

	
[image: the Employee Profile (Edit)-Find and Existing Value page with the Search by begins with field called out with a box.]

The screenshot above shows the Search by EmplID, other Search by criteria may be used. 


	
3
	
On the Organization-al Data tab for the employee, enter the first level approver’s employee ID.

Hit the Tab key, confirm the name that shows is correct.

Click Save.
	
[image: the Organizational Data tab with Organizational Data label, the Supervisor Information-ID field, and the Save button called out with a box.]


[image: ]


	
Assigning a second level approver, Department Expense Manager


	

1

	
Navigate to assign a second level approver, Department Expense Manager. 

	
Navigation:  Expenses > EX Approvals > Assign Approvers to Profiles 
or Expenses > Employee Info & Security > Security > Assign Approvers to Profiles.

	

2

	
Assign a second level approver by clicking Search.


	
[image: the Approver Assignment - Find an Existing Value page. The Search button called out with a box.]

Enter your GL Business Unit if it does not automatically populate.


	

3

	
Click the row for Expense Manager.

	
[image: the Search Results box with the GL Business Unit, Approver Profile, and expand arrow fields called out with a box.]





	

4

	
To add a second level approver, click + on any row.

Enter the second level approver’s SMART User ID.

Hit the Tab key, confirm the name that shows is correct.

Enter the range of departments the second level approver can approver for. 

Click Save.


To delete a second level approver, click - on the row for the second level approver.

Click OK.

Click Save.

	
[image: the Approver Assignments page with the User ID, Department From, Department To, plus and minus sign fields, and the Save button called out with a box.]

The Expense Manager approver’s Employee ID and Name auto-populate.
	
An approver will show on multiple rows if they are an approver for multiple ranges.













[image: the "Delete current/selected rows from this page?  The delete will occur with the transaction is saved" pop up message with the OK button called out with a box.]




	
Assigning a third level approver, Agency Fiscal Office (Prepay Auditor)


	

1

	
Navigate to assign a third level approver, Agency Fiscal Office. 

	
Navigation:  Expenses > EX Approvals > Assign Approvers to Profiles 
or Expenses > Employee Info & Security > Security > Assign Approvers to Profiles.

	

2

	
Assign a third level approver by clicking Search.


	
[image: the Approver Assignment - Find an Existing Value page with the Search button called out with a box.]

Enter your GL Business Unit if it does not automatically populate.


	

3

	
Click the row for Prepay Auditor.

	
[image: the Search Results box with the GL Business Unit, Approver Profile, and expand arrow fields called out with a box.]





	

4

	
To add a third level approver, click + on any row.

Enter the third level approver’s SMART User ID.

Hit the Tab key, confirm the name that shows is correct.

Enter the range of departments the third level approver can approver for. 

Click Save.


To delete a third level approver, click - on the row for the d level approver.

Click OK.

Click Save.


	
[image: the Approver Assignments page with the User ID, Department From, Department To, plus and minus sign fields, and the Save button called out with a box.]

The Expense Manager approver’s Employee ID and Name auto-populate.
	
An approver will show on multiple rows if they are an approver for multiple ranges.














[image: the "Delete current/selected rows from this page? The delete will occur with the transaction is saved" pop up message with the OK button called out with a box.]
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