-
Approve Non PO Vouchers

1. Log into PeopleSoft and look for the Financials

@ Financials Approvals Approvals Tile on the homepage .

2. Select the “All” link to display all documents
pending your approval.

@ 3. Select the individual document lines to review
and approve separately.

|

3
‘ @ Employee Self Service | Pending Approvals
View By | Type ~ -
L]
@ A 3
o~ All 3 rows
;:F‘ Expense Report ‘ 2 ) 1 Voucher UTEP1 /00098289 / 111419_001 Routed
2599 USD Peter V. Parker 11/14/2019 5
9 o /i Medium Priority 3
v Travel Authorization 1 Expense Report Scott Lang - 0000234590 / Business Routed
. 50.00 USD Meeting Expense 111412019 2
Voucher 1 ¥ Low Priority
@ Pending Approvals Voucher
25.99 USD
g‘ SendBack | More
Summary
Business Unit UTEP1 Voucher ID 00098289
Invoice Number 111419_001 Created By Peter V. Parker
Supplier Name PETE, PAYDIRT Modified By Peter V. Parker
Due Date 12/14/19 Invoice Date 11/14/19
Voucher Source Online Voucher Style Regular Voucher
Comments Reimburse Pete for Supplies for Event
Line Details
Voucher Line Item Description Quantity uom Unit Price Amount
1 Pick replacement m 0 0.00 USD 2599 USD
TSP TTETER \ 6 )
View Attachments (1) > @
Accounting
Approver Comments
View Accounting >
)

Approval Chain >

Review Summary information (Amount, Desc, Comment, Dates, Creator).

If attachments were included, select the View Attachments link.

Review individual detail expense lines (Date, Expense Type, Amount).

To see funding information, select > arrow for each line item to open an @ M[ Send Back ” More l

N o e

Accounting pop-up window. Then select View Accounting link.

8. To fo back main page; click the exit (fX)hbutton from Accounting pop-up,
and then from the left hand corner of the page click Back to Header.

9. Use the Approve, Send Back, or More buttons on the top right corner []2re! Approve | supmie |
to continue. You are about to approve this request.
10. Confirmation pop-up window, press Submit to complete. Please note: Approver Comments

Comments are required when sending back or terminating documents. |




