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Approve an Expense Report

Use this instruction guide to review how to send back or approve an Expense Report. To complete these
tasks, you must have the UF_EX_MANAGER security role. To learn more, consider taking PST931
Travel and Expense Approver.

1. Log in to myUFL

e Click the Login button Open an internet browser
Navigate to my.ufl.edu
Click the Access myUFL button
Enter your GatorLink username and password
Click the Login button

2. Navigate to: NavBar > Main Menu > Financials > Travel and Expense > Approve
Transactions > Approve Transactions

Send Expense Report Back:

1. Select the Transaction ID for the Expense Report you want to approve.

Overview eport: djust h E
Search Pending Transactions
{¥iChange Sort Order
%2 seectan 0 Cloara Approve Send Back Hola Refresh List Budget Check
Transactions to Approve Las
Selex Al Type otal Unit  Name Employee 1D Descriptior
4700 USD  Gator, Albert 12245678 Membership F
& Day, Sonny
50 USD  Gator Albert ABC Conference
O Expense Report 101.45 USD Gator, Albert 12345678 DEF Conference 0001024548 033072021  Submitted for Approval  Department Manager
500 USD  Gator, Albert 12245678 AERAANNLAIME 90459357 021  Submit or D o
2 sewctan [ cleara Approve Send Back Hold Refresh List Budget Check
Receipt Information
] Receipts Received
Expense Line (2 Ec) Expenss Details
Expense Line items Personalize | Find | &2 | [iF
: > s PC Business % Activity Reimburse . Receipt Receipt 4
Date Expense Type Description skt Project Activity Amp  CuTTency Verifiod Required Approve
0301/2021  Car Rental 52.00 USD =]
(;'ﬁ,,' 03012021  Taxi or Shultle Services hotel to conference 25.00 USD =
G2 03012021  Taxi or Shuttie Services conference to hote 25.00 USD =
030172021 Registration Fee early bird 350.00 USD =
030172021 Meals 3/1-3/4 BLD 14400 USD -
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3. Select Notes icon to view Expense Comments and Risks.

Receipt Information
[ Receipts Received

Expense Line
Expense Line ltems

Date Expense Type

03/01/2021  Car Rental

@  ou012021

030172021  Taxi or Shuttie St

Taxi of Shuttle Services
0301/2021  Regisiration Fee

030172021 Meals

Description

hotel to conference

conference to hote

early burd

3/11-34BLD

PC Business

Unit Project

Activity

Reimburse .
‘Amt  Currency

52.00 USD
25.00 USD
25.00 USD
350.00 USD

14400 USD

§) Expense Detaiis
Personalize | Find | & | BF
5§§§‘«"$ R‘:?:‘ r‘.;; Apprave

=l
=]
=]
3l
=]

4. Review Exception information. In

Services.”

Approve Expense Report

Sonny Day

General Information

2 Taxi or Shuttle Services

View Exception Comments and Risks

Report Description AEC Conference

Business Purpose Conference or Convention

Reference
Exception Information
Line Exception
1 Car Rental None

Duplicates Exist

Report 1D 0001024546

Comment

No exceptions associated with this line

Expense line Is @ dups
0001024545 Date 202

of Line 3, Sheet Id
1. Amt Spent 25

UsD

3 Taxi or Shuttle Services

Duplicaies Exast

Expense lineds a duphicate of Line 2, Sheet Id
zﬁjﬁ{_!’fjn.;r:; 2021-03-01, Amt Spent 25

UsD

4 Registration Fee None

5 Meals

None

Return To Expense Report

No exceplions associated with this fine

No gxceplions associated with this line

this case, there is a duplicate entry for “Taxi or Shuttle
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5. Select Return to Expense Report.

Approve Expense Report

Sonny Day

General Information

Reference
Exception Information
Line Exception
1 Car Rental None

2 Taxi or Shuttie Service

3 Taxi or Shuttle Services

4 Regislralion Fee None

5 Meals None

Return To Ex

Duplicates Exis!

View Exception Comments and Risks

Report ID 0001024546

Report Description ABC Conference

Business Purpose Conference or Convention

Comment

No exceptions associated with this line

Expense line Is @ duphicate of Line 3, Sheet Id
D001024545. Date 2021-03-01. Amt Spent 25 USD

Expense lineys & duph

No exceptions associated with this line.

No exceptions associated with this line.

6. Enter Comments.

Approval History
vzt ) —
55 =
Subiritied Expense Manager Prepay Auditar Payment
Alpert Gator Jann Jones Sonny Day 4
Action Role Name DaterTime Comments
Submitted Employee Alert Gator 031262021 34835PM
Reassigned Expanse Managar Jaohn Jones 0373072021 10:12.504M @
Comments
Approval History
E .ﬁ —
& = ’
Subrratied Excense Mansaer Prenay Ausditor Fayment
Albert Gator Joha Jones Sonny Day i
Action Role Hame DatelTime Comments
Submitied Employee Albert Gator 032672021 34839FM
Reassigned Expanse Manager John Jones 037302021 10:12:508K (5]
Comments
Please fix ate entry| r_v.g
Approve I Send Back. I Hold Deny Save Changes
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Select OK.

Sonny Day ReportID 0001024546
Totals (7
Employee Expenses (5 Lines) 586.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 LSO
Cash Advances Applied 0.00 USD Prepaid Expenses 52.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 544.00 USD Amount Due to Supplier 0.00 USD
“ This repart will be sent back for revision.
Cancel [
Approve Expense Report:
Receipt Information
[ Receipts Received
Expense Line & Evpense Details
Expense Line lems Personaize | Find | (2| [
" s ' - PC Business 3 Reimburse Receipt Receipt
Date Expenac Type Description it Project Activity Bt CuTTENCY Vertfied Required Apprave
0302021 Aifare 377.00 USD =
033072021 Lodging 3129-4/2 single occupancy rate 500.00 USD [=]
03/30:2021 Car Rental 3120 compact 25.50 USD =]
033072021 Ragistration Fae AAC Conference registiation 00.00 USD [=]
Maxtin List Frevipus in List
2. Select the Transaction ID for the Expense Report you want to review.
Overview | E Rep: T Travel Authorizations Cash Advances || En
Search Pending Transactions
ange Sort Order
¥ sekct All T Clear A Approve Send Back Hold Refresh List Budget Check
Transactions to Approve Personaiize | View Al | 21| [ First ¢ 14074 b Last
Sclect  Transaction Type Total Unit Nome Employee 1D Description Tansacton 0 DSt Status Role
] Expense Report 00 USD Gator, Albert Membership Fees AERA 0001024439 Submitted for Ap Depart Manager
o] Expense Report 1202.50 USD Day, Sonny ABC Conference 0001024547 03/30/2021  Submitted for Approval  Department Manager
O Expense Report 101.46 USD Gator, Albert DEF Conference 033002021 Submitted for Approval Department Manager
Q.
) Travel Authonzation 6500 USD  Gator, Albert ?,‘O,Zh',f\ERA’\"““a: ] 000045935 Submitted for Approval  Department Manager
¥ Selact All Clear Al Approve Send Back Hold Refresh List Budgst Check

© Training and Organizational Development
UF Human Resources
University of Florida, Gainesville, FL 32611

Updated: July 23, 2021
Page 4 of 6



UF Training & Organizational InStI‘UCtion G u ide

Development
Human Resources

UNIVERSITY of FLORIDA Approve an Expense Report

3. Review the Expense Report.

4. Select Expense Details.

Approve Expense Report - Expense Summary

an Action

Albert Gator Actions [

Business Purpose Conference or Convention Report 0001024548 Submitted for Approval  Default Location Orfando FL
Description DEF Conference Created 0302021 A% Gator
Last Updated 037302021 John Jones

Reference
. STANDARD State Required Data
*Accounting Date 9 Accounting Template STANDARD Q
Budget Status  Vaid Budget Options Budget Checking completed. Report 1s ready for ApprovallPosting
*Benefit to the State/Grant| Educational enhancement v

‘ Documents (0)

5. Select the Documents button to review expense backup information.

Approve Expense Report - Expense Summary

Albert Gator Actions [

Business Purpose Conference or Convention Report 0001024548 Submitted for Approval  Default Location Orlando FL
Created 03302021 AN Gator

LastUpdated 03/302021  John Jones

Description DEF Conference

Reference
e STANDARD State Required Data
*Accounting Date [y Accounting Template ‘STANDARD Q
Budget Status Vaid Budget Options Budget Checking completed. Report ts ready for

*Benefit to the State/Grant | Educational enhancement v|

6. Select arrow to view details.

&% Attachments

Expenses nalytics

Expand Lines | Collapse Lings | Expand All | Collapse Al Total 10146 USD

Receipt Information

U Receipts Received

*Expense Type Description *Amount Approve # =
D @ | Map Mieage v lr:Jr\d!n;} F:.‘ 101.46 Receipt Required
<M Receipt Verified
Expand Lines | Collapse Lines | Expand All | Collapse All Total 10146  USD
7. Review Receipt Information.
Receipt Information
[ Receipts Received
‘Date 'Expense Type Description *Amount *Currency Approve =
032012021 |Gy | Map Mieage v roundtrip 'L‘ 101.46 USD Receipt Required

245 characters remaining Receipt Verified

*Payment Type| Personal Funds v e = "
L *Exchange Rate  1.00000000| <, [ B pefoult Rate

"Hilling Vype ‘22 ~ [ Non.Reimbursable
. Gainesville FL c Base Currency 10145 USD
Oniginating Lotsuon Q ‘Amount [ No Receipt
*Destination Location Orlando FL Q

"Miles 22800 x 0.4450
"Passengers 1

Accounting Details 2
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8. Select Approve.

Approval History

Y i =
viE e Ly
Subrmitied Expensa Manager Payement
Jahn Jones Sonny Day
Action Role Name DateTime Comments
Submitted Employee Albert Gator 0313002021 S181ATAM
Reassigned Expense MlYager John Jones 0311072021 10:12:494M ]

Comments

2
®

I—I;.nprwe Send Back Hoid Deny Save Changes

9. Select OK.

Approve Expense Report
Submit Confirmation

Albert Gator ReportiD 0001024543
Totals
Employee Expenses (1 Line) 101.46 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 101.46 USD Amount Due to Supplier 0.00 USD

& This report will be approved

Cancel

10. Select OK.

Approve Transactions

Approval Action Confirmation

April 28, 2021 02:22 PM EST

Approval Transaction Selected

Expense Reports
Time Reports
Time Adjustments

Trawvel Authorizations

= @ = @

Cash Advances
Total Transactionms 1

Q’ Thes= trans-actions will be Budget Checked
Transactions may nof be availabls immediabsly i budget chedidng has nol complebsd

Cancel

If you need help with...
e Technical issues, contact the UF Help Desk at 392-HELP or helpdesk@ufl.edu

e Policies and Directives, contact the Travel Office at 392-1241
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