Welcome to the Approval Tracking System
As Used by the Multi-purpose One-time Payment form:

Employee One-time Payment Requests Approval Tracking System

faag,, e Tech UniversitySystem UDEV_ WT3327 Byron Anderson

Ti Tech University Syste; WIJ327 B Ande . CEq
ST ] Qe Approval Tracking System
Employee One-Time Payment System
F Hes Documents 1o Approve
s
Welcome
4 @ Viewthe documents that you are the Approver for O View the documents that you are a Proxy for
~Home ™\
Welcome to the Texas Tech MultiPurpose One-Time Payment System! - You are viewing documents that you are the APPROVER for
The Texas Tech MultiPurpose One-Time Payment System is the web application used by the campus ta reguest one time payment far a Approval

Create New variety of reasons. The reguest is completed by the department and the information is verified for accuracy. Once complete, the reguest

Request progresses through a series of approvals. Once approved, payment will be made.

Document Process Selected Documents

Waintenance

and Review Unselect ALL

Routing Begin Time - RED means it expires in ONE day
Routing Begin Time - PURPLE means it expires in TWO days
Waintenance | Routing Begin Time - GREEN means it expires in THREE or more days

Edit Existing
Request CONFIDENTIALITY NOTICE. The information displayed in this weh application is confidential and may be legally privileged. Itis intended
* salely forthe authotized users.
Track
Approvals Texas Tech University Systern
Copyright 2010 @ Texas Tech University System

Routing Rejection Rejection User Values ~
Begin Time Code Comments

; 071042010 G0 00e [Rejection Code ﬂ Efrﬁsc"o’;;fi S EXIST

OReject FOP - 16G028 B54000 300
Detailed Explanation — Test

Total Amount — 56,598 33

EP0000224.01 6
10:3

EPOOO22501  £24/2010 0710472010 Transx # - 22
40:35:00 AM © hpprove [Refection Code Eam Code — A
O Reject FOP - 168
Detailed Explanation — Description test

Total Amount — 56,000.00

UARNINGS EXIST

2

B62062 500

This is the opening screen for Originators, with three options on the left:
e Create a new request — to open a new form for completion

E£P0000226.01 ;rgzzg%u;i‘ 071092010 0 0000 Rejection Code - E;amna;;;zigc-,uwmas EXIST
e Edit Existing Request — to edit/complete a form that has not been Crea T

Total Amount — 56,300.00

submitted

e Track Approvals — to view submitted forms and progress through the
approval process.

g
g
£
£
g
2

This is the opening screen for Approvers, with three options on the left:
e Approval Review, pages 2-3
e Document Maintenance and Review, page 4
e User Maintenance, page 5

Email Notices for Approval and Payment Tracking

See samples on pages 6-7.
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Approval Tracking System

Approvers and proxies: Click the radial button to view your list.

% g,  Texas Tech University System UDEV WTJ327 Byron A
Approval Tracking System

i . .

i You can click to approve or reject a request.

4 @ Viewthe documents that you are the Approver for O View the documents that you are a Proxy for

Fome ™\

N You are viewing documents that you are the APPROVER for
Approval
Review

Document Process Selected Documents

Waintenance

and Review Unselect ALL

Routing Begin Time - RED means it expires in ONE day
User Routing Begin Time - PURPLE means it expires in TWO days
Waintenance | Routing Begin Time - GREEN means it expires in THREE or more days

R Rejecnon = User Values
i s

) 0TOA2010 e [Rejection Code )| Eé?ﬁsc“o’é;fiéc RMNINGS EXIST
OReject FOP - 16G028 B54000 300
Detailed Explanation — Test

Total Amount — 58,398 33

The DETAILS button allows review of the full request, page 3.

The ADD button allows additional approvers who be placed next in sequence,
page 3.

EP0000224.01

EP0000225.01 6/24/2010 07/0472010 - Transx # — 225 - WARNINGS EXIST
oo, ® spprove [Rejection Code ] Trmad o

O Reject FOP — 16B015 B62062 500

Detailed Explanation — Description test

Total Amount — 56,000.00

EP0000226.01

512912010 0710972010 Details | [Add] [Rejection Code 3 Transx # — 260 - WARNINGS EXIST
35247 PH Onchioe : Eam Code — ADC
OReject FOP — 16G028 B54000 300

Detailed Explanation — Test
Total Amount - 56,800.00
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DETAILS button - to View the Request

b
B

o

—Tome \

‘pproval

|-¢ Document
Maitenance
and Revlew

Maintenance

Texas Tech University System DEV_ w1327

Approval Tracking System

After you click on your intended action you
must click on the button labeled ‘Process

Selected Documents' on the next page + [WichorApprove Q) [ arkorReject_) P [Take no seion

Originator Banner ID: R00802742
Name. Organization:
e-Hfall BYRONANDERSON@ttuedu  Fhone: 5o 7427070 | B¢t [287

Transacion # 0000224 Date Submitied: 62412010 10:30 Al

WARNINGS

ork Perormed To i 3 future date.

Work Performed From: 0810172010 Work Performed To: 08/15/2010

Eamn Code: ADC
Detailed Explanation of Payment:

Addtional Questions

Approzimate Number of Efort Hours

How does s work relate o he over
jecives ofihe smploying depaniment?

Explain why he proposad work cannot bs
ob descrption of
mployee.

What Qulies did the smployes perform?

ORGM:

Centerfor rofessional Development. Marketing
Program: Grant:

GamerD | | [Frsthlame | Lastllame | posn# [primsec|  Desc |pay) su cclass | SPeAIRatS

R00510698 | | [Robert |NcDonald | 98041 [P ‘Associale Professor [WN |00 508475
Ro0s32162 | | [Christne (Quinn 98887 P Assistant rfessor 1IN 284238
Trank

R10357484 | | [Jason  [Rinaldo  Te3066 [P Assessment un 127118
Director

8 Transaction Comments
No Comments have been entered for he selected record

Individual Comments:

No Comments have been entered for the selected record

Latest status from the Approval Tracking System
Document ID: MP0000224.01
Ferformed As: A=Approver, P=Prory. 0=Overide.

status  Approver RejectReason  ActionBy Performed As  Approved Date.

A

A
PENDING ~ Bon Anderson Penny Simmons
Janie Delacerda Alice Hunt

Gena Jones Janet Coguelin
Michael West Crystal Fergerson

Teras Tech University System
‘Copyright 2010 © Texas Tech University System

Approval Tracking System (ATS) Guide

ADD button - for Additional Approvers

N
YR
1
E/

Home

Approval
Review

User
Waintenance

August 2010

Texas Tech University System

UDEV.

WIJ327

Byron Anderson

Approval Tracking System

One Time Add User Approval

Sequence of Approver Proxy

Approval Email

Email Frequency

2 Betty Sanders Donna Mitchell F1

3 Davis Gruver Byron Anderson F1

4 Janie Delacerda Alice Hunt

F1

5 Gena Jones Janet Coquelin Fi

] Michael West

Crustal Fergerson F1

| select User || Select User

v|[F1 - Immediate

Return to Approval Review

sEQ|  Approver
Name

EP0000225.01 1.00 Byron Anderson Rose Lesly

EP0000225.01 200 Betty Sanders  Donna Mitchell
EP0000225.01 300 Davis Gruver  Byron Anderson
EP0000225.01 4.00 Janie Delacerda Alice Hunt
EP0000225.01 500 Genalones Janet Coquelin
EP0000225.01 .00 Michael West Crystal Fergerson

User to add as an Approver

Click to add user as an Approver

Notify Begin | Current | Approval | LastMNotify | Expiration
Date

Date/Time | Approval | Date!Time | Date /Time
Step

14-Jul-20 pending 14-Ju-2010  24-Jul-2010

03:24PM  approval 03:24 P

24-Jul-2010
24-Jul-2010
24-Jul-2010
24-Jul-2010
24-Jul-2010

User ID Lookup

Enter First Name

Enter Last Name
Enter eRaider ID

‘Enter Oracle D

‘Banner R Number

OName

O eRaider
Qorade

O Banner R Number

User ID Lookup Results

User Listing - Select to Add or Edit
First Name Last Name Oracle ID Eraider ID Spriden ID
Byron  Anderson WTJ327 byanders R00902742

You cannot select yourself

Texas Tech University System
Copyright 2010 ® Texas Tech University System
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Document Maintenance and Review

K-
i

-

Texas Tech University System

Approval Tracking System
Document Maintenance Status and History

Select Function

On the Document Maintenance and Review screen
e Assign Documents option is not activated
e Processing Status (top screen shot on left)

e Document History (bottom screen shot on left)

~Fome \\

O ssign Documents
soproval O Processing staus
Review O Document History
Document
aintenance
and Review
Documents currently being processed

Waintenance
Satellite Document ID

Documents currently being processed (top screen shot on left)

Select User ¥ Proy Name

Apply Filter Selections

Routing Begin Time - RED means It expires in ONE day
Routing Begin Time - PURPLE means it expires in TWO days
Routing Begin Time - GREEN means it expires in THREE or more days.

e The routing list of approvers and proxies for each request is presented with

e e the progress of the form.
PO S0 Lruines oo Notify/Begin Date and Time — indicates when the approver was first
notified the request was waiting approval.
Sioumis 30 wrmivorin o e - Approval Date and Time — indicates when the request was approved
eI i i Last Notify Date and Time — indicates the most recent email notice
Expiration Date — indicates when the request will be returned to the
originator if no action is taken.

300 AlenMclnnes No one assigned 03-0u1-2010

EPO000223.01 400 Davis Gruver  Donna Hitchell 03-4u.2010

EPO000223.01 500  LisaMills  Jonathan Baotros 03-4u.2010

EP0000223.01 1,00 Byron Anderson Penny Simmons 249un2010  pending 24.Jun2010 04-0ul-2010
10:30AM  approval 10:30 A

EP0000224.01
EP0000224.01

Texas Tech University System
Copyright 2010 © Texas Tech University System

@ig, Tems Tech UnivesitySystem UDEV_WTJ327 Byron Anderson
QB Approval Tracking System
%p fgp | Document Maintenance Status and Histoy
-4

Select Function

O Assign Documents
OProcessing Status

History of Archived Documents (bottom screen shot on left)

‘O Document History

i HSOYOINONDE o e In Document History, you can see the routing list with the dates and times of

Select User | app Michael West Crystal Fergerson

Select User ¥ Proxy Name

“Apply Filter Selections

Document [SEQ  Approver Proxy. in ast Notfy | Rejection |Approver-A| Amin User
[) iy Name e ate!Tme | Code | Proxy-P | Override
Admin
Override -0
-F
DELETED -D
10 A

approver actions.

EP0D000011.01 1.00 Byron Anderson  RoseLesly 0 0 07-Jun-201
1023 A1
EP00000011.01 200 Byron Anderson  Rose Lesly 0 0 07-Jun-2010 07-Jun-2010

1133AM 1146AM 1133AM

EP000000T1.01 3,09 payis Gruver Byron Anderson 07-Jun-2010 07-Jun-2010 07-Jun-2010
1135 A SAM 1135 AN

EP00000022.01 1.00 Byron Anderson  RoseLesly  07-Jun-2010 07-Jun-2010 07-Jun-2010 A
1055AM 1144AM 1055AM

EP00000022.01 200 Byron Anderson  RoseLesly  07-Jun-2010 07-Jun-2010 07-Jun-2010 A
T13BAM 1144AM 1133AM

EP00000022.01 300 Davis Gruver Byron Anderson 07-Jun-2010 07-Jun-2010 07-Jun-2010
TLIBAM 1LA4AM 1135 AM

EP00000024.01 1.00 Byron Anderson  Rose Lesly  07-Jun-2010 07-Jun-2010 07-Jun-2010
1057AM _ 1148AM  105TAM
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User Maintenance

Home

Approval
Review
Document
Maintenance
and Review

Waintenance

Texas Tech University System UDEV_WTJ327

Approval Tracking System
User Maintenance

To setALL email frequencies to the same for all chains, make your selection and then click below at-"SET FREQUENGY'

(3 SET FREQUENCY - Click here to setALL of your chain email frequencies to the same selection from the drop down list above.
© Unselect for no Action

- There are no chains assigned to user - WTJ327

The User Maintenance feature is not currently used.

Email Maintenance

Texas Tech Lniversity System
Copyright 2010 @ Texas Tech University System

Approval Tracking System (ATS) Guide

August 2010
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Email Notices
p
Once a request has been submitted, email notices are generated to advise Approver: Notice to Approve
approvers and originators of pending and required actions. The following
. . ¢ The following document(s) have been added to the
emails are generated by the Approval Tracking System. Approval Tracking System. Please log in and begin
reviewing the documents that have been assigned to
Notice to the Approver you.
e Notice to Approve
e https://ban8-
udevbanapps.ttu.edu/IS ApprovalTrackingSystem/App
Notice to Recipient rovers.aspx
e Payment Notice, when the employee is scheduled for a pay date
e EP0000243.01
Notices to the Originator
e Rejection N
e Approved
e Expiration
e Payment Notice, when the employee is scheduled for a pay date Recipient Email
e Kristi Huguley,
The following one time payment has been approved and submitted for
payment for the SM pay date of 07/09/2010.
Trans # Employee TechID Amount Earn Code
216 Kristi Huguley R00910322 200.00 CPE
¢ If you have any questions, please contact webmaster.payroll@ttu.edu.
Approval Tracking System (ATS) Guide August 2010 Page 6



Originator: Rejection

The following document(s) have been REJECTED in the Approval
Tracking System.

Please log into the system EMPLOYEE ONE TIME PAYMENT where
the documents originated from and review.

Use this link to review - https://ban8-
udevbanapps.ttu.edu/iPY Multipurpose OTP

EP0000227.01 -- Gena Jones entered the following rejection
reason: Insufficient Funding -

EP0000232.01 -- Gena Jones entered the following rejection
reason: Insufficient explanation -

Originator: Expiration

e The following document(s) are scheduled to EXPIRE in
2 days in the Approval Tracking System.

e https://ban8-
udevbanapps.ttu.edu/IS ApprovalTrackingSystem/App

rover.aspx

e EP0000262.01 - waiting on approver Lesley Wilmeth -
Last time user was notified - 7/2/2010 5:32:00 PM

P
¢ The following document(s) have been approved in the * Janet Coquelin,
Approval Tra Ckl ng SyStem : The following one time payments have been approved and submitted for payment for
the MN pay date of 09/01/2010.
« Please log into the system MULTIPURPOSE ONE TIME ot Ri":"gvth e o amount Farn coe
PAYM ENT where the documents originated from and 179 MelissaWatson  R10362532 1000.00 ADC
review. 179  Melinda Salazar R00301742 2000.00 ADC
e Use thiS ||nk to review - httQSI {{bang_ ¢ If you have any questions, please contact webmaster.payroll@ttu.edu.
udevbanapps.ttu.edu/PY Multipurpose OTP
e EP0000240.01
N
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