macon

don't waste

Howto...

Override approvals for expenses

Purpose There may be instances where the Administrator or Superuser will need to

manually approve expense sheets if they are unable to be approved
normally.

1)

Navigate to Menu > Project Cost > Registration > Expense Sheets. In this window, use the search
function to search for the Expense sheet you are trying to approve. When you have located the
sheet, note the Approval number found in the upper right of the expense sheet.
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H ~ Expense Sheet * approval / —
Expense Sheet Mo, 10700000 Approwal Mo,
Description Approver 000126
Approver Name #Anne Hering
= (Enpltyee IErneio: approver Ref. Company Employee 4
Employee Mo. 001029 Remars
MName Jowan Hsu
T Status
7 LI Created by jhsu@bzzagent.com
CempEp o | A Date 6/2/2009 =
Name BzzAgent,Inc Submitted ]
Base Currency UsD Submitted by jhsu@bzzagent.com
~ Total Date 6/12/20089
Transferred F
Tax, Base o.0o
Transferred by ahering@bzzagent.com
Amount, Base 500.00
Date E/12/2009
T Exchange Rate Approved F
Currency Approved by ahering@bzzagent.com
Exchange Rate 0000000 Date €/12/2009 2
E1iTES
Entry Date Job Mo. Act. No. Description Quantity Unit Price, Curren Amount, Currer Tax Code Tax, Current Currency Exchange R: Work |
1 6/12/2009 | 1010000 730 | mirfare | 1.000000 500.00 500,00 | 0.00 | USD | 1.000000 | 730
< *




2) Now navigate to Menu > Set up > Approval > Approvals. In this window, enter the Approval
number from the Expense sheet into the Approval No. fields. Also be sure that only the box
‘Show Lines’ is ticked. Hit Enter and the table part will populate with the Expense sheets
outstanding for the employee.
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Integer Key Walue 1 0
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Company Mo,

approval Mo, 106 - [1ogl ]
Shaw Only Own Lines -
Shaw Only Effective Lines -
Show Only Lines without Status [
Show Lines v
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Expense Sheet | 000125 Kate Grant Expense Sheet Super oooi49 Keith Waterhouse Appl
Expense Sheet | 000126 | &nne Hering | Company Employee 4 | | 0001449 | keith waterhouse | company Employee 5 | | Appi
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3)

In the table part, find the fields marked Approval Status and New Status. Note that these fields
may be further to right. Once you find them, you can drag them over so they will be easier to
locate in the future. In the New Status column, use the drop down to select Approved, then hit
Enter. The expense sheet has been approved. It may however still need to be approved by
finance depending on your set up before it can be posted.
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Type v
Approval Status -
Approver
Substitute
Integer Key Walue 1 0 -0
Integer Key Walue 2 0 -0
Integer Key Walue 3 0 -0
Company Mo,
Approval Mo, 106 - 10&
Show Only Cwn Lines -
Show Only Effective Lines -
Show Only Lines Without Status [
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Show Lines
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| Keith Waterhouse | | | &pproved

approved | ¥ | 10700000 |0

| Keith Waterhouse | Company Employes 5 | | Approved ‘ 10700000 | [1}
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