Correcting Rejected Travel Reimbursement

If a travel reimbursement is rejected at any level, the item will be sent back to the user that entered the
document. To check for documents, got to the Workplace and check the Inbox.

Click on the Workplace icon to go to the Workplace. E‘;;i

Click on the Inbox (not the gray arrow) to expand the menu. & |y

Click on Workflow (not the gray arrow) to see the work item list in executable form. orkfow 1
Any document that have been rejected will appear in the Workflow list on the right. An example
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7 Tips & tricks: Deadline messages...

*** Trip 1100000009 Expenses were Rejected by McClain, Sharon Lee ***
Description Objects and attachments

Double-click (execute) this work iter and two buttons will be e
displayed in the Preview Area of Workplace. Click on the button « Dffice Document: Rejection of Trip 110000009 >
that describes what you have decided to do about the document

(i.e. Acknowledge and remove or Cancel and keep)

Before you make a decision, you can display the attachments and
objects which have been attached to the user decision. You can
also create your own attachments

If you choose Cancel, the user decision remains in your Business
Workplace for further processing.
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appears above. To view the reason the document was rejected, click Office Document: Rejection
of Trip #HHHH#HHE.

Click the Back button <& to
return to the Workplace screen.
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The expense report for Trip 110000009 is being returned for the following
reasaon:

1. The dates for travel are incorrect.



At the Workplace list, double-click the item to now correct the document.
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The following screen will appear to allow the creator of the document to Acknowledge and remove

from inbox, Change Expense Request, or Cancel and keep work item in inbox.
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** Trip 1100000009 Expenses were Rejected by McClain, Sharon Lee ***

Choose one of the following alternatives

Acknowledge and remove from inbox

Change Expense Request

Cancel and keep work item in inbox

Description Objects and attachments

Double-click (execute) this work item and twio buttons will be displayed in the Preview Area of ® EmployeeTrip: 1100000003

Warkplace. Click on the button that describes what you have decided to do about the document (i e o Ofice Document: Rejection of Trip 110000009
Acknowledge and remove or Cancel and keep).

Before you make a decision, you can display the attachments and objects which have been attached to
the user decisian. You can alsa create your own attachments

If you choose Cancel, the user decisian remains in your Business Warkplace for futher processing

To correct the reimbursement report, click Change Expense Report.

*** Trip 1100000009 Expenses were Rejected by McClain, Sharon Lee ***

Choose one of the following alternatives

Acknowledge and remove from inbox

IChange Expense Request

Cancel and keep work item in inbox




The travel reimbursement report will be shown on the screen. Begin to make changes to the document.
These can be any corrections to the document.

A message similar to the one show below may appear when attempting to save the document. Clicking
Yes is necessary to continue. Go back and check the travel reimbursement again to ensure your
document is correct.

When all corrections have been made, Save the document, preview the Results, Print a revised copy,
Save the document again and send to Workflow.

ell, Connie L, Trip 11

Beginning or end date of trip was changed
Az g result, entered milesikm are no langer within trip duration
Thesze milesikm will be deleted.

¢ Delste the milesikm?

When complete the screen returns to Workplace with a message similar to the one shown below. Click
Complete Work Item to finish and exit Workplace or correct any other documents.

This WWork [tem Has To Be Completed Explicithy...
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Trip 1100000009 Change Expenses for Heiskell, Connie L

Description Objects and attachments
Double-click (Execute) this work itern « EmployeeTrip: 1100000009

and you will be transferred ta the Travel e Office Docurment: Rejection of Trip
Manager transaction for this Trip. 110000009

After you are finished in that transaction,
a =mall window will be displayed with twa
buttans. The first button is Complete
work item. Only click on this button if
you are finished updating this Trip and
are ready to Approve/Reject it. If you
weant the wark itern to remain in your
Inbox, you should click the Cancel
button to keep the work item in your
Business Workplace to be processed
later.
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