Using ZWF_HISTORY with Travel
Based on requests and suggestions from the IRIS user community, changes

have been made to report ZWF_HISTORY to make it easier to find Travel

Request and Travel Expense workflow history. You will notice the

following:

1. Both the Travel Request and Travel Expense options have been removed from the Workflow Type list under the Employee Tab.

2. Instead, a new Travel Tab has been created at the far right of the tabs.

3. The Travel Tab has an expanded list of selection options to make it easier to find Travel workflow information. These include:

· Monitoring Period - Several date options for you to tell the system the time frame in which the Trip in question was submitted for approval
· Personnel Number of the Traveler - recommended (if you know it)

· Trip Number that was assigned (if you know it)
· Funds Center(s) charged

· Workflow type (Travel Request or Travel Expense)
4. In the Workflow status area at the bottom of the screen un-check Active Workflows Only.
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Most of the selection options are optional, but the more specific you are, the faster the report should run. If you do not find the information you need, you may have to be more generic with some parameters (for example, provide a larger date range or try the Personnel Number alone, etc.).

Rounding Calculation for Alternative Cost Assignments &

Finding Rejection Reason

Excerpt from Tim Fawver email – 4/28/2005

Please note the change in calculating percentages for dividing travel expenses to multiple accounts.  Adjustments should be made regarding the percents being entered for the Alternative Cost Assignments (Example 2 in the class materials).  In order to make the math work, counties must enter four numbers.  Rounding to the nearest percent is under or over charging the grant accounts.  

For example if you traveled 565 miles during a month, and 218 miles were to be charged to R111415072, you should enter 38.58 into the % Distribution column.

218 / 565 = .38584

The correct charge to the grant account is (218 miles x .38) or $82.84.  Entering four numbers into the percent column will calculate a charge to the grant of $82.83. 

Example two is if you travel 565 miles during the month, and 217 miles were charged to R111415072, you should enter 38.41 into the % Distribution column.

217 / 565 = .38407
The correct charge to the grant account is (217 miles x .38) or 82.46. Entering four numbers into the percent column will calculate a charge to the grant of $82.47. 

Some counties are have been rounding to 39% and over charging the grant while others have been rounding to 38% and undercharging the grant by more than a few cents. For an individual travel reimbursement, I agree this may not be material; however, given the volume of some grant programs this could be a potential audit finding.  
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In correcting rejected travel, the person that rejected the document is required to record a reason that the document is being rejected.  Once the employee goes to their Workplace In-box under the Workflow section, click once on the transaction or trip that has been rejected.  At the bottom click on the Office Document trip number 1100000XXX is rejected. This will display the reason for the rejection. Print screens follow.
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