VOUCHER — STATE FUNDED TRAVEL VOUCHER ENTRY

FORMS: Navigation: http://www.uhv.edu/
Faculty/Staff
Online Resources
Forms
Click on Travel link at the bottom of the list.
® Travel Request (http://www.uhv.edu/fin/forms/travelrequest.xls)

® Mileage Reporting Form (http://www.uhv.edu/fin/forms/mileagereporting.xIs)

TexTravel: https://fmx.cpa.state.tx.us/fmx/travel/textravel/index.php

State of Texas Travel Voucher Form: https://fmx.cpa.state.tx.us/fm/travel/index.php

Under Forms:
Travel Voucher (Excel)

Access the Financial Production database:

https://my.uh.edu/psp/paprd/?cmd=login&languageCd=ENG&

Or, See the SignOn Financial Production job aid.

NAVIGATION

Remember to
use ALL CAPS

Use REGULAR

From the Menu select:
» Accounts Payable
» Vouchers
» Entry
» Regular Entry

voucher panels

(Menu &
3

Search:

[= hly Fawvarites
[ Business Processes
[ Custom Reports
[ Computer Operations
[ “endors
[ Purchasing
= Accounts Payable
=wWouchers
= Entry
— Regular Entry
[= Rewview and Correction
[ Maintenance o
[ R ewviaw O

D Renen O Be sure to
— Accounts Payable Horme add to
Eage “Favorites”!

[ Asset Management

Option:
In order to have more viewing of Voucher

panel, minimize the Menu by clicking on
the red minus sign.

It will then appear as an Expand button if
needed again.

Search:

[= My Favatites Youc

[ Business Pracesses
[ Custom Repotts

[ Computer Operations
[ Wendors

{ Find an Existing value | &
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VOUCHER — STATE FUNDED TRAVEL VOUCHER ENTRY

INSTRUCTIONS

( %d steps indicate items processed differently than a regular voucher.)

STEP 1: Under the Add a New Value tab, enter Voucher
vendor information:

»Business Unit: 00765'  ||'{ Find an Existing Walue \:I'r Add a New Value
(Click ﬂ for options) ‘\
Business Unit: oo07es |G

»Voucher ID: NEXT oUCher T — > (rERT
(Default; should always be NEXT)
UuuchW' Regularvoucher
»Voucher Style: Choose Regular Voucher Control Group ID: Ql
>ETE Short Vendor Name: (™~ |URBISHL Q
OR vendor ID: 1 Q
Vendor ID if known. Vendor Location: al
»if unknown, click @ of the field used go to Address Sequence Number:| (] Q
Step 2. Imvoice Number:
Invoice Date: [+
»Otherwise, go to Step 3 Gross Invoice Amount: 0.000
Total Vioucher Lines: 1
NOTE: DBAs will still need to be
Searched or in the Vendor
Search Query Add

Find an Existing Yalue | Add a Mew Value

STEP 2: If Vendor Search needed continue, Look up Short Vendor Name
otherwise, Skip to Step 3.

In the Look Up Short Vendor Name panel: SetiD: oo7er
) ] ) Short Vendor Hame: | hegins with || URBISHL
»If the correct vendor appears in the list, click

once anywhere along the line for that vendor. Name 1: begins with v
Yendor ID: hegins with

»|f further searching is needed, in any of the
other fields at top: Classification: = ~
»Click on the |E| to change the option on

how to search; choose your preference
(suggestion: use “contains”)
»Enter the name/number (or any part of it)

»Click on Search Results

»Choose from the list that appears on bottom 1ot
by clicking once anywhere along the line Short Vendor Name Name 1 Vendor ID  Classification
for that vendor. URBISHLIMND-001  UEBISH, LIMDAQODOOO31 644 Employee

LookUp | | Clear | | Cancel | Basic Lookup

Once you click on the proper vendor, you will be
taken back to the Voucher panel with the information
inserted for the vendor.
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VOUCHER — STATE FUNDED TRAVEL VOUCHER ENTRY

STEP 3: Enter Invoice Information:

»Invoice Number: Enter Travel Request #
as invoice number: “THH#HHHR

Note: If TR# is not available, please ent
TRVL with last name, first initial, das
and the last date of travel (without
slashes or dashes).
Ex. TRVL URBISH,L-032505

PLEASE USE ALL CAPS
&
NO SPACES!!!

»Invoice Amount: from excel travel voucher

Business Unit: oo7es |

Youcher ID: MEXT

Youcher Style: Regular Youcher w
N\ Control Group ID: Q

Youcher

{ Eind an Existing Yalue | Add a New Value '

URBISHLIND-001 |y
ooooo31e44 |y

form.

»Click __ Add |

Vendor Locatio ) Q,
Address Sequence HNikgher: 113,
Invoice Number: TTa0611
Invoice Date: 032505  |[=y
Gross immwice Armount: > 19460
Total Voucher Lines: 1
&D»
————

Find an Existing Yalue | Add a Mew Value

* Under the Invoice Information tab:
STEP 4: Insert Purpose/Benefit:

»Comments: Click on Somiments link to
enter P/B
(Refer to
http://www.uhv.edu/peoplesoft/Travel Vouch

Invoice Information Y UHS DataLine | Payments } Voucher Atiibutes } Accounting Information |~ Documents

Style: Regular  Entry Status: Open Comments =]

Unit: 00765 Voucher ID:  MEXT Budget Status: Mot Chk'd Post Statug

er_Comments.asp job aid for required
wording for Comment section.) Should
include “Who, What, When, Where, Why”

»Enter Purpose/Benefit for the voucher

»Click | 0K |whenfinished.

This will take you back to the Invoice Information
panel.

Youcher Comments

This is for showing Voucher

Old Comment; / Comments from legacy
vouchers//
=
Comment:
"Entar purposeibeneﬂt."l =l
-

QK Cancel Refresh
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VOUCHER — STATE FUNDED TRAVEL VOUCHER ENTRY

STEP 5: Verify Vendor Information, including
address.

>if needed, click &/ next to Address in order
to verify you have the correct address for
the vendor.

Note: This remit to name and address must
be the same as the remit to name and
address on the Excel travel voucher
form.

| Invoice Information | URG DataLine | Payments | Youcher Afributes | Accourding Information_|” Docurnen

Stle: Regular  Entry Status: Open Comments i
Unit: 00765 Voucher I:  NEXT Budget Status: Mot Chk'd  Post Stal
PO Unit; C,  Purchase Order: Q  CopyFO Worksheet Copy Option: | Ho
Advanced Yendor Search Invoice No: TTAa0611
Vendor: 0000031644 |, Invoice Date: | 03/2512005 [§ Calc Basis Datefhccty Date:
Name; URBISHLIND-D01 [Q PayTerms: | Duehow v| Pay Schedule|
m Misc Am; B
=h
*Address: 11Q Froht Am B
=
URBISH, LINDA Sales ot . Hon Merchan|
. b
4016 Wisteria Ave UT Exempt Cuse Tax _
VAT: B YAT Summa
Victota, T4 71801-325¢ Taotal: 19460 *Curr:|USD|C, Balance:

.

In Date Calculation panel, enter appropriate
dates:

»Invoice Receipt Date = the date invoice or

/

STEP 6: Calc Basis Date Click to enter dates./’

‘ﬁ‘.e Caleulation

- -

~

A Y
Fed Pyimnt Basis

P )
\\Backto Irviice Iy
Date?:a_lcalﬁon Basis: | Prompt Pay Basis
Date:
Invoice Receipt Date;  |03/2505 5 Invoice Date: 037252005 |[=

—

b

; Goods Receipt Date; | 03/2505 |5 Acceptance Date: |03/25/05 E"JJ
info was rec’d from the traveler. // -
o a Cancel Calculate
»Invoice Date and Goods Receipt Date | X |
and Acceptance Date = last day of
travel
. : Just calculates the Payment Basis Date. This
»>Click on Backin IWDIE_E attop leﬂ_Of screen will automatically occur when you click on
to return to the Invoice Information panel. Back to Invoice link.
Under the Invoice (voucher) Lines section: Invoice Lines |

»

STEP 7: Enter SpeedChart
(ie: SpeedType/SpeedCode)

»Check Speedchart box to get cursor in field.

>Enter it in the box to right of check mark;

»Press tab key and cost center will populate in

1 ‘Distby: |Amt v \SpeedChart [7/10807 |Q

afitity UOM  Unit Price

Q

ftem Description

Q, |URBISHL-T750611 | ||

Extended Amt g
194 60

57
[Chartﬁelds Y ExchangeRate | Stafitics || Assels | [

chartfields of distribution line.

Voucher Create State Funded Travel Voucher.doc.doc — 1/12/2010

Page 4 of 12



VOUCHER — STATE FUNDED TRAVEL VOUCHER ENTRY

VAT: B
5 ag . . . . Yictoria, T 77901-3258 . I
STEP 8: Description : Enter in the invoice line: fotat 1Q2.60] "Curr: [USD Y
last name, first initial followed by the Inwice Lines
department defined description (30
characters are allowed in this field). 1 Bigthy: [Amt v SpeedChart []
“« ” tem Description Quantity UOM Unrt Price Extended Amt g
e.g. URBISH,L-T750611 C |URBISH,LTT50611 194,60
“URBISH,L-T750611-Baggage”
”U RBISH,L'Baggage” J(ChartFuaIda; Y Exchange Rate Y Statistics Y Azzets \II-/
“URBISH,L-Mileage” Amount Quantity *6L Unit  Budget Date *Account
Option: after this can enter other’s info to
show more detail on reports, such as,
destination
NOTE: Quantity, UOM, Unit Price is used
for PO’s only so leave these fields
blank for a regular voucher.
STEP 9: Extended Amount should have populated
in the invoice line from Total.
Change if necessary.
Under the Distribution Lines section: . Fi
STEP 10: Amount should have populated from _
Extended Amt. 1 ‘Disthy: | Amt ¥ SpeedChart 10607 Q
] ltem Description Quantity UOM  Unit Price  Extended Amt o
Change if necessary. O, URBISH,L'T750611 a 19460 _E
______________________________________________ ™ ¥
ChartFields Y Exchange Rate Statistics Stz
STEP 11: Account: Enter. f \ _Y
- Amount uantity * Budget Date  Entry Event *HeCou enlte
\ 1 19480 00765 |Q, |04114i2005 [ 561130
N
—_— /
STEP 12: Check Bud Ref; should have fing view i __irst Wit M Lact
populated with current FY EE
\- ended Amt o TryaTintrastat
*Account Openltemn Fund Department Progra; Bud Ref roject
AR113 QY Q| z2o64 (S vooto (S, (Foagd BFZ2004

[NOTE: For Project/Grants, this field will be blank. J
I
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VOUCHER — STATE FUNDED TRAVEL VOUCHER ENTRY

Option: Chartfield 1:

This can be used if you wish to keep track of
something when there is not an account number to
do so. There will be over 260 chartfield codes
available to use that are to be assigned by
individual departments.

k Program ~ Bud Ref Project Chartfield 1 Miliate  Fun

[l

[Fo3as QJ[Br2005 Q) fnus

Now, select the Payments tab:

STEP 13: Verify vendor address:

»Address: If necessary, clickw
to verify you have the correct address

for the vendor.

STEP 14: Verify payment information:

»Bank: manually choose STATE
(default is BOAV)

>»Account: will default to TREA if STATE IS\
chosen for Bank Code

»Handling:
BP.)

Or click Q] for options and Look Up
Handling panel comes up;

Indicate specific instr. (default is

UHS
Finance

Note: This remit to
name and address
must be the same
as the remit to
name and address
on the Excel travel
voucher form.

{ Involce Information | UHS Data Line ,-" Pay

Unit; 00765 Voucher ID:

Payment Information

NE

Qguiry Holidaw/Cumrency Options A

URBISH, LINDA
301 BALL AIPORT RD

*Remit to: (0000031644 |5

{m;i 2 a1 VICTORIA, TX 77004
\mqn:Nt STATE |Q Gross Amt: 0.00| ysp
*Accou TREA |Q Discount usD
*Method: |ACH O, ACH Net Due:
Pay Group: Q,
*Handling: BP O Discount Due:
*Netting: N (@ Discount Denied
Hold Payment [ | Scheduled Due: L
Hold Reason: Q Acctg Date:
Schedule ID:

Separate Payment [ ]

@ save | [=] Hotity I rt; Refresh I
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VOUCHER — STATE FUNDED TRAVEL VOUCHER ENTRY

STEP 15: Go back to the Invoice Information
tab and save the Voucher.

»Click Bl szve

Processing will appear in the top right corner.

» The voucher number will generate —
automatically located at the top of the
screen.

B Save | = i i
| ice Infophation | LIHS Diata Line | Payments | Woucher Attril]

URBISH, LINDA Sales T
406 Wisteria Auve SUT Exq
WAT:

Wictoria, T F7901-3258 Total:

1 *Distly: | Amt ~| SpeedChart 10607 (&
tem Description Ouantity U(

L |URBISH,L;TFS0611
52

‘." ChartFields ' Exchange Rate | Stafistics | Assd
Amount Cuantity *GL Unit Budget Dat
1 194 .60 oo076Es [y (0401472009

atify Refresh |

{ oice ormation | UAG Data ine | Payments | VousherAfrbutes | gceauning normetor | D4

Stye: Reguiar  Entry Status: Postable ety

ucher ID; DUUE:SIUB Growp: | J Budyet Status: Valid !

|

Note: Read any warnings you may receive, make a note, and correct
those items after voucher has saved.

|
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VOUCHER — STATE FUNDED TRAVEL VOUCHER ENTRY

STEP 16: Additional Invoice Lines, if needed: i i | oW Al Fiet 1ot 1 ) Laet
> EE
»Click +..| in order to add multiple invoice /—mm v speeachant 110807 |0
lines. (top right in Invoice Lines Section) = o T [ o [ et e ST Tntast
|:|Llse One Asset ID
E W
Prompt bOX W|” appear. [cnanFiems \ ExchongeRete | Sttisties | Assets | [
Amount Quantity *GL Unit  Budget Date Entry Event *Account Openitem Fund Department Proj
>Enter number Of rows yOU need tO a.dd 1 180 60 00766 Q0411412005 5] Q56113 |Q Q2064 @, vooto |G, |Fo

(Default is to just add “1".)

Explorer User, Prompt

Script Prompt:
>C||Ck Ol . Enter number of rows to add:

Cancel

»Enter Description for other Invoice Lines : s
2 'Distby: |Amt v | SpeedChart [¥] 10607 | QL
Item Description Quantity UOM  UnitPrice  Extended Amt o UTpuTiintrastat
. . S URBISHLTTA0611 < 14.00 Dluse One fisset I
»Check/Adjust Extended Amount if = Y
[ ChartFields ' ExchangeRate | Statistics ||  Assets | [0
necessary' Amount Quantity *GL Unit  Budget Date Entry Event *Account  Openttem Fund Department
1 14.00 00765 | 041 412005 |5 Q a a a Q

STEP 17: Additional Distribution Lines, if
needed:
>Scrt;lé§i£2e right in the Distribution Line T —— ‘(:'zlz:lr;ﬂelm Miide i
o [Foser @ [praocs [ Qf Q) [ ol —§l+-]
»Click +..| to add multiple distribution lines.
Bcd ) 3 Updatertis
Prompt box will appear.
>»Enter number of rows you need to add. Explorer, User Prompt g|
(Default is to just add “1".) Seript Prompt
Enter number of rows to add:
> Click 0] 4 . f\ %
(%)

1 ‘Disthy: |Amt |v| SpeedChart 10807 |
NOTE: The Amount should have Htem Description Quantity UOM  UnitPrice  Extended Amt 5 TraTintrastal
populated with the balance in B * " Cuss one asset
the fiI’St added Iine. FChanFields \( Exchange Rate Y Statistics Y Assets \
Amount Ouantity 'GLUnit ~ BudgetDate  EntryEvent *Account Openitem Fund
1 180.60 00765 |CL, 10/14/2005 Q (56113 Q Q2064 |2
2 1400 00765 |G 10/ 42005 @ 56113 a 2064 |2
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VOUCHER — STATE FUNDED TRAVEL VOUCHER ENTRY

STEP 18: Enter Additional Distribution Line info.

1 ‘Disthy: |Amt || SpeedChart 10807 @

»Check Amount and adjust if necessary. Hom Deseritian Quantiy UOM  UnitPrice  Extendeu Am g /Ty Tirasta
@, |URBISH LT750611 Q 184,60
[Juse one Asset ID
>CheCk/Adj USt a.C C 0 U nt I’l U m b er FChanFields \( Exchange Rate Y Statistics Y Assets \
Amount Quantity *GL Unit Budget Date Entry Event *Account Openttemn Fund
1 180.60 00765 |C, 10/14/2005 Q56113 Q Q2064 | Q

»Check/Adjust cost center information

2 14.00 00755 | 10114i2005 Q (56113 @ Q 2084 |Q

/" Inwoice Information Y~ UHS Data Line '\ Payments " Woucher Affributes | Accounting Information ) Documents |

* NeXt H S el eCt th e U HS Data L i n e tab . Unit: 00765 Voucher:  NEXT Lines: 1 Balance: 0.00

First 4] 1 or 1 [P Last

STEP 19: Check PCC Code MUST change to
“1" (Default=9)

Delivered Date:

»Click on & to get to the Look Up UHS PCC
screen.

& save ‘ =] Motify | ':JREWES"\‘ B+ Add | Update/Display

Invgice Information | UHS Data Line | Payments | Voucher Attributes | Accounting Information | Documents

Look Up UHS PCC

USAS UHS PCC Code: [begins with || [

Loak Up | Clear | Cancel | Basic Lookup

Search Results

1-11 of 11
USAS UHS PCC Code Description
ERS ENTRY OMLY
TRAVEL WOUCHER
REIMBURSEMNT TRAVEL
PAYMENT C¥L WVOUCHER
PAYROLL REIMBURSE YWC
PAYROLL REIMBURSE MEGATIVE
INTERAGENCY PYMT YCHR
REIMBURSEMMNT PURCHAS
PURCHASE VOUCHER
REIMBURSEMMNT TRAVEL
REIMBURSEMNT PURCHAS

The Look Up UHS PCC panel comes up. /
Click once on PCC Code for your voucher.
You will then go back to the UHS Data Line
panel with the proper code inserted.

‘:U ‘:U [E=pl== 0] ‘U\ [T =]
o0 [k =

/Inwoice Information '~ UHS Data Line {_Payments 7 Woucher Afiributes | Accounting ' Documents

Unit: Lines:

00765  Woucher:

MEXT

2 Balance:

TIN: 24540407038 001
runspee: i Q)
Description2: [

RTE Delivered Date: Bl

B save) [EdMotisy ) (2 Refresh E#add) (2 UpoatesDispiay

Invoice Information | UHS Data Line | Paymsnts | ¥oucher Afiributes | Accounting Information | Documents

» NOTE: If youentered MORE THAN 1 ;

INVOICE LINE, you WILL HAVE TO
CHANGE THIS CODE ON EACH
INVOICE LINE.

ﬁ
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VOUCHER — STATE FUNDED TRAVEL VOUCHER ENTRY

STEP 20: Next, select Payment’s tab to verify CRITEE e .. |
Payment Information section: @
Unit: 00765 Voucher ID: 00052673 *Pay Terms:
P aysretit Inquiry Holiday/Currency Options Express Payment  Vendor Banks Late Charge Messages Drafts El
. . . Comments
»Late Charge: Check information, if
*Remit to: | 0000046440 UEISH‘UNDADYEH
necessary (See Step 21.) = e
. H *Bank: BOAV |Q Gross Amt: 394.60| ysp | *Action:
»Messages: Check/enter if necessary. = biscoun: |-
*Method: ACH Net Due: Reference:
H ay Group: LiC ID: =
»Comments: Enter, if necessary (for any — Qq Discount Due: Paymt Date:
messages to the State Treasury Dept.; tettng: 1], B
usually left blank unless you have any e B cety Do
special handling instructions.) Separate Payment [ scheduie
Select by clicking on the proper code and | 2= E‘u::“z“‘ e HLM S —
you will be returned to the Payments i ’
panel.
STEP 21: Verify Late Charge link under Payment
Information section is None: | Invaice Information | UHS DataLine | Payments '\ Youcher Afiibutes | Accounting Information } Documents
Unit: 00785 voucherID:  NEXT *Pay Terms; | Due Now :I' WI
»Click on the Late Charge link: Payment Information

Payment Inguiry  HolidawCurrency Options  Express Payment  Wendor Bankd  Late Charge  [essages  Drafd
Comments

Late Charge Information

Payment Reason Code: || al

“Late Charge Option: | Motapplicable 7]
Late Charge Code: I Q)

Late Charge Amount: I LIsD

»>Payment Reason Code will be blank; you —
need to change: e Charge Denied: | uso

Click on &/ to select code:
+ N-ER for an employee of UHV;
+ N-AD for a student of UHV

o138 | Cancell Refreshl

Look Up Payment Reason Code

SetlD: oo7ay
Payment Reason Code:l begins with j |

Loak Up | Clear | Cancel | Basic Lookup

Search Results
1-11 of 11

izl

ayment Reason Code Description

C-Al Force-Automation Issue
C-DT Force-Direct Pt to Travel Wnd
I-AD Befuse-Agency Discretion
M-AL Refuse-Automation [ssue
HN-AP Befuse-Advance Payment
MN-DF Refuse-Disputed Payrment
N-ER Refuse-Employee Reimbursement
MN-FC Refuse-Federal Contract
MN-GE Eefuse-GSC Exception

-1 Refuse-Mailing Instructions
=B Refuse-MNo Invoice Revd

Voucher Create State Funded Travel Voucher.doc.doc — 1/12/2010 Page 10 of 12




VOUCHER — STATE FUNDED TRAVEL VOUCHER ENTRY

Late Charge Information
Payment Reason Code: (e}
*Late Charge Option: Mot Applicable ||
. . . Late Charge Code: (e}
Make sure the following fields in Late Charge
Information panel are as follows: Late Charge Amount: vsb
Late Charge Denied: LSD
»Late Charge Option: default, Not
. Cancel ‘ Refresh |
Applicable

—

»Late Charge Code: default, blank — |

Then, back to the Invoice Information tab:

| i Rformaion | UG Data L Baymerts | ouche tbuts | Ascouningnomion | Dacurers |
STEP 22: BUDGET CHECK A VOUCHER: - ( g )

Style: Regular  Enlry Status: Postable

»Click ﬁ to budget check voucher in upper L oucherID: 00022173 Budget Status: NotChikcd  Post Status:  Unposted
right hand corner.

Processing will appear in the top right corner.

Invoice Information | UHS DataLine | Panents | Youcher Avibutes | Accounting Information | Dacumeris

Now Valid appears in Budget Status.
PP 9 Entry Status; Postsle Cormments |
. . Unit: 00785 VoucherID: 00022173 GrOUp: A Budget Status: Valid Post Statug
NOTE: Chartfields can stll_l be_changed S —
after budget checking is complete. )
- The voucher must be VALID before
sending to Workflow.
——
NeXt’ Sel eCt th € DOC um ents tab Invaice Information | UHS Data Line | Payments | Youcher Afiibutes | Accountinglnfﬂrmm—
STEP 23 PREV|EW COVER SHEET. Unit: O076S Invoice:  T740241 Vendor:  TURLEY, LINDA
-_— ’ Voucher: 00022173 Date: 07iz28/2004 ID: Qoonn31e44
>CI |Ck On DOCU mentS tab Post Status: Unposted Posting Date:
Print WYoucher Covershest
»Click Print Voucher Coversheet link
[ Display Active Only Add Mew Document
Processing will appear in the top right corner.
Voucher coversheet will appear in its own
window in PDF format.
B sawe . Returnto Search | =] Mofify s Refresh Er Add
rvoice [nformation | UHS Data Line | Payments | Youcher Atributes | Accounting Infarmation | Documents
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VOUCHER — STATE FUNDED TRAVEL VOUCHER ENTRY

T ¥oucher Caversbeet - Microsolt Intemet Explorer

=181
STEP 24: CHECK VOUCHER; O O DB L] Pt T B 5 H BB ’
Bkt [ ] etpe:rvp b ks -7900 poc  eprd EHPLCATIJTRP P WTTLT P, LIS, AP WIS LT FarkdF o, 15crgt,_Vchet rems ot oot |00 00 | Musm00765 e s :
Check the voucher contents, such as, Voucher Coversheet
Dates, Amount, Cost Center Information, Ve o e

Vendor Name and address, Comments, PCC
code, and Account code.

BE SURE TO ATTACH PROPER

BACKUP AND TRANSFER TO wew oo e oses em e
WORKFLOW FOR ELECTRONIC T s -
SIGNATURE.

5 [ et

STEP 25: DOCUMENT IMAGING:

Scan backup documentation into PeopleSoft. Refer to the Document Imaging job aid for
requirements:

http://www.uhv.edu/peoplesoft/pdf/Vouchers/Document%20Imaging%20Attaching%20Documents.pdf

Required Scanned Documents for Travel can be found at:

http://www.uhv.edu/peoplesoft/Travel%20Voucher.asp

STEP 26: SUBMIT VOUCHER TO WORKFLOW:

Refer to Voucher Workflow job aid for requirements:

http://www.uhv.edu/peoplesoft/pdf/VVouchers/Voucher%20Workflow.pdf
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