Electronic Travel Expense Sheet Approval Procedures

Description

Xtender Electronic Invoice Paying is a virtual paperless way to pay invoices that have a
Purchase Order set up for payment. Invoices are received in Accounts Payable via US
mail or sent electronically by email. The invoices are scanned into xtender and routed
directly to the department for payment via the routing status. The department is able to
approve the invoice, verify the correct PO number and reroute it to Accounts Payable.
Accounts Payable will process the invoice as usual and an “I” number is generated by
Banner and assigned to the invoice. If the department needs to check on the payment of
the invoice, they will be able to access the vendor history through FAIVNDH, find the
correct invoice number, click on the xtender icon and the invoice image will populate the

screen.

System Requirements and Access

Network access to Banner Program FAIVNDH
Also Security Access to Xtender B-F-Docs as Indexer
And Security Access to Xtender AP-F-Vend as Viewer
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Xtender Electronic Invoice Payment Procedure

Log into URSA
Select employee tab

m MyTab Resources Safety Help Employee Banner E-Mail
A

campus Announcements BEE

Learn and Serve Web Conference Scheduled for ~ 1

Today Postponed
eesy Fostpon= Select Employee tab

Additional Info about CFO Appointment Available

Call for M. Lucile Harrison Award Nominations

Executive Chef Receives Professionalism Award

UNC President, Student Trustee to Speak at Higher
Ed Forum

SPEEC to Host SB10-001 Discussion with PERA Rep
Women's Basketball Pink Zone Game is Saturday

Adventurer to Present Lessons Learned from
Everest

Honored Alumni Mominations Sought
Math Professor Joins National Advisory Board w i
= Visit the UNC Calendar

= Send us your announcements

Select Web Xtender login (under important links)

Home MyTab Resources Safety Help 0= Banner E-Mail

Results Independent Review BEX | | Banner Self-Service

Findings and observations from review of environment in UNC's School of (iBanner Self-Service

Theatre Arts and Dance

Important Links @@= | Red Flag Alert
What is a Red

Course repeat and grade forgiveness

Grade Submission Instructions Bank
Passwc
Instructions for submitting midterm grades Account
Grade Change Request Form No changes
Textbook Posting Instructions WlireJ _ __A_ Eh?g

Banner/Ursa Security Forms

UNC Emergency Aler

Campus Emergency Alert Messagi

Data Standards Manual
Information Security

Insight Information The UNC Emergency Alert is a volur
be used to communicate with member
WebXtender Login f——— select WebXiender community only during critical, urgent

curh ae cavara wasthar fharnadn waen

L
L
L
L
L
® The Center for the Enhancement of Teaching & Learning (CETL)
L
L
L
L
L

When you log into Xtender, you will use an underscore for your login name rather than a
period, (e.g. ron_jones not ron.jones).

Or you may access Xtender through the following web address:

https://webxtender.unco.edu/AppXtender/Login.aspx?lgnoreNTAutoLogin=True
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https://webxtender.unco.edu/AppXtender/Login.aspx?IgnoreNTAutoLogin=True

Login

Welcome to ApplicationXtender Web Access, pleaze provide
your user name and password:

Data Source FROD e

login using the
- underscore rather than

the "." as in the example

Uszer Name jim_jones

Password sensnsnns

O Request Full Text Search Support

[ Login ][ Cancel ]

@ for more information, see Logging into ApplicationXtender Web Access.

You will need to have both your excel worksheet and xtender open.

Fie Edi  View Hep

2 | A2 A
£ @R aIES
=/ PrOD

123 AP-F-VEND - A/P FINANCE VENDOR INFO
(£ B-F-DOCS - BANNER FINANCE PURCHASING / AP

ELUECTRDNICH
Expense Report for Single Day Travel In-State

[Should be submitted For no more than 2 months of mileage, check with your department if it should be completed more frequently )

Travel Approval: DO NOT PRINT FORM. Email this Form to your supervisor. Your supervisor will append this form
to Xtender. The FundiOrg approwver shall approve in Xtender and route to AP- Travel

Diate From 7812010 I

To  FREER00
EMPLOTEE INFORMATION:

MName  Curious George Traweler's Biear Mumber SI4TTIEER
Department Denver Freparers Phone 1-0000
Purpose of Travel  meetings with potential donors
Total Due to FOAPAL Numberiz) to be charged
Traveler Fund Org Acct Prog Ackr Amount

25155 10000 10000 il 2000 206.55
10000 10000 Gl 2000 45.00)
Total 251.55

00

Mileage Rate

Parking or
Tolls (accuust
<mds TTIE)

Total Mileage
[accmunt cuds

TTIH)

82010 qreeley denwer [rt] ki 045 | § 1500 | & 45.00
TH0Z0N0 greeley kerzey [rt] 3 k3 045 | & - k3 4.05
THEIZ00D greeley Colorado Springs [rt] 200 ] 045 | % 20,00 | & 30,00
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Copy the xcel form (cannot copy entire worksheet)

In xtender right click on “BF Docs” and choose “New Document”

File E dit WiEw Help

& @R RIGE

= & PROD

[ [3) AP-F-VEND - A/P FINANCE VENDOR. INFO

B ) B-Foass—oauucn cruaneas nunrHASING [ AP
iy New Query

Mew Report Query

MNew Cross App Query...
=] New Document 44— Choose new Document
[ Batch Index (List)...

% Batch Import...

Then click on ||:'fQ d

File  “iew  Help
I L s .
[ " = - - .50

Q_, | { E:j L:I | | B-F-DOCS - terri_thomas - 4/1/2010 8:50:28 AM

HlEsz|elo DlaM&ls 5 1S -] |6 6l@|Ha >

San
Clipboard Paste
Clipboard

Import File

§| |é M 1. Choose
MNew page

| 2. Choose Clipboard past
special
3. Choose Append

e Choose New Page
e Choose Clipboard past special
e Choose Append
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File Wiew Help
SR e

(1[5 |o] | o] —— 2
151 EZE4RN P[] (@] Ed ]
™ 2 - Source:  Single Day travellR1C1:RE0CT 0K -

— A Cancel

. (+ Past
1. Choose Bitmap = Text

2. Okay Rich Text Format

":'J | B-F-DOCS - terri_thomas - 4/1/2010 8:50:28 AM

Result
Inserts the contents of the clipboard into wour

.E document as a bitmap.

e Choose Bitmap
e Choose Okay

This is what will appear once you choose okay

File Wiew Help

o) ‘ | ﬁL LEI | %=1l R-F-NOCS - tarri thamas - 7/1/2010 3:49:43 PM
s — - hoose New Page

BaEseeleaclel ile 5 |5 -] |@][n|@Fo -
@[ 2N DID[OR D 2| R[5 - | |&|dE]§ - £ ~|A ¥ X0 -
N

0 ATENUEr. INE runq/wrg approver snall approve In ATENAer ana route o Ar- iravel

Date From 7/8/2010

To 7/25/2010
EMPLOVEE INFORMATION:

Mame Curious George Traveler's Bear Number 834773333
Department  Denver Preparers Phone 1-0000
Purpose of Travel meetings with potential donors

Total Due to FOAPAL Number(s) to be charged
Traveler Fund Org Acct Prog Actv Amount
251.55 10000 10000 77110 2000 206.55
10000 10000 77113 2000 45.00]
Totall 251.55
Select the “New” index icon. to open the index fields.
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File Wigw Help
Q|'% f= £-r-DOCS - i "lif.fé:ii?g;" "new"
GoEseeepc ]
@2\ 000X D
5|5|S ~

A. Document ID — Enter last name up to 7 digits

B. Document Type - Select “Travel” from drop-down list

C. Transaction Date — enter the invoice date.

D. Routing Status — select AP Travel from drop-down list to save

File: View Batch Help

(ue 3 | = | -
I =3 B-F-DOCS - terri_thomas - 7/1/2010 3:49:43 PM
& il =l thomas - 773

=R Boss@eeolc|a il o | | |a]n]a)Fa -
EeEen — | || #IN[ID|OIOIZ D2 | B[ - | |&[d]s - = ~|A& ~|X

DOCUMENT ID GEORGE g A. Enter last name of traveler (7 character maximum) ELECT RON Ic

BANMER. DOC TYPE

st e —— e emee - Expense Report for Single Day

— (Should be submitted for no more than 2 months of mileage, check with your dep:
TRANSACTION DATE 1-1ul-2010 g—ﬁm C. Enter current date 9 ve ™
WENDOR ID Travel Approval: DO NOT PRINT FORM. Email this form to your superv

WVENDOR NAME to Xtender. The Fund/Org approver shall approv

FIRST NAME
PIDM D. Select AP - Travel from drop
ROUTING STATUS AP - TRAVEL e dovmlist

EMPLOYEE INFORMATION:
ACTIVITY DATE 2010-07-01 15:56:15

Mame Curious George
Department  Denver
Purpose of Travel meetings with potential donors
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Expense sheet will need payment approval from fund/org authority.

Select Modify

File Wigtw Document Page Help
& B B

2 H 0 e

Index Name Field value

BOEseLL0 " (wnl e -|&-&~ ]|
2 6|5\ 2N |DIOIO|R D2 |l B[ 3 ~ |- [&] ]

DOCUMENT ID

| ELE(

BANMER DOC TYPE

| Expense Report for

DOCUMENT TYPE

| (Should be submitted for no more than 2 months of mileage

TRANSACTION DATE

Travel Approval: DO NOT PRINT FORM. Email this form to ye

aide will append this form to Xtender. The Fu

WENDOR NAME

FIRST NAME

MName Curious George

FIDM

|
|
| EMPLOYEE INFORMATION:
|
|

ROUTING STATUS

select modify

|
|
|
|
WENDOR ID |
|
|
|
|
|

ACTIVITY DATE | Total Due to FO
; Traveler Fund Org
= T5000
10000
A. Select RS
B. Select OK TO PAY
File View Document Page Help
SAIE i) e
V33D 30 0 | BnEseeesaEE -8 -6 on]ay -
Index Name Field Value 1 |l 2N IOI0|OIR D2 | @l R[5l v | &8 7 - = »|2 ~[x|u| 3]~
DOCUMENT ID - 27 bber st f &_| ay Tray®l °
BANNER DOC TYoE _ (Should be st elect a rubber stamp from t... Ladlr d
_ T 1A I DG A. Select "RS"
DOCUMENT TYPE ravel Approval: o] [ame Deseription or 4 prompt will
TRANSACTION DATE I:l aldg INVOICE RECEVED E... yer appear
0K TO P&Y " B
VENDOR ID |:| ORIGIMAL INVOICE |... s:gz:ss"
EMPLOYEE INFORMATIQ PLEASE HOLD CHECK T select and
FLEASE PROVIDE FO... 5
VENDOR NAME L ] Name  Curiof | REVIEWED BY ON AT .‘.%?ng';ﬂ‘{..
FIRST NAME |:| Department  varioy
PIDM I:I Purpose of Travel consu
ROUTING STATUS roalDue o 5) to be charged
ACTIVITY DATE Traveler Acct
77.60/ 77110
10000\ 20000\ 77115
\ \
b
< >
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C. Payment approval from the person signed into xtender will appear
This person must have fund/org approval.

e e
VEE En D e BoEseeeocakEs s - -e -l o -

Index Name Field Value |R||5/|"\|/|D|D|O|Z|D‘0|%|B|a h |@|£|T]'iv£v X‘|D B
DOCUMENT 1D GEORTES Expense Report for Single Day Travel
BANNER DOC TYPE 3 (Should be submitted for no more than 2 months of mileage, check with your department if it s
DOCUMENT TYPE TRAVEL - Travel Approval: DO NOT PRINT FORM. Email this form to your supervisor or administrative

aide will append this form to Xtender. The Fund/Org approver shall approve
c. {OK to Pay - terri_thomas 7/12/2010)

TRANSACTION DATE

VENDOR ID

EMPLOYEE INFORMATION:

WVENDOR NAME Mame Curious George

FIRST NAME Department  various
PIDM Purpose of Travel consulting
ROUTING STATUS AP - Travel M Total Due to FOAPAL Number(s) to be charged
ACTIVITY DATE 2010-07-12 14:31:29 Traveler Fund Org Acct
77.60 10000] 20000 77110
10000| 20000 77115
< >

Helpful Hints:

Xtender can also be accessed by going through FAIVNDH rather than URSA. Enter a
bear number in FAIVNDH and ‘next block’ down to the detail area. Cursor must be in
either the left column-Vendor Invoice; or the second left column-Invoice. Data in the
detail section is not necessary. Click on the Xtender icon. Xtender will bring up
information on the vendor whose bear number was used.
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