TER’s and TA’s Waiting for Approvals
Queries that you need to run to watch TA’s and TER’s that aren’t getting approved timely.  TA’s are critical to have them approved before the travel date.  Query 5 is helpful for TER’s and TA’s and Query 27 is needed to watch the TA’s close to their travel date.  Make sure and change the Business Unit at the top.
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Outstanding workfiow items (pending, not approved) for the users business unit and items that have not been submitted. Refer
to the TAICA group or ER group for information on specific Tas, CAs, or ERs

for this Group

1 ERs pending approval 10  Deais
Number of Expense Reports pending approvals. Detals lists the expense report, and the approver(s) who needto
approve.
Prompts for business unit (count is for user's default unit)
Details

3 ERwaiting > 7 days 3
ERS that have been waiting for more than 7 days in an approver's queue. This lists ALL the approvers as there may be
multiple for a single ER. See the Expense Report group for queries on specific ERs.

v

1 TAs pending approval o  Details

Number of Travel Authorization pending approvals

13 TAwaiting > 7 days. o  Details

TAS that have been waiting for more than 7 days in an approver's queue. This lists ALL the approvers as there may be
multiple for a single TA. See the TAICA aroup for queries on specific Tas

21 CAs pending approval o  Details

‘Cash Advances pending approvals

23 CA waiting > 7 days. o  Details

Cash Advances that have been waiting for more than 7 ays in an approvers queue. This lists ALL the approvers s there

may be multple for a single CASee the TAICA group for queries on specific CAs
-}




image2.png
ok Shared

Financial
System

avortes  Main Menu > Travel and Expenses > UW Travel and Expenses > Information - Central

UW Travel and Expenses
Information - Central

Expenses Group 27 GL Business Unit

Travel Authorization/Cash Advance rel

Travel Authorization and Cash Advance related

Includes Travel Authorizations with Cash Advances
These are TA's in the past that have to be

deleted because they were not approved in
time. You need to be proactive so this doesn't
happen.

1 TAs that MUST be denied o1 Detais

These are travel authorizations in your business unitthat have not been approved butwhose ending date s in the past.
These MUST be denied (the system will NOT allow these to be approved)
You need to watch this for any TA's that travel

starts inthe next 10 days to get them approved

2 Th starts within next 10 days P T—— dayec

These TAs have their start date within 10 the next days. These must be either approved, sent back, or denied while thatis
stil possible.

4 History of a TA Details.

‘The approval history of a specific Travel Authorization (a prompt) with comments.
Ifno rows retumned then TA has NOT been submitied

5 TAin workflow (summary) Detalls

‘Summary of where a specific TA (a prompt) is in the workflow process.

& T in workflow (detail) Detalls

Details of where a specific TA (a prompt) is in the workflow process.




