EARS Open House 10/19/2025

Reminder that EARS role should be reviewing Spend Authorizations and closing Spend
Authorizations that employees forgot to check “final expense report”

Recommend using “Find Spend Authorizations (UW)” and check Spend Start Date column
and Spend End Date column as well as the last column Related Expense Reports
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If you determine you can close Spend Authorizations you will want to use the “Mass Close
Spend Authorizations” task
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You will want to click the box to the left most column and then click submit to close any
Spend Authorizations that should be closed out.

You may need to reach out to the employee to confirm if you are unsure, for folks that are
terminated or retired you will see that status in parentheses after the name.
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FAQ: Email to send payroll deductions to please use: GetHelpUW@support.wisconsin.edu

FAQ: What happens if an employee paid the UW back via check but then the amount owed
came out of the next expense report for that employee, what should we do?

A: Have the employee submit another Expense Report and reference the duplicate
reason (was paid back to the UW but then automatically deducted from ER # XXXX)

FAQ: What happens if an employee asked for a payroll deduction to pay the UW back and
the EARS already asked payroll for the deduction, and then the employee had another
Expense Report approved and the money was withheld from the Expense Report, what
should we do?

A: Email payroll GetHelpUW@support.wisconsin.edu and explain the situation, and
have them add the money withheld back on the next payroll, and copy the employee
in on the request.
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