University of Wisconsin—Madison

e-Reimbursement Approval Roles

1. Approval Roles

	Approval Role
	# assigned (per DeptID Range)
	PeopleSoft Approver Category
	DeptID Range

	Expense Analyst
	At least 2 (Primary & Backup)
	Expense Approver
	000000-999999

	NCAA Review
	At least 2 (Primary & Backup)
	Pre Pay Audit
	000000-999999

	Approver
	At least 2 (Primary & Backup)
	Expense Approver
	Department to specify

	Auditor
	One
	Reviewer
	Department to specify

	Auditor (Backup)
	At least one
	Post Pay Audit
	Department to specify

	Workflow Administrator
	Unlimited (Central Admin)
	HR Supervisor
	000000-999999


2. Approval Role Assignments

Any employee can be assigned to one or more of the above approval roles.

An employee cannot be assigned as both an Expense Analyst and an Approver.

All other role combinations are allowed.

3. Travelers and Alternate Designation

Any employee can be a Traveler (submit an Expense Report) or an Alternate (prepare an Expense Report for another Expenses validated employee or non-employee).

Any employee can designate any other employee as his/her alternate.

Any employee can request the creation of a non-employee. Requestor will become the Alternate for the Non-employee.

Central Admin staff can assign any employee as Alternate for any employee or non-employee.

4. Permissions

	                                                                                                Can I:

If I am:
	Create ER?
	Submit ER?
	Approve ER in any role?

	Employee Traveler
	Yes
	Yes
	No

	Non-employee Traveler
	No
	No
	No

	Alternate (created ER for Employee)
	Yes
	No
	No

	Alternate (created ER for non-Employee)
	Yes
	Yes
	No

	Alternate (edited ER for employee, but did not create)
	N/A
	No
	Yes
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5. Standard Approval Routing
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