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Maintenance Worksheet Approval Process

Approvals are required for all write-offs and refunds. Staff who create write-offs or refunds (requesters) will
submit the transactions for approval. The request for approval will be routed to agency staff with the approval
role.

e Approvers will receive a Notification (Action) and an email when write-offs or refunds have been routed
for their approval. The request will also display in the Approvals tile.

e [f the transaction is approved, Requesters will receive a Notification (Alert). If the transaction was
denied, Requesters will receive a notification and an email.

Staff Route for Approval Final Approval Deny
Requester Notification (L)) Notification (L)
Email
Approver(s)
Approval Tile (Iil)
Notification ()
Email

Steps to complete:

e Step 1: Approver is Notified that a Write-off/Refund Requires Approval
e Step 2: Approve or Deny the Write-off / Refund

Step 1: Approver is Notified that a Write-off/Refund Requires Approval

After the requester submits the maintenance worksheet for approval, the approver receives an email and a
Notification (Action) indicating that a “Write-Off / Refund approval is requested. A sample email and notification
is provided below.

e The email lists the Business Unit, Worksheet ID, and the Total Write-off or Refund amount. The link
provided at the bottom of the email will take the approver to the approval page or the login page,
depending on whether the approver is logged into the system at the time the link is selected.
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d LA Write-off / Refund approval is requested for Maintenance ID 21144 Business Unit GL001 - Message (HTML) T EH -

Tue 1/5/2019 5:53 AM

M) brenda.anderson-moser@state.mn.us
IWrite—of‘f_f Refund approval is requested for Maintenance ID 21144 Business Unit GlDD]J I

To Anderson-Moser, Brenda (MMB);

u]

MY MINNesOTA

|Write—oﬁl Refund Approval is Requested for Maintenance ID 21144 Business Unit G1001 |

Details

A Maintenance write-off or refund requires your approval.
Worksheet BU: G1001

Worksheet ID: 21144

Total Write-off: 100

Total Refund: 0

Review URL

You can navigate directly to the Maintenance approval page by clicking the link below.

Review this request

e The approver also receives a Notification (Action) that a Write-off / Refund approval is requested.
The link will take you to the approval page.

Actions (1) Wiew All

Write-off / Refund approval is requested for Maintenance ID
21144 on Business Unit G1001

Step 2: Approve or Deny the Write-off / Refund

After a refund or write-off has been submitted for approval, the request will display in the Approvals tile for
staff who have the approval role.

1. Select the Approvals tile on your homepage. The Pending Approvals page appears displaying a list of
items waiting for review and approval.

e If you clicked on the link in your notification or email, you will be brought to the AR Write-Off /
Refund approval page. Proceed to No. 3 below.
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2. Select “AR Write-Off / Refund” from the left-menu. Write-Offs and Refunds waiting for approval display
on the right side of page.

< My Homepage Pending Approvals E n

View By | Type [~ - | Approve | Deny
All 25
AR Write-off / Refund 1 row
[5 AR Write-off/ Refund 1) O
Lz Journal Entry = O AR Wlite.-oﬂf Refund G1001 /21156 Boehmer,Barbara K Routed
: Total Write-off g 00 A\ Medium Priority 09r11/2018 >
i:p KK Budget Transfer 1 Total Refund -375.00

Approver Comments

(L)

Purchase Order

oucher 3

3. Click on the write-off or refund transaction to review. The AR Write-off / Refund approval page
displays with additional information.

e The Maintenance Worksheet Business Unit and Worksheet ID is listed in the Header.

e The AR Write Off / Refund Summary section lists the total Write-off and Refund amount, the
Worksheet ID, Accounting Date, Routing Date, and Requester.

e The AR Write Off / Refund Details section lists the Customer name and number, the number of
items on the worksheet and the selected amount.

T — AR Write-off / Refund Q] B

Maintenance WriteOTf / Refund  G1001 21156
0.00 USD | Approve | —

AR Write Off / Refund Summary

Unit 1001 Worksheet ID 21156
Total Write-off 0.00 Accounting Date 09/11/18
Total Worksheet Refunds -375.00 Routed Date 09/11/18 - 12:00 AM

Requester Boehmer Barbara K

w AR Write Off / Refund Details

Customer TRNOOOD01 TRAINING CUSTOMER1

Number of items in worksheet 1

Selected Amount -375

Approver Comments

Approval Chain >
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4. Click on the View Worksheet link to view the Worksheet Application page for the refund in a new
Window.

Worksheet Application

Anchor Information

Unit G1001 Worksheet ID 21158 Currency USD Accounting Date 09M11/2018 Reason Code
Item Action Row Selection Display Control
Entry Type Offset an ltem Choice Select Range Display Al ltems Go ®
Reason Range 50

Item List Personalize | Find | View Al | |_|7|| D First ‘4" 10of1 '} Last

Detail 1 Detail 2 Detail 3 Dietail 4 Detail 5 Detail &

View Detail :T}qr Sel ltem Balance Currency Item ID Line Type Reason Unit Customer
5] 1 ni -375.00 USD 0A-158657 RC REFND G1001 TRNOOOOO1
= g Group View Revenue Distribution
Balance
Dr Cr Adj Net Wo Ref
0.00 0.00 0.00 0.oo 0.00 -375.00
‘Worksheet Selection Worksheet Application Worksheet Action Attachments (0) View Audit Logs

Save | [2h Retumn to Search =] Motify | | &% Refresh

5. Close the window to return to the AR Write-off / Refund approvals page.

< Pending Approvals AR Write-off /| Refund E n

Maintenance WriteOff / Refund G1001 21156

0.00 USD (| "™

AR Write Off / Refund Summary

Unit 31004 Worksheet ID 21156
Total Write-off 0.00 Accounting Date 0911718
Total Worksheet Refunds -375.00 Routed Date 09/11/18 - 12:00 AM

Requester Boehmer,Barbara K
« AR Write Off | Refund Details
Customer TRNOO0DO1 TRAINING CUSTOMER1 View Worksheet
Mumber of items in worksheet 1

Selected Amount -375

Approver Comments

| approve this refund.

Approval Chain »

6. Click on the Approval Chain link to view any comments that the requester may have entered.
7. Enter Approver Comments if desired. Comments are required if you deny the request.

8. Click on the Approve or Deny button.

9. Click on the Submit button at the Approve dialog.
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Cancel Approve -

You are about to approve this request.

Approver Comments
| apprave this refund. A

e The transaction drops off the Pending Approvals and Notifications listing.

e The requester will receive a Notification alert when you have approved (or denied) the request. If you
denied the request, the requester will also receive an email.

Actions lerts (2) ViewaAl |

° Write-off approved for Maintenance ID 21156 on
Business Unit G1001

. Credit Inveice TRMOOOD0SCR for -350 has been
Approved.
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