New Electronic Payment Voucher
Dynamic Form (DF)

Approver Instructions

A new electronic Payment Voucher (PV) has been created in Dynamic Forms (DF) that can be
used instead of the Excel Payment Voucher. This new electronic form does not require a digital
signature on a PDF, nor will anyone need to manually send the PV to Accounts Payable (AP) for
processing. Secure signatures are added by simply signing in with your Washburn University
Single Sign On (SSO).

When someone prepares a PV using DF, they enter the email of the individual(s) who is
required to approve the payment. That individual receives an email from
“donotreply@washburn.edu”. The subject line of that email includes the name of the vendor
being paid as well as the amount. The body of the email contains the following link, “Clink here
to complete your section of the form.” Click on that link to be directed to Dynamic Form and

your SSO.

You can also access forms by clicking the Dynamic Forms link on the Employee tab of
MyWashburn and logging in with your Washburn SSO Credentials.

To see previous forms, select the drop-down arrow next to My Forms in the top-right.
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Pending / Draft Forms: This page allows you to view forms you currently need to sign, forms
you’ve saved as a draft, or forms you've completed that still require another signature(s).

Forms History: This page shows forms that you have previously completed and do not require
additional signatures. You are able to go back and view or print forms from this page.

*Both of these areas feature a search box that may help you find a specific form.



The new DF PV looks very similar to the one that has been used in the past. Under the
“Accounting Information” section there will be one or more attachments with the

invoice/documentation of the payment. Click on the blue hyperlink to open the payment
details.

Accounting Information (Include all applicable fields)
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As the approver, you must review the payment information to ensure accuracy, including the
attachments and the FOAPAL(s) provided on the PV. Approving a payment indicates you’ve
accessed the invoice and reviewed the FOAPAL for accuracy.

Upon completion of your review, you have three choices:

e Approve the payment
e Return the PV for revisions/questions
e Deny the payment

Important Note: If no action is taken within five days of receiving the email, you will receive

another email every five days until you select one of the three options above to move the
payment through the process.



Instructions to approve the payment

If the PV includes complete and accurate information, and you approve the payment, select
approve, add any comments, sign, submit.

Approvals

Dept/Area Head/Sponsor/Student Org1 Decision: * w

Comments:

* | certify | have reviewed the attached documentation as well as the accounting infermation provided on this Payment Voucher.

*

Depar rea Head/Sp /Student Date
Org1 Signature

1. Click the down arrow, select “approve” from the drop-down list

Dept/Area Head/Sponsor/Student Org1 Decision: ®

2. Add comments, if needed

Comments:

3. Click the box certifying you reviewed the FOAPAL and attached documentation.

* | certify | have reviewed the attached documentation as well as the accounting information provided on thiz Payment Voucher.

4. Select the (click to sign) box

"

(click to sign)

5. Type your first and last name and click the “Sign Electronically” button. This does not
submit the document. You must proceed to step 6 to ensure the PV is submitted.

6. Scroll to the bottom of the form and click the “Submit Form” button

Il Submit Form |

The form is automatically forwarded to the next individual in the process.



Instructions to deny the payment

Important Note: If the PV is denied instead of approved, it is no longer available for updates, a
new PV must be created. The only time a PV should be denied is if the payment request is in
error and will not be paid. If you have questions about the payment, or if the PV needs
corrections, please refer to “Instructions to return the PV for revisions/questions” on the next

page.

Approvals

DeptiArea Head/Sponsor/Student Org1 Decision: * w

Comments:

| certify | have reviewed the attached documentation as well as the accounting information provided on this Payment Voucher.

Department/Area Head/Sponsor/Student Date
Org1 Signature

1. Click the down arrow, select “deny” from the drop-down list
DeptiArea Head/Sponsor/Student Org1 Decision; ®

2. Add comments, if needed

Comments:

3. Click the box certifying you reviewed the FOAPAL and attached documentation.

* | certify | have reviewed the attached documentation as well as the accounting information provided on thiz Payment Voucher.

4. Select the (click to sign) box
(chck to sign)

5. Type your first and last name and click the “Sign Electronically” button. This does not
submit the document. You must proceed to step 6 to ensure the PV is submitted.

6. Scroll to the bottom of the form and click the “Submit Form” button
Submit Form

The individual who prepared the PV receives an email that the payment was denied and
includes comments that were added at the time it was denied.



Instructions to return the PV for revisions/questions

If you have questions or need additional information about a PV, you can send an email to the
individual who initially prepared the PV, or anyone who has approved the payment prior to you.
Only the individual who prepared the form has the ability to make changes to the form.

An email is sent to anyone who had previously approved the PV letting them know it has been
returned for revisions. At this time the email does not contain specific information about which
PV was returned. That is an enhancement DF is currently working on adding.

The email you send is not saved as part of the PV. If you would like the question(s)/request(s)
saved as part of the document, there is a step you must complete prior to sending the email.

Important Note: if you choose to only send the email, and not to save the
guestion(s)/request(s) on the PV, the individual receiving your email will see your
comments in the email, however other individuals, such as other approvers, will not
know why the PV is being re-routed for approvals.

How to save your notes on the PV for future reference

Enter your question(s)/request(s) in the comment section. Do not choose approve or deny and
do not sign the document.

Approvals

Dept/Area Head/SponsoriStudent Org1 Decision: * -

Comments:

Department/Area Head/Sponsor/Student Date
Org1 Signature

Scroll to the bottom of the PV and select “Save Progress”.

| Save Progress || Return for Revision || Submit Form |

You will see a message confirming the form has been saved. Select “Continue” to return to the
PV.

o

Your form has been saved as a draft. If you
need to stop working on this form and
continue it later, you may find the form in
the pending / drafts section under "My
Forms"

| Continue | |Log Dut)




How to send the email with question(s)/request(s)

Scroll to the bottom of the form and select “Return for Revision”.

| Save Progress || Return for Revision || Submit Form |

The email template is now available.

Return For Revision

This form will be returned for revision. Please enter the content of the email that will be sent to the previous form participant(s) to
prompt them to review and/or re-submit the form.

To
Accounts Payable (WU): Tammy Parsons (tammy. parsons@washburn.edu) ~
Accounts Payable (WU): Tammy Parsons (tammy.parsons@washburn_edu)
Department Head/Area Head/Sponsor/Stu Org1: Eric Just (eric_just@washburn_edu)
Requestor: Margo Stewart (margo.stewart@washburn.edu)

Body
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Characters {including HTML): 0

Return this form for revision Cancel and return to form

Click the down arrow to obtain a list of individuals who have previously seen the PV. Select the
individual to whom you want to send the email with your question(s)/request(s).

To
Accownts Payable (WU Tammy Parsons (tamimy.parsons@washburmeedu) W

Accouns Payable (WU Tamemy Parsons (tammy parsons@washbum. edu)
Departmant Head Arga Head'Sponsar'Siu Orgl: Enc Just (enc just@washburn. adu)
Requestaor: Mango Stewart (mango_ stewarti@washbum_ edu)

Type your question(s)/request(s) in the body of the email.

Characters frchuding HTILY O



Select “Return this form for revision”

Return this form for revision Cancel and return to fomm

You will see the following message and will have the option to view the form as a PDF.

This form has been returned and sent back to the previous participant.

[® view Form PDF

Anyone who previously approved the PV receives the following email:

From: donotreply@washburn.edu
<donotreply@washburn.edu>

Sent: Friday, May 28, 2021 5:23 AM

To: Mary Schumacher <mary.schumacher@washburn.edus
Subject: Payment Voucher Form returned to previous
participant

The Payment Voucher Form online form you recently signed is
being sent back to another participant to revise their work,

Once they resubmit the form, you will be required to sign
again.

When the revisions are made, and the form is submitted again, it is routed to all required
approvers again.



