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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 form does not require an Adobe digital
signature on a PDF, nor does it need to be manually sent to Accounts Payable (AP) for
processing. Secure signatures are added by signing in with your Washburn University Single
Sign On (SSO) credentials and the PV is routed based on information provided on the form.

This new PV can be used for all payments EXCEPT travel reimbursements.

Travel expense reimbursements should be submitted on a Travel Expense Report with
all pertinent receipts/documentation within 60 days of returning from travel.

The Dynamic Form Payment Voucher can be found by clicking the Finance and Payroll forms
link in the Finance section of MyWashburn. When you open a new form, you have 45 minutes
to Submit or Save Progress before being logged out.

You can find previously started/completed 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.

WASHBURN

UNIVERSITY

a“ Washburn University - Finance ¥ Go My Forms - Admin ~ [ &

© Pending / Draft Forms

Search [4 All Formitems  Search For... ® warehouse

*D Forms History

(5 Form Templates @)

Pending / Draft Forms: This page allows you to view 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. There are six main
sections:
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Purchase Order Payments

At the beginning of the PV, there are questions to determine if a payment should be made
against a Purchase Order (PO). This form can be used for partial and final payments on a PO.
When making a partial or final payment against a PO, the PO number must always be provided.

Is this a payment on a PO? ¥ -- Choose - v |
Yes
No

If “No” is selected, the regular Payment Voucher becomes available to be completed.

If “Yes” is selected, a field for the PO# and an additional question regarding the PO payment
become available.

e Enter the PO#
e Answer the question, “Is this a PARTIAL or FINAL payment?”

Is this a payment on a PO? "| Yes v Enter PO #:’1 | o

Is this a PARTIAL or FINAL payment? *[-_ Choose - v]

If “PARTIAL” is selected, the Payment Voucher becomes available to be completed.

If “FINAL” is selected, additional information is required before completing the Payment
Voucher.

Is this a payment on a PO? * Yes v Enter PO # *\:\ o FINAL

Is this & PARTIAL or FINAL payment? ‘[ Final v) Attach Department Copy of Purchase Order: { & Attach File |

| certify that the articles or services have been received in good order on ": and | hereby authorize the payment of the purchase order.

e A Department Copy of the PO must be attached when processing a final
payment against a PO using the “Attach File” button.
o Ensure that the certification box in the lower right corner of the
Department Copy of the PO is complete.
e The date goods or services were received is required in this section of the
Payment Voucher.

After that information has been provided, continue with the other sections of the Payment
Voucher.



Payee Information
—

Payee Information

Ido not know the Vendor's WIN [i]

Enter partial vendor name to search: {Kansas Hoard (Search Resuks v | @

Search Results

W22000892 - Kansas Board of Regents

W22084493 - Kansas Board of Tax Appeals
W22485294 - Kansas Board of Cosmetology

Payee: WIN #: o [i]
Company or Last Name

Avaiable Vendor Addresses [ (hopse — -

Address:

City. o State: Zip

1. Enter the Vendor’s WIN and name.

***f this is a new Vendor, you must submit a W9 to Purchasing to obtain a WIN to provide on
the PV, prior to submitting the form for payment.

***The search option for a WIN/Address, discussed below, are only available for corporations,
not individuals. This is to ensure the privacy of individuals. If you don’t know the WIN or
address for an individual, you should contact Purchasing at x2312, prior to submitting the form
for payment.

If you don’t know the WIN for a corporate vendor, click the box after “I do not know the
Vendor’'s WIN” at the top of the Payee Information section to conduct a search in Banner.
Enter part of the Vendor name to search for the Vendor’s WIN. Click the down arrow next to
“Search Results” to see all possible Vendor options. If you see the correct Vendor, select it
from the list. After you have selected the Vendor, the WIN and Vendor name populate based
on your selection. (it takes a few seconds for the information to populate the field) If you don’t
see the correct Vendor, contact Purchasing at x2312 for assistance.

2. Enter the Vendor’s remit to address that appears on the invoice and/or W9.

You have the option to select an address from Banner by choosing the drop-down arrow next to
the “Available Vendor Addresses” field. If the address does not appear as an option, contact
Purchasing at x2312 to request an address update in Banner. Upon selecting an address from
the drop-down list, those fields on the PV are populated. (it takes a few seconds for the
information to populate the field)

Important Note: The search fields are hidden after selecting an option from the search results.
If you need the search fields again, delete the previously selected information from the field(s).




Vendor Invoice Information

Vendor Invoice Information

Invoice number:’i | Invoice date: | | Account number: | | Payment due date: | |

==5f multiple inveices are being paid, enter "muttiple” for the invoice number. If there iz ne invoice number provided by the vendor, enter "none™

If available, enter the vendor invoice number and date, account number with the Vendor, and
the payment due date.

If you are paying more than one invoice with the PV, enter multiple as the invoice number and
provide invoice details in the next section.

If you do not have the Vendor invoice information, enter “none” as the invoice number.



Detailed Description of Charges

Detailed Description of Charges (Include business purpose, dates, and description):

Y

If paying just one invoice or reimbursement, include business purpose of expense as well as
dates, if applicable, and a brief description of the charge. Examples:

Magazine Ad, Apr/May 2021 issue
OR
Shirts for basketball camp held May 1 -5, 2021

If paying multiple invoices, provide the detailed description of each invoice here as well as the
detailed business purpose, as described above. Example of two invoices:

Invoice number 1, 5/1/2021, Acct#123, due date 5/31/2021 — Copier charges April 2021
Invoice number 2, 5/5/2021, Acct#345, due date 6/1/2021 — Staples for copier
This is also the section you should include any pertinent notes about the payment. Examples:

Sales tax has been deleted from the invoice total per conversation with Jack at “vendor”
on 4/10/2021.

Account code 710600, Office Supplies, was previously used for this payment, changed to
700210, Copier Charges after discussing with Rhonda Thornburgh.

Important Note: The description AP enters, that appears on the payment remittance slip to the
vendor, is limited to 50 characters. Therefore, the description you provide on the PV should
include all pertinent information, but may be abbreviated when entered into the system for
payment.



Accounting Information

Accounting Information {Include all applicable fields)

Campus:*| - please Select — v
Fund Orgn Acet Prog Activity Location Amount Add
Funding
Line
i | i | | | i | |
| I | | | | ToTALf $0.00 | |
Attachments
FileUplead? | Browse...| No file selected. FieUpload2 |Browse... | No file selected. FileUpioad3 |Browse... | No file selected.
Files over 25 ME will not be accepted Files over 25 ME will not be accepied Files over 25 ME will not be accepted

Select the appropriate campus from drop-down list.

Only one campus can be selected per PV. If there are charges for multiple campuses on
one invoice, two PVs must be completed. Include a note in the Detailed Description
section of each PV explaining why the invoice is not being paid in full, and that a PV for
the other campus is being processed to pay the remaining balance.

Provide complete FOAPAL information for the payment. Only the Fund and Account fields are
required on the form since a few select payments require only those two components of a
FOAPAL. If the payment you are requesting requires all funding categories, they must be
included on the PV. If using multiple FOAPALs, click the box in the “Add Funding Line” to add
additional funding lines. The maximum number of FOAPAL lines is ten. If you have more than
that, please contact Accounts Payable.

Important Note: Particular invoices do not need to be referenced with FOAPAL information.
However, the total amount of the invoices being paid and the total on the FOAPAL lines must
match.

Important Note: If one of the FOAPALs includes a fund that begins with “9” or “21”, that
FOAPAL should be on the first line to ensure routing to all required individuals.

Under the FOAPAL section, there is a section for Attachments. Click on the “Browse” button to
attach all invoices/documentation related to the payment. This creates a hyperlink for
approvers to retrieve the documentation to review prior to approving the payment.



Department Contact Information / Form Routing

In this section, you have the ability to send the PV to one or more individuals to approve.

If the FOAPAL entered includes fund 800000 or a fund that begins with 111, you will see a note

explaining approval requirements and the approvers will be “Student Organization Approvers”
instead of “Dept/Area Head” and “Director/Dean/VP”.

Department Contact Information

Are you the Department Contact? *| - Choose — w |

Special delivery instructions:

Y
Enter Mame and Email Address for the form approver(s) below:
Student Organization First * | Last 1 | Email: ¥ Click te Search -
Approveri Name: Name:
Student Organization First * | Last bl | Email: ¥ Click to Search -
Approver2 Name: Name:
Route to additional Student Organization approver? Student Officer Signature Rules:

4 the Aegquestor is 2 Student Officer and is not the Payee, anly one approval is required; the Faculty Advisor.

=If the: Requestor is not a Student Officer, two approvals are needed; a Student Officer and the Faculty Advisor.

-If the Requestor is a Student Officer but is also the payee, an additional Student Cfficer approval is reguired as well as the
Faculty Advisor.

-If the: Payee is the Faoulty Advisor, twa Student Officer approvals are reguired; one can be the Reguestar if the Regquestar
is 2 Student Officer.

(click to sign)

Requestor Signature Date

After signing, click the Submit Form
button below to submit the form.

If the FOAPAL entered does not include fund 800000 or a fund that begins with 111, the
approvers remain “Dept/Area Head” and “Director/Dean/VP”.

Department Contact Information

Are you the Department Contact?*| _ Choose — v

Special delivery instructions:

Enter Name and Email Address for the form approver(s) below:

DeptiArea Head First Name: *| | Last Mame: = | Email: ¥ Click to Search -

DirectoriDean/V'P First Name: 7 | Last Name: *| | Email: % Click to Search v

Route to WU Dir/Dean/\VP for approval?

(click to sign}

Requestor Signature Date

After signing, click the Submit Form
button below to submit the form.



The first person you have the option to send the form to is a Department Contact.

If you are the only person in your department to approve the payment before the
supervisor, enter yourself as the Department Contact.

If there is another individual in your department that approves PVs before the
supervisor, list that person as the Department Contact. The PV will be routed to them
to review and approve prior to being routed to the supervisor for approval.

If applicable, provide special delivery instructions, such as “Hold for pick up” in this section.

All Payment Vouchers require signatures of two different individuals. The person who prepares
the form is not allowed to also approve the form. You are required to enter a Dept/Area Head,
or at least one Student Organization Approver, to approve the payment. Enter the first and last
name of that individual and search for the appropriate email to enter.

If the payment requires an additional approval, click the check box next to “Route to WU
Dir/Dean/VP for approval, or if a Student Organization, “Route to additional Student
Organization approver?” Enter the first and last name and email for the additional approver.
The additional approver must review and approve the payment before it is routed to Accounts
Payable.

After all approvers have been identified:
1. Select the (click to sign) box
(chck to sign)

2. Type your first and last name and click the “Sign Electronically” button. This does not
submit the document. You must proceed to step 3 to ensure the PV is submitted.

Sign electronically x

Please read the Disclosure / Consent before you sign your
form electronically.

Typing your name exactly as it appears below signifies you
are complating this form using an lsctronic signaturs. By
signing electronically, you are certifying that you have read
and understand the Disclosure/Consent and agree to
electronically sign. You also agree to receive required
disclosures or other communications related to this
transaction electronically.

To continue with the slectronic signature process, pleass

enter your name and click the “Sign Electronically” button to
save your information and submit your electronic signature

ammy
Farsons

Sign Electronically

It you would like to opt out of electronic signature, please click

the "Opt out and print” link below to save your infarmation and
print a local copy for your signature

Opt out and print

3. Scroll to the bottom of the form and click the “Submit Form” button. This forwards the
form to all approvers identified in this section.

Submit Form

10



All approvers receive an email from “donotreply@washburn.edu”. The subject line of the 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.” Approvers click
on that link to be directed to Dynamic Form and their SSO.

Approvals

DeptfArea Head/Sponsor/Student Org1 Decision: *

Comments: Attach File/s:

“~

®

| 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

Director/Dean/VP/Student Org 2 Decision: *

Comments: Attach File/s:

~

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

"

Director/Dean/VP/Student Org2 Signature Date

All approvers must review the payment information to ensure accuracy, including the
attachments and the FOAPAL(s) provided on the PV.

Additional documentation related to the payment can be added by the Approver using the
“Attach File” button.

Upon completion of the review, each approver, including Accounts Payable, has three choices:

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

If the payment is approved, the form is automatically forwarded to the next individual in the
process, after the Approver signs the PV and selects submit.

If the PV is denied instead of approved, the individual who prepared the PV receives an email
informing them that the payment was denied. The email includes comments that were added
at the time the PV was denied. When a PV is denied, it can no longer be updated, a new PV
must be created.

1"



The only time a PV should be denied is if the payment request is in error and will not be paid. If
an Approver has questions about the payment, or if the PV needs corrections, they choose to
return the PV for revisions/questions.

If an Approver, or Accounts Payable, choose to return the PV for revisions/questions, an email
is sent requesting additional information. Only the individual who prepared the form has the
ability to make changes to the form. Approvers and/or Accounts Payable do not have the
ability to alter ANY information originally provided on 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 detailed email the Requestor receives is not saved as part of the PV. The individual
returning the form has the option to save the question(s)/request(s) as part of the document
prior to returning the form.

Important Note: Since only the individual receiving the returned email sees the information in
the email, if a PV is returned for revisions/questions without the question(s)/request(s) being
saved as part of the PV, other individuals, such as other approvers, will not know the specific
reason a PV is being re-routed for approvals. Therefore, when the updates are made to the
form, it is important to add additional information to the detailed description box indicating
why the PV is being resent so other Approvers will not think it is a duplicate payment.

After a PV has all required approvals, and has been entered for payment by Accounts Payable,
the Form Requestor will receive an email confirming the payment has been completed.

Wed 8/4/2021 11:50 AM
D donotreply@washburn.edu
WU Payment Voucher: Entered for payment - Chartwells Dining Services - $ 234.56

To & Tammy Parsons

WASHBURN

UNIVERSITY
This Payment Voucher has been processed by Accounts Payable. It has been entered as Banner Invoice # 10123456 and is scheduled to be paid on

08/01/2021.
Thank you

Please visit your Dynamic Forms home page by clicking here.

12



If you click the link in the email, to go to your DF home page, you can see pending DFs as well as

completed DFs.

I~ Washburn University - Finance ¥ Go My Forms ~ Admin - A -3 ?

This page offers you access to your Pending / Draft Forms and your completed Forms History.

If you need to start a new form, please go to your college or university website to access a link to the proper form. Thank you for using Dynamic Forms!

©® Pending / Draft Forms
D Forms History

& Manage your Account

Pending / Draft Forms

Action
Payment Voucher (Vendor Address Testing)
Status Pending Action -
started By Tammy Parsons
signature Request Date: 8/4/2021 11:40:09 AM
Forms History
Action

Payment Voucher (Vendor Address Testing)

Sttus Acton -

Started by Tammy Parsons
Signed Date 8/4/2021 11:3%:38 AM

The completed DF PVs in Forms History show as pending until the automatic process runs
behind the scenes to image the document in Banner, the status then changes to Processed.

Payment Voucher Form

Started by Tammy Parsons
Signed Date 5/10/2021 1:36:28 PM



Tracking a form

If you haven’t received the email indicating a payment has been entered/paid by Accounts
Payable, you have the ability to look up the PV to determine where it is in the process by
clicking on 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.

WASHBURN

UNIVERSITY
@« ‘Washburn University - Finance ¥ Go My Forms ~ Admin - B4 - .
Select Pending /

Search [4  ANFormitems Search For.. ® Pending / Draft Forms ® warehause  Draft Forms
D Forms History

(5 Form Templates @

Pending / Draft Forms

Select the down
arrow to pull up
the list of available

Action

Payment Voucher (Vendor Address Testing)

Status Pending Adion =
Started By: Tammy Parsons actions
Signature Request Date: 8/4/2021 11:40:09 AM

Action

Action =

Manage Co-Signers .
’ ’ Select Manage Co-Signers
View PDF

View Html

14



Co-Signer Information

* Click the Edit Cosigner action to edit/change your co-signer(s) information

* Click the Re-send E-mail action to re-send an e-mail to your designated co-signer(s)

First Name Last Name Relationship Email Esigned Esigned Date
Department
: . Head/Area blaine.smith
Blaine Smith / = No
Head/Sponsor  washburn.edu
f5tu Orgl

Close Window

Last Email Sent Action

)
RS | Actions ~ |
11:40:09 AM —

Edit Cosigner

Re-send Email

This shows that Blaine Smith, the Department Head entered at the time the PV was prepared,
received an email about this PV on 8/4/2021 at 11:40:09 AM. If you need to send the PV to a
different individual, you can select “Edit Cosigner” to change the approver.

Edit cosigner information

Here you can either edit this co-signer’s e-mail address, or completely change the co-
signer's name and e-mail. Click save to finish.

Relationship
Department Head/Area Head/Sponsor/Stu Orgl

FArst Name

Blaine

Last Mame

Smith

Email

blaine.smith@washburn.edu

Re-enter Email

blaine.smith@washburn.edu

Cancel Save Save and Re-send Email

15

Enter the information for the
new approver in this box and
select Save and Re-send email.
The Co-Signer Information is
updated accordingly.



Co-Signer Information

* Click the Edit Cosigner action to edit/change your co-signer(s) information

* Click the Re-send E-mail action to re-send an e-mail to your designated co-signer(s)

First Name Last Name Relationship Email Esigned Esigned Date
Department
- ; Head /Al blaine.smith
Blaine Smith ead/Area aine.smith@ No
Head/Sponsor  washburn.edu
/5tu Orgl

Close Window

Co-Signer Information

Last Email Sent

8/4/2021
11:40:09 AM

Action

Edit Cosigner

Re-send Email

v Success
Success
* Click the Edit Cosigner action to edit/change your co-signer(s) information
* Click the Re-send E-mail action to re-send an e-mail to your designated co-signer(s)
First Name Last Name Relationship Email Esigned Esigned Date Last Email Sent
Department
Blaine Smith Head/Area blaine.smith@ No /472021
Head/Sponsor  washburn.edu 11:42:25 AM
/Stu Orgl

Close Windaow

16

Action

Adtions -

If you select Re-send
Email, another email will
be sent to the approver
listed.

When the new email is
sent, you receive the
green box that says
Success and the
information in the last
email sent column is
updated with the most
recent date and time.



Co-Signer Information

* Click the Edit Cosigner action to edit/change your co-signer(s) information

* Click the Re-send E-mail action to re-send an e-mail to your designated co-signer(s)

First Name Last Name Relationship Email Esigned Esigned Date Last Email Sent Action
~
Department
: ) Head/A blaine.smith 8/4/2021 8/4/2021

Elaine Smith ead/Area aine.smith@ Yes / '(_ _ /41 _
Head/Sponsor  washburn.edu 11:45:58 AM 11:42:25 AM
J5tu Orgl
Accounts No g/4/2021 Actions «
Payable (WU) 11:46:13 AM

Close Window

This Co-Signer Information shows that the Department Head signed and submitted the PV on
8/4/2021 at 11:45:58 AM and that the Accounts Payable Department on the Washburn
University campus received the email to review this payment on 8/4/2021 at 11:46:13 AM, just
a few seconds after it was submitted by the Department Head.

If the WIT campus is selected at the time the DF PV was prepared, the PV is routed to the
Accounts Payable Department on the Washburn Tech campus for review and entry.

17



Co-Signer Information

* Click the Edit Cosigner action to edit/change your co-signer(s) information

* Click the Re-send E-mail action to re-send an e-mail to your designated co-signer(s)

First Name Last Mame Relationship Email Esigned Esigned Date Last Email Sent Action
)
Department
Blaine Smith Head/area blaine.smith@ Yes 8/4}?0_21 8}4,#202_1
Head/Sponsor  washburn.edu 11:45:58 AM 11:42:25 AM
J5tu Orgl
Accounts ves | B/4/2021 8/4/2021
Payable W) 11:48:09 AM 11:46:13 AM
A t
payable (U o o/4/2021
2 11:48112 AM
(Final)

Close Window

This Co-Signer Information shows Accounts Payable reviewed the PV and submitted it on
8/4/2021 at 11:48:09 AM. Since AP determined it didn’t need to be routed to anyone else for
approval, it was immediately sent to AP again, this time to enter it for payment.

If AP determined the PV needed additional reviews/approvals, the names of those individuals
and the date/time those emails were sent, would appear in this list of Information, under
Accounts Payable (WU). Upon all additional reviews/approvals being completed, the PV is then
routed to Accounts Payable (WU) (Final) for entry.

Again, If the WIT campus is selected at the time the DF PV was prepared, the PV is routed to the
Accounts Payable campus on the Washburn Tech campus for review and entry.

18



Co-Signer Information

* Click the Edit Cosigner action to edit/change your co-signer(s) information

* Click the Re-send E-mail action to re-send an e-mail to your designated co-signer(s)

First Name Last Name

Blaine Smith

Close Window

Relationship Email

Department
Head/Area
Head/Sponsor
f5tu Orgl

blaine.smith@
washburn.edu

Accounts
Payable (WL

Accounts
Payable (WU)
(Final)

Esigned

Yes

Yes.

Yes

Esigned Date

8/4/2021
11:45:58 AM

8/4/2021
11:48:09 AM

g/4/2021
1150018 AM

Last Email Sent

8/4/2021
11:42:25 AM

8/4/2021
11:46:13 AM

8/4/2021
114812 AM

Action

This Co-Signer Information shows AP processed the payment on 8/4/2021 at 11:50:18 AM,
which generated the email back to the Requestor of the PV.

Wed 8/4/2021 11:50 AM

D donotreply@washburn.edu
WU Payment Voucher: Entered for payment - Chartwells Dining Services - $ 234.56

To @ Tammy Parsons

WASHBURN

UNIVERSITY

This Payment Voucher has been processed by Accounts Payable. 1t has been entered as Banner Invoice # 10123456 and is scheduled to be paid on

08/01/2021.
Thank you

Please visit your Dynamic Ferms home page by clicking here.

19



Deleting a Form

Pull up the form to delete by logging into myWashburn - > Employee - > Dynamic Forms.

@ Sign Out (<]
&
Home "
Home Community /  Home
Welcome to MyWashburn! Systems Status
View Current Status of major systems at Washburn
University. Please call User Services at (785 0 -3000 or
1. Navigation is on the left. email suppo shburn.edu with any questions.
2. Search for what you are looking for with the box in the top left.
3. Access the site from any device.
Important Note: With the new authentication scheme, it is very important that you use the sign
Out link on the upper right to exit MyWashburn. Do not just "X" out of the window. This may create
problems logging in the next time from the same device.
Office 365 Email and Calendar
Technical Support
For technical assistance contact ext. 3000 * Change Your WUAD / Office 365 Email & Calendar
Password
Technology Support Center (Bennett 104)
Support Hours e s & Catenda
Mon-Thurs  7:30am - 11:00pm Login to Office 365 Email & Calendar
Fri 7 Phishing Scam Awareness
Sat 8:
cun | View this video to learn more about how to spot a phishing
scam email.
a
s L e Ly Ly e o Ao s o ot an e e s e e ook e i oo s et £ st e i o
°
Employee
: &
Washburn University Mission Statement Talent Acquisition at Washburn Employes Self Service +

Student Employment Information

- New Hire / Transfer Access Requests Finance

Desire2Leam

ale
Desire2learnds University and Data Reporting

iAlert Information

Preventing Sexual Harassment and Employment Discrimination i

Dynamic Forms Technology Purchases

Accessibility Resources Eres
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If the Pending/Draft forms do not come up on your screen, select “My forms, Pending/Draft

Forms”.

- - U euu
UNIVERSITY

@A

Search [4 All Fields & Participants  Search For

Draft Forms

Form Name

Payment Voucher

Payment Voucher

Payment Voucher

Payment Voucher

Payment Voucher

Payment Voucher

Status

Pending

Pending

Pending

Pending

Pending

Pending

Description

Started By:
Andrea Lagos

Started By:
Andrea Lagos

Started By:
Andrea Lagos

Started By:
Andrea Lagos

Started By:
Andrea Lagos

Started By:
Andrea Lagos

‘We use cookies on our website to give you the most relevant experience by remembering your preferences and repeat visits. By clicking "Accept", you consent to the use of ALL{

Date

Signature Request Date:

4/14/2023 12:45:46 PM

Signature Request Date:

4/14/2023 2:43:31 PM

Signature Request Date:

4/14/2023 2:53:14 PM

Signature Request Date:

4/14/2023 3:09:33 PM

Signature Request Date:

4/14/2023 3:10:02 PM

Signature Request Date:

4/14/2023 12:20:40 PM

My Forms ~ [~ F-

@ Pending / Draft Forms

D Forms History

PDF

yel

HTML Action
5] Actionw
B Actionw
5] Actionw
a Actionw
5] Actionw
5] Action

Notice the Status column of the forms. In order to delete a form, you no longer need, the
If “Draft” is shown, click on the Action arrow and select Delete.
You will be asked “Are you sure you want to delete this form?”, select “Delete”. The form will

Status must show as “Draft”.

no longer appear in your Pending/Draft Forms queue.

a

My Forms ~ (=] & |

We use cookies on our website to give you the most relevant experience by remembering your preferences and repeat visits. By clicking "Accept", you consent to the use of ALL the cookies. Learn More. ACCEpt

Search [4 Al Fields & Participants  Search For

Pending / Draft Forms

Form Name

ITS Access Request Form

Telecommuting Agreement

Status

Pending

Draft

Description

Started Ry:

Debbie While

Started Dy:
Debbie While

Date

Sigrsature: Request Dite
1/25/2022 2:02:15 PM

Last saved
4/14/2023 4:53:16 M

PDF

HTML Action

B Action ~

Complete Form

Delete

23 NGWeb Solutions, LLC

111 Requirements
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If a form does not show Draft, click on the Action and Choose Complete Form.

WASHBURN

UNIVERSITY

a My Forms R4 I
Search [4 Al Fields & Participants  Search For. Q
Pending / Draft Forms

Form Name Status Description Date PDF  HTML Action
sl ard T ‘ Reauest ‘ ot Started By Signature Request Date: R i aeton
urchasing Car lemporary Increase heques ncomplete Andrea Lagos 4/17/2023 1:17:45 PM t/_‘, J
TSA Reuest F - Started By: Signature Reguest Date: X Complete Form
SRS R e e Debbie White 3/29/2023 2:13:07 PM &
View PDF
Application for Educational Assistance for Employee, Dependent and/or Pending Started By. Signature Request Date: ® View Html
Spouse Debbie White 3/9/20233:13:11 PM
. Started By: Signature Request Date:
TS Access Request F Pendi A - Action =
SRl . Debbie White 1/25/2023 3:03:15 PM 4 & o
Tel t A t Draft Started By: Last Saved: N _ Action
elecommutin reemen ra Za ! -
979 Debbie White 4/17/2023 12:4806 PM & a
« < n > 50 v items per page 1-50f5items &

This will result in the form opening, scroll to the bottom of the form and click on the “Save
Progress” button.

e g e

Approvals
Dept/Area Head Decision.

Comments

(click to sign)

Department/Area Head/Sponsor/Student Date
Org1 Signature

Purchasing Office Use:

Remaining Amount on Card: "

Current Daily Limit: % New Temporary Limit: * Increase Amount: *

| Save Progress || Submit Form |

You will receive the following message, click on Log Out if you are done with the form.

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 Out
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Return to (or refresh) the Pending/Draft Forms page, the status should now show as “Draft”
and you may click on the Action arrow and select “Delete”. You will be asked “Are you sure you
want to delete this form?”, select Delete. The form will no longer appear in your Pending/Draft

Forms queue.
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