My IRIS Web Portal Inbox

Electronic Certification of a Travel Expense Report

Steps to certify or reject your own Travel Expense Report in the My IRIS Web
Portal:

Note 1: If you enter and submit your own travel expenses though IRIS, the Travel Expense
Report will not be sent to you to certify. Entering your own travel expenses and submitting
them for approval is implicit certification on your behalf.

Note 2: When someone else enters your travel expenses and has submitted them for
approval in IRIS workflow, you will receive an email from the workflow system indicating
that you have travel expenses that need to be certified.

Note 3: You cannot forward the work item in your inbox to someone else. You must
either certify or reject the travel expenses yourself. It is the traveler’s own certification
that is needed.

. To certify your travel expenses in the My IRIS Web Portal, access the My IRIS Web Portal

at: https://irisweb.tennessee.edu
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2. Log in with your NetID and password. If you need assistance with your NetID or password,

Net ID Hel
click on the & button or contact the OIT Helpdesk at (865) 974-9900.

e NOTE: Make sure your Internet browser settings are set to allow pop-ups from the
web address.
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https://irisweb.tennessee.edu/

3. After logging in to the My IRIS Web Portal, click on the Inbox tab to access your inbox:

My IRIS Web

41 Back Forward » History Favorites Perzonalize Wiew Help

= "

Fiori Employee Self-Service

Home = Welcome = Welcome

+ Welcome

+ Forms

e If there is a Travel Expense Report to be certified, it will appear in the inbox. It is
possible for other types of work items to be in the inbox as well. If you are an IRIS
reviewer or approver, all other work items will also show in this inbox. In the example
below, there are three Travel Expense Reports in the inbox.

e Sometimes, it takes a few seconds for the inbox display to refresh and show all work
items for certification or review/approval. If you do not see a work item appear
immediately, click on the Refresh icon in the upper right corner of the inbox to refresh
the list, as shown in the screen shot below.

<y VI. - <, S Q«~ off
O My IRIS Web — ol -
4 Back » History Favortes Personalize View Help Welcome: Jessica Adkins
r < ~
| L= | | 1 1 | |
Home Inbox Fion Employes Seif-Service ESS (Others) Pl Reporting Self-Servike Shop Other
Inbox
D Inbox > Inbox Full Screen | Options ¥
Tasks (3/3)
Show: [New and in Progress Tasks (3/3) [v A I~ B (¢ 39]
| From Sent Date * Prionty * Due Date A Status Substituted For =
A o 8 100G Townsend, Sally S Today Medium New
Trip Expenses 02052017-02/062017 to Memphis. TN Townsend, Sally S  Today Medium New
Trip Expenses 02032017-02/04/2017 o Nashville TN Townsend, Sally S  Today Medium New

4. To launch the work item for certification, single-click on the underlined portion of the line;

Trip Expenses 03M03/2017-03/04/2017 to Chattanooga, TH or double-click on

in this example -
the line with the work item.
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e A PDF of the most recent Travel Expense Report will then be displayed in a new
Internet browser window, as shown below.

[JI° Travel Expense W

Report 001389831700000252

Date:  May 2, 2017

Page: 1/2

Contact: Hinkle, Kathy
(865) 974-0367
khinkleS@tennessee edu

Duck, Daffy
Personnel No.: 138983
Home Address: 400 Main St
Knoxville ™ EYRRA
Resp. Cost Center: E170131 IRIS Admin Support
Trip No.: 1700000252 March 3, 2017 to March 4, 2017
First Destination: ~ Chattanooga, TN; United States
Region: TN/CH Chattanooga, TN; US
Reason: Attend SACUBO conference
Stat. Trip Type: University Rates
Itinerary
Date Time |Event Country | Location Region| Reason
03/03/2017| 08:00 |Trip Destination US |Chattanooga, TN Tn/cH | Altend SACUBO
conference
03/04/2017| 17:00 |End of Trip us

e In addition, a list of attachments for the Travel Expense Report will be displayed. This
list will include the Travel Expense Report PDFs that are automatically attached by the
system when a Travel Expense Report is submitted to IRIS workflow and travel receipts
attached by the originator in IRIS, if any.

| Attachment list 3

AttachmentFor5000035431

New [ 60 || @ all[a|g]l &[T @ GAEREE
I... Title Created By Create... ™ File Name
2 Receipts (PDF) CFULLE3 10M0/2017 Receipts.pdf
[21 Travel Expense Report (PDF)  CFULLE3 001035845000035431_142311.pdf
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e Double-click on the Receipts (PDF) line to see the travel receipts that support the travel
expenses included on that Travel Expense Report. When finished viewing this
information, click on the green check mark at the bottom of the Attachment list pop-
up window to close that pop-up window and continue.

| Attachment list x

AttachmentFor5000035431

&4 || B Al ||| &]F | M T | =
I... Title Created By Create... = File Name
[ Receipts (PDF) CFULLEZ  10/10/2017 Receipts.pdf
D Travel Expense Report (FDF)  CFULLE3 001035845000035431_142311.pdf

x

Next, you will be presented with a list of three actions that can be performed for this
Travel Expense Report: ‘Certify’, ‘Reject’, and ‘Cancel and keep work item in inbox’.

You can select one of these three options, all of which are described below.

Choose one of the following alternatives
Certify

Reject

Cancel and keep work item in inbox
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6. In addition, you can review the PDF version of the Travel Expense Report again by clicking
on the Employee Trip link under the Objects and attachments heading. Once an action is
taken and completed from this below list, you will be returned to the inbox.

Trip Expenses 03/03/2017-03/04/2017 to Chattanooga, TN

Choose one of the following alternatives

oy
Feject

NCancel and keep work item in inbox

Description Objects and attachments

Traveler: 00138983 Duck, Daffy = EmployeeInp- 1700000252
= IMagelink: BUS 009 OUToo9931 700000252

Trip #: 1700000252

Begins: 03/03/2017 08:00:00 Ends: 03/04/2017 17:00:00
Reason: Attend SACUBOQ conference

Destination: Chattanooga, TN Country: US

Total Cost of Trip (all reimbursements): 1,176.00
Total Advances: 0.00

e To certify the Travel Expense Report, click the Certify button, and the Travel Expense
Report will be sent to the next step in the approval path.

IMPORTANT TO NOTE: The following pop-up window will be presented after you click
Certify, and you will need to close it to return to your inbox.

Do not close with the red X icon - L x . Instead, close the Internet browser window
using the X in the upper right corner of the window, as shown below.

T
@ UWL - Launch SAP Transaction - My IRIS Web - QA - Mozilla Firefox = |8 b

[6F https://iriswebg.tennessee.edu/ir/serviet/ prt/portal/priroot/pcd!3aportal_content!2fevery_userl2fgenerall2fdefaultijaxframeworkContent!2fcom.sap. portal standalonecontentarea?Navigaty

1

Workflow: Execute Operation on Work ltem
Menu A -2 =X (R 0 =R S DR )

Close Window

Close the Internet
browser here.

< ¥

» | QAZ2(300) 2], | qa2appl

14

HFTIAT TRTEE T oTe TP
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To reject the Travel Expense Report, click the Reject button. A reason for your
rejection must be added to explain why the Travel Expense Report is being rejected. If

a Travel Expense Report is rejected, it will be returned to the user who entered it in
IRIS.

Add the rejection reason in the Title field and then click on the green check mark to
continue, as shown below. If needed, use the text field on this pop-up window to add
additional information concerning the rejection. The rejection reason lets the

originator know what changes need to be made to the Travel Expense Report before it
is resubmitted.

Justify Your Decision / X

-
Title | Mo expenses entered r 4

Enter the expenses, add the receipts, and resubmit.
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After you add the rejection reason, close the Internet browser window. Do not close

with the red X icon - @ ._Instead, close the Internet browser window using the X in
the upper right corner of the window, as shown below.

:
@ UWL - Launch SAP Transaction - My IRIS Web - QA - Mozilla Firefax = G =

[~ .
(i @ hitps:/firiswebq.tennessee.edufif/servlet/pri/portal/priroot/pcdi3aportal_content2fevery_user!2fgeneral!2fdefaultdjaxframeworkContent!2fcom.sap.portal.standalonecontentarea?Naviga

1|

| Workflow: Execute Operation on Work ltem
| Henu, Jelelal®[n] nlals

Close window

Close the Internet
browser here.

< >

E\ P4 » | QA2 (300) 5], | qa2appl

HFTTITATIRTSa T BT T ETT —T

Once back on the inbox screen, click the Refresh icon again.

MY ]R]S %el‘) Search: Q- Lo
4 Back Forward »  History Favorites Personalize View Help Welcome: Sally S Towns
Home Inbox IRIS Fiori Employee Self-Service ESS (Others) Reports Pl Reporfing Self-Service Manager Self-Service HR Ad
Inbox
D Inbox > Inbox Full Screen || Optiol
Tasks (1)
Show: [New and In Progress Tasks (1) || [All - 7 el
Inbox
B subject | From Sent Date = Priority = Due Date = Status Substituted For -
Trip Expenses 03/03/2017-03/04/2017 to Chattanooga, TN Hinkle, Kathy Today Medium In Progress

After the inbox has been refreshed, and if processed correctly, the rejected work item
will disappear from the inbox. This will indicate that the work item was rejected to the
originator of the Travel Expense Report.
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If you do not want to certify or reject the work item at that point in time but want to
cancel and process the work item later, click the Cancel and keep work item in inbox
button. This option returns you to the inbox without taking any action on the Travel
Expense Report. The work item will remain in your inbox until you either certify or
reject it.

Close the Internet browser window. Do not close with the red X icon - x . Instead,
close the Internet browser window using the X in the upper right corner of the
window, as shown below.

:
@ UWL - Launch SAP Transaction - My IRIS Web - QA - Mozilla Firefox = B %

e — — -
i’a https://iriswebqg.tennessee.edu/irj/servlet/pri/portal/priroot/pcdl3aportal_contentl2fevery_user2fgenerall2fdefaultAjaxframeworkContent|2fcom.sap.portal standalonecontentarea?MNaviga
1

| Workflow: Execute Operation on Work ltem
Menu , JejleH B H han

Close Window

Close the Internet
browser here.

< >

:3‘ Pg » | QA2 (300) 5], | qa2app1
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If there are other work items in your inbox, click the Refresh icon. The work items for
certifications, approvals, or rejections that you have already processed will go away,
and you can continue with any other work items that require your attention.

MY IRIS Wel-) Search: Q- Log off

4Back Forward ), History Favorites Personalize View Help Welcome: Jessica Adkine
— r e — p— — — p— —
Home Inboo Fiori Employee Self-Service ESS (Others) Pl Reporting Self-Service Shop Other
Inbox
D Inbox = Inbox Full Screen || Options
Tasks (2/32)
Show: [New and In Progress Tasks (2/32) [=][an [=] A FEE
Inbox
B Subject | From Sent Date = Priority = Due Date = GStatus Substituted For =
Trip Expenses 02/05/2017-02/06/2017 to Memphis, TH Townsend, Sally 5  Today Medium New
Trip Expenses 02/03/2017-02/04/2017 to Mashville, TN Townsend, Sally S Today Medium New
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