From: Murphy, Jennifer

Sent: Thursday, August 30, 2007 3:38 PM

To: GRP-APS Customer Advisory Group

Subject: RE: Notice of Change & Action Requested: Travel Vouchers
Importance: High

Good Afternoon,

This e-mail is a follow-up to the announcement sent to you on August 15, 2007, regarding travel vouchers. Please read
through the following guidance and keep it as a reference.

VE5 & VEG6 Travel Authorization Documents
= Creators — No change in the creation of these documents; continue to use the same desk and view.
= Approvers — No change in the approval of these documents; continue to approve these documents electronically
in DEFINE.

VP5 Travel Voucher Documents

= Creators — The only change for you is that you will need to create all VP5 documents in the desk and view
combination that was set up for you by OSS-Accounting & Purchasing Services.
Directions: Go to the YS1 command in DEFINE; an example of this screen is below for a creator in OFPC. The
desk you will want to be on to create your VP5s contains the phrase “VP5 CREAT” in the title and it is
connected to the admin. view called “6610SYS” (see #3 on the screen below). You will enter the number that
contains this combination and enter an “s” next to “select an action”, hit enter and you’re ready to go to the VP5
command to create a travel voucher.
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= Creators: So that you won’t have to change your desk and view every time you create a VP5 please add this
desk and view to your profile in DEFINE.
Directions: Go to the YP2 command in DEFINE; an example of this screen is below for a creator in OFPC.
On the first three lines type in the: command “VP5”; the desk (this is the desk name that was on your YS1
screen - see screen example above); and view “6610SYS”.
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= Approvers — The only change for you as an approver is that you will no longer log into DEFINE and

“electronically” approve the VP5 document. You will continue to sign off on the DEFINE cover sheet of the travel
voucher.

= Routing of VP5 and support - After the traveler and approver sign the voucher, forward the voucher and supporting
documentation to OSS-Accounting & Purchasing Services (CLB 3). These documents will no longer be sent to Marcia
Boling, U. T. Austin - Office of Accounting.

= FileNet — The last change to tell you about is that these documents will be scanned into FileNet by OSS-Accounting &
Purchasing Services.

If you have questions about this change please contact Becky Franklin, 4579, Becky Mendez, 4570, or me, 4366.

Thank you,
Jenny

Jennifer C. Murphy
Director of Accounting and Purchasing Services
(512) 499-4366 phone



