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Project Summary & Voucher Routing Process

The PI Workflow Certification project routes subcontract invoices to department personnel and Pls electronically
via NUFinancials workflow, similar to other transactions such as REQs, PRQs, and Expense Reports. In this new
process, a Voucher transaction containing payment information and the subrecipient’s invoice as a PDF
attachment is used to capture approvals and authorize payment. After each level of approval, the Voucher is
automatically routed to the next level. The routing process is: ASRSP > Dept. RADM or SUBKAD > PI > ASRSP >
Accounts Payable. The NetID and date/timestamp are recorded at each level of approval.

Accessing the Voucher
Note: An email notification containing a direct link to the Voucher is sent to each approver. The following steps
are intended for users who log directly into NUFinancials without use of the emailed link.

e Using your NetlD, sign into NUFinancials: https://nufin.northwestern.edu
e Navigate to the Approvals
Inbox in NUFinancials.

Approvals
< Employee Self Sarvice Pending Approvals a Y = @
View By | Type
Al
6 rows
2 Expense Report 2 Payment Request PRQO0O27769 / NWUNW / 0710122890429 Dattels Arlene R Routed
80.20 USD 10/11/2017
= 2
E P R XS Expense Report Reena Burt - 0000461781 / APPAM Conference Fee Routed
170.00 USD 10/11/2017
W Requisition 1
Expense Report Larry Hedges - 0000462113 / Membership Renewals Routed
Voucher 1 410.00 USD 10/12/2017
Requisition R&D 10/13/17 Aaron Miller - NWUNV / REQ 1190531 Routed
287500 USD Dattels Arlene R 10132017 2
/N Medium Priority
Payment Request PRQ0021470/ NWUNV / 56031307 lke,Chika Vera Routed
78629 USD 10/13/2017
Voucher NWUNV { 01575218 / KSA Watson Kathryn B Routed
4018.00 USD A\ Medium Priority 04/30/2018
e Select “Voucher” on the left side of the screen to see only Voucher transactions.
e On the right side of the screen, click on the particular Voucher you would like to open.
< Employee Self Service Pending Approvals /ﬁ\ Q v — @
RE=miEvR) Type M o Approve Deny Hold
& Al 1
Voucher 4 rows
2 Payment Request 5
é . Portal Journal Entry 3 Voucher NWUNV / 01887976 / 00054346-MAR18 Sing,Zoe Miranda Routed N
- 2,569.04 USD A Medium Priority 08/17/2018
Voucher NWUNY / 01687924 / 1234-5 Watson,Kathryn B Routed N
500 USD /A Medium Priority 0%/24/2018
Voucher NWUNY /01687991 / 98 Watson Kathryn B Routed N
1000 USD A\ Medium Priority 02/06/2019
Voucher NWUNY /01687994 / 1-558085-040 Watson, Kathryn B Routed N
257318 USD A\ Medium Priority 02/25/2019
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https://nufin.northwestern.edu/

Review Voucher Header
e Confirm the Supplier Name and Invoice Number are correct.
e C(Click the “Additional Information” link to see the corresponding PO number.

<« Pending Approvals

2,673.18 USD
f L d Al . |
:I Header is panding your approval
Summary 4
Business Unit NWUNY Voucher I 02076403
Involcs Number 50005621757 Created By Watson Kathryn B
Supplier Name | Injversity of Virginia -4 Madified By Watson Kathryn B
Due Date 100418 Invelce Date 09004718
Vioucher Source Online Voucher Style Regular Voucher
Additional Information T
Line Datails
Vouchar Lina Itarn Deacription Cuantity oM Unit Price Amount
1 000172016 to 0302017 TEE50 1 ea 12,436.16usp 12 436.16 UsD ¥
= More Information
Wil AttBEhiments »
1 row
Approver Comments
Appeoval Chain »

Version 2.0 kbw
02/2020



View Line Distributions
e From the header page, click on each “Line Details” row to confirm the chartstring.

Line Details
Voucher Line Item  Description Quantity uom Unit Price Amount

1 05M01/2016 to 08302017 78850 1 Ea  12,436.16 USD 12,436.16 USD »

e Confirm the Amount, ProjectID and the use of Subk Account Codes 78640, 78650 (and at times 78642).

Distributions x

Fluid Approval Distribution
Line 1
Description 08/01/2016 to 09/30/2017 78650
Merchandise Amt 12,436.16 USD
Quantity 1.0000 EA

1 row
GL . *Fund
Distribution Quantity Merchandise Currency “Account Department Program FProject  Activity ChartField
= > Business il i Code = ) - ~
Line = v = Amount © T = o = Code =  © < 1%
Unit & <
1 1.0000 NWUNY 12,436.16 usD 78642 650 4703000 BDO37999 01

View Attachments

e From the header page, click the View Attachments link.
= More Information

View Attachments (1) >

e The subrecipient’s invoice is attached as a PDF document. Open the PDF to thoroughly review the
invoice.

View Attachments

Business Unit NWUNV

Voucher ID 02076403

« Attachments
Sequence Attached File Attachment Description Entered By
1 wmm UVAS000562175.pdf Watson, Kathryn B
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Review Subrecipient’s Invoice

Bill ro:

SUTTE 910
CHICAGO IL 60611

Customer Name: NORTHWESTERN UNIFERSITY

iillil UNIVERSITYfVIRGINIA

Muake payments and address inguiries fo:

UNIVERSITY OF VIRGINIA _
ATIN: Office af Sponsored Programs Irveice Date:

PO Box 400193 Award No:
Charlonenville, V4 11904-4195 Award Amouni:
PHONE: 434-914-4170 FAY 434-082-3094 Principal Imvestigaror:
FEDERAL ID NO: 54-6001796 DUNS NER: 065301326 Agancy dward Nbr:
EMAIL: osp-postaward@virginia. edu Tnvoice Period:

NOERTHWESTERN UNIVEESITY
OPERATIONS GROUP
645 NORTH MICHIGAN AVENUE

Invoice No: 3000562175

Invoice Number 5000562175

07-TAN-2020
GO11688

1,338,067.00

Smith, Tohn
SPOO2E000-PROTO00TISD
01-DEC-2019 thm 31-DEC-2018

FPlease derach and return top portion with your payment. Do not staple or clip your check to the form.

Dygte: 07-JAN-2020

AWARD NAME
EN-MSE Predicting & Controlling the Fole(s) of M_...
INVOICE DESCRIPTION CUREENT PERIOD CUMULATIVE TOTAL
- 101 -UVA Temp 5vcs Fee- 31340 EN-Mat SciEngr Dept 0.00 264.03
Contracteal Services 135.00 5912227
Equipment 0.00 3259536
Fringe Benefits 42017 46,996.87
Parsomnel Services By signing this report, | certify to the best of my knowledge and belief 5 80032 45605225
% chalar & Fall-Tuition & Feas tl?a.t the report is true, cnmpl.ete. and acourate, and the E:pendutr.ures. 000 98.793.14
- . dishursements and cash receipts are for the purposes and objectives set
Supplies & Materials forth in the terms and conditions of the Federal award. | am aware that 0.00 52,928.01
Travel any false, fictitious, or fraudulent information, or the omission of any 1.506.50 T1.807.30
material fact, may subject me to criminal, civil or administrative penalties
for fraud, false statements, false claims or otherwise. (US. Code Title 18,
Section 1001 and Title 31, Sections 3729-3730 and 3801-3813).
This approval also indicates acceptable progress by the subrecipient on
the award.
Purchase Order: PUR1358700
Voucher: 02076403
Chart String: 610-4703000-60037999
Pl Signature:  Electrankc approsal by the P for this payment request s recorded by
s of NetlD bn Morthwaestern Usiversity's financlal system.
Total Direct Cost 787099 830 46023
Indirect Cost 4.565.17 404 881.70
Total Cost 12.436.16 123434202
Please Pay This Amount: > 512.436.16

i.'m' J801-3812).

it

Cerified By O5P Fepresentative

By signing fTws repoit, | Certy io the best of my ANGWIEdge and beier hal the rEpor 15 Bug, CompIeTs, and ScCurate, and e EXpendiilies, QEDUSemMEnts and Gash ECElDE are for the
pUNDOSES 3N OBjecves 58t Torth In the farms and condiions of the Faderal SWarT. | am aware Mat any faise, ACHBGUS, or TaIUent Infmantn, or Me omission of any materal e,
may Sutiect me to criminal, chel or sdministalive penakies for freud, false Safements, fise Caims or otherwise. (LLS. Code The 18, Section 1001 and Tite 31, Sections 3720-3730
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Review Certification Stamp

By signing this report, | certify to the best of my knowledge and belief
that the report is true, complete, and accurate, and the expenditures,
disbursements and cash receipts are for the purposes and objectives set
forth in the terms and conditions of the Federal award. | am aware that
any false, fictitious, or fraudulent information, or the omission of any
material fact, may subject me to criminal, civil or administrative penalties
for fraud, false statements, false claims or otherwise. (U.5. Code Title 18,
Section 1001 and Title 31, Sections 3729-3730 and 3801-3812).

This approval also indicates acceptable progress by the subrecipient on
the award.

Purchase Order:

Voucher:

Chart String:

Pl Signature: Electronic approval by the P1 for this payment request is recorded by
use of NetlD in Northwestern University’s financial system.

Approve or Deny the Voucher
e After reviewing the voucher and attached invoice, either Approve or Deny the transaction.

E Pending Approvals Voucher
12,436.16 USD
= Aoprove || eny |
["] Header is pending your approval .
Summary
Business Unit NWUNY Voucher ID 02076403
Invoice Number 5000562175 Created By Watson Kathryn B
Supplier Mame Unviersity of Virginia Maodified By Watson Kathryn B
Due Date 1070418 Invoice Date 09/04/18
Voucher Source Online Voucher Style Regular Vioucher

e If Denied, the voucher routes back to the originator (ASRSP).
e If Denying the voucher, please provide the reason in the Comments box.

Cancel Deny Submit

You are about to deny this request.

Approver Comments
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