The University of Texas at Tyler
UT SHARE / PEOPLESOFT
Expense Reimbursement Procedures for
Employee / Payee Certification
Financial Services highly recommends that you choose Chrome as your browser for entry, certification and approval in UT Share/PeopleSoft.

Employee Certification through notification by email:

Employees will be notified by email that a reimbursement is in process for them which requires their review and certification of the charges. 

Note: The email address that is on file with Human Resources is used to generate the email notification.
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Click on the blue hyperlink to navigate to the expense report.

Enter your entire email address and university single sign-on password if you are not already logged in.
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If you deleted the email notification, you can also login directly to UT Share/PeopleSoft.

Employee Certification through your “Worklist”:

After you have logged in, click on the “Worklist” hyperlink.
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The following screen populates. 

Click on the link showing your name.
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After choosing one of the two options to locate the Expense Report, you are ready to review and certify your reimbursement.

Verify that all information is correct and complete, then click on one of the two options available. 

· Click the “Reviewed” button if all information is correct.

· Click the “Send Back” button for revision, if the information is incorrect.
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After clicking the “Reviewed” or “Send Back” button, you should get a pop-up box with an “OK” or “Cancel” button. 
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· By clicking the “OK” button, you are completing the Employee Certification. Next the document routes to the Budget Authority.

· By clicking the “Cancel” button the Expense Report page will populate and allow further review or allow you to “Send Back” the document to the creator for corrections.


Note: By clicking on the “Reviewed” button, you are agreeing with the certification statement found in the “Comments” section which reads in full:

“I certify that the expenses are just, true and correct and were incurred by me while on University business on dates shown on supporting documentation.  I also certify that expenses claimed as reimbursable were not for personal use/gain or considered as an unallowable expense according to the disbursing UT University guidelines or respective funding agency. In the event of an overpayment, or if payment is received from another source for any portion of the expenses claimed, I assume responsibility for repaying the disbursing UT University immediately.”
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An expense report has been submitted that requires your action:

Employee ID:  S000IMN
Employee Name:  Chesnut,Christian
Submission Date:  2015-06-04

Report Description: 2019 UA Graduation

Report ID: 0000222888
Business Purpose:  NT-Other (Specify)
Total Amount:  15.92USD

Reimbursement Amount: 15.92 USD
Entered By: 600126l - Kerry sty
Updated By: 50000 Jo Ann St

You can navigate directly to the approval page by diicking the link below:
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Welcome to the UT Tyler Authentication System

Login Failed. Make sure you used your entire email address (jdoeguttyler.edu)

Email Address:

Password:

Login





