Office of Sponsored Research Procedure No.603

Refund Check Procedure

1) Using your Brower Launch Oracle —type in “ofweb”
%LErﬂsrmSUNeﬂDandPassword(Seebehw) R

TANPORD UNIVERSITY

WebLogIn v
SUNetID: | |

Password: |

3) Choose “SU iOU Public (This will take you into the iQU system, where you
can generate a request for a refund)

ORACL & E-Business Suitezszr===

Navigator

S AP ]nguigf Pieaze selzct 8 responsibility.

SU AR Receivables Inquiry
SU GA Inquiry

5l GA Research Associate
Su iJoumals Central

S iJournals Public

Su iJoumals Specjalist

SU Inquiry Teols

£ 8U Intemet Procurement
L_,f o IUU FUD?IC

Logout | Preferences | Help

Zopyright (c) 2008, Cracle. Al rights reserved.
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Office of Sponsored Research Procedure No.603

4) Choose “Other Checks”

i

. Main: | Reimblrsement [ Advances: | Peily Cash’ |
Transaction Queue

Transactions to Complete

[No Records Foun

Transactions tc Approve

iNe Rgcorﬁ; Found

Transactions at a Glance

i
|No Records Found 1 A

Fy!

Mo Recq@é Fﬁund

5) Choose “Miscellaneous — Other” from the “Category” drop down. This will start
the process called “workflow” as described in the Oracle Financials at Stanford.
http://www.stanford.edu/services/oracle/authority/workflow.html.

Main | ‘Reimbursement |- Advances | : Petty Cash ] Other Checks & &
Sther Checks Gel)g_{alinfonnal:idn_ o

" Relurn o Maln Page | ¢ Relum lo Payee Burwmary ) { Save )
T Fgin

e oy
General Information  Expanse Lines  Payee Summafy  ADprover Reulng
& TiP For more informaticn on pelicies and praceduras click on the Paliey link next to Categery.
Transaclion Mumber <NEW>

Tranzaction Type  Gihar Check - Multiple Payee
Transaction Slatus  <NEW>

‘Category |
*Are you sending backup documents

Payee Information

Henorana

“iHuman Subjects

Miscellanegus - Employse Training
Mieoall e

"Payee |
# persen Last,

. 5 Gil
P Payee Site Miscellaneous - Clher | -
ayed Address Miscellaneous - Postage
Payes C iy @ - Refund

niscollaneous - Tuition Grant Program
afjRoyalties

“iCenference Registeation

Masﬂaneuus - Moving & Temporary Living

Fwnance Infarmatine
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6) Choose “No” from the drop down to the question Yes/No. ““Are you sending back
up documents™ Note: you now have a transaction number for tracking.

: impirsement i Advarices . Petty G Other Checks'
Other Checks Generalinformation

=t

{ Ralurn 1o Maj
£ ™y

A oy
Genaeral Information  Expense Lines Payee Summary  Approver Routing

& TIP For more information on poficies and procedures click on the ‘Policy’ link next to Category.

Transaction Number £39634

Transaction Type Other Check - Multiple Payss
Transaction Status  Saved
"Category | Miscellaneous - Other \‘E Palicy

“Are you sending backup documenis

Payee information

7) Enter in the “Payee Name” and Click on the flashlight. When entering part of
the name vse the % wild card after the name. This will allow you to select the
supplier if multiple suppliers or it will populate the payee and address.

NOTE: If payee is not found you will get the option to add new payee information.
To add a new Payee, click “Search Results’ and “New Payee” and fill out the
appropriate information. ' ' '

Retumn lo Maln Page } | Retum to Payse Surmma (‘53}'9

PN I}

. . R Genersl nfermation  Expenseiines  Payee Sunumary  Appiover Roubng
P TIP Far mare infoanation on policies znd preceduies click on the ‘Policy ok next to Categery
nmgaction Number  C39634

Transaction Type Othsr Chack - Multiple Payss
Transaction Stalus  Save

"Category
*Are you sending backup decuments | Ne

. ¥
"Payas {Tho Henry Lusetd 1 o
i persor: Lacy Frat Mkdpe
ayee Sile

Payan Addrass
Payae Classification

i Policy

Payee inf

_Add " ividual{s) on whose behal! payment is made.

8) Choose Non-Resident Alien “No” from the drop down menu. This will always be
“No” for refunds.

Payee Information . .
*Payee [THE HENRY LUCE FOUNDATION It

;é
.
%

*Non-Resident Alien

if person: Last, First Riddle
Payee Site 111 WEST 50TH
Payee Address 111 WEST 507H STREET, SUITE 4601, NEW YORK, NY 10020
Payee Classification VENDOR

Add Line )
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Office of Sponsored Research Procedure No.603
9) Business Purpose should be specifically as stated below with the “XXXXX”
replacing the Oracle Award number. Always start with the award number since
reports are ran/generated on this field for reconciliation purposes.

"dusiness PUSSE X (tats with e {5 digh Orace Award) efund unexpended balance in {Sponsor s o s 2

number) ¥ T
10) Enter the “Award” Start and End date for “Start Date’ and “End Date”
Expense Information o -
"Business Purpose 'XXXXK (Start with five (5) digits Award) sefund unexpended balance in (Sponsor award humber)
*Start Date B
11-dul-2007
*Erd Date [11-dui2007 | BT
11-41-2007
11) Choose “No” where it reads’”*Documents to be enclosed with check.”
Under Payment Handling choose “ID Mail” from: the drop down menn. We don’t
request “Will Call” checks as there is an additional fee for special checks.
Payment Handling Information I
*Documents to be enclosed with check IN_u_‘;m LIy —
Payment Hardting .
Courier
Foreign Uraf
— F Er N [T — - - e . TR DLk PP S S
mﬁ‘éa" {_Retum to MainPage ) { Returto Payee Summary; { Save ) { Continue )
Wire Transfer Domestic ' ;
.'-;m?\ﬂﬁre Transfer Foreign Home | Search § My Profife | Fint | Returnfo Podal | Help vy Sttemant

12) ID Mail additional information should include the following; (example below)

In Care of: The accountants name
Department Name: OSR ((Use “Dept Name” for your team location)
Mail Code: XXXX (Use “Mail Code” for your team location)

Payment Handling Information
*Documents to be enclosed with check |No :QE Tio

PaymeintHawding .
e

{1 Mail M Tip

1D Maik Adkelity i
*In Care O |ACCOUNTANTS NAME HERE | | *Department Name |JOSR | fvall Code (4120 |
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Office of Sponsored Research Procedure No.603
13) Enter Amount of Refund , and Remarks should include same verbiage from
“Business Purpose”

Line

TP sl et Resep s R f g

expense of ST ormore,

nense | e Ang + HEMMK i)

‘Refund Award X0 -nclude same information fom "Business Parpose”;

14) Allocation should always be “Project” 1082468, “Task” 1, “Award” AABAA
and “Expenditure Type” 20010. After entering the following information click
“Continue” located in the lower right hand corper. Make sure to change the
“Expenditute Item Date” to award end date,

005012402067
o

ot

Retumtuh!amFagej (VRetumioPafeeSumman'}r{Freﬁﬁﬁs}7 Saveﬂ; {Corlnie €—

15) Click “Continue” to move through the workflow.

Payee Summary

(Retiim s Wein Page ) ( Cortirie )
Payee Sumnmary  Approves Routing

Transaction Number: C39634
Category: Miscellaneous - Other

Hame | Seawh | My Profile | Pipt { Refum to Peflal | Help
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The Approval Flow
On all refunds, select the following as approvers:

1. The school team Seniors, Yan, Ken, Tim or Marie (*) (as appropriate for review
purposes)

2. The school team Accounting Manager — Nguyet, Linda or Tom(*) (as appropriate)
3. Joyce Marsh (A/R) for amounts <$5000

4. Linda Erwin (A/R) for amounts >= $5000. If refund check comes from H&S team,
Katherine Ho is the approver instead of Linda Erwin

If the amount of the refund is less than $2500, stop.

5. Senior Director for amounts >= $2500 through $25000. (Skip 4 until Director
replaced- Go to # 6)
If the amount of the refund is $25000 or less, stop.

6. Jesse Charlton for amounts >$25000 to $250000.
If the amount of the refund is $250,000 or less, stop.
7. Ken Schulz for amounts >$250,000.

No one may approve their own requisition. Approvers originating refunds should be an
infrequent event. When this does occur, route the check to the next dollar level. (Always
remember to put a Sponsored Receivables approver on the refund.) For instance, if
Nguyet, Linda or Tom should originate a refund, route it to Jesse.

If a required approver is unavailable and the approver has not delegated authority to
another individual, go to the next dollar level approver except for Ken Schulz where you

would select Anne Hannigan.

This procedure does not prevent originators from adding additional approvers based on
the circumstances of the particular refund check.

* Make sure you have the Oracle full name for your team approvers.

Page 6 of 10



Office of Sponsored Research Procedure No.603

16) Click the “Add Line” to add approvers. See Approval Flow

Approver Routing

N l e Main-l-’sge { Thraoa s e ‘cgmmua

Approver Reuting
Transaction Mumber: C39634

AHocation Summary Display

¥ Approval Routings

& TIP Employees cannot authorize/spprover rave! or axpenses for !hehsehés or for a ﬁersan t'o whom they re.;;a;‘!“ either directhy or indirectly. Be sure te includ:e-an;;;:.c-:pﬁ-a!e. )

spprover on the routing.
@& TIP Approvers vith sequentizl routing can edil transactions. Appravars with paralied routing CANNOT edit transactians,

) WY é’;wleu:- 1-—1—0” !:J&xl 'D

elect and { RemovaLine ; { Apply Favarite:
olect All | Selact None

G 'O PENDING SUBMIT { -

* Accountanls
(EFNTER NOTE 70 APPRUVER HERE. THIS COMVENT Wik B2 DISPLAYED T ALL ON THE

Neme Here

{Criginator}

" {TRelum to Main Page § | Previous J ( { 3

Home | Sesrch | My Profile | Print § Retum to Portal | Help
frig O Privncy Statement

17) To add.approvers, type lést néme_then first name. If you need to search use your
& Flashlight. When done click “Continue” - '

Approver Routing - : . : .

Approves Rowting
Transackon Nymber,  C39634

Alfecation Summary Displa

s 7

¥ Approval Routings

vees Cannet authonzefapnrovsr traved ot srpensas for themsaives of for a person to whom they repod sither direztly or sndirectly. Be sure to mcluds an appreprate

agpeayer er the routing,
@ TIP Approvers with sequential reuting can edit transacticre, Approvers with parallel reuting CARINOT adit trangactione

%Sclecl aml { Removs Ling |
H lact Wi

RED

B

0 Accountent  rorigknator) ) “
. Name Hero TR HGTETE ARRROVER HERE, THIS COMUENT WAL 6B
DMSALAYED TO Ali R THE RDIANFG 2357
‘ EErwin. Linda

{ HeTurn o Wain Page ) {Previous ) { Save m <
Hornz | Search | My Profile | Sont | Retumto Peitat | Help '

0 W lou 1LI04
CEp NI Germid WL 2005 Frivi Stat
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18) After completing approval routing you will be taken to a review page that will
display all information about the current transaction.

Buttons at the top and bottom of the Transaction Review page will give you options
to YOID, RETURN TO MAIN PAGE, or SUBMIT the transaction. To edit
information on the General Information or Expense Lines pages, click the “Edit to
Payee Summary”” button.

Click the Submit Button at the bottom of this page to submit the transaction and
continue to the Confirmation page where you will see the barcode. You do not need
to fax anything.

This is the “Transaction Review Page”

General Informauan

{EcitPayse Summary ), ¢ S .

Transaction Type: Other Che:k Mulbple Payee Backup Decuments: No

TransactionNo: -.C33633 - : : ; .Transaction Date:  §2~Jul-2007

Category: ~ Miscellaneous - Other Transaction Statuy.  Withdrawn
. Orginator. . Accoiintant Name Here Transaction Amount: 5300.50

Payee Ligt

1) Paye'é: Information i i
[{HE HENRY LUCE FDUNBAT!ON INC

Vi Empense IRFormatiof L T e R T

111 WEST 50TH
111 WEST 50TH STREET, SURE 4601, NEW lon Resident Alien. No
IYORK, NY 10020 IStart Date: 11-Jul-2007

icnd Date: 11-Jul-2007

ol Pay ta Payee: §300.50
nexpel alance in Document to be Attached with Check: N

Sponsor award numbes)

[Special Hundlng:
D Mail

Fea: 0

n Care Of ACCOUNTANTS MAME HERE
Dapartrnant Nama: QSR

Mail Stop Code: 4120

Hihdditional Homdling

Expense Lines

AmGuntRemaika. -,
300.50 Reward Award X00X dnculds same info

:[Receipt Missing &
from "Business Purpose” o

ard: - ExpenditureiTypePercentiAllocation AmountlAllecation ReasonExpdivditire Tterm Date
[20010 .
i1 SR - Retuod c:eam];m - Petund Clearinfareatrictedih P CLEARNG 100.00 300.50 1NIA 12-Jul-2007

Apprnval Routing

L2
. . 8]
) (Originator} o
4 Mui, Marie 3. @ o
2. .. Ewinlida ;@ O
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19) After you submit the transaction, it will appear on your Home Page in the
Transactions at a Glance queue.

The buttons at the top of the screen will have changed to allow you to Withdraw (if
no approval has occurred),

Copy, or Return to Main Page:

Click “Withdraw” to remove the transaction from the approval process if it has not
yet been

approved. After withdrawing a transaction it moves to the Transactions to
Complete queue.

From the queue you can open the transaction for modification or to VOID.

Remember : Use “Copy” to create a new, identical transaction, and modify the
dates, business purpose, etc

Click “Return to Main page” to edit, review, or check status on an existing
transaction, or create a new transaction.

This is the “Transaction Review Page After Submittal”

Note: Make sure to print out the confirmation page.

" hain 1 Reimbursement | | Atvancss 1 Petty Gash | Gther Chicks 27
Transactien Review

/) Gopy) (Reimio Wain Fage

Gereral Information
Transaction Type: Other Check - Multiple Payee Backup Documents: Nao

Transaction Ho:  £39633 Transaction Uate:  12-Jul-2007
Category: Miscellanaous - Other Transaction Status:  Pending Approval
Originator. Acconntants Namg Transactien Amount: $300.50

Payee List e e g

§9) Payes information [Expénse Inlormation . -

E HENRY LUCE FOUNIJATIDN INC

111 WEST 50TH

111 WEST 50TH STREET, SUITE 4601, NEW INon Resident Alien: Ne
ORK, NY 10020 (Start Date: 11-Jul-2007
End Date: 11-Jul-2007

[Business Plitpisa . = =
(Stans wilh fve (5} digit Asvard) refund unexpended balanca in
KSponsor award number)

Pay to Payea: $300.50
Document to be Altached with Check: N

SpeciiatHandling 5
D Mafl
Feo: ¢
n Care OF ACCOUNTANTS NAME HERE
Depsnmant Nsma OSR

i iddiioral Handling:

Expense Lines

L'inefﬂé;"%’p'én:‘é:]’zge:‘- s AmpuntRemarks T g
1 iscellaneous - Other | 300.50 rd Awvard X000 -Inculde same information fom "Busin

; S %empt
ess Purpose” o

it HO:JPrOIOEE. - oo [T AR e o O ."-:..E;pendrtumffype Percontiiocklion Amcumpdlocalion Rodasi F ndilure ltam Date)
1082468 < EAA 20010 !
1.1 )5R - Refurd Charnig|OSA - Refund Cleannpinresuizled|AP CLEARKG 100.00 300.504wA [12-Jul-2007 |

i
. o

{Originator) o ) :

1 Mui, Maie 8. . @ 1O PENDING APPROVAL

2 ) Ewinlinda  : ® 0! :

Attachments
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20). Go to “Search” tab and key in the iOU number to print a copy or check status.

- Transactions. | AR-(thar Chs:
Search Transactions

{Bearch |

Tig: Select epe of men: chiletia, Use % ag wild card. Satar anby ens vaine in anct fiehd
AH Transastions

Smith, Johr i0U Mumber E £39634 PRt234

Payee’ Nar;ne 7‘ 7]’
1 Tr ion Status
!

Additional Individual |
Originator Name |

3
Senith, John Transaction Type
i Requires Transaction Type Valua
‘;3? 1234567
4,*;? Requires Praject Valuge
«F aBcoE

) I Serath, Sotin Catagory
Begin Transaction Date: { &} 10-39p.2005 Project
End Transaction Data | 1| 13- May-2005 Task
10050 Award

Approver Nama

{_search }

Transaction Status Key

Approved This has been approved by the individuals added to approver list.

Assigned Assigned to someone in T&R

On Hold Call or email T&R, there is an issue

Paid You can now go to “Invoice Inquiry” and print check information-

Payee Set up New Supplier is pending set up. (Operations function)
"Pending Approval Need approval from the individuals you added to you

Approval list. ' '

Processed T&R approved, waiting for operations to run check

Returned Check reason returned, fix and approve again.

Saved You haven’t finished/submitted the iOU request.

Submitted You're done, waiting for approvals

Void This is a cancellation of the request

Withdrawn If submitted you may withdraw to make changes ONLY if

‘The transaction has not been approved yet.

Transaction Status

APPROVED |
ASSIGNED ]
ON HOLD

PAID

PAYEE SETUP
PENDING APPROVAL
PROCESSED
RETURNED

SAVED

SUBMITTED

VOID

WITHDRAVYN
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