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Page or scroll through, or choose what you would like to learn about below. 

New Escalation Process 
On February 29, 2016, Stanford is rolling out a new escalation process for the approval of business expense transactions, including both Expense 
Requests and PCard transactions. The purpose of the new process is to allow the business unit (Dean’s office or department financial 
management) to have visibility into and final approval of unusually high-cost business expenses. 
 
Dean’s office reviewers (called “escalation designee”) have been identified by Stanford business units and assigned escalation approval 
authority. Escalation to the designee will only occur if a transaction has unusually high cost and has already been approved by all other 
approvers in the standard approval workflow. The Travel and Reimbursement department (T&R) will escalate a transaction to the designee for 
final review and approval. 
 

 
 
Note: When a transaction is escalated, the payee, preparer, and all approvers in the workflow are notified. 
 
As the escalation designee, you will receive a notification describing the reasons for escalation. Your role is to review the transaction and either 
approve or reject. See below for details: 
 

Review an Escalated Expense Requests Transaction 
Review an Escalated PCard Transaction 
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Review an Escalated Expense Requests Transaction 
Step Procedure System 

Review the 
Notification 
 

• Access notification from email or 
your Oracle Worklist. 

 
• Review Escalation Reason from 

T&R (red text) 
 
• Review transaction details and 

attachments: 
• Review header info including 

Business Purpose 
• Access Full View and review 

applicable details 
• Review attachments 

 
• Determine if the cost should be 

approved or rejected, or if you 
need more information to make 
the decision. 

 

 
 
 

 
 
 

Approve the 
Transaction 
 

• Scroll to the bottom of the 
notification. 

 
• Enter a Note that clarifies or 

explains why the cost is justified. 
 
• Click Approve. 
 
Preparer is notified that the 
transaction has been approved. 
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Request More Info 
from Preparer 
 

If you need a better explanation from 
the preparer, or if a receipt or 
document is missing, you can send a 
request directly to the preparer. 
 
• Scroll to the bottom of the 

notification. 
 
• Enter a Note to the preparer that 

describes exactly what 
information or attachment you 
need. 
• Refer to the expense lines in 

question by expense type and 
line number 

• Be as specific as possible 
about the information or 
attachment needed 

 
• Click Request More Info. 
 
The preparer will then receive a 
notification containing your request to 
which they can reply directly back to 
you. 
 
 
 
When the preparer replies with the 
information you will receive another 
notification to review and approve. 
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Step Procedure System 
Reject the 
Transaction 
 

• Scroll to the bottom of the 
notification. 

 
• Select one or more Rejection 

Reasons. 
 
• Enter Notes to further explain the 

reason for rejection and what 
must be done for approval. 

 
• Click Reject. 
 
Note: Select Other if no other listed 
reason applies. Be sure to explain in 
Notes 
 
 
 
 
The preparer will receive a notification 
of the rejection. 
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Review an Escalated PCard Transaction 
Step Procedure System 

Review the 
Notification 
 

• Access notification from email or 
your Oracle Worklist. 

 
• Review Message about unusually 

high cost. 
 
• Review transaction details and 

attachments: 
• Review Business Purpose 
• Review Expense Type and 

Number of Attendees 
• Review attachments 

 
• Review Action History for 

comment from PCard Auditor 
about unusually high cost. 

 
 
• Determine if the cost should be 

approved or rejected, or if you 
need more information to make 
the decision. 
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Step Procedure System 
Approve the 
Transaction 
 

• Scroll to the bottom or the 
notification. 

 
• Enter Additional Information that 

clarifies or explains why the cost is 
justified. 

 
• Click Approve. 
 
Verifier is notified that the transaction 
has been approved. 
 
 

 

 
 

Request More Info 
from Preparer 
 

If you need a better explanation from 
the verifier, or if a receipt or document 
is missing, you can request more 
information. 
 
• Scroll to the bottom of the 

notification. 
 
• Enter a comment in the Additional 

Information field that describes 
exactly what information or 
attachment you need. 
• Be as specific as possible 

about the information or 
attachment needed. 

 
• Click Request More Info. 
 
Your request will be sent to the PCard 
Auditor, who will then send the 
request to the verifier. 
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Step Procedure System 
When the verifier replies with the 
information you will receive another 
notification from the PCard Auditor to 
review and approve. 
 
See Reviewer Comments in the Action 
History section for the response from 
the verifier. 
 
 

 

 
 

Reject the 
Transaction 
 

• Scroll to the bottom of the 
notification. 

 
• Enter Additional Information to 

further explain the reason for 
rejection and what must be done 
for approval. 

 
• Click Reject. 
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