Submitting a Pre-Approval

Select “Manage Reimbursements” tab and “+ New

Pre-Approval” ™\ |
SAARP Foundation Search... ?

TAX-AIDE

istance for those who need it most

6T RV EELLGET G TR G G e Eln el Manage Reimbursements  Orders

Manage Reimbursements + MNew Reimbursement + MNew Pre-Approval

AARP Foundation
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Submitting a Pre-Approval

Select “Continue” when “New Pre-Approval” box is
displayed.

Name: Alicia Gutzman

New Pre-Approval Volunteer 1D: 040279457

You are about to create a request for a PRE-APPRDVAL of future expenditures.
This will not be an actual request for reimbursement. Doyu wish to continue?

Continue | Cancel |

AARP Foundation
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Submitting a Pre-Approval

NEW — Two options:

1. Classic Form - Same steps users have been following.
2. Wizard - A guided experience, prompting the user

through the steps
as each one is
completed.

AARP Foundation

For a future without senior poverty.

MName: Alicia Gutzman
Select a Method to Create your Expense Pre- e T TR

Approval

& Classic Form Wizard
o Use the classic form to create a Use the wizard to guide you in creating a
reimbursement. reimbursement.
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- Submitting a Pre-Approval

Wizard form

* Guides the user through the steps

* Mobile Friendly

 Once saved cannot return to Wizard form

Classic form
* Helpful for users who are comfortable with current expense
form

* Users who submit pre-approvals often may also find the Classic
form to be quicker

AARP Foundation
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Submitting a Pre-Approval

WIZARD
STEP 1
Volunteer
selects

appropriate
assignment

2 3 4

5 6

Step 1: Select Assignment for Pre-Approval

ID from list
displayed.
AARP Foundation

For a future without senior poverty.

ASSIGNMENT ID  POSITION NAME PROGRAM LOCATION STATUS START DATE EN
AS0D545823 TA-R10-AZ1 Assistant State Coordinator Approved  May 15, 2018
AS00591373 TA-R10-AZ1 Administration Specialist Approved  Jun1,2019
AS00032702 TA-R10-AZ1-D09-560050902 Counselor Approved  Sep 20, 2005
AS00032703 TA-R10-AZ1-D09 Instructor Approved  Dec 14, 2005
AS0D032704 TA-R10-AZ1-D09-560050902 Electronic Return Originator Approved  Sep 19, 2005
Pre-Approvals Training 2019 23



Submitting a Pre-Approval

STEP 2 — This feature is not used by Tax-Aide. Select
“Next”.—

(1) (2)
Z/
Step 2: Associate Volunteer

The assignment you selected is not Event Expense Eligible. Press

o continue.

Previous Mext

AARP Foundation
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Submitting a Pre-Approval

STEP 3 — Reimbursement Type is “ltemized”
Funding code automatically populates.
Add descrip:cion. Select “Ne>§”.

N
4
—@—0 <
Step MAdditional Reimbursement Informati

Reimbursement Type Funding Code Description
Itemized 13 Counselor - Federal % Counselor (1) Miles for 2020
Grants Tax Season|

Mext

Previous

*'.MRP Foundatlon Pre-Approvals Training 2019 2
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Submitting a Pre-Approval

STEP 4 — Select “Add Neyv Line Item”.

Step 4: Add Line ltems

Add Mew Ling ltem

There are no line items associated with this reimbursement record.

Previous

AARP Foundation
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Submitting a Pre-Approval

Enter Expense Date
pd

* Expense Date / * Program * Expense Type Funding Code Amount
= Tax Aide - Select an Option L B Counselor - Federal %
Grants
Description Mileage
Mileage Rate Miles Mileage Amount Actions w
S0 0 50.00

AARP Foundation
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- Submitting a Pre-Approval

Choose “Tax Assistance/Counseling Activities (I)”
from Expense Type drop down menu.

* Eaganiri Type
Sedact an Option -

Instructing olunteer Traming(T) /

Tan Assistance Courssing Activities{l)

AARP Foundation
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- Submitting a Pre-Approval

Enter dollar amount.

THIS AMOUNT SHOULD NEVER
BE LESS THAN STATE CAP OF $400.

“Expense Date * Program  Expense Type Funding Code S Amount
& Tax Aide v Select an Option b B Counselor - Federal %
Grants
Description Mileage
Mileage Rate Miles Milzage Amount Actions -
50 0 $0.00

AARP Foundation
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Submitting a Pre-Approval

Enter description
[

“ Expense Date * Program * Expense Type
= Tax Aide - Select an Option
Description Mileage
Counseling miles for tax season Mileage Rate Miles
s0 ]

k4

Funding Code

B Counselor - Federal
Grants

Mileage Amount
50.00

X

Amount

Actions w

AARP Foundation
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Submitting a Pre-Approval

Choose ”Save\” from Actions drop down menul.

* Expense Date * Program

* Expense Type Funding Code Amount

=] Tax Aide Select an Option v El Counselor - Federal %

Grants

Description Mileage

Mileage Rate
50 o

Mileage Amount

Success message will appear.

Success:

ltemn saved successfully!

AARP Foundation
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- Submitting a Pre-Approval

After a “Line Item” has been saved, the “Actions”
drop down menu displays a different set of options.

Now the option to Edit, Delete, or Clone Actions
the “Line Item” are available for use. it B
Delete
Clone @

AARP Foundation
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- Submitting a Pre-Approval

After successfully entering required information,
select wex to continue to STEP 5.

AARP Foundation
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Submitting a Pre-Approval

STEP 5 — If
, O—60O© 0 0 (6 - 7
re q U | re d ) Step 5: Add Attachments

Expense reimbursement requests require a receipt(s) for all non-mileage expenses. Please verify that receipt(s) are

u p | O a d O r d r‘o p attached and then submit for approval. If an appropriate receipt(s) is not attached, your expense will be rejected.
L
receipts.

2, Upload Files Or drop files

Select “Next”.

) .
Previous

AARP Foundation
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Submitting a Pre-Approval

STEP 6 — Check |- 0—0—0—0—0—06— ®
t h e b OX ) \ By checking this box, | confirm that tl'usezﬁ‘ngu?t:cggﬂg IEplresems necessary expenses incurred while

. engaged in AARP Foundation Tax-Aide business, and | have worked & minimum of 40 hours (excluding
S e I e Ct “ C e rt I f 7, training and travel time) and receipts and approvals are included as determined by policy. | understand
y 1 hat by taking this reimbursement, | do not qualify for any additional flat rate reimbursement for this or

{
’ ; WEEL
and “Next”. cery

Previous — Mext

AARP Foundation
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Submitting a Pre-Approval

STEP 7 — Summary
is displayed.

Make a note of
Expense Pre-
Approval
Reimbursement #.
Select “Save &

O—40 000090

Step 7: Summar
é Expense Pre-Approval
RE00386586

Volunteer Name: Alicia Gutzman

Volunteer Id: 040279457

Status: Mot Submitted

Assignment: AS00032702

Position: TA-R10-AZ1-D09-S50050902 Counselor
Amount: 5900.00

Save & Submit

4

Submit”. =
AARP Foundation

For a future without senior poverty.

Pravious Return to Manage Reimbursements
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Check Status of Pre-Approval

You Ca N IManage Reimbursements + New Reimbursement + New Pre-Approval

check the
Stat u S Of Expense Pre-Approval Queue .
yo u r P re - Recently Viewed

Expense Approval Queue al Queue

Approval

Select a list view:

Expense Pre-Approvals Search this list... w-| C
Expense Reimbursements  Record... ~ Reimb.. » Status -~ Reimb.. » Reimb..
Iy Reimbursements
Iy Reimbursements Mot Submitted

Foundatlon Pre-Approvals Training 2019 37

For a future without senior poverty.



m Submitting a Reimbursement

from a Pre-Approval

* Click on the “Reimbursement ID” of the pre-approval
for which you are submitting a reimbursement.

* Choose “Create Reimbursement from Pre-Approval”
button.

e Edit the line item to reflect actual reimbursement
information.

AARP Foundation
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