How to complete the Miscellaneous Expense Voucher form for a Student



Once the information on the initial DocuSign page is completed click on



You will now begin filling in the form. Please use a home or permanent address, not a temporary campus
address.




Attach all required back-up documentation for the purchase by clicking on the Required Attachment link and
upload all of the back-up documentation. All uploaded documents will appear as additional pages as you
scroll down through the document so you can review and make sure you upload all backup documentation.

Upload Attachment

UPLOAD A FILE

You will then sign as the Requestor.

You should review the form to make sure everything is correct, all backup documentation is attached and then
click Finish. The next person in line is the 15t Department Approver, they will get an email to review and sign
the document.
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The individual in the 15t Approver role will complete the code block and sign as an approval on the form. Itis
important to make sure the correct account number is being listed because if a wrong account number is on the
form, the AP office will have to reject the form and a new one will need to be created.

It is also important to make sure the total $ amount in the code block, matches the total $ amount at the top of
the form, if the two amounts do not match, the form will be rejected by the AP office.

There is also an additional opportunity to add any backup documentation if needed.



The Other Actions option at the top provides the 15t Approver to save and finish the form later, reassign the
form to someone else to complete or to Decline the form.

Once the 1%t Approver completes the code block, signs and clicks Finish, the form is then emailed to the
individual listed as the 2" Approver.

The individual in the 2" Approver role will only be able to review the form. If something is wrong or the form
is incorrect, the 2"d Approver will have to Decline the form and the form will have to be created again.

If the 2"d Approver approves the form, an email containing the completed form will be emailed to everyone in
the email chain. You can download the form to your computers to store or print it if you choose.



