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Reimbursement Guide
For Reviewers
February 2024
Introduction
This document describes steps and procedures reviewers need to take to approve or reject a reimbursement request. There are two ways that a reviewer can approve a reimbursement:
1. From the email notification
2. From the PaperSave portal

Reviewing and Approving from Email Notification
When a request is submitted, a notification will be sent to the first reviewer on the reimbursement. Once the first reviewer has approved the reimbursement, a notification will then be sent to the second reviewer if there is a second reviewer. Each reviewer will receive an email notification that will look similar to the below:
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(continued on next page)


To approve this reimbursement from the email, there are a few different ways:
1. Click the “Web” link
a. This will bring up your web browser where you can view the details of the reimbursement including the receipts/attachments that were included with the reimbursement. 
NOTE: You may need to allow popups in your browser for the link to open.
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2. Click the “Approve” button 
a. This will allow you to quickly approve the request. If you are familiar with the amount/vendor and are already sure that the reimbursement meets your requirements, you can click this button to quickly approve the request.
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Reviewing and Approving from PaperSave Portal
In some cases, you may want to look to see what’s available to review without an email. To see what’s awaiting review, you can simply go to the PaperSave portal and check the queue.
1. Go to https://umfoundation.com/papersave 
2. Ensure you are in the “PaperSave Automation” workflow
3. Ensure you go to the “Review” step by clicking “Choose Step” -> “Review”
4. Select the item you would like to review
a. Note: If the page appears to continuously load, you will need to refresh the page (as demonstrated in the video below)
5. Click “Approve” to approve the request
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Noreply_cloud-servicenotifications@papersave.com
To: Evan Greene

You don't often get email from noreply_cloud-servicenotifications@papersave.com. Learn why this is important

Hello Evan Greene,

© 4 Reply 4 Replyall

You have received an item to review. Based upon your organization’s processes, please take the appropriate action(s). Item details and relevant fields are below:

Review Using:

@ Web ‘Agple device a Android device

Workflow Item Details:

Workflow:
Invoice Automation
Last reviewed by:

Field Details:

Reviewers:
Name Reviewer

Status

Evan Greene egreene@umfoundation.com Not reviewed yet

Vendor:

Test Vendor
Invoice Date:
02/20/2024

GL Distribution:

Debit GLAccount  Debit GLAccount Description

Remit To ID:

AP Processor:
Christi Bland
Last Escalation Reviewer:

Submitter Phone Number:
6629151856
Date Received:

Quick Action:

Review Using:

@ Web ‘Agple device a Android device

Amount

0.50

Step:
Review
Last reviewed on:

Invoice Number:

Invoice Description:
REIMBURSEMENT

Credit GLAccount ~ Account Number

99999

Due Date:

02/20/2024

Company:

University of Mississippi Foundation

CompanyID:

2

Submitter Email Address:

egreene@umfoundation.com

Comments:

Item #:
181647
Reviewer's Comment:

Invoice Amount:
$0.5

Project Description

Post Date:
2/20/2024
Last Reviewer:

Submitter:
Evan Greene
Doc Type:
Invoice

> Forward

® &8 06

Tue 2/20/2024 12:12 PM

Workflow item content not available for this file.
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