
February 16, 2015 

9am – 5pm 

Kate C. Smith 



 8:30-9:00 Setup and Socialize 

 9:00 Overview of UAT Goals 

 9:20 Expense Module Overview 

 9:30 Begin Test Scenarios 

 10:30 Break 

 12:00  Lunch 

 2:45 Break 

 4:15 Recap 

 4:30 Question and Answer 



 Entry remains the same for Travel 
Authorizations and Cash Advances 

 Updated Expense Report Entry 
◦ Add Attachments 

◦ Quick-Fill feature 

◦ Accounting Detail on expense report entry page 

◦ Slight changes to mods 

 Mileage Entry 

 First or Last Day of Travel 

◦ Summary and Submit Acknowledgement 

 Expense Processing functions the same 

 Use Report Manager for retrieving reports 





 Log In 

 
◦ https://fpre.gafirst.usg.edu 

 

https://fpre.gafirst.usg.edu/


 My Personalizations > Navigation Personalizations 
◦ You can turn off the Auto-Complete functionality for all pages.  

 

◦ You can also set the Drop Down Menu to be permanently sorted alphabetically 
(Ascending or Descending) 

 

 Personalize Page 
◦ The AutoComplete can also be disabled at the Component and Page level by 

going to the Personalize Page link from the page. 

 

 



Test Scenario Expected Result 

1 

From Home page: 
• Click on Personalize Content and choose Menu 

type: 
 Top Menu, Menu (left), or Main menu (left 

with icons) 

User is able to choose 
Menu Option 

2 

Navigate to My Personalizations > Navigation 
Personalizations 
• Choose your menu sort and AutoComplete 

options (if desired).  (Menu sort only applicable to 
Top Menu) 

User is able to select 
options and it has the 
desired effect 



 Step 1 - Authorize Expense Users 
◦ Travel and Expenses > Manage Expenses Security > 

Authorize Expense Users 

◦ Employee Self-Service > Travel and Expenses > User 
Preferences > Delegate Entry Authority 

 



 Step 2 

 Travel and Expenses > Manage Employee Information > 
Update Profile > User Defaults tab 



 Step 3 

 Travel and Expenses > Manage Employee Information > 
Update Profile > Org Data & Bank Accounts tabs 

 



 Step 4 

 Travel and Expenses > Manage Employee Information > 
Update Profile > Bank Accounts BOR tab 



 Step 4 Continued 
◦ Enter info on Bank Accounts tab 



 Step 4 continued 

 Travel and Expenses > Manage Employee Information > Load 
Employee Data 

 Run all processes 

 

 

 

 

 

 

 

 

 

 Bank account info should appear on Bank Accounts tab  



(Review before beginning Expense Report entry) 

 

Create/Modify combined 



 

Add Attachments 

 

 

 

 

 

 

 

Does everyone have a file to use as an attachment? 

 



Quick-Fill 



 New Expense Type of Commercial Transp 

 



 New Payment Type of Credit Card 

 Old Payment Types still exist 
◦ American Express 

◦ Discover 

◦ MasterCard 

◦ Visa 



Accounting Detail located below expense line 



Mileage Entry 



First or Last Day of Travel 75% Calculation 



Summary and Submit Acknowledgement 



 Step 5 

 Travel and Expenses > Expense Report > Create/Modify 

 Create a 3 line Expense Report for Emp Breakfast, Emp Lunch, 
Emp Dinner 

 Save 



 Step 6 

 Travel and Expenses > Expense Report > Create/Modify 

 

 



 Step 6 Continued 



 Step 6 continued 

 Use First or Last Day of Travel for the 
additional meal lines 

 Submit the report 



 Step 7 

 Employee Self-Service > Travel and Expenses > User 
Preferences > Create/Update User Template 



 Step 8 

 Travel and Expenses > Expense Report > Create/Modify 

 Quick Start menu select A Template and click GO 

 Select a Mileage Template, if available 

 Add a line for Emp Lodging 

 Save the report 



 Step 9 

 Travel and Expenses > Expense Report > Delete 



 Step 10 

 Travel and Expenses > Expense Report > Create/Modify 

 



 Step 11 

 Click Quick-Fill link 

 



 Step 11 continued 

 

 Add lines for: 
◦ Emp Breakfast 

◦ Emp Commercial Transp 

◦ Emp Lodging 

◦ Emp Lunch 

◦ Emp Dinner 

 

 Click OK 



 Step 12 

 Click the First or Last Day of Travel link on the Emp Breakfast 
line 

 

 

 

 Check the Deduction Flag and click OK 

 

 



 Step 12 continued 

 Confirm that the Amount was reduced to 75% 

 

 

 

 

 

 Select First or Last Day of Travel for the other meal lines 

 



 Step 13 

 Add a line for Emp Mileage 

 BOR Mileage Entry Detail Page should automatically display 

 Enter Total Miles and Commute/Personal Miles and click OK 
(do not have to enter a value in Commute/Personal Miles) 

 

 



 Step 13 continued 

 System calculates the reimbursement and populates the 
Amount Field 

 

 

 

 Mileage can be changed by clicking the Reimbursable Miles 
link 

 



 Step 14 

 From Actions drop down menu, select Copy 
Expense Lines 

 Click GO 
 

 

 

 

 



 Step 14 continued 

 Copy Expense Lines window displays 

 Can Copy to One Date or Copy to Range of Dates 

 Select Copy to One Date, check Emp Mileage, and click OK 

 



 Step 14 continued 

 Line is added and even Chartfield info is copied  



 Step 15 

 Click the Attachments link 

 

 

 

 Expense Report Attachments window displays 

 Click Add Attachment 

 

 



 Step 15 continued 

 Click Browse 

 
 

 Select a file to attach, click Open, then and click Upload  

 
 

 

 File name will display in Expense Report Attachments window 

 

 



 Step 15 continued 

 Now shows Attachments (1) 

 Attachments can be accessed by clicking the 
attachments link 

 Additional Attachments can be added by clicking 
the link again  



 Step 16 

 Click Summary and Submit 

 

 

 

 Check the box to acknowledge 



 Step 16 continued 

 Click Submit Expense Report 

 

 

 

 

 

 

 

 

 If there are errors, the system may alert you 

 

 



 Step 16 continued 

 Expense Report Submit Confirm window displays 

 

 

 

 

 

 

 Click OK and you will see the View Expense Report page, the 
Report ID and status 

 



 Step 17 

 Travel and Expenses > Expense Report > Create/Modify  

 Find an Existing Value 



 Step 17 continued 

 Add a line to the report 

 Submit the report 

 



 Step 18 

 Travel and Expenses > Expense Report > 
View 

 

 



 Step 19 

 Slightly different for Core and Self-Service 
users 



 Step 19 continued 

 Travel and Expenses > Expense Report > Print  

 Select a Run Control 

 

 

 

 

 Enter a Report ID or Lookup Report ID 

 Save, Run 

 

 



 Step 19 continued 

 Click Report Manager 

 



 Step 19 continued 

 Click .pdf 

 Printed Expense Report is displayed 

 



 Step 19 continued 

 Employee Self-Service > Travel and Expenses > Expense 
Report > Print > select report and click Print Expense Report 
link 

 

 

 



 Step 20 

 Travel and Expenses > Travel Authorization > 
Create/Modify 

 Add lines for 
◦ Emp Mileage 

◦ Emp Lodging 

◦ Emp Parking 

 Submit 

 



 Step 21 

 Travel and Expenses > Travel Authorization 
> Create/Modify 

 Quick Start menu, select A Template 

 Click GO 



 Step 21 continued 

 Update the information 

 Save the Travel Authorization 



 Step 22 

 Travel and Expenses > Travel Authorization > 
Delete 
◦ If you create a travel authorization and decide not to process it, 

you can delete it before you submit it for approval. 

◦ If you submit a travel authorization and the approver returns it to 
you, you can delete the travel authorization. 

 Select and click Delete Selected Authorization(s) 

 

 



 Step 23 

 Travel and Expenses > Travel Authorization > 
Create/Modify 

 Quick Start menu, create from An Existing 
Authorization 

 Click GO 

 Select a Travel Authorization 

 Update line information 

 



 Step 24 

 Click the Attachments link 

 

 

 

 

 

 

 Add an Attachment 

 Submit 



 Step 25 

 Search for a view a Travel Authorization 



 Step 26 

 Travel and Expenses > Travel Authorization > View 

 Print via browser 

 



 Step 26 continued 

 Employee Self-Service > Travel Authorization > Print 

 

 



 Step 27 

 Travel and Expenses > Cash Advance > 
Create/Modify 

 Add one line for Registration Fee of $100 

 Submit 



 Step 28 

 Travel and Expenses > Cash Advance > 
Create/Modify 

 Create a third Cash Advance 

 Submit 



 Step 29 

 Travel and Expenses > Cash Advance > 
Create/Modify 

 Add line of your choosing 

 Save 



 Step 30 

 Travel and Expenses > Cash Advance > 
Delete 

 Select and click Delete Selected Advance(s) 



 Step 31 

 Reporting Tools > Query > Query Manager 

 Search for BOR_EX_WF_BLACK_HOLE 

 Run for your Business Unit to locate 
transactions for approval 



 Step 32 

 Log in as Dept Manager1 and navigate to the 
Worklist 



 Step 33 

 Give any transaction a Priority 



 Step 34 

 Select transactions from the Worklist 

 Budget Check (if applicable) 

 Approve 

 

 

 Perform Send Back on one Expense Report 
◦ Enter a comment 

◦ Click Send Back 



 Step 35 

 Reporting Tools > Query > Query Manager 

 Search for BOR_EX_WF_BLACK_HOLE 

 Run for your Business Unit to locate 
transactions for approval 

 



 Step 36 

 Log in as Approver 

 Navigate to Worklist 

 Approve Transactions 



 Step 37 

 Travel and Expenses > Close Expenses > 
Mark Cash Advance for Close 



 Step 38 

 Travel and Expenses > Close Expenses > 
Mark Expense Report for Close 



 Step 39 

 Travel and Expenses > Process Expenses > Expense 
Processing 

 Select Run Control 

 Enter Business Unit 

 Check Close Liability ONLY 

 Save 

 Run 

 



 Step 40 

 Travel and Expenses > Process Expenses > Expense 
Processing 

 Un-Check Close Liability 

 Check Stage Payments 

 Save 

 Run 



 Kate will demo an Expenses Paycycle 



 Who runs paycycles? 

 After staging, run BOR_EX_DUE query 

 Run Payment Selection 

 View paycycle Details. Under Payment Action, 
place a payment on Hold and select a Hold 
Reason. Click Save. 

 Run Payment Creation  

 View Trial Register  

 Finish paycycle 

 Run BOR_EX_UNPOSTED_PAYMENTS 

 Void and do not reissue a check payment 

 



 Step 41 

 Travel and Expenses > Process Expenses > Expense 
Processing 

 Un-Check Close Liability 

 Check Stage Payments 

 Save 

 Run 

 



 Step 42 

 Reporting Tools > Query > Query Manager 

 Search for BOR_EX_OPEN_CASHADV_BAL 

 Run for your Business Unit to locate open Cash Advances that 
have not been applied to Expense Reports 

 



 Step 43 

 Travel and Expenses > Expense Report > Create/Modify 

 Add lines 

 

 

 

 

 

 

 

 From Actions Menu, select Apply/View Cash Advances 

 



 Step 43 continued 

 

 

 

 

 

 

 

 

 Lookup Cash Advance and click Add Cash Advance 

 Submit the Expense Report 

 



 Step 44 

 Travel and Expenses > Expense Report > Create/Modify 

 Quick Start Menu, select Populate From a Travel Authorization 

 

 

 

 

 

 

 

 Select Approved Travel Authorization 

 Submit the Expense Report 



 Step 45 

 Travel and Expenses > Process Expenses > Cancel Travel 
Authorizations 

 Select a Travel Authorization and click Cancel 

 



 Step 46 

 BOR Menus > BOR Expenses > BOR EX Month 
End > Reset Expense Report  

 



 Step 46 

 BOR Menus > BOR Expenses > BOR EX Month 
End > Reset Travel Authorization 



 Step 48 

 Travel and Expenses > Manage Expenses Security > Reassign 
Approval Work 

 Enter USERID 

 Enter Reassign Work To 

 Select Transaction 

 Click Reassign 

 



 Step 49 

 Travel and Expenses > Manage Accounting > View/Adjust 
Accounting Entries > Expense Report Acctg Entries 

 Select a report and view accounting entries 

 

 



 Step 50 

 Commitment Control > Review Budget Check Exceptions > 
Travel and Expenses > Expense Sheet or Travel Authorization 

 



 Step 51 

 Creates Journal Expense Report 



 Step 51 continued 



 Step 51 continued 
 Change Accounting Detail 
 Click OK 

 
 
 
 
 
 
 

 Click Submit for Posting 
 
 
 
 
 
 
 



 Step 52 

 Travel and Expenses > Manage Accounting > Print Reports > 
Cash Advances by Dept 

 Select Run Control 

 Enter GL Unit and Department 

 Save and Run 

 Retrieve from Report Manager 



 Step 53 

 Travel and Expenses > Manage Accounting > Print Reports > 
Employee Top Spenders 

 Select Run Control 

 Enter GL Unit, Department, From Date, Through Date 

 Save and Run 

 Retrieve from Report Manager 

 

 



 Step 54 

 Travel and Expenses > Manage Accounting > Print Reports > 
Non-Reimbursable Expenses 

 Select Run Control 

 Enter GL Business Unit, Department, From Date, Through 
Date 

 Save and Run 

 Retrieve from Report Manager 

 

 



 See Handout 



EX_SHEET_LINE BEGIN_MILES_BOR 

EX_MIL_DTL_BOR 
EX_SHEET_LINE COMMUTE_MILES_BOR 

EX_SHEET_LINE END_MILES_BOR 

EX_SHEET_LINE PERSONAL_MILES_BOR 

 

 

 

 

 

 

 

 If you have a query that used BEGIN_MILES_BOR, 
END_MILES_BOR, etc. you may need to adjust your query 

 




