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PSFIN 8.9 Expenses Course Overview

Lessons:

» Lesson 1: Introduction to Expenses

Schedule Day 1:
 0:00-10:00:
10:00 - 10:15:
10:15 - 11:00:
11:00 - 12:00:
12:00 - 1:15:
1:30 - 2:15:
2:15 - 3:30:
3:30 - 3:15:
3:15-5:00:

Schedule Day 2:
e 9:00-9:15:
9:15 -10:00:

12:00 - 1:15:
1:30 - 2:00:
2:00 - 3:00:
3:00 - 3:15:
3:15-5:00:

PSFIN 8.9 Expenses Part 2

10:00 — 10:45:
10:45 - 11:00:
11:00 - 11:30:
11:30 - 12:00:

Lesson 2: System Setup

Lesson 3: Employee Individual Setup in Self-Service Portal
Lesson 4: Traveler Tasks in Expenses

Lesson 5: Approver/Reviewer Tasks in Expenses

Lesson 6: Administrator Tasks in Expenses

Lesson 7: Queries and Reports

Lesson 8: Comprehensive Activities

Introduction to Expenses

AM Break

Introduction to Expenses Workflow/EX Integration
System Setup

Lunch

Employee Individual Setup in Self-Service Portal
Traveler Tasks — Pre-Travel Actions

PM Break

Traveler Tasks — Post-Travel Actions

Day 1 Recap

Traveler Tasks — Non-Travel Expenses
Traveler Tasks — Other Traveler Functions
AM Break

Quiz — Lessons 1 -4

Approver Tasks — Workflow and Approvals
Lunch

Approver/Reviewer Tasks and Responsibilities
Approver/Reviewer Actions

PM Break

Approver/Reviewer Actions (continued)

Participant Guide — Version 1.1

© 2008 Board of Regents of the University System of Georgia. All Rights Reserved.

07/21/2008
3



ANy
mGEORG

.= FINANCIAL, INFORMATION & R

wwwwww

IACIBS T,

Schedule Day 3:

9:00 — 9:15:
9:15 - 9:45:
9:45 - 10:30:

10:30 — 10:45:
10:45 - 12:30:

12:30 — 1:45:
2:00 - 3:30:
3:30 — 3:45:
3:45 - 5:00:

Schedule Day 4:

9:00 - 9:15:
9:15 -10:00:

10:00 — 11:00:
11:00 — 11:15:
11:15 - 11:45:

11:45 -1:00:
1:15-2:15:
2:15-2:30:
2:30 — 4:45:
4:45 - 5:00:

PSFIN 8.9 Expenses Part 2
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved.

roject of the University System of Georgia

Day 2 Recap

Quiz — Lesson 5

Administrator Tasks to Assist Travelers/Approvers
AM Break

Administrator Tasks — Standard Expense Processing
Lunch

Administrator Tasks — Atypical Expense Processing
PM Break

Administrator Tasks — Reconciling Cash Advances

Day 3 Recap

Administrator Tasks — Reconciliations
Administrator Tasks — Real-Time Analysis
AM Break

Quiz — Lesson 6

Lunch

Queries and Reports

PM Break

Comprehensive Activities

End of Course Summary and Evaluation

Participant Guide — Version 1.1

07/21/2008
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Lesson 4.0: Traveler Tasks in Expenses

Lesson 4.0 Objectives:

Identify the tasks travelers may need to complete within the Expenses
module before travel occurs.

Identify the tasks travelers may need to complete within the Expenses
module after travel has concluded.

Identify additional uses for an Expense Report outside of travel.
Identify other functions a Traveler may need to perform to increase
module effectiveness.

Lesson 4.0 Components:

Lesson 4.1 — Pre-Travel Actions
Lesson 4.2 — Post Travel Actions
Lesson 4.3 — Non-Travel Expenses
Lesson 4.4 — Other Traveler Functions
Lesson 4 Quiz

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved.
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Lesson 4.1 — Pre-Travel Actions

& A\& Lesson 4.1:
YA Pre-Travel Actions

" gnanc®

« |dentify the actions a traveler may take
prior to travel.

« ldentify the different methods for
creating a Travel Authorization.

¢ Create a private Travel Authorization
Template.

* Create a Travel Authorization from a
template.

“Creating A More Educated Georgia”

of Thy,

& * Lesson 4.1:
YA Pre-Travel Actions

ananct’

* Print a Travel Authorization.
« ldentify how prepaid travel is to be handled.

« Define the purpose and life cycle of a cash
advance.

« Identify the different methods for creating a
cash advance.

« Create a Cash Advance from a blank report
and modify organizational data.

¢ Print a Cash Advance.

“Creating A More Educated Georgia”

s

Actions a Traveler May Take Prior
==/ to Travel

Authorization Travel Authorization Cash Advance

Standing Travel Create and Submit EX Create and Submit EX

“Creating A More Educated Georgia”

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved.
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« Use a blank report
« Copy an existing travel authorization
¢ Create from a template

“Creating A More Educated Georgia”

*‘f“ F Create a Private Travel
LE=7 Authorization Templates

vesna

» Can create templates that reflect typical items
that you submit for reimbursement

* Helps to save time and reduce errors

« Expense Administrators create public
templates that all employees can use

« Employees can set up their own templates for
private use

¢ Can also create a private template for
Expense Reports in much the same way

“Creating A More Educated Georgia”

=
Search
User Template
~ Employee Self- P
Senvice - —
Find an Existing Yalue { Add a New Value
= Employee TEE £ \
Center _
» Profiles and Document Template: | WILEAGE
Preferences Template Type:
» Review Payments Contract
= Other Expense Add Expense Report
Functions Sta””ard
Create‘ru date Find an Existing Yalug

User Template
» Expense Report
b Travel
Authorization
» Manager Sell-Service
& Aiorldist
I Reporting Tools
r FPeopleTools

— Return to Self Senice Home

e Windme | Help | 5

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved.
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A a Template

e Can only be entered for future travel
dates

« Cannot create a travel authorization for
a trip that has already started and/or
ended

¢ Check institutional policies on time
frames for submitting travel
authorizations

“Creating A More Educated Georgia”

““ Create a Travel Authorization from
.f a Template

e Select a Template page: All templates
are listed, both public and private

« To choose another method for creating
a travel authorization, click the Return to
Travel Authorization Entry link.

“Creating A More Educated Georgia”

Print a Travel Authorization

« Can print when you create it

¢ Can also print one that you previously
created and/or submitted

« View/Print option = read-only format

« Displayed through Crystal reports in a
new window; do not need to refresh to

update the stages (Queued,
Processing, Success)

“Creating A More Educated Georgia”

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved. 8
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Create Travel Authorization

Marty Nance

Select a Template

Template Description

Authorization |D:

Customize | Find | 3 First [4] 1-3 of 3 [¥] Last
Template Type

Select | MILEAGE Standard Mileage Template User Template
Select | MILEAGE Mileage Reimbursment Template Public Template
Select | USOTRVL Travel Authorizaiton Template Public Template

Return to Travel Authorization Entry

MEXT

Create Travel Authorization

Template:

MILEAGE

Add to Travel Authorization
Marty Mance

Authorization 1D: MEXT

Description:  Standard Mileage Template

Add Expense Types:
One Day All Days
O O
] 1
[ [
0K | Cancel |

Date Range

rom: 050408

o 050300 |

Expense Type
Automobile Mileage

Automohile Mileage - Tier2

Automohile Mileage - Tier3

PSFIN 8.9 Expenses Part 2

Participant Guide — Version 1.1

© 2008 Board of Regents of the University System of Georgia. All Rights Reserved.
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Create a Private Travel Authorization

Template EX.010.035
Topics: Create a Travel Authorization from a Template Business Processes: Eiggggié

Print a Travel Authorization

Expenses - Traveler Tasks in Expenses

Activity: Create a Private Travel Authorization Template, Create a Travel Authorization from a
Template, and Print a Travel Authorization

Create a Private Travel Authorization Template Business EX.010.035
Topics: Create a Travel Authorization from a Template P ~ EX.020.011
Print a Travel Authorization FOCESSES: EX070.010

Activity

Activity In this activity you will:
Overview A. Create a Private Travel Authorization Template.
Create a Travel Authorization from a Template.

Print a Travel Authorization.

Login
Information -
Portal

You need to log in as a different traveler.
Log out as TRAVELERO04.

Clear the cache and cookies for your browser:

PN =1Nw

e Tools > Internet Options > General Tab > (Temporary Internet Files) Delete Files
and Delete Cookies

NAVIGATION ‘ HRMS Self-Service Link

4. Enter the following login information (if you are still signed in, proceed to the
navigation before step 3):

FIELD VALUE or STATUS

User ID TRAVELERO1

Password password01

5. Click the Sign In button.

Activity 4.1-1A Scenario: In order to save time in the future, you decide to create a private template just for

Role: Traveler standard mileage.

To create a private Travel Authorization Template:

g T T Travel and Expenses Home > Employee Self-Service > Other
M Expense Functions > Create/Update User Template
s, 1. Click the Add a New Value tab.
2. Enter the following information:
UserID: FIELD VALUE or STATUS
TRAVELERO1 Document Template | STDMILE2
Template Type Travel Authorization

3. Click the Add button.

4. Enter the following information:

FIELD VALUE or STATUS

Description Standard Mileage Template 2

Short Description STDMILE?2

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved. 10
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Create a Private Travel Authorization

Template EX.010.035
Topics: Create a Travel Authorization from a Template Business Processes: Eiggggié

Print a Travel Authorization

5. Click the Expense Type list and select Automobile Mileage.
6. Click the Save button.
7. Click OK.

Activity 4.1-1B Scenario: You need to attend an upcoming OIIT v8.9 Upgrade Workshop Meeting in Macon
from 8/12/08 through 8/13/08. You will be driving your own car, since all institutional
vehicles are already booked for those dates. You will be staying with a friend, so no lodging is
needed and Skybridge is paying for all meals at throughout the meeting.

Role: Traveler

f To enter a Travel Authorization from a Template:

g_-‘ ‘ NAVIGATION Employee Self-Service > Travel Authorization > Create
1. Click the Select box of the STDMILE2 template.

UserID: 2. Enter the following information in the Date Range field:

TRAVELERO1 FIELD VALUE or STATUS
From 8/12/2008
To 8/13/2008

3. Select the Automobile Mileage Expense Type for All Days.
4. Click the OK button.
5. Enter TA01 Macon 2Day Meeting in the Description field.

6. Enter/Verify the following information in the General Information box:

FIELD VALUE or STATUS
Description OIIT Meeting in Macon
Business Purpose Attend Meeting
Default Location Macon, GA

7. Click the Accounting Defaults link.
8. Enter/verify the following Chartfield values:

FIELD VALUE or STATUS
Fund 10000

Department UATDPT1

Program 16300

Class 11000

9. (lick the OK button.

10. In the Details section, enter/verify the following information for the first row:

FIELD VALUE or STATUS
Expense Type Automobile Mileage
Date 8/12/2008

Payment Type Not Applicable
Billing Type Internal

11. Click the Detail link.

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved. 11



sz,

e
T—

—

(IGEORGIAZ/ZST.

‘System of Georgia

Topics:

Create a Private Travel Authorization

Template EX.010.035
.. Business Processes: EX.020.011
Create a Travel Authorization from a Template X 070.010

Print a Travel Authorization

12. Enter/verify the following information:
FIELD VALUE or STATUS
Miles 90

Originating Location | Atlanta, GA

Destination Location | Macon, GA

Description V8.9 Upgrade Meeting
13. Click the Check Expense for Errors button.
14. Click the Return to Travel Authorization Entry link.
15. In the Details section, enter/verify the following information for the second row:
FIELD VALUE or STATUS
Expense Type Automobile Mileage
Date 8/13/2008
Payment Type Not Applicable
Billing Type Internal
16. Click the Detail link.
17. Enter/verify the following information:
FIELD VALUE or STATUS
Miles 90

Originating Location | Macon, GA

Destination Location | Atlanta, GA

22.
23.
24.
25.

Description V8.9 Upgrade
18. Click the Accounting Detail link.
19. Enter/verify the following Chartfield values:
FIELD VALUE or STATUS
Fund 10000
Department UATDPT1
Program 16300
Class 11000
20. Click the OK button.
21. Click the Return to Travel Authorization Entry link.

Click the Check for Errors button.

Click the Submit button.

Click the OK button.

Note the Travel Authorization ID on your Expense Transaction ID Reference Grid.

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved. 12
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Create a Private Travel Authorization

Template EX.010.035
Topics: Create a Travel Authorization from a Template Business Processes: Eiggggié

Print a Travel Authorization

Activity 4.1-1C After you have already submitted your Travel Authorization for this meeting, you realize that

Role: Traveler you forgot to print a copy of it. To print a Travel Authorization:

‘ NAVIGATION Employee Self-Service > Travel Authorization > View/Print
g 1. Click the Search button to bring up all Travel Authorizations.
’: ' 2. Select Travel Authorization from the previous activity, line #24. Look for the
. description TA01 Macon 2Day Meeting.

3. Click the Printable View link. The system will run the process to display your report.

UserID It will move through the following statuses: Queued, Processing, and Success before
serID:

TRAVELEROL the report is displayed.
Review the entire Travel Authorization.
5. To print the Travel Authorization, you would click the Print icon in your browser.
6. Close the Travel Authorization.
PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008

© 2008 Board of Regents of the University System of Georgia. All Rights Reserved. 13
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Prepaid Travel

« All prepaid travel will be handled
through AP

* Prepaid Expenses are those amounts
paid to a third party for certain expenses
that will be incurred by an employee

“Creating A More Educated Georgia”

-~ _
1Ml ; Prepaid Travel Examples

« Institution pays travel agency for an
employee’s airplane fare

« Institution pays airline for an employee’s
airplane fare

« Institution pays a hotel directly for an
employee’s lodging expenses

“Creating A More Educated Georgia”

1l ; What is NOT prepaid travel?

 Registration fees paid directly to a
vendor for an employee’s attendance

e PCard purchases for registration fees
» Cash advances

« Amounts that an employee pays directly
to a third party from their personal funds

“Creating A More Educated Georgia”

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved. 14
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« Will differ by institution
« Will need to consider:

— How does a traveler notify AP that they need a
prepaid expense paid on their behalf

— How does an institution receive the appropriate
info for making the prepayment

— How does the institution notify an employee that

they have successfully prepaid the expense for
the employee

“Creating A More Educated Georgia”

Create Expense Report

Expense Report Entry

Jessica Simpson User Defaults Report ID: NEXT
‘Description: /ACUA Canference 5/20/08 Comment: :
'‘Business Purpose: | Aftend Conference -
Reference:
Default Location: Las Vegas - McCarran Intl, NV Q
I Accounting Defaults Apply Cash Advance(s) More Options:

ze | Eind | Vi

{ 'Overview \.l_.

Select 'Expense Type 'Expeuse Date  ‘Amount Speit 'Currency Pmnem Type ‘Billing Type
1 Air Travel ¥l DSI?IJIE‘UDB [ 489.000 USD v Internal i *Detail

o American Express 3
Cash v
4
= Check *
v Digcaver Card ]
Master Card
Copy Selected Delete Selected MNew Expense A et Check For Errors
Prepaid Air- (AP N
Prepaid Expenses |
Prepaid Hotel (AP
PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008

© 2008 Board of Regents of the University System of Georgia. All Rights Reserved.
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e Cash Advances may be granted to
minimize the impact of business travel
on employee personal finances

« Used to pay for items such as meals,

ground transportation, and
accommodations

« Not all institutions use cash advances

“Creating A More Educated Georgia”

Create and submit If approved, Proceed with travel
Cash Advance notification via email

Complete Expense If cash advance was
Report & Apply Cash more than incurred
Advance expenses, submit
check to institution

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved. 16
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Cash Advance Life Cycle

H
&

» Once a Cash Advance is created and
submitted, it starts the approval process
through Workflow

« If approved, notification is via email

* Once travel is complete, you need to submit
your Expense Report and apply your Cash
Advance to it (along with corresponding
Travel Authorization if applicable)

“Creating A More Educated Georgia”

of Thy,
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Cash Advance Life Cycle

H
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« When you apply your Cash Advance to your
Expense Report

— If the Cash Advance was equal to your incurred
expenses, you do not owe anything and the
institution does not need to reimburse you for
additional expenses

— If the Cash Advance was less than your actual
expenses, the institution will reimburse you for the
approved additional expenses

“Creating A More Educated Georgia”
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Cash Advance Life Cycle
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* When you apply your Cash Advance to
your Expense Report
— If the Cash Advance was more than your
incurred expenses, you need to pay the
balance to your institution
« If you end up not taking your trip, you
need to return the cash advance to your
institution

“Creating A More Educated Georgia”

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved. 17
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\—.f Advance

W apantt

« From a Blank Report
e Cannot create from a template

« Cannot create by copying from another
cash advance

“Creating A More Educated Georgia”

Home Worklist  Sign out

Georgia College & State Univer

@ e Nemeduwl |Cust0m|ze Fage | ne

- Employee Self-

Service Travel & Expenses - Cash Advance Report
v Employee TAE Create Cash Advance Report
Center P
» Profiles and Jessze Hingson User Defaults Advance ID: HEXT
Preferences =
DM ‘Description: GA Summit - Augusta Comment: Presenting a session on 10/ 5/08

_Y—Pa ments ‘Business Purpose: Aftend Conference v
»_Other Expense _
. Reference:
Functions
= R
v Expense Import ATM Advances @E
Report
v Travel i C ize [Find | B First (0 1 o 1 [ Last

Authorization ‘Source Description “Amount | Currency ?‘1)}:

<~ Cash Advance

Create

— Modify
— Wien I Print
— Delete Advance Amount: 530,000 USD

» Manager Self-
Semies

Service
» Worklist

»_Reporting Tools

— Process tonitor

[~ My Systern Profile

- Beturn to Self Service Home | «
< >
&] Dore 2 @ Trusted sites

Ermployes Advrice EFT Pai 2 mitlodging, meals, mileage 580.000| USD [=]

Save For Later Submit

Return to ©ash Advance

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved. 18
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Creating a Cash Advance
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¢ The system automatically uses the
Chartfields that are populated in your
User Profile for Cash Advances

 Unlike Travel Authorizations and
Expense Reports, you cannot edit these
Chartfields while creating your Cash
Advance (no Accounting Detail link)

“Creating A More Educated Georgia”

-~
1l ; Creating a Cash Advance

* For Cash Advances, users must have a Fund
Code specified in their Chartfields

« To edit Chartfields, you will need to go
through your User Profile, make the edits,
and then open a new Cash Advance

“Creating A More Educated Georgia”

Default ChartField Vialues

GL Unit Fund Program Class Project Bud Ref Dept
36000 10800 | &) Q, Q, a, 1002350
Business Unit 10,000.000 UsSD

Specific Amount

None

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved. 19
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1l ; Print a Cash Advance

e Can print when you create it

e Can print a cash advance that was
previously created/submitted

* View/Print option allows you to access
your cash advance in a read-only format

e Same process as printing a Travel
Authorization

“Creating A More Educated Georgia”

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved. 20
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Create a Cash Advance EX.020.050

Topics:

Business Processes:

Print a Cash Advance EX.070.011

Expenses - Traveler Tasks in Expenses

Activity: Create and print a cash advance

Topics: Create a Cash Advance Business EX.020.050
opics: Print a Cash Advance Processes: ~ EX.070.011
Activity
Activity In this activity you will:
Overview A. Create a Cash Advance.
B. Print a Previously Submitted Cash Advance.

Login 1. Enter the following login information in the HRMS Self-Service Link (if not still signed
Information - in as TRAVELERO1):
Portal FIELD VALUE or STATUS

User ID TRAVELERO1

Password password01

2. Click the Sign In button.

Activity 4.1-2A

b

Role: Traveler

Scenario: You are attending a conference in Savannah from 8/18/2008 through 8/21/2008. The
conference is providing all meals and you are riding with another employee. You are
responsible for paying for your own lodging. Request a cash advance payment by check to
cover the cost of the lodging for three nights at $150 per night.

To create a Cash Advance:

Travel and Expenses Home > Employee Self-Service > Cash
NAVIGATION

UserID: Advance > Create
TRAVELERO01 1. Click the User Defaults link.
2. Select the Organizational Data tab.
3. Enter/verify the Fund value is 10000.
4. Enter/verify the Bud Ref value is 2009.
5. Click the Save button and close this window.
6. Click the Home link at the top of the screen (Create Cash Advance Report).
NAVIGATION Travel and Expenses Home > Employee Self-Service > Cash
Advance > Create
7. Enter the following information:
FIELD VALUE or STATUS
Description CA01 Savannah Conference
Business Purpose Attend Conference
Comment 2008 Savannah Conference
PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Create a Cash Advance
Print a Cash Advance

Topics:

EX.020.050

Business Processes: EX.070.011

8. In the Details section, enter the following information:

FIELD VALUE or STATUS

Source Employee Advance Check Payments
Description 3 night hotel lodging advance
Amount 450

9. Click the Update Totals button.

10. Click the Submit button.

11. Click the OK button.

12. Note the Cash Advance ID on your Expense Transaction ID Reference Grid.

Activity 4.1-2B

b

Role: Traveler

Scenario: Your supervisor has asked for a copy of your Cash Advance for the Savannah
conference. Print the cash advance with the description CA01 Savannah Conference.

To print a Cash Advance:

NAVIGATION Employee Self-Service > Cash Advance > View/Print

1. Click the Search button.
2. Select Cash Advance with the description CA01 Savannah Conference.

UserID: 7. Click the Printer Icon. The system will run the process to display your report. It will
TRAVELERO1 move through the following statuses: Queued, Processing, and Success before the
report is displayed.

3. Review the Cash Advance.

4. To print the cash advance, you would click the Print icon in your browser.

5. Close the Cash Advance.
Additional Scenario: You need to attend a meeting in Rome that will cover two days. Outside of the
Activities location, you realize that the Travel Authorization for this expense is very similar to one you

Activity 4.1-2C

Role: Traveler

b

UserlID:
TRAVELERO1

PSFIN 8.9 Expenses Part 2

completed earlier (TAO01-Macon 2Day Mtg), so you decide to copy it and just change the
location and distance.

To create a Travel Authorization by Copying an Existing Travel Authorization (EX.020.012):

Travel and Expenses Home > Employee Self-Service > Travel

NG DI Authorization > Create
1. Click the Return to Travel Authorization Entry link.
2. Select An Existing Authorization from the Quick Start drop down menu.
3. Click the Go button.
4. Click the Select button next to the Travel Authorization with the description TA01
Macon 2Day Meeting.

Participant Guide — Version 1.1 07/21/2008
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Create a Cash Advance

Topics: Print a Cash Advance

Business Processes:

EX.020.050
EX.070.011

5. Change the following information in the General Information field:

FIELD VALUE or STATUS
Description TAO02 Rome 2Day Meeting
Default Location Rome, GA

Date From 9/2/2008

Date To 9/3/2008

6. On the first expense row, change the date to 9/2/2008.
7. Click the Detail link.

8. Enter/verify the following information:

FIELD VALUE or STATUS
Miles 70

Originating Location | Atlanta, GA
Destination Location | Rome, GA
Description Meeting

9. C(lick the OK button.
10. In the second expense row, change the date to 9/3/2008.
11. Click the Detail link.

12. Enter/verify the following information:

FIELD VALUE or STATUS
Miles 70

Originating Location | Rome, GA
Destination Location | Atlanta, GA
Description Meeting

13. Click the OK button.

26. Click the Return to Travel Authorization Entry link.
27. Click the Check for Errors button.

28. Click the Submit button.

29. Click the OK button.

30. Note the Travel Authorization ID on your Expense Transaction ID Reference Grid.

PSFIN 8.9 Expenses Part 2

Participant Guide — Version 1.1
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Topics: Create a Cash Advance Business Pr . EX.020.050
OPI " Print a Cash Advance USINESS TTOCESSES: X 070.011

Activity 4.1-2D Scenario: You need to attend a training in Athens on 9/8/2008. Create a travel authorization

Role: Traveler from a blank report that includes mileage, breakfast, and lunch.

To create a Travel Authorization from a blank report (EX.020.010):

M Travel and Expenses Home > Employee Self-Service > Travel
- I TR Authorization > Create

1. Click the Return to Travel Authorization Entry link. The Blank Authorization page

should appear.

UserID: 2. Enter the following in the General Information fields:
TRAVELERO01 FIELD VALUE or STATUS

Description TAO03 Athens 1Day Training

Business Purpose Attend Training

Default Location Athens, GA

Date From 9/8/2008

Date To 9/8/2008

3. Click the Accounting Defaults link.
4. Enter/verify the following Chartfield values:

FIELD VALUE or STATUS
Fund 10000

Department UATDPT1

Program 16300

Class 11000

5. Click the OK button.

6. In the first expense row, enter the following information:

FIELD VALUE or STATUS
Expense Type Automobile Mileage
Date 9/8/2008

Payment Type Not Applicable

7. Click the Detail link.

8. Enter 150 in the Miles field and ensure the Originating and Destination locations are
correct.

9. C(lick the Return to Travel Authorization link.

10. In the second expense row, enter the following information:

FIELD VALUE or STATUS
Expense Type Breakfast

Date 9/8/2008

Payment Type Cash

11. Click the Detail link and verify the location is Athens.
12. Click the Return to Travel Authorization link.

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Topics: Create a Cash Advance Business Pr . EX.020.050
OPI " Print a Cash Advance USINESS TTOCESSES: X 070.011

13. In the third expense row, enter the following information:

FIELD VALUE or STATUS
Expense Type Lunch

Date 9/8/2008

Payment Type Cash

14. Click the Detail link and verify the location is Athens.
15. Click the Return to Travel Authorization link.

16. Click the Check for Errors button.

17. Click the Submit button.

Activity 4.1-2E Scenario: Your supervisor has given you approval to attend a conference in Jekyll Island from
9/15/2008 to 9/19/2008. The conference is providing breakfast and lunch each day, and you
are riding with another employee to Jekyll Island. You need to submit a Travel Authorization
for lodging and dinner for each day. In addition, you need a cash advance to cover lodging
costs, which are $175 per night for four nights. Create a travel authorization and a cash

4
M advance for this event.

Role: Traveler

UserID: To create a Travel Authorization from a blank report (EX.020.010):

Travel and Expenses Home > Employee Self-Service > Travel
Authorization > Create

TRAVELERO01 NAVIGATION

1. Click the Return to Travel Authorization Entry link. The Blank Authorization page

should appear.

2. Enter the following in the General Information fields:
FIELD VALUE or STATUS
Description TA04 Jekyll Island Conference
Business Purpose Attend Conference
Default Location Jekyll Island, GA
Date From 9/15/2008
Date To 9/19/2008

3. Click the Accounting Defaults link.
4. Enter/verify the following Chartfield values:

FIELD VALUE or STATUS
Fund 10000

Department UATDPT1

Program 16300

Class 11000

5. Click the OK button.

6. In the first expense row, enter the following information:

FIELD VALUE or STATUS
Expense Type Dinner
Date 9/15/2008
Payment Type Cash
PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Topics: Create a Cash Advance Business Pr . EX.020.050
OPIS DPrinta Cash Advance USINESS TTOCESSES:  £x 070.011
Click the Detail link.

8. Verify the Location is correct and click the Refresh Per Diem Amounts button to
retrieve the current per diem rate for this location.

9. C(lick the Return to Travel Authorization link.

10. In the second expense row, enter the following information:

FIELD VALUE or STATUS
Expense Type Lodging

Date 9/15/2008

Payment Type Cash

11. Click the Detail link and verify the location is Jekyll Island.
12. Enter 4 in the Number of Nights field.

13. Enter Hilton in the Non-preferred Merchant field.

14. Enter $175 in the Nightly Rate field.

15. Click the Return to Travel Authorization link.

16. Select the first expense row by clicking in the checkbox.

17. Click the Copy Selected button. Click the OK button to clear the warning that may
appear.

18. Select the Copy to Range of Dates option.
19. Enter the following information:

FIELD VALUE or STATUS
From Date 9/16/2008

To Date 9/18/2008

End Time 2:00PM

20. Click the OK button.
21. Click the Check for Errors button.
22. Click the Submit button.

To create a Cash Advance (EX.020.050):

Travel and Expenses Home > Employee Self-Service > Cash

I TG DL Advance > Create

23. Enter the following information:
FIELD VALUE or STATUS
Description CAO02-Jekyll Island Conference
Business Purpose Attend Conference
Comment 2008 Jekyll Island Conference

24. In the Details section, enter the following information:
FIELD VALUE or STATUS
Source Employee Advance Check Payments
Description 4 night hotel lodging advance
Amount 700

25. Click the Update Totals button.
26. Click the Submit button.

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Topics: Create a Cash Advance Business Pr . EX.020.050
OPI " Print a Cash Advance USINESS TTOCESSES: X 070.011

27. Click the OK button.
28. Note the Cash Advance ID on your Expense Transaction ID Reference Grid.

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Lesson 4.2 — Post-Travel Actions

)

f'“r‘& Lesson 4.2:
==/ Post-Travel Actions

« |dentify the actions required of a traveler
after travel occurs.

« ldentify the different methods for
creating an Expense Report.

« Create an Expense Report from a blank
report.

« Create an Expense Report by copying
an existing report.

{

“Creating A More Educated Georgia”

)

f'“r‘& Lesson 4.2:
==/ Post-Travel Actions

{

 Print an Expense Report.

Create an Expense Report from a
Travel Authorization.

Apply a Cash Advance and a Travel
Authorization to an Expense Report.

Clear an AP Prepaid Expense.
Use the Hotel Wizard.

“Creating A More Educated Georgia”

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Was trip cancelled?

Did you submit a

A 4

Cancel Travel Authorization
and/or Return Cash Advance.

Travel
Authorization?

Did you submit a

A 4

Create an Expense Report
from a Travel Authorization.

Cash Advance?

Did you submit a
Travel Authorization

Apply Cash Advance to an
Expense Report.

and receive a cash
advance?

Are you submitting

A 4

Create an Expense Report
from a Travel Authorization
and apply the Cash Advance.

an Expense Report?

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved.
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Submit any receipts according
to your institution’s policies.
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*‘fl ‘\‘5 Different Methods for Creating an
¢ Expense Report

’pn-

S
* Create from a template

¢ Create from a blank report

« Create by copying an existing Expense
Report

¢ Create from an accompanying Travel
Authorization

« Create from a blank report an apply Cash
Advance

« Create from an accompanying Travel
Authorization and apply Cash Advance

“Creating A More Educated Georgia”

Create Expense Report
Expense Report Entry

John Doe IV User Defaults Report ID: MWEKT
Cuick Start; A Blank Report b ﬂ
=
‘Description: Comment:
‘Business Purpose: w
Reference:
Default Location: Q
| Accounting Defaults Apply Cash Advance(s) More Options: e ﬂ |

{ Overview

. ‘Expense *Amount |, ‘Billing
select _Expense Type cy  |'Payinent Tvpe
Select Expense Type Date Spent Curren nent Typ Tyne
v
v
v
v
Copy Selected Celete Selected Mew Expense | Add Check For Errars
Employee Expenses: 0.000 UsD Due Employee: 0.000 UsD
Non-Reimbursable Expenses: 0.000 UsD Due Vendor: 0.000 WsD
Prepaid Expenses: 0.000 UsD
Employee Credits: 0.000 USD
Vendor Credits: 0.o00 UsoD
Cash Advances Applied: 0.000 UsSD
Definitian of Totals Update Totals |
Save For Later Subrnit
PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Create Expense Report

Expense Detail for Lunch (Line 2)
John Doe [V Report ID: MEXT

About This Expense
‘Expense Date: 051212008 |5

‘Payment Type: Cash v | [ INo Receipt
‘Billing Type: | Internal W | [ INon-Reimbursable

*Start Time (HH:MI): Q:00AM
*End Time (HH:MI): 11:59PM

‘Location: |Athens, GA |Q

Description:

"Amount Spent: | E_DE|E|| |§Refresh Per Diern Arnounts:
‘Currency: Q
‘Exchange Rate: | 1.00000000 % [
Default Rate
Reimbursement Amt: £.000
LSO

Location Amount: | |

No Receipt: | |

Accounting Detail

Eeceipt Split
Pet Diem Deductions

Check Expense For Errors

Return to Expense Repor

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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\E‘i_ Create an Expense Report from a
¢ Blank Report — Recap

 Enter/verify general information
« Fill in each expense row and its details
Check for errors

Follow institution’s guidelines for
printing and submitting receipts

“Creating A More Educated Georgia”

7~

i,l Create an Expense Report by
&

Sl
pane

Copying an Existing Report

¢ You can reduce data entry time by
changing only minor details to a
previous report

¢ Select ‘An Existing Report’ from the
Quick Start drop-down box

¢ Update the new Expense Report with

the correct travel dates, expenses,
locations, and amounts

“Creating A More Educated Georgia”

Create Expense Report

Expense Report Entry

John Doe Iv Llsg
Quick Start: ABlank Report
5
‘Description: ATemplate

A TTAVET ALTTTUTISATUTT
An Existing Report
ETIreS TOr my weanet |

‘Business Purpos

14

Default Location: Athens, GA

PSFIN 8.9 Expenses Part 2

Create Expense Report

Copy From an Existing Expense Report

Marty Mance

From Date: 09/30/2006 1o

1263172007 5

Report ID: HEXT

Search

Participant Guide — Version 1.1

BReport ID Description Business Purpose Status Created

0000300047 Cracle - PeopleTonls I Attend Training Submitied 12/31/2007
Select | 0000200046 ONT Conference in Athens Aftend Conference Submitted 123172007
Select | 0000300045 Cracle PeopleToals I Attend Training Pending 1202872007
Select | 0000200044 Oracle - PeopleToaols | Attend Training Pending 1202812007
Select | 0000300043 Campus Recruitment Recruitment, Admissions  Submitted 12282007
Select | 0000300042 ONT Conference in Athens Aftend Conference Submitted 12282007
Select | 0000300038 Oracle Security 8.9 Clags Aftend Training Pending 12282007
Select | 0000300037 Cracle class 12017907 in ATL Attend Training Pending 1202872007
Select | 0000300036 Oracle class 1211 4/07 in ATL Attend Training In Process 12/28/2007
Select | 0000300035 Oracle class 12114707 in ATL Attend Training Pending 12282007
Select | 0000300034 TAC Conference in Las Vegas Attend Conference Pending  1228/2007
Select | DDDD200033 Campus Yisitto GSU E:{gpus Visita rSatellite ooy g aizemo07
Select | 0000300032 ONT Conference Aftend Caonference Submitted 122772007
Select | 0000200031 Recruitment for Yolleyball Recruitment, Athletic Paid 1202712007
i | Y VUV U U D S, Campus Visits rSatellite - .. . cacenaos

07/21/2008

32

© 2008 Board of Regents of the University System of Georgia. All Rights Reserved.




EGEDRGIAFIES’T

"' £ FINANCIAL, INFORMATION & REPORTING SYSTEMS FOR TOMORROW

L JIl ; Print an Expense Report
—_—

< Can print it when you create it

e Can print Expense Reports that were
previously created/submitted

* View/Print option allows you to access
your Expense Report in a read-only
format

¢ Very similar to printing a Travel
Authorization and Cash Advance

“Creating A More Educated Georgia”

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Create an Expense Report from a Blank Report EX.020.100

Topics:

Create an Expense Report by Copying an
Expense Report EX 070.012

Business Processes: EX.020.103

Print an Expense Report

Expenses - Traveler Tasks in Expenses

Activity: Creating Expense Reports Part 1

Create an Expense Report from a Blank Report Business EX.020.100
Topics: Create an Expense Report by Copying an Expense Report Processes: EX.020.103
Print an Expense Report EX.070.012
Activity
Activity In this activity you will:
Overview A. Create an Expense Report from a Blank Report.
B. Create an Expense Report by Copying an Expense Report.
C. Print a Previously Submitted Expense Report.
Login 1. Youneed to log in as a different traveler.
Information - 2. Logoutas TRAVELEROL.
Portal 3. Clear the cache and cookies for your browser:
¢ Tools > Internet Options > General Tab > (Temporary Internet Files) Delete Files
and Delete Cookies
NAVIGATION | HRMS Self-Service Link

4. Enter the following login information (if you are still signed in, proceed to the
navigation before step 3):

FIELD VALUE or STATUS
User ID EMPL1
Password password01

5. Click the Sign In button.

Activity 4.2-1A

Role: Traveler

2

L

UserID: EMPL1

Scenario: You recently went to Athens for training (7/17/2008) and had to drive your own car.
You need to file an expense report to be reimbursed for your mileage (lunch was provided).

To create an Expense Report from a Blank Report:

Travel and Expenses Home > Employee Self-Service > Expense

NAVIGATION Reports > Create

1. Click the Return to Expense Report Entry link.
2. Ensure ‘A Blank Report’ is in the Quick Start field.

3. Enter the following information:

FIELD VALUE or STATUS
Description ERO1 Athens 1Day Training
Business Purpose Attend Training
Default Location Athens, GA
PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Topics:

Create an Expense Report from a Blank Report

. EX.020.100
Create an Expense Report by Copying an Business Processes: EX.020.103
Expense Report . EX'070'012

Print an Expense Report

4. Click the Accounting Defaults link.
5. Enter/verify the following Chartfield values:

FIELD VALUE or STATUS
Fund 10000

Department UATDPT1

Program 16300

Class 11000

6. Click the OK button.
7. In the Details section, enter the following information for Row 1:

FIELD VALUE or STATUS
Expense Type Mileage

Expense Date 7/17/2008

Payment Type Not Applicable

8. Click the Detail link.

9. Enter the following information for Expense Detail for Automobile Mileage (Line 1):

FIELD VALUE or STATUS
Begin Mileage 18000

End Mileage 18150

Commute Miles 0

Personal Miles 0

Originating Location | Atlanta, GA

Destination Location | Athens, GA

Description Round-trip for training on 1 day

10. Click the Return to Expense Report link.

11. Click the Check for Errors button.

12. Click the Submit button.

13. Click the OK button.

14. Note the Expense Report ID on your Expense Transaction ID Reference Grid.

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Create an Expense Report from a Blank Report

Create an Expense Report by Copying an EX.020.100
Topics: E R P " p y-opymg Business Processes: EX.020.103
Xpense Repor EX.070.012

Print an Expense Report

Activity 4.2-1B Scenario: In addition to the training you attended on 7/17/2008, you also attend training in
Macon, GA on 7/18/2008. You drove your own car and bought lunch for yourself that day

Role: Traveler (spent $9.89). Create this expense report by copying the one you just completed, with the

O description of ER01 Athens 1Day Training.
-
& To create an Expense Report by copying an existing report:
UserID: EMPL1 Travel and Expenses Home > Employee Self-Service > Expense
NAVIGATION Reports > Create

1. Click the Return to Expense Report Entry link.
2. In the Quick Start list, select An Existing Report, and click GO.
3. Locate the Expense Report you just created with the description ER01-1Day Training,.
4. Click the Select button next to it.
5. Update the General Information:
FIELD VALUE or STATUS
Description ERO02 Macon 1Day Training
Business Purpose Attend Training
Default Location Macon, GA
6. In the first Expense Type row, enter 7/21/2008 for the Expense Date and click the Detail
link.
7. Enter the following information for Expense Detail for Automobile Mileage (Line 1):
FIELD VALUE or STATUS
Begin Mileage 18225
End Mileage 18371
Commute Miles 0
Personal Miles 0

Originating Location | Atlanta, GA
Destination Location | Macon, GA
Description Round-trip for training on 1 day

8. Click the Return to Expense Report link.

9. Add a second expense row by clicking the Add a row button at the end of the first
expense line.

10. Enter the following information:

FIELD VALUE or STATUS
Expense Type Lunch

Expense Date 7/18/2008

Payment Type Visa

11. Click the Detail link.

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Create an Expense Report from a Blank Report
Create an Expense Report by Copying an
Expense Report

Print an Expense Report

EX.020.100
Business Processes: EX.020.103
EX.070.012

Topics:

12. Enter/verify the following information for Expense Detail for Lunch (Line 1):

FIELD VALUE or STATUS

Expense Date 7/18/2008

Start Time 8:00 AM

End Time 7:00 PM

Location Macon, GA

Amount Spent 9.89

13. Click the Return to Expense Report link.
14. Click the Check for Errors button.

15. For each error, click the red flag and enter “No low cost options were available near
training site” in the Location Amount field in the Exception Comments and return to
the Expense Report.

16. Click the Check for Errors button.
17. Click the Submit button.
18. Click the OK button.

19. Note the Expense Report ID on your Expense Transaction ID Reference Grid.

Activity 4.2 1C Scenario: Your supervisor has asked you for a printout of your expense report from your

Role: Traveler 7/17/2008 training.

5‘? To print an Expense Report:

& ‘ NAVIGATION Employee Self-Service > Expense Report > View/Print
Click the Search button.

Select the Expense Report with the description ER01-1Day Training.
Click the Printable View link.

Review the Expense Report.

Click the Print icon.

6. Close the Expense Report.

UserID: EMPL1

M NS

Additional For these activities, you need to log back in as TRAVELERO1.
Activities
PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Create an Expense Report from a Blank Report
Create an Expense Report by Copying an
Expense Report

Print an Expense Report

EX.020.100
Business Processes: EX.020.103
EX.070.012

Topics:

Login 1. Youneed to log in as a different traveler.

Information - 2. Log outas EMPLOL.

Portal
ora 3. Clear the cache and cookies for your browser:

e Tools > Internet Options > General Tab > (Temporary Internet Files) Delete Files
and Delete Cookies

NAVIGATION | HRMS Self-Service Link

4. Enter the following login information (if you are still signed in, proceed to the
navigation before step 3):

FIELD VALUE or STATUS

User ID TRAVELERO01

Password password01

5. Click the Sign In button.

Activity 4.2-1D Scenario: You recently had to attend a meeting in Augusta. You rode with a co-worker, but had
to leave at 5:30am and didn’t get back until 7:00pm. You need to create an expense report for

Role: Traveler those meals.

va To create an Expense Report from a Blank Report (EX.020.100):
“ T T Travel and Expenses Home > Employee Self-Service > Expense
Reports > Create

UserID: 1. Click the Return to Expense Report Entry link.

TRAVELERO01 2. Ensure ‘A Blank Report’ is in the Quick Start field.
3. Enter the following information:
FIELD VALUE or STATUS
Description ER03 Augusta Meeting
Business Purpose Attend Meeting
Default Location Augusta, GA

4. Click the Accounting Defaults link.
5. Enter/verify the following Chartfield values:

FIELD VALUE or STATUS
Fund 10000

Department UATDPT1

Program 16300

Class 11000

6. Click the OK button.

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Create an Expense Report from a Blank Report
Create an Expense Report by Copying an
Expense Report

Print an Expense Report

EX.020.100
Business Processes: EX.020.103
EX.070.012

7. In the Details section, enter the following information for Row 1:

FIELD VALUE or STATUS
Expense Type Breakfast

Expense Date 7/14/2008

Payment Type Cash

8. Click the Detail link.

9. Enter/verify the following information for Expense Detail for Breakfast (Line 1):

FIELD VALUE or STATUS
Expense Date 7/14/2008

Start Time 5:30AM

End Time 7:00 PM

Location Augusta, GA
Amount Spent 6.00

10. Click the Return to Expense Report link.

11. In the Details section, enter the following information for Row 2:

FIELD VALUE or STATUS
Expense Type Lunch

Expense Date 7/14/2008

Payment Type Cash

12. Click the Detail link.

13. Enter/verify the following information for Expense Detail for Lunch Line 2):

FIELD VALUE or STATUS
Expense Date 7/14 /2008

Start Time 5:30AM

End Time 7:00 PM

Location Augusta, GA
Amount Spent 7.00

15. Click the Check for Errors button.
16. Click the Submit button.
17. Click the OK button.

14. Click the Return to Expense Report link.

18. Note the Expense Report ID on your Expense Transaction ID Reference Grid.

PSFIN 8.9 Expenses Part 2

Participant Guide — Version 1.1
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved.

07/21/2008
39




sz,

(IGEORGIAZ/ZST.

e
e ‘System of Georgia

Create an Expense Report from a Blank Report

Create an Expense Report by Copying an EX.020.100
Topics: P p y-opymg Business Processes: EX.020.103

Expense Report EX 070.012

Print an Expense Report T
Activity 4.2-1E Scenario: You recently attended a two-day training seminar in Columbus and now you need to

create your expense report. Create an expense report for mileage, lodging and meals. The

Role: Traveler details of your trip are below:

p From Date/Time 7/17/2008 - 7:00 AM
M To Date/Time 7/18/2008 - 7:00 PM
£ Lunch Day 1 $7.00
UserID: Dinner Day 1 $15.00
TRAVELERO1 Breakfast Day 2 $6.00
Lunch Day 2 $7.00
Lodging Comfort Inn - $119
Beginning Mileage Day 1 9751
Ending Mileage Day 1 9873
Personal Miles Day 1 12
Beginning Mileage Day 2 9873
Ending Mileage Day 2 9983
Personal Miles Day 2 0

To create an Expense Report from using a template (EX.020.011):

Travel and Expenses Home > Employee Self-Service > Expense

NAVIGATION Reports > Create

1. Select the public template Mileage.
2. In the From Date field, enter 7/17/2008.
3. Inthe To Date field, enter 7/18/2008.
4. Select Automobile Mileage for All Days and click OK.
5. Enter the following information:
FIELD VALUE or STATUS
Description ER04 Columbus 2Day Training
Business Purpose Attend Training
Default Location Columbus, GA

6. Click the Accounting Defaults link.
7. Enter/verify the following Chartfield values:

FIELD VALUE or STATUS
Fund 10000

Department UATDPT1

Program 16300

Class 11000

Project UATPR]1

8. (lick the OK button.
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Create an Expense Report from a Blank Report

Create an Expense Report by Copying an EX.020.100
Topics: E R P " p y-opymg Business Processes: EX.020.103
Xpense Repor EX.070.012

Print an Expense Report

9. In the Details section, enter/verify the following information for Row 1:
FIELD VALUE or STATUS
Expense Type Automobile Mileage
Expense Date 7/17/2008
Payment Type Not Applicable

10. Click the Detail link.

11. Enter/verify the following information for Expense Detail for Automobile Mileage

(Line 1):

FIELD VALUE or STATUS
Expense Date 7/17/2008
Begin Mileage 9751
End Mileage 9873
Personal Miles 12
Originating Location | Atlanta, GA
Destination Location | Columbus, GA

12. Click the Return to Expense Report link.

13. In the Details section, enter/verify the following information for Row 2:
FIELD VALUE or STATUS
Expense Type Automobile Mileage
Expense Date 7/18/2008
Payment Type Not Applicable

14. Click the Detail link.

15. Enter/verify the following information for Expense Detail for Automobile Mileage

(Line 2):
FIELD VALUE or STATUS
Expense Date 7/18/2008
Begin Mileage 9873
End Mileage 9983
Personal Miles 0
Originating Location | Columbus, GA
Destination Location | Atlanta, GA

16.
17.
18.
19.
20.
21.
22.
23.

Click the Return to Expense Report link.

In the third expense line, enter your lunch expense from the first day.

In the fourth expense line, enter your dinner expense from the first day.

In the fifth expense line, enter your lodging expense for the first day.

In the sixth expense line, enter your breakfast expense for the second day.
Copy your third expense line to record your lunch expense for the second day.

Check the expense report for errors and submit it.

Note the Expense Report ID on your Expense Transaction ID Reference Grid.
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*‘f“ r‘& Create an Expense Report from a
=7 Travel Authorization

e

« If you created a Travel Authorization for
a trip, it is very important that you use
this approved authorization to create
your Expense Report when you return
from the trip.

“Creating A More Educated Georgia”

*‘f“ r‘& Create an Expense Report from a
=7 Travel Authorization

e

¢ When you tie a Travel Authorization to an

Expense Report, you:

— Let your institution know that they no longer need
to reserve funding for the trip

— Can easily compare (along with those that can
review your report) what you were authorized to
spend versus what expenses you actually incurred

— “Close” the travel authorization to signify that the
trip has occurred

“Creating A More Educated Georgia”

“I\E‘& Create an Expense Report from a
‘r. ==¢ Travel Authorization

» To successfully link an approved Travel
Authorization to your Expense Report,
you must choose the Travel
Authorization item from the Quick Start
menu.

* You cannot create a blank report with

your expenses and then link the Travel
Authorization at a later point.

“Creating A More Educated Georgia”
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Create Expense Report
Expense Report Entry

Marty Nance User Defaults Report ID: MEXT
Quick Start: A Blank Report v | GO
= I
A Blank Report
*Description: L Template Ci
" A Travel Authorization
‘B P et et #‘ b
Entries frarm My wallet Reference:
Default Location: | Athens, G4 e
| Accounting Defaults Apply Cash Advance(s) More Options: ‘ v | GO |
{ Overview
Select | |*Expense Tune Expense JAmount .o \oncy  payment Type |-Daind
I Date Spent Type
CopySelected | Delete Selected | New Expense | s Check For Ermars

Create Expense Report
Populate From A Travel Authorization

Marty Nance Report ID: MNEXT
From Date: 09/30/2007 B To o1ra2008  |[EH Search
Travel Auth Description Travel Auth ID Date From Date To Amount currency
Select |Training classes for ACUA Conf 0000300014 12/29¢2007 1273002007 101.000 WD
Select | Meetings atMCG 00003000145 01/08r2008  01/0872008 124160 USD
Select | QT Conference in Athens 0000300024 1202812007 1272872007 145.500 USD

Return to Expense Report Entry

Create Expense Report
Expense Report Entry

Marty Mance User Defaults Report ID: MEXT
=

“Description: I Conference in Athens | comment

*Business Purpose: |Attend Conference w |

Reference:

Default Location: [Athens, Ga la
Authorization ID: 0000300024
| Accounting Defaults Apply Cash Advances More Options: | v | 6o |
Querview
Select *Expense Type *Expense Date “Amount *Currency | ‘Payment Type *Billing Type
=== Spent
O | Autarnobile Mileage v | [122852007] 50 72.750|USD [ Mot Applicable || Internal |+ ||zDetail
O | |[autornobile vileage v | [122072007] 5 72.750|USD [ Mot applicable | || Interal v | Detail

Copy Selected | Delete Selected | |NeWExpense v|Add| Check Far Errors

Employee Expenses: 145,500 USD Due Employee: 145500 USD
Non-Reimbursable Expenses: 0.000 USD Due Vendor: 0.000 Uso
Prepaid Expenses: 0.000 UsD
PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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\E‘& Apply a Cash Advance and a Travel
.f Authorization to an Expense Report

* When you tie a Travel Authorization to an
Expense Report, you:
— Let your institution know that they no longer need
to reserve funding for the trip
— Can easily compare (along with those that can
review your report) what you were authorized to
spend versus what expenses you actually incurred

— “Close” the travel authorization to signify that the
trip has occurred

“Creating A More Educated Georgia”

{“ r‘& Apply a Cash Advance and a Travel

— Authorization to an Expense Report

« In addition, when you apply your Cash
Advance to the Expense Report, you:

— Indicate the portion of funds you expended from
the total sum of money you were given through a
Cash Advance

— Indicate that either you need to repay excess
funds that were not expended, or that you should
be reimbursed for excess expenses you incurred

— “Close” the Cash Advance to signify the trip has
occurred, for which you were given money

“Creating A More Educated Georgia”

“Ir‘i Apply a Cash Advance and a Travel
‘r. — Authorization to an Expense Report

¢ Follow same procedure as just
discussed for creating an Expense
Report from a Travel Authorization.

« Select the Cash Advance to apply to the
Expense Report

“Creating A More Educated Georgia”
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Create Expense Report

Expense Report Entry
Marty Mance
-

‘Description: QT Conference
‘Business Purpose:

Default Location: Athens, GA

Attend Conference

User Defaults Report ID: MNEXT
Comment:
3
Reference:
Q

Authorization ID:

0000300016

| Accounting Defaults

Apply Cash Advanceis

More Options:

Overview

Select| ‘Expense Type
Fl Registration

Copy Selected |

P

Delete Selected

‘Expense Date ‘Amount Spent |‘Currency | ‘Payiment Type

121262007 3] 444.000||USD

Mew Expense

]|

Armetican Expre «

‘Billing Type
Internal |+ || Detail

Check For Errors

Employee Expenses: 444.000 USD Due Employee: 444.000 USD
Non-Reimbursable Expenses: 0.000 USD Due Vendor: 0.000 USD
Prepaitd Expenses: 0.000 UsD
Employee Credits: 0.000 UsD
Vendor Credits: 0.000 UsD
Cash Advances Applied: 0.000 USDr
Create Expense Report
Apply Cash Advance(s)
Marty Mance Report ID: MNEXT
Exchange
*Advance ID Advance Amount Balance Rate Total Applied
0000300016/CL 444.000 0.000 USD 1.00000000 444000 USD [=]
Add Cash Advance | Update Totals |
Total Acvance Applied: 444.000 LUSD
Total Employee Expenses: 444.000 LUSD
Taotal Due Employee: 0.000 Ush
Qi

Employee Expenses: 444.000 USD Due Employee:
Non-Reimbursable Expenses: 0000 UsD Due Vendor:
Prepaid Expenses: ooon ush

Employee Credits: oooo Ush

Vendor Credits: 0000 UsD

Cash Advances Applied: 444000 USD

0.000 UsD
n.0o0 Uso

Definition of Totals

pdate Totals

Sawe For Later Submit

Frintable Wiew
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2 0F ThE

afﬁ\; Applying a Travel Authorization to
A==/ an Expense Report — Part 2

"oug, -

¢ Once a TAuth is submitted and budget
checked, funds are encumbered in the KK
Ledgers

« Because the Expense Report is tied to the
TAuth, when the Expense Report is budget
checked, the system knows to release the
encumbrances from the TAuth, and charge
the expenses to the appropriate ledger

“Creating A More Educated Georgia”

{‘ﬁ} Applying a Travel Authorization to
P amonc

¢ an Expense Report — Part 2

« In order for the system to correctly reverse
the encumbrances from the initial TAuth, all
expense lines on that TAuth must be
preserved in the exact order in which the
document was processed and approved
when it is pulled into an Expense Report.

« If any of the initial lines are deleted, the
system cannot reverse the initial
encumbrances.

“Creating A More Educated Georgia”

{ﬁ\‘ Applying a Travel Authorization to

e’ an Expense Report — Part 2

¢ TAuths = estimates

« Many times, the actual amounts spent
may differ from these estimates

« The System can correctly adjust for
changes in amount, as long as all of the
same expense types from the Travel
Authorization are used when they are
pulled into an Expense Report

“Creating A More Educated Georgia”
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i““ : Applying a Travel Authorization to

et an Expense Report — Part 2

* Example 1:
TAuth Expense Report Tied
to TAuth
Breakfast - $6 Breakfast - $6
Lunch - $7 Lunch - $10
Registration - $200 Registration - $150

“Creating A More Educated Georgia”

of Ty,

flll;} Applying a Travel Authorization to

&
A=/ an Expense Report — Part 2

O anont®
* Example 2:
TAuth Expense Report Tied
to TAuth
Breakfast - $6 Breakfast - $6
Lunch - $7 Lunch - $10

Registration - $200 Registration - $150

Tolls - $2

Treating A More Educated Georgia

ﬁ\ Applying a Travel Authorization to

H -
AR/ an Expense Report — Part 2

“ onons™

« When an approved expense line from a
TAuth is deleted on the corresponding
expense report, the system cannot
automatically reverse the encumbrance
for that expense line.

» The encumbrance will remain active
until a manual adjustment is made to
the KK encumbrance ledger.

“Creating A More Educated Georgia”
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{‘ﬁ\‘ Applying a Travel Authorization to
W apans”

et an Expense Report — Part 2

» To prevent this, it is critical that all expense
lines that are pulled from a Travel
Authorization to an Expense Report remain
on that Expense Report in the same order.

« If aline is no longer needed, it should not be

deleted.
 Instead, we will add a credit to the expense
report .
“Creating A More Educated Georgia”
oF Thg,
aflA“ﬁ Applying a Travel Authorization to
V=S anE Report — Part 2
a— an expense RrReport — Par
* Example 3:
TAuth Expense Report Tied
to TAuth
Breakfast - $6 Breakfast - $6
Lunch - $7 Lunch - $10

Registration - $200 Registration - $150

Breakfast: -$6

Treating A More Educated Georgia

ﬁ\ Applying a Travel Authorization to

H -
E
X'w_. ¥ an Expense Report — Part 2

« To ensure accurate reporting when adding
credit lines, use the exact same:
— Expense Type (except mileage)
— Dollar Amount
— Payment Type

« Because you cannot enter negative mileage,
use the expense type of “Delete TAuth
Mileage” when reversing mileage estimates
that were not incurred.

“Creating A More Educated Georgia”
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Select | |'Expense Type

‘Expense Date | *Amount Spent | ‘Currency | ‘Payiment Type

*Billing Type

|Cash

v | | Internal |+ | *Detail

v | | Internal | | *Dietail

|r-naster Card

v | | Internal |+ | *Detail

| Mot Applicable

» | | Internal |+ | *Detail

v | | Internal + | *Digtail

| Mot Applicable

w | | Internal | *Diatail

[ | | Breakmast ~ | |07 4s2008[) | 4.500) USD

O | | Lunch ~ | [07/1 4r2008[E) | 7.000/USD | cCash

O | | Dinner v || [07/1 4s2008]F | 15.000] USD

O | | Automobile Mileage w |07 4s2008] 5 #8.330 USD

0 | | Lunch w |07 4s2008[E) | -7.000/USD || Cash

[ | | Delete TAUTH Mileage  + || 0714120085 | -88.380]|USD
|

Copy Selected | Delete Selected | |NewExpense v|Add

Employee Expenses: 114.880 USD Due Employee:

Non-Reimbursable Expenses: p.000 UsD Due Vendor:

Prepaid Expenses: p.000 UsD

Employee Credits: 35.380 UsSD

Vendor Credits: n.ooo UsD

Cash Advances Applied: 0.000 USD

Check For Errors

19.500 USD
0.000 Uso

Definition of Totals

Update Totals |

Sawe For Later Subrmit

PSFIN 8.9 Expenses Part 2

© 2008 Board of Regents of the University System of Georgia. All Rights Reserved.

Participant Guide — Version 1.1

Frintable View

07/21/2008

49

|



f‘"m’»’%
I GEORGIAE/EST
ﬁ FINANCIAL, INFORMATION & HmNg&%gfwg‘ngg?g\g

Create an Expense Report from a Travel
Authorization EX.020.102

Apply a Cash Advance and a Travel Business Processes: EX.020.107

Authorization to an Expense Report

Topics:

Expenses - Traveler Tasks in Expenses

Activity: Creating Expense Reports Part 2

Create an Expense Report from a Travel Authorization Business EX.020.102

Topics: Apply a Cash Advance and a Travel Authorization to an Expense Processes:  EX.020.107
Report
Activity
Activity In this activity you will:
Overview A. Create an Expense Report from a Travel Authorization.
B. Apply a Cash Advance and a Travel Authorization to an Expense Report.
Login 1. Youneed to log in as a different traveler.
{)nf‘zfination - 2. Logoutas TRAVELEROL.
ora 3. Clear the cache and cookies for your browser:
e Tools > Internet Options > General Tab > (Temporary Internet Files) Delete Files
and Delete Cookies
NAVIGATION ‘ HRMS Self-Service Link
4. Enter the following login information (if you are still signed in, proceed to the
navigation before step 3):
FIELD VALUE or STATUS
User ID EMPL2
Password password01
5. Click the Sign In button.
Activity 4.2-2A Scenario: You have just returned from a one-day training in Macon and need to create your

expense report for your mileage. You have an approved travel authorization to apply to this
expense report. The training took place on 7/18/2008. Your beginning mileage was 7450 and
your ending mileage (after your round trip) was 7600, and you had no personal miles to log.

Role: Traveler

To create an Expense Report from a Travel Authorization:

Travel and Expenses Home > Employee Self-Service > Expense
Report > Create

1. Click the Return to Expense Report Entry link.
UserID: EMPL2 2. In the Quick Start list, select A Travel Authorization, and click GO.

3. Locate the Travel Authorization with the description TA51 Macon Software Training
(Travel Authorization #0000300001).

Click the Select button next to it.

5. Verify that the fields in the General Information are correct. Change the Description to
ER05 Macon Software Training.

6. Click the Detail link for the first Expense row.

NAVIGATION

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Create an Expense Report from a Travel
Authorization EX.020.102

Topics: Apply a Cash Advance and a Travel Business Processes: EX.020.107

Authorization to an Expense Report

7. Enter the following information:

FIELD VALUE or STATUS
Begin Mileage 7450

End Mileage 7600

Personal Miles 0

8. Click the Check for Errors button.
9. C(lick the Submit button.
10. Click OK.

Activity 4.2-2B Scenario: You have just returned from a two-day training workshop that you attended in
support of Project UATPRJ1. You have an approved Travel Authorization for this training, and
a cash advance for the lodging costs. Apply the approved travel authorization with the
description TA61 2 Day Athens Training (ID#0000300002) and the approved Cash Advance
with the description CA61-2 Day Athens Training (ID#0000300001) to your Expense Report.
Here is a summary of your actual travel details:

Role: Traveler

Begin Date 7/21/2008 - 6:30 am

End Date 7/22/2008 - 6:30 pm
UserID: EMPL2 Beginning Mileage Day 1 7775

End Mileage Day 1 7866

Personal Miles 16

Lunch Day 1 7.00

Dinner Day 1 15.00

Lodging Country Inn & Suites - $119

Breakfast Day 2 6.00

Lunch Day 2 7.00

Beginning Mileage Day 2 | 7866

Ending Mileage Day 2 7941

To apply a Cash Advance and a Travel Authorization to an Expense Report:

Travel and Expenses Home > Employee Self-Service > Expense

NAVIGATION Reports > Create

1. Click the Return to Expense Report Entry link.
In the Quick Start list, select A Travel Authorization, and click GO.

3. Locate the Travel Authorization for with the description TA61 2Day Athens Training
(ID#0000300002).

4. Click the Select button next to it.
5. Change the description of the expense report to ER06 2 Day Athens Training.
Click the Accounting Defaults link.

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Create an Expense Report from a Travel
Authorization Business Processes: EX.020.102
Apply a Cash Advance and a Travel © EX.020.107

Authorization to an Expense Report

7. Enter/verify the following Chartfield values:

FIELD VALUE or STATUS
Fund 10000

Department UATDPT1

Program 16300

Class 11000

Project UATPRJ1

8. (Click the OK button.

9. Click the Detail link on line 1.Enter the following information for Expense Detail for
Automobile Mileage (Line 1):

FIELD VALUE or STATUS
Begin Mileage 7775

End Mileage 7866

Personal Miles 16

10. Click the Return to Expense Report link.
11. Click the Detail link on line 2.

12. Enter the following information for Expense Detail for Automobile Mileage (Line 2):

FIELD VALUE or STATUS
Begin Mileage 7866

End Mileage 7941

Personal Miles 0

13. Click the Return to Expense Report link.

14. Enter/verify the following information for Expense Detail for Lunch (Line 3):

FIELD VALUE or STATUS
Expense Date 7/21/2008

Start Time 6:30 AM

End Time 11:59 PM

Location Athens, GA
Amount Spent 7.00

15. Click the Return to Expense Report link.

16. Enter/verify the following information for Expense Detail for Dinner (Line 4):

FIELD VALUE or STATUS
Expense Date 7/21/2008

Start Time 6:30 AM

End Time 11:59 PM

Location Athens, GA
Amount Spent 15.00

17. Click the Return to Expense Report link.
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Authorization

Apply a Cash Advance and a Travel
Authorization to an Expense Report

ST ~ EX.020.102
USINESS FTOCESSes:  py 100107

18. Enter/verify the following information for Expense Detail for Breakfast (Line 5):

FIELD VALUE or STATUS
Expense Date 7/22/2008

Start Time 12:00AM

End Time 6:30 PM

Location Athens, GA
Amount Spent 6.00

19. Click the Return to Expense Report link.

20. Enter/verify the following information for Expense Detail for Lunch (Line 6):

FIELD VALUE or STATUS
Expense Date 7/22/2008

Start Time 12:00AM

End Time 6:30 PM

Location Athens, GA
Amount Spent 7.00

21. Click the Return to Expense Report link.

22. Enter/verify the following information for Expense Detail for Lodging (Line 7):

FIELD VALUE or STATUS

Expense Date 7/21/2008

Number of Nights 1

Merchant Country Inn and Suites
Location Athens, GA
Amount Spent 119.00

23. Click the Return to Expense Report link.
24. Click the Apply Cash Advances link.
25. Click the Advance ID lookup button.

(ID#0000300001).
27. Review the information on the Cash Advance.
28. Click OK to apply the Cash Advance.

30. Click the Submit button.

26. Select the Advance with the description CA61 2Day Athens Training

29. Verity the Cash Advance was applied to the Expense Report.

31. Note the Expense Report ID on your Expense Transaction ID Reference Grid.
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Create an Expense Report from a Travel
Topics: Authorization Business Processes: EX.020.102
pies: Apply a Cash Advance and a Travel © EX.020.107

Authorization to an Expense Report

Login 1. Youneed to log in as a different traveler.
Information - 2. Logoutas EMPL2,
Portal

3. Clear the cache and cookies for your browser:

e Tools > Internet Options > General Tab > (Temporary Internet Files) Delete Files
and Delete Cookies

NAVIGATION | HRMS Self-Service Link

4. Enter the following login information (if you are still signed in, proceed to the
navigation before step 3):

FIELD VALUE or STATUS
User ID TRAVELERO03
Password password01

5. Click the Sign In button.

Activity 4.2-2C Scenario: You have just returned from a two-day conference in Columbia, S. C. You have an
approved Travel Authorization to apply to this expense report (description = Columbia
Conference, Travel Authorization ID #0000300006). However, you had included mileage on
your Travel Authorization, but ended up catching a ride with a co-worker. Your hotel gave
you a discount of 10%, resulting in a total lodging expense of $116.10. In addition, you had
lunch scheduled for both days, but the conference provided lunch. Complete this expense
report and create credit expense lines for those TAuth estimated expenses that you did not
incur.

Role: Traveler

UserlID:
TRAVELERO03

To create an Expense Report from a Travel Authorization:

Travel and Expenses Home > Employee Self-Service > Expense

NAVIGATION Report > Create

Click the Return to Expense Report Entry link.

In the Quick Start list, select A Travel Authorization, and click GO.

Locate the Travel Authorization ID 0000300006 (description = Columbia Conference)
Click the Select button next to it.

Click the Detail link on line 1.

6. Enter the following information for Expense Detail for Automobile Mileage (Line 1):

O L o=

FIELD VALUE or STATUS

Begin Mileage 0

End Mileage 215

Personal Miles 0

7. Click the Return to Expense Report link.
8. Click the Detail link on line 2.
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Create an Expense Report from a Travel
Topics: Authorization Business Processes: EX.020.102
pies: Apply a Cash Advance and a Travel © EX.020.107

Authorization to an Expense Report

9. Enter the following information for Expense Detail for Automobile Mileage (Line 2):

FIELD VALUE or STATUS
Begin Mileage 215

End Mileage 430

Personal Miles 0

10. Click the Return to Expense Report link.
11. Enter/verify the following information for Expense Detail for Lunch (Line 3):

FIELD VALUE or STATUS
Expense Date 7/21/2008

Start Time 6:30 AM

End Time 11:59 PM

Location Columbia, SC
Amount Spent 12.00

12. Click the Return to Expense Report link.

13. Enter/verify the following information for Expense Detail for Dinner (Line 4):

FIELD VALUE or STATUS
Expense Date 7/21/2008

Start Time 6:30 AM

End Time 11:59 PM

Location Columbia

Amount Spent 21.00

14. Click the Return to Expense Report link.

15. Enter/verify the following information for Expense Detail for Breakfast (Line 5):

FIELD VALUE or STATUS
Expense Date 7/22/2008

Start Time 12:00AM

End Time 6:30 PM

Location Columbia, SC
Amount Spent 8.00

16. Click the Return to Expense Report link.

17. Enter/verify the following information for Expense Detail for Lunch (Line 6):

FIELD VALUE or STATUS
Expense Date 7/22/2008

Start Time 12:00AM

End Time 6:30 PM

Location Columbia, SC
Amount Spent 12.00

18. Click the Return to Expense Report link.
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Topics:

Create an Expense Report from a Travel
Authorization

Apply a Cash Advance and a Travel
Authorization to an Expense Report

ST ~ EX.020.102
USINESS FTOCESSes:  py 100107

19. Enter/verify the following information for Expense Detail for Lodging (Line 7):

24,
25.
26.

Click the OK button.
Click the Return button.
Update the Payment Type on Line 8 to be the same as Line 3.

FIELD VALUE or STATUS
Expense Date 7/21/2008
Number of Nights 1
Merchant Holiday Inn Express
Location Columbia, SC
Amount Spent 116.10
20. Click the Return to Expense Report link.
21. On Expense Line 8, add the following information to credit lunch from line 3:
FIELD VALUE or STATUS
Expense Type Lunch
Expense Date 7/21/2008
Amount Spent -12.00
22. Press the TAB button.
23. In the Credit Reference field, enter “Lunch provided by conference.”

32.
33.
34.

PSFIN 8.9 Expenses Part 2

Click the OK button.
Click the Return button.
Update the Payment Type on Line 9 to be the same as Line 6.

Participant Guide — Version 1.1 07/21/20

© 2008 Board of Regents of the University System of Georgia. All Rights Reserved.

27. Click the Detail link for Line 8 and enter/ verify the following information on the
Expense Detail for Lunch (Line 8):
FIELD VALUE or STATUS
Expense Date 7/21/2008
Start Time 6:30 AM
End Time 11:59 PM
Location Columbia, SC
Amount Spent -12.00
28. Click the Return to Expense Report link.
29. On Expense Line 9, add the following information to credit lunch from line 6:
FIELD VALUE or STATUS
Expense Type Lunch
Expense Date 7/22/2008
Amount Spent -12.00
30. Press the TAB button.
31. In the Credit Reference field, enter “Lunch provided by conference.”
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Topics:

Create an Expense Report from a Travel

Authorization

Apply a Cash Advance and a Travel

EX.020.102
EX.020.107

Business Processes:

Authorization to an Expense Report

35.

Click the Detail link for Line 9 and enter/ verify the following information on the
Expense Detail for Lunch (Line 9):

FIELD VALUE or STATUS

Expense Date 7/22/2008

Start Time 12:00 AM

End Time 6:30 PM

Location Columbia, SC

Amount Spent -12.00

36.
37.

Click the Return to Expense Report link.

On Expense Line 10, add the following information to credit mileage from line 1:

FIELD VALUE or STATUS

Expense Type Delete TAUTH Mileage

Expense Date 7/21/2008

Amount Spent Enter the exact amount from Line 1

38.
39.
40.
41.
42.
43.
44.
45.
46.

Press the TAB button.

Enter “Rode with Co-worker” in the Credit Reference field.
Click the OK button.

Click the Return button.

Select Not Applicable for the Payment type for Line 10.
Click the Detail link for Line 10.

Enter “Rode with co-worker” in the Description field.
Click the Return to Expense Report link.

On Expense Line 11, add the following information to credit mileage from line 2:

FIELD VALUE or STATUS

Expense Type Delete TAUTH Mileage

Expense Date 7/22/2008

Amount Spent Enter the exact amount from Line 1

47.
48.
49.
50.
51.
52.
53.
54.
55.
56.
57.
58.

Press the TAB button.

Enter “Rode with Co-worker” in the Credit Reference field.
Click the OK button.

Click the Return button.

Select Not Applicable for the Payment type for Line 11.
Click the Detail link for Line 11.

Enter “Rode with co-worker” in the Description field.
Click the Return to Expense Report link.

Click the Check for Errors button.

Click the Submit button.

Click the OK button.

Note the Expense Report ID on your Expense Transaction ID Reference Grid.
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Create an Expense Report from a Travel
Authorization EX.020.102

Topics: Apply a Cash Advance and a Travel Business Processes: EX.020.107

Authorization to an Expense Report

Login 1. Youneed to log in as a different traveler.
Information - 2. Log outas TRAVELERO03.
Portal

3. Clear the cache and cookies for your browser:

e Tools > Internet Options > General Tab > (Temporary Internet Files) Delete Files
and Delete Cookies

NAVIGATION | HRMS Self-Service Link

4. Enter the following login information (if you are still signed in, proceed to the
navigation before step 3):

FIELD VALUE or STATUS
User ID EMPL2
Password password01

5. Click the Sign In button.

Additional Scenario: You just returned from a recruiting trip in Jacksonville, FL (7/24 /2008 - 7/25/2008).
Activities The sponsors of the recruiting fair paid for all meals, and you rode with another coworker. You
were granted a Cash Advance for the lodging expenses of this trip and need to apply it to your
Expense Report. The Cash Advance (description = CA71-Jacksonville Recruiting Trip, ID =
Role: Traveler 0000300002) was in the amount of $175. However, the hotel gave you a discount upon checking
in. Your hotel bill equaled $149.

Activity 4.2-2D

To apply a Cash Advance to an Expense Report (EX.020.108):

Travel and Expenses Home > Employee Self-Service > Expense
Report > Create

1. Click the Return to Expense Report Entry link.
2. Ensure ‘A Blank Report’ is in the Quick Start field.

NAVIGATION

UserID: EMPL2 3. Enter the following information:
FIELD VALUE or STATUS
Description ERO7 Jacksonville Recruiting Trip
Business Purpose Recruitment, Admissions
Default Location Jacksonville, FL

4. Click the Accounting Defaults link.
5. Enter/verify the following Chartfield values:

FIELD VALUE or STATUS
Fund 10000

Department UATDPT1

Program 16300

Class 11000

6. Click the OK button.
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Create an Expense Report from a Travel
Topics: Authorization Business Processes: EX.020.102
pies: Apply a Cash Advance and a Travel © EX.020.107

Authorization to an Expense Report

7. In the Details section, enter the following information for Row 1:

FIELD VALUE or STATUS
Expense Type Lodging

Expense Date 7/24/2008

Payment Type Cash

8. Click the Detail link.

9. Enter the following information for Expense Detail for Lodging (Line 1):

FIELD VALUE or STATUS
Number of Nights 1

Merchant Hilton Garden Inn
Location Jacksonville, FL
Amount Spent 149.00

10. Click the Return to Expense Report link.
11. Click the Apply Cash Advances link.
12. Click the Advance ID lookup button.

13. Select the Advance with the description CA71 Jacksonville Recruiting Trip (ID# =
0000300002) by clicking on the Advance ID link.

14. Remember, you cannot apply a cash advance amount that is greater than the expenses
you incurred for the trip.

15. In the Total Applied field, enter 149.00.

16. Click the Update Totals button.

17. Did the Total Due Employee amount reset to 0.000?

18. Click the OK button.

19. Click the Check for Errors button.

20. Click the Submit button.

21. Click the OK button.

22. Note the Expense Report ID on your Expense Transaction ID Reference Grid.
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\E‘! Clear an AP Prepaid Travel
“*. ““ Expense

“’eleﬂ"‘

« Prepaid expenses are those amounts
paid in advance to a third party for
certain expenses that will be incurred by
an employee

« Once the travel is complete, the traveler
needs to clear the prepaid expense via
the expense report

“Creating A More Educated Georgia”

s

:@,““ 2 (E:Iear an AP Prepaid Travel
—¢ Expense
* anant®

« Select a ‘prepaid’ expense type, which
will automatically bring up the correct
account number

 This account number should NOT be
changed from 6401XX

« Prepaid totals are reflected in the
Prepaid Expenses row and do not affect
the amount due to the employee

“Creating A More Educated Georgia”

Clear an AP Prepaid Travel
Expense

" ananet””

¢ Chartfield used in the prepaid expense
line should match the Chartfield used on
the AP voucher for the prepaid expense
« Amount in the Expense Report should

match the amount of the prepaid
expense on the AP voucher

“Creating A More Educated Georgia”
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afm\ Clear an AP Prepaid Travel

VIS Expense

“an

* When a prepaid item is entered in AP, an
Open Item key for the EmplID is required so
that the expense can be tied to a particular
employee

* When the expense is offset in EX, the system
automatically recognizes the EmplID that is
submitting the expense report through the
traveler’s login so this match can occur

“Creating A More Educated Georgia”

Use the Hotel Wizard

¢ Can use the Hotel Wizard to quickly split a
Hotel/Lodging expense type into multiple
expense lines

« Convenient way to categorize lodging bills by
expense type, amount, and day

« Create an Expense Report with a Lodging
Expense Type; on that row, enter the Details
and then click the “Itemize Hotel Bill” link

“Creating A More Educated Georgia”

Use the Hotel Wizard — Recap

« Itemize Hotel Bill link
¢ Check off the appropriate charges
« Add charges per day

Can still add additional expense rows if
needed when finished with itemizing
(that are not a part of the lodging bill)

“Creating A More Educated Georgia”
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Room Charge Parking
CIRoom Service ClLaundry
Telephone [Omisc Charges

Cantinue

Create Expense Report

Itemize Hotel Bill

John Parker Reporti:  NEXT
w1 = | pIre é
= W N
Room Charge Your Hotel Bill
i Number of Nou Total Bil 500.000 USD
Transaction Date iy Room Rate Curtency pivnursable Room Charce 0.000
(o2nsizoog | | 4] |usp O [] Teleghone 0.000
Parkineg 0.000
Add Room Charge
Remaining: 500000 USD
HNumber of Nights: 4
Room Charge Total: 0.000 USD
Total Room Expense: 0.000 USD

Previous Continue

Return To Expense Report

Create Expense Report

Itemize Hotel Bill
John Parker

PSR %@ e

Hotel temization - Finish!

Report ID: MEXT

Your Hotel Bill

Congratulations! You are done. If you Wit 211 SUUALY L
need to make any adjustments, you may ~ Feonchae 420.000
use 'Receipt Split' function to reconcile ﬁm ;2222
your bill later. e |
Remainingg: n.oo0 Ush
Frevious Dione
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Topics: Clear an AP Prepaid Travel in Expenses Business Processes: EX.030.600
PIES: " Use the Hotel Wizard " EX.020.109
Expenses - Traveler Tasks in Expenses
Activity: Creating Expense Reports Part 3
Topics: Clear an AP Prepaid Travel in Expenses Business EX.030.600
pics: Use the Hotel Wizard Processes:  EX.020.109
Activity
Activity In this activity you will:
Overview A. Clear an AP Prepaid Travel in Expenses.
B. Use the Hotel Wizard.
Login 1. Youneed to log in as a different traveler.
{)nf(t’finaﬁon - 2. Logoutas EMPL2,
ora 3. Clear the cache and cookies for your browser:

e Tools > Internet Options > General Tab > (Temporary Internet Files) Delete Files
and Delete Cookies

NAVIGATION | HRMS Self-Service Link

4. Enter the following login information (if you are still signed in, proceed to the
navigation before step 3):

FIELD VALUE or STATUS
User ID TRAVELER02
Password password01

5. Click the Sign In button.

Activity 4.2-3A Scenario: You have just returned from a recruiting trip in Orlando and need to file your expense
report. In addition to filing your expenses, you need to clear the Prepaid expense for airfare

from AP. Here are the details for your expense report:

Role: Traveler

From Date 7/17/2008 - 6:30AM
To Date 7/18/2008 - 8:00PM
Lunch Day 1 $13
Dinner Day 1 $24
Lodging Day 1 149

UserID: Bl(')eaglzfr;it Da;,y 1 39

TRAVELERO02 Lunch Day 2 $13

To clear AP Prepaid Travel in Expenses:

Travel and Expenses Home > Employee Self-Service > Expense
Report > Create

1. Click the Return to Expense Report Entry link.
2. Ensure ‘A Blank Report’ is in the Quick Start field.

NAVIGATION
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Clear an AP Prepaid Travel in Expenses

Topics: Use the Hotel Wizard

3. Enter the following information:

FIELD

VALUE or STATUS

Description

ERO08 Orlando Recruiting Trip

Business Purpose

Recruitment, Admissions

Default Location

Orlando, FL

4. In the Details section, enter the following information for Row 1:

FIELD VALUE or STATUS
Expense Type Air Travel

Expense Date 7/17/2008

Amount Spent 850

Payment Type Prepaid Air

Billing Type Internal

5. Click the Detail link.

6. Enter/verify the following information for Expense Detail for Air Travel (Line 1):

FIELD VALUE or STATUS
Expense Date 7/17/2008

Payment Type Prepaid Air - (AP Netting)
Ticket Number TCKT001

Merchant Delta Air lines

Amount Spent 850

7. Click the Accounting Detail link and review/verify the following information:

FIELD VALUE or STATUS
Amount 850.00

GL Unit 40000

Account 640100

Fund 10000

Dept UATDPT1

Program 16300

Class 11000

8. (Click the OK button.
9. Click the Return to Expense Report link.
10. In the Details section, enter the following information for Row 2:

FIELD VALUE or STATUS
Expense Type Lodging

Expense Date 7/17/2008

Amount Spent 149

Payment Type American Express
Billing Type Internal

PSFIN 8.9 Expenses Part 2

11. Click the Detail link.
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Clear an AP Prepaid Travel in Expenses . EX.030.600
Business Processes:

Topics: Use the Hotel Wizard EX.020.109

12. Enter/verify the following information for Expense Detail for Lodging (Line 2):

FIELD VALUE or STATUS
Expense Date 7/17/2008

Payment Type American Express
Number of Nights 1

Merchant Marriott

Location Orlando, FL
Amount Spent 149.00

13. In the Details section, enter the following information for Row 3:
FIELD VALUE or STATUS
Expense Type Lunch
Expense Date 7/17/2008
Amount Spent 13
Payment Type American Express
Billing Type Internal

14. Click the Detail link.

15. Enter the following information for Expense Detail for Lunch (Line 3):
FIELD VALUE or STATUS
Expense Date 7/17/2008
Start Time 6:30 AM
End Time 11:59 PM
Location Orlando, FL
Amount Spent 13.00

16. Click the Return to Expense Report link.

17. In the Details section, enter the following information for Row 4:

FIELD VALUE or STATUS
Expense Type Dinner

Expense Date 7/17/2008

Amount Spent 13

Payment Type American Express
Billing Type Internal

18. Click the Detail link.

19. Enter the following information for Expense Detail for Dinner (Line 4):

FIELD VALUE or STATUS
Expense Date 7/17/2008

Start Time 6:30 AM

End Time 11:59 PM

Location Orlando, FL
Amount Spent 24.00

20. Click the Return to Expense Report link.
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Topics:

Clear an AP Prepaid Travel in Expenses EX.030.600

Business Processes:

Use the Hotel Wizard EX.020.109

21. In the Details section, enter the following information for Row 5:

FIELD VALUE or STATUS
Expense Type Breakfast

Expense Date 7/18/2008

Amount Spent 9

Payment Type American Express
Billing Type Internal

22. Click the Detail link.

23. Enter the following information for Expense Detail for Breakfast (Line 5):

FIELD VALUE or STATUS
Expense Date 7/18/2008

Start Time 12:00AM

End Time 8:00PM

Location Orlando, FL
Amount Spent 9.00

24. Click the Return to Expense Report link.

25. Copy the expense line for lunch for Day 2.

26. Click the Check for Errors button.

27. Click the Submit button.

28. Click the OK button.

29. Note the Expense Report ID on your Expense Transaction ID Reference Grid.

Activity 4.2-3B

Role: Traveler

UserlID:
TRAVELERO02

Scenario: You just returned from a four-day trip to Brunswick for a conference. You drove an
institution vehicle there, and the conference paid for all meals. Your expenses are all on your
lodging bill, which cover your room rate, phone charges, and parking charges. Use the Hotel
Wizard to itemize your hotel bill.

To use the Hotel Wizard:

Travel and Expenses Home > Employee Self-Service > Expense
Report > Create

NAVIGATION

1. Click the Return to Expense Report Entry link.
2. Ensure ‘A Blank Report’ is listed in the Quick Start field.
3. Enter the following information under General Information:

FIELD VALUE or STATUS
Description ER09 Brunswick Conference
Business Purpose Attend Conference

Default Location Brunswick, GA

4. Click the Accounting Defaults link.
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Clear an AP Prepaid Travel in Expenses . EX.030.600
Business Processes:

Topics: Use the Hotel Wizard - EX.020.109

5. Enter/verify the following Chartfield values:

FIELD VALUE or STATUS
Fund 10000

Department UATDPT1

Program 16300

Class 11000

6. Click the OK button.

7. Enter the following information for the first expense row:

FIELD VALUE or STATUS
Expense Type Lodging

Expense Date 7/21/2008

Amount Spent 500

Payment Type Visa

8. Click the Detail link.

9. Enter the following information for Expense Detail for Lodging (Line 1)

FIELD VALUE or STATUS
Number of Nights 4

Non-preferred Hilton Garden Inn
merchant

10. Click the Itemize Hotel Bill link.

11. Select Room Charge, Telephone, and Parking as the Charges Incurred on this Bill.
12. Click the Continue button.

13. For the Room Charge, enter 105 for the Room Rate.

14. Click the Continue button.

15. For the Telephone Section, enter $5 for call on 7/21/08.

16. Click the Add Telephone Charge button.

17. Enter $5 for a call made on 7/22/08.

18. Click the Continue button.

19. For the Parking charges, enter each night’s parking cost at $17.50 per night for four
nights beginning on 7/21/08 and ending on 7/22/08.

20. Click the Continue button.

21. Did you receive the Congratulations message?

22. Click the Done button.

23. Click the Check for Errors button.

24. Click the Submit button.

25. Click the OK button.

26. Note the Expense Report ID on your Expense Transaction ID Reference Grid.
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Clear an AP Prepaid Travel in Expenses . EX.030.600
Business Processes:

Topics: Use the Hotel Wizard EX.020.109

Login 1. Youneed to log in as a different traveler.

Information - 2. Logoutas TRAVELERO2.

Portal
ora 3. Clear the cache and cookies for your browser:

e Tools > Internet Options > General Tab > (Temporary Internet Files) Delete Files
and Delete Cookies

NAVIGATION ‘ HRMS Self-Service Link

4. Enter the following login information (if you are still signed in, proceed to the
navigation before step 3):

FIELD VALUE or STATUS

User ID TRAVELERO01

Password password01

5. Click the Sign In button.

Additional Scenario: You recently returned from a three-day conference in Chicago. The conference
Activities provided all meals except for dinners. You need to create an expense report, clearing the AP
.. prepaid travel for airfare. You also need to log your rental car on the expense report and use
Activity 4.2-3C . . . .
the Hotel Wizard to record your expenses incurred on your lodging bill.

Role: Traveler From Date 7/21/2008 - 6:30AM
To Date 7/24/2008 - 11:00AM
[ 4 Airfare Delta - $862; Ticket # TCKT001
L\J Rental Car 4 days at $45 per day = 180
- Lunch Day 1 12.00
Dinner Day 1 30.00
Dinner Day 2 29.00
UserID: Dinm.er Day 3 31.00
TRAVELERO1 Lodging Expenses 633.00

Your lodging bill included the following expenses:

Room rate per night | 199.00

Parking per night 10.00

Telephone 1 call on 7/22/2008 for $3.00
Telephone 1 call on 7/23/2008 for $3.00

To clear AP Prepaid Travel in Expenses and use the hotel wizard (EX.030.600 & EX.020.019):

Travel and Expenses Home > Employee Self-Service > Expense

NAVIGATION Report > Create

1. Click the Return to Expense Report Entry link.
2. Ensure ‘A Blank Report’ is in the Quick Start field.
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Clear an AP Prepaid Travel in Expenses . EX.030.600
Business Processes:

Topics: Use the Hotel Wizard - EX.020.109

3. Enter the following information:

FIELD VALUE or STATUS
Description ER10 Chicago Conference
Business Purpose Attend Conference
Default Location Chicago, IL

4. Click the Accounting Defaults link.
5. Enter/verify the following Chartfield values:

FIELD VALUE or STATUS
Fund 10000

Department UATDPT1

Program 16300

Class 11000

6. Click the OK button.

7. In the Details section, enter the following information for Row 1:

FIELD VALUE or STATUS
Expense Type Air Travel

Expense Date 7/21/2008

Amount Spent 862

Payment Type Prepaid Air

Billing Type Internal

8. Click the Detail link.

9. Enter/verify the following information for Expense Detail for Air Travel (Line 1):

FIELD VALUE or STATUS
Expense Date 7/21/2008
Payment Type Prepaid Air - (AP Netting)
Ticket Number TCKTO002
Merchant Delta Air lines
Amount Spent 862
10. Click the Accounting Detail link and review / verify the following information:
FIELD VALUE or STATUS
Amount 862.00
GL Unit 40000
Account 640100
Fund 10000
Dept UATDPT1
Program 16300
Class 11000

11. Click the OK button.
12. Click the Return to Expense Report link.
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Clear an AP Prepaid Travel in Expenses . EX.030.600
Business Processes:

Topics: Use the Hotel Wizard EX.020.109

13. Enter the following information for the second expense row:

FIELD VALUE or STATUS
Expense Type Lodging

Expense Date 7/21/2008

Amount Spent 633

Payment Type American Express

14. Click the Detail link.
15. Enter the following information for Expense Detail for Lodging (Line 2)

FIELD VALUE or STATUS
Number of Nights 3

Non-preferred Hilton

merchant

16. Click the Itemize Hotel Bill link.

17. Select Room Charge, Telephone, and Parking as the Charges Incurred on this Bill.
18. Click the Continue button.

19. For the Room Charge, enter 199 for the Room Rate.

20. Click the Continue button.

21. For the Telephone Section, enter $3 for call on 7/22/08.

22. Click the Add Telephone Charge button.

23. Enter $3for a call made on7/23/08.

24. Click the Continue button.

25. For the Parking charges, enter each night’s parking cost at $10.00 per night for four
nights beginning on 7/21/08 and ending on 7/23/08.

26. Click the Continue button.

27. Did you receive the Congratulations message?

28. Click the Done button.

29. Click the Check for Errors button.

30. Click the Submit button.

31. Click the OK button.

32. Note the Expense Report ID on your Expense Transaction ID Reference Grid.
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Review: Lessons 4.1 and 4.2

1. What is a travel authorization?

A record of all expenses incurred on an official business trip.

Advanced, written permission to travel for the performance of official
duties.

A financial advance to minimize the impact of business travel on an
employee’s personal finances.

2. Who sets up Travel Authorization templates for private use?

a.

b.
C.
d

Approvers

Supervisors

Individual Employees
Expense Administrators

3. Which of the following is NOT a method of creating a travel authorization?

a.

b.
C.
d

Starting with a blank report

Linking it to an existing expense report

Copying an existing travel authorization
Creating one from a travel authorization template

4. What is the purpose of a Cash Advance?
It is advanced, written permission to travel for the performance of official

a.

duties.

It minimizes the impact of business travel expenses on employee personal

finances.

It allows institutions to provide funds for employees for eligible non-travel

related expenses.

It is used to record and seek reimbursement for expenses incurred while

traveling on official business.

5. Which of the following is NOT a way to create an Expense Report?

a.

b.
C.
d

Using a blank report

Copying a cash advance

Creating it from a template

Copying an existing Expense Report
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6. For which dates may an Expense Report be submitted?

a. For past dates

b. For the current date
c. For upcoming dates
d. BothA&B

e. BothB&C

7. Which of the following occurs when you link an approved Travel Authorization
to an Expense Report?

a. The Travel Authorization is closed, signaling that the trip occurred.

b. The institution knows that they no longer need to reserve funding for the
trip.

c. You can compare what you were authorized to spend against what you
actually spent.

d. All of the above.
Both A & B.

8. What happens when the amount you claim on your expense report is less than the
amount of funds you received for the trip from a cash advance?

a. Your institution reimburses you for the difference.

b. Nothing; if you owe anything, you will receive a bill in the mail.

c. You must submit a check to your institution to make up the difference.
d

You must let your HR department know that they need to withhold some
of your paycheck to make up the difference.

9. What is the purpose of the Hotel Wizard?
a. Itallows travelers to record their favorite hotels into their default settings.

b. It allows travelers to quickly split a Hotel/Lodging expense type into
multiple expense lines.

c. Itallows hotels to electronically send copies of your lodging receipts to
your Expenses Administrator.

d. None of the above.
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Lesson 4.3 — Non-Travel Expenses

L JII ; Lesson 4.3: Non-Travel Expenses

¢ Create an FSA Expense Report
« Create an Expense Report for Supplies

“Creating A More Educated Georgia”

L Il ; Create an FSA Expense Report

« Flexible Spending Accounts (FSA) are
accounts in which money is deducted
from an employee’s pay for dependent
care and/or medical care; these funds
are not subject to payroll taxes

« Employees then request reimbursement
for FSA expenses from their FSA
Accounts

“Creating A More Educated Georgia”

Create an FSA Expense Report

« Institutions have different processes on
submitting FSA reimbursement requests

« FSA Expense Reports go straight to the
Accounts Payable department for payment

« Select FSA Expense as the Business
Purpose

« When choosing the FSA Expense Type,
make sure you select the correct calendar
year.

“Creating A More Educated Georgia”
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Create Expense Report

Expense Report Entry

John Parker User Defaults Report ID: MEXT
o
‘Description: |QDDB FEA Expenses Comment:
‘Business Purpose: | FEA Expense
Reference: I:I
Default Location: |Athens, GA
| Accounting Defaults Apply Cash Advance(s) More Options: | b |ﬂ |

First [« 1-d of 4 [+ Last

[ overview ) [0

Select| 'Expense Type

‘Expense Date | ‘Amount Spent ‘Currency | 'Payment Type

‘Billing Type

(] | | FSA- Dependent Care 2008 v || 02i01/2008 5 |

120000/ [UsD|Q, | visa

v | ||nterna| w | *Detail

[0 | |Fea-Medical care 2008 v | [02i01/2008 3 |

80,000 [USD|Q, || Check

v | ||nterna| w | *Dietail

| ]

| ]

Copy Selected | Delete Selected |

|New Expense

v Ad

Employee Expenses:

Kaon Baimharsahla Fynansas:

200.000 UsD

0000 112

Due Employee:

Noa Wanalor:

Check For Errors

200.000 UsD

0000 1o
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\"5 Create an Expense Report for
“u ““ =—¢ Supplies

e Choose the Expense Type ‘Supplies (no
Pcard)

 All other steps in creating the expense
report are the same

“Creating A More Educated Georgia”

Create Expense Report

Raobert Butler

‘Expense Date:
‘Payment Type:
‘Billing Type:

Description:

‘Amount Spent:
‘Currency:
‘Exchange Rate:

Location Amount:

No Receipt:

Accaunting Detail
Eeceipt Split

Reimbursement Amit:

Expense Detail for Supplies (no Pcard) (Line 1)

Report ID: MEXT

About This Expense

[
+ | [No Receipt

Internal v [ INon-Reimbursable

0.000
usD|a,

1.00000000] & B

Default Rate

Q.oon

usD

Check Expense For Errars

BEeturn to Expense Report

PSFIN 8.9 Expenses Part 2
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Create Expense Report

Accounting Detail
Robert Butler Report ID: WEXT

Thig is the accounting detail for expense type Supplies (no Pcard) with a
transaction date of in the amount of 50 USD. If changes are made inadvertenthy,
Yol may reset the default accounting values by hitting the 'Restore Defaults' button.

Restare Defaults

‘f’ General Ledger ChartFields |

Amount *GL Unit Monetary Amount W wﬂg Account Fund Dept Program Class Project Bud Ref
a0.000| (36000 |CL 50.000 USD 1.00000000 714100 | Cy [1085000 Q G Q, Q2008 [=]
Add ChartField Line | Refresh |
PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Create an FSA Expense Report . EX.020.106
Business Processes:

Topics: Create an Expense Report for Supplies EX.020.100

Expenses - Traveler Tasks in Expenses

Activity: Create Non-Travel Related Expense Reports

Topics: Create an FSA Expense Report. Business EX.020.106

pics: Create an Expense Report for Supplies Processes: ~ EX.020.100

Activity
Activity In this activity you will:
Overview A. Create an FSA Expense Report.
B. Create an Expense Report for Supplies.
Login 1. Youneed to log in as a different traveler.
{)ﬂff:finatw“ - 2. Log outas EMPL3.
ora 3. Clear the cache and cookies for your browser:

e Tools > Internet Options > General Tab > (Temporary Internet Files) Delete Files
and Delete Cookies

NAVIGATION | HRMS Self-Service Link

4. Enter the following login information (if you are still signed in, proceed to the
navigation before step 3):

FIELD VALUE or STATUS
User ID TRAVELERO03
Password password01

5. Click the Sign In button.

Activity 4.3-1A Scenario: You have just paid the bill at the ABC Day Care Center for this month, totaling

$120.00. You need to request reimbursement for this dependent care expenditure.
Role: Employee

To create an FSA Expense Report:

Travel and Expenses Home > Employee Self-Service > Expense

e Report > Create
1. Click the Return to Expense Report Entry link.
UserID: 2. Inthe Quick Start list, ensure A Blank Report is listed.
TRAVELERO3 3. Enter the following information:
FIELD VALUE or STATUS
Description ER11-FSA Dependent Care
Business Purpose FSA Expense

4. Enter the following Details information in the first Expense Row:

FIELD VALUE or STATUS
Expense Type FSA - Dependent Care 2008
Expense Date 7/25/2008
Payment Type Visa
PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Topics:

Create an FSA Expense Report
Create an Expense Report for Supplies

Businoss Pr ~ EX.020.106
usiness Processes: oy’ 0507 0

5. Click the Detail link.

6. Enter “Dependent Care Expenses for July 2008.”

7. Click the Accounting Detail link.

8. Verify that the Account number is 213108.

9. Click the OK button.

10. Click the Return to Expense Report link.

11. Click the Check for Errors button.

12. Click the Submit button.

13. Click OK.

14. Note the Expense Report ID on your Expense Transaction ID Reference Grid.

Activity 4.3-1B

Role: Employee

UserID:
TRAVELERO3

Scenario: Recently, at a day-long meeting, you had to purchase some emergency office supplies.
You had to purchase some cardstock and paid with a check, and then after making that
purchase you realize that you forgot to buy extra markers. You rushed back into the store and
paid cash for the markers, but have lost your receipt. Now, you need to submit an expense
report to be reimbursed.

To create an Expense Report for supplies:

Travel and Expenses Home > Employee Self-Service > Expense

NAVIGATION Report > Create

1. Click the Return to Expense Report Entry link.
2. Inthe Quick Start list, ensure A Blank Report is listed.
3. Enter the following information:

FIELD VALUE or STATUS

Description ER12 Supplies for Meeting

Business Purpose Supplies - PCd Nt Accptd by Vn

4. Enter the following Details information in the first Expense Row:

FIELD VALUE or STATUS
Expense Type Supplies (no Pcard)
Expense Date 7/23/2008

Amount Spent 25.00

Payment Type Check

5. Click the Detail link.
6. Enter Emergency supplies for a meeting - Cardstock in the Description field.
7. Click the Return to Expense Report link.

8. Enter the following Details information in the second Expense Row:

FIELD VALUE or STATUS
Expense Type Supplies (no Pcard)
Expense Date 7/23/2008

Amount Spent 12.00

Payment Type Cash

9. C(lick the Detail link.

PSFIN 8.9 Expenses Part 2
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Create an FSA Expense Report . EX.020.106
Business Processes:

Topics: Create an Expense Report for Supplies EX.020.100

10. Enter Emergency supplies for a meeting - Markers in the Description field.
11. Click the No Receipt checkbox.

12. In the Exception Comments field, enter Lost receipt for markers.

13. Click the Return to Expense Report link.

14. Click the Check for Errors button.

15. Click the Submit button.

16. Click OK.

17. Note the Expense Report ID on your Expense Transaction ID Reference Grid.

Login 1. You need to log in as a different traveler.

;nf‘:f;“aﬁo“ - 2. Log out as TRAVELERO3.
ora 3. Clear the cache and cookies for your browser:
e Tools > Internet Options > General Tab > (Temporary Internet Files) Delete Files

and Delete Cookies

NAVIGATION | HRMS Self-Service Link

4. Enter the following login information (if you are still signed in, proceed to the
navigation before step 3):

FIELD VALUE or STATUS

User ID EMPL1

Password password01

5. Click the Sign In button.

Additional Scenario: You have just paid for some medical expenses, totaling $75.00. You need to request
Activities reimbursement for this medical care expenditure from your FSA Account.

Activity 4.3-1C
To create an FSA Expense Report (EX.020.106):

Travel and Expenses Home > Employee Self-Service > Expense
Report > Create

}'ﬁ NAVIGATION
e

1. Click the Return to Expense Report Entry link.
2. Inthe Quick Start list, ensure A Blank Report is listed.

Role: Employee 3. Enter the following information:
FIELD VALUE or STATUS
Description ER13 FSA Medical Expenses

UserID: EMPL1 Business Purpose FSA Expense

4. Enter the following Details information in the first Expense Row:

FIELD VALUE or STATUS
Expense Type FSA - Medical Care 2008
Expense Date 7/14 /2008

Payment Type Visa

5. Click the Detail link.

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Create an FSA Expense Report . EX.020.106
Business Processes:

Topics: Create an Expense Report for Supplies EX.020.100

6. Enter “Medical Care Expenses for July 2008.”

7. Click the Accounting Detail link.

8. Verify that the Account number is 213108.Click the OK button.

9. Click the Return to Expense Report link.

10. Click the Check for Errors button.

11. Click the Submit button.

12. Click OK.

13. Note the Expense Report ID on your Expense Transaction ID Reference Grid.

Activity 4.3-1D Scenario: Recently, you needed to purchase some office supplies from a vendor who would

Role: Employee accept a PCard for payment. You paid cash and now need to be reimbursed.

;,ﬁ To create an Expense Report for supplies (EX.020.100):
(5

Travel and Expenses Home > Employee Self-Service > Expense

NAVIGATION Report > Create

1. Click the Return to Expense Report Entry link.
2. Inthe Quick Start list, ensure A Blank Report is listed.

UserID: EMPL1 3. Enter the following information:

FIELD VALUE or STATUS

Description ER14 Supplies - No Pcard

Business Purpose Supplies - PCd Nt Accptd by Vn

4. Enter the following Details information in the first Expense Row:

FIELD VALUE or STATUS
Expense Type Supplies (no Pcard)
Expense Date 7/15/2008

Amount Spent 80.00

Payment Type Cash

5. Click the Detail link.

Enter Office Supplies in the Description field.

Click the Return to Expense Report link.

Click the Check for Errors button.

. Click the Submit button.

10. Click OK.

11. Note the Expense Report ID on your Expense Transaction ID Reference Grid.

O X N
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Lesson 4.4 — Other Traveler Functions

;‘fﬁ » Lesson 4.4:
kN Other Traveler Functions

« View an Expense Report’s pending actions
and action history.

* Review Employee Expense history.

« |dentify when Travel Authorizations can be
canceled and deleted.

¢ Cancel an approved Travel Authorization.

« |dentify the purpose of and use the Notify
button.

“Creating A More Educated Georgia”

““\5 View an Expense Report’s Pending
‘u =—¢ Actions and Action History

+ Can view an Expense Report you previously
submitted to see where it is in the approval
process

« Use the View/Print option

« Pending Actions section displays the
approval levels and names of approvers (if
not pooled) which are still required

 Action history section displays any actions
that have been taken on the transaction

“Creating A More Educated Georgia”

Printafble Wigw

* Pending Actions customize [Find | B First [ 1203 [M Last
Profile Hame Action DateTime
2nd Level Finance Business Man Humphries, Sarah
Reviewer {FPooled)
AP Payment Approval - Ropt VYer {Fooled)
+ Action History CUS nd | B First [4] 12 of 2 [ Last
Profile Name Action DateTime
McGill, Shaina Submitted 0472142008 4:13:03PM
15t Level Finance Dept Manager Thaomas,Evelyn Approved 0472152008 41511PM

Eeturn to Expense Report

S Return to Search +[E| Mext in List | [=] Motity

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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8 A\! Review Employee Expense
Y227 History

" gnanc®

« EX provides you the capability to review
your past expense history

« Similar to the “view” function within each
transaction type, however this page
provides you with the ability to view all
transactions in one location

“Creating A More Educated Georgia”

\5_ Review Employee Expense
=27 History

" ananct”

* The “view” feature displays all transactions
that have been submitted

* The Employee Expense History feature only
lists transactions which have been Paid,
Denied, or Closed

« If you have delegated authority to another
user, that user will be able to review your
expense history on this page

“Creating A More Educated Georgia”
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Topics:

View an Expense Report’s Pending Actions EX.060.016

Business Processes:

Review Employee Expense History EX.060.024

Expenses - Traveler Tasks in Expenses

Activity: Viewing Expense Report Information

Topics: View an Expense Report’s Pending Actions and Action History Business EX.060.016

pics: Review Employee Expense History. Processes: ~ EX.060.024

Activity
Activity In this activity you will:
Overview A. Review Employee Expense History.
B. Cancel a Travel Authorization.
Login 1. Youneed to log in as a different traveler.
{)ﬂff:f;natw“ - 2. Log outas TRAVELERO03.
ora 3. Clear the cache and cookies for your browser:

e Tools > Internet Options > General Tab > (Temporary Internet Files) Delete Files
and Delete Cookies

NAVIGATION | HRMS Self-Service Link

4. Enter the following login information (if you are still signed in, proceed to the
navigation before step 3):

FIELD VALUE or STATUS
User ID EMPL1
Password password01

5. Click the Sign In button.

Activity 4.4-1A

Role: Traveler

UserID: EMPL1

Scenario: You need to view Expense Report ER01 Athens 1 Day Training. You can retrieve the
Expense Report ID from your Expense Report ID Reference Grid, line #7

To view an Expense Report:

Travel and Expenses Home > Employee Self-Service > Expense
Reports > View/Print

1. Click the Search button.

2. Select Report ID for the expense report with the description ER01Athens 1 Day
Training (line #7 on your reference grid).

NAVIGATION

3. Review the details of the Expense Report.
Note the current approval level the Expense Report is sitting:

5. Note who has already approved the Expense Report:

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Topics: View an Expense Report’s Pending Actions Business Processes: EX.060.016
ples: Review Employee Expense History " EX.060.024
Activity 4.4-1B Scenario: You need to review your listing of paid transactions. Drill down to review the

Role: Traveler payment information for each transaction.

To review expense history:

Travel and Expenses Home > Employee Self-Service > Review

I TG DL Payments > Review Expense History

1. Select any entry by clicking on the ID.

2. Review the Action History of the transaction to see who approved the transaction, as
well as when it was approved.

3. Click the Return to Review Expense Hist link.

Continue to review transactions by clicking on the individual ID numbers.

UserID: EMPL1

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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;‘ Canceling Travel Authorizations

E

* You may need to cancel Travel
Authorizations that have not been applied to
an Expense Report

You can only cancel a Travel Authorization if
it has been completely approved through all
active approval levels

The ‘cancel’ function triggers an automatic
budget-checking process to reverse out
encumbrances that were previously recorded

“Creating A More Educated Georgia”

LIl ; Canceling Travel Authorizations

« If your trip is canceled after your TAuth
was completely approved, go ahead
and cancel it

« If your trip is canceled and your TAuth is
still in the approval process,

“Creating A More Educated Georgia”

-~
IIIF

—
" ananet””

Use the Notify Function

)
&

et

¢ Optional way to send email correspondence
to individuals about a specific expense
transaction or expense page

« Notify button is available on several pages
through the EX module

« If you know the email addresses of the
individuals you wish to notify, you can enter
them directly

“Creating A More Educated Georgia”
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Use the Notify Function

« If you are not sure of the email address and
you wish to notify someone within the
PeopleSoft system, you can use the Lookup
Recipient link

* You can enter any email address

« Enter all other fields as you would any email
message

* Message includes a link to the page from
which you activated the Notify function

“Creating A More Educated Georgia”
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Topics:

Cancel an Approved Travel Authorization EX.020.200

Business Processes:

Use the Notify button EX.060.040

Expenses - Traveler Tasks in Expenses

Activity: Cancel an Approved Travel Authorization

Topics: Cancel an Approved Travel Authorization Business EX.020.200
pics: Use the Notify button Processes:  EX.060.040
Activity
Activity In this activity you will:
Overview A. Review Employee Expense History.
B. Cancel a Travel Authorization.
Login 1. You should still be logged in as EMPLL. If not, log out of the system.
Information - 2. Clear the cache and cookies for your browser:
Portal

e Tools > Internet Options > General Tab > (Temporary Internet Files) Delete Files
and Delete Cookies

NAVIGATION ‘ HRMS Self-Service Link

3. Enter the following login information (if you are still signed in, proceed to the
navigation before step 3):

FIELD VALUE or STATUS
User ID EMPL1
Password password01

4. Click the Sign In button.

Activity 4.4-2A

Role: Traveler

Z

UserID: EMPL1

Scenario: You receive an email that indicates your training in Athens for 8/20/2008 was
canceled. You need to cancel the previously submitted and approved travel authorization for
this trip. The description for this Travel Authorization is TA71 Time Management Training,
and the Travel Authorization ID is 0000300003.

To cancel a Travel Authorization:

Travel and Expenses Home > Employee Self-Service > Travel
Authorizations > Cancel

NAVIGATION

1. Select the row of Travel Authorization with the description TA71 Time Management
Training (ID = 0000300003).

. Click the Cancel Selected Travel Authorization(s) button.
3. Click the OK button.

Note that the Travel Authorization no longer appears in the list.

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Topics: Cancel an Approved Travel Authorization Business Processes: EX.020.200
PICS " Use the Notify button * EX.060.040
Activity 4.4-2B Scenario: You want to notify the Department Manager 1 that your training was canceled and

will not be seeing an expense report for it next month.
Role: Traveler & p P

To create an review expense history:

f’ Travel and Expenses Home > Employee Self-Service >Travel
' I TG DL Authorization > View
1. Select the Travel Authorization with the description TA71 Time Management

Training (ID=__).
. Click the Notify button.
3. Click the Lookup Recipient link.

Search for the email address for Blake Simpson (enter Simpson,Blake in the Search
field) and enter him in the To field by clicking the To checkbox and then the Add to
Recipient List button.

Click the OK button.
Select High Priority.

UserID: EMPL1

Enter Training Canceled in the Subject link.
Enter This training was canceled for next month the message field.
Click the OK button.

© ® N oW
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Review: Lesson 4.3 and 4.4

1. When may a traveler cancel a Travel Authorization they have already submitted?
a. If it has not been applied to an expense report.

b. If it has been completely approved by all approvers.

c. Ifithas not been completely approved by all approvers.
d. Both A &B.

e. BothA&C,

2. A traveler may delete a travel authorization that has been submitted for approval?
a. True
b. False

3. Which transactions are displayed on the Employee Expense History page?
a. All transactions
b. Only paid transactions
c. Only paid and closed transactions
d. Only paid, denied, and closed transactions

4. Where can you review approval actions taken on each expense transaction?
a. Through a request to your Expenses Administrator.
b. In the Totals section of the individual expense transaction.
c. Through the Review Employee Expense History summary page.
d. Inthe Action History section of the individual expense transaction.

5. You can only send Expense notification emails to users set up in the PeopleSoft
system.

a. True
b. False

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Lesson 5.0 — Approver/Reviewer Tasks in Expenses

Lesson 5.0 Objectives:

e ldentify how Workflow Approvals work and what the differences are in
approval roles.

e Identify the approver’s responsibilities for ensuring Expenses Workflow
functions effectively and efficiently.

e ldentify the responsibilities and perform the appropriate actions for
approvers at all levels for Expense transactions.

Lesson 5.0 Components:

e Lesson 5.1 — Workflow and Approvals

e Lesson 5.2 — Approver/Reviewer Responsibilities
e Lesson 5.3 — Approver/Reviewer Actions

e Lesson 5 Quiz

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Lesson 5.1: Workflow and
IIII
'*. ==—¢ Approvals

« |dentify how approvals work within
Expenses Workflow

« |dentify the differences in approval roles

“Creating A More Educated Georgia”

““\5 Workflow for Approvers and
; Reviewers

« EX Workflow uses an intricate system of
routing rules to determine how a transaction
is routed to the necessary approval levels

« EX Workflow can be divided into five areas
— Workflow System Configuration
— Approval Assignment
— Designated Approver
— Alternate Approver
— Reassign

“Creating A More Educated Georgia”
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1. Workflow System Configuration

2. Approval Assignment

3. Designated

Approver
Areas 1 through 4
form the backbone 4. Aliernate
of the Workflow T
process.
PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1
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5. Reassign

v

The fifth area impacts
Workflow, but is an optional
tool, which is not part of the

main Expenses hierarchy.
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Areas 1 & 2 are established and maintained by the EX Administrator.

N _/
—~

1. Workflow System Configuration

2. Approval Assignment

3. Designated Approver

5. Reassign

4. Alternate
Approver

N _/
—~

As an individual approver, you have control over areas 3 through 5.

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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7 ﬁ\& Workflow for Approvers and@
==/ Reviewers o
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« Area 1 — Workflow System Configuration
— Highly technical & governs how the entire
Workflow process is structured
— Delivered by GeorgiaFIRST
— Minor adjustments can be made at the

institution to adapt the Workflow process to fit
the business needs of your school

“Creating A More Educated Georgia”

7 ﬁ\& Workflow for Approvers and
==/ Reviewers =

* anant®

e Area 2 — Approval Assignment

— A list by User ID, of which departments and
projects each user will approve for
— Maintained by your EX Administrator

— Governs how the majority of EX
transactions are routed

“Creating A More Educated Georgia”

Approver Assignments

Approver Profile:  DEPT_MAMNAGER1

Customize | Find | i First [+] 1-2

“User Id Emplovee ID  Name I':Ir}ojartmem E&Imrtmem

ACOOK 2L 001088 Angie Cook TCADPTT S |TCADPTT |2 =]
EMFL3 2 EMPL3 Blake Simpson UATDPTY Sy |UATDRTE |2 =]
TCaEX1 CL 000120 Rogers, Camille

TCSDPT  |Q [TCSDPT QL =]

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1
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¢ Permanent changes regarding which
employee should receive expense
transactions for a particular department or
project should be communicated to your EX
Administrator so this list can be accurately
maintained

“Creating A More Educated Georgia”

Approver Assignments

Approver Profile:  DEPT_MANAGER1

Customize | Find | i First El 1-3 af |
‘Departiment ‘Department

‘User Id Employee I Name

From To

ACOOK Q, 001088 Angie Cook TCSDPTY |Q |TCSDPTT | [#] [=]
EMPL3 Q. EMPL3 Blake Simpsaon \UATDPT1 |Q |UATDPTE | [+] [=]
TCAEXT C, 000120 Rogers, Camille [TcsDPT Q@ |TCsDPT  |Q [#] [=]

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved. 95



EGEDRGIAFIES’T

"' £ FINANCIAL, INFORMATION & REPORTING SYSTEMS FOR TOMORROW

““\5 Workflow for Approvers and
“*» Reviewers K

. 3fd, 4% and 5% areas handle instances
when the Approval Assignment list
requires a temporary override

< As an approver, you have control over
when these overrides are used

* When may an override be necessary?

“Creating A More Educated Georgia”

““\5 Workflow for Approvers and
==/ Reviewers ke

« If I am both the traveler and an approver for
the same department, do | approve my own
transactions?

« If  am on vacation or out of the office for an
extended amount of time, can | have another
user approve the items in my Worklist?

« If | receive a transaction in error, can |
reassign this transaction to another
approver?

“Creating A More Educated Georgia”

\E‘i_ Workflow for Approvers and
““3’ Reviewers 2

¢ Area 3 = Designated Approver

¢ Solves the dilemma related to a traveler
being responsible for approving his/her own
expense transactions

* When the User ID submitting the EX
transaction is the same as the User ID listed
in the approval assignment, the system will
not route the transaction to this individual,
because a traveler is not permitted to
approve his/her own transactions

“Creating A More Educated Georgia”

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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/4 “\5 Workflow for Approvers and
¢ Reviewers 3
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* Transaction will be routed to the
Designated Approver

e Every EX approver should specify a
designated approver; if one is not
specified, the transaction will route to
the Workflow Administrator and must be
manually assigned

“Creating A More Educated Georgia”

\5 Workflow for Approvers and
Reviewers i

¢ Area 4 = Alternate Approver

¢ Solves the dilemma of who will approve
expense transactions if an employee is
on vacation or out of the office for an
extended period of time

¢ Unlike other areas of EX hierarchy, the
Alternate Approver is a temporary
override that is based on a set date
range

“Creating A More Educated Georgia”

ST ; Wor!(flow for Approvers and
'\—.e' Reviewers i

« Assigning an Alternate Approver only
works for transactions that have not yet
been sent to your Worklist for approval

« If you have transactions that are already
in your Worklist, you can use the
‘reassign’ function to assign existing
transactions to another approver

“Creating A More Educated Georgia”

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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8 A\! Workflow for Approvers and
I ;

——¢ Reviewers &*

¢ Area 5 = Reassign

 Allows a user to take a transaction that
is currently awaiting his/her approval
and reassign it to another approver

* The newly assigned approver must
have the appropriate security access to
be able to approve transactions

“Creating A More Educated Georgia”

/4 ﬁ\! Workflow for Approvers and
=7 Reviewers

o gaanc”

« Workflow looks at the Department and
Project values within the Chartfield of
the transaction

* Matches these values to a User ID
within the Expenses Hierarchy
¢ Uses the information to route the

transactions through the required levels
of approval

“Creating A More Educated Georgia”

of Thy,

*‘fl ‘\E‘& Workflow for Approvers and
\—: Reviewers

" gpemat”

« Routings are dependent on transaction
— FSA Expense Reports go directly to the AP
Auditor
— Travel Authorizations do not go to the AP
Auditor
« If your institution is not using a particular
approval level, the transaction will route
to the next higher level

“Creating A More Educated Georgia”

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Differences in Approval Roles

o,

4

« Routings are also dependent on the
transaction

* FSA Expense Reports go directly to the
AP Auditor

e Cash Advances do not go to the
Project/Grant approver

« Travel Authorizations do not go to the
AP Auditor

“Creating A More Educated Georgia”

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Lesson 5.2 — Approver/Reviewer Responsibilities

 Lesson 5.2; Approver/Reviewer
==¢ Responsibilities

« Assign a designated approver.
< Specify alternate user routing.

« |dentify the purpose for reassigning
approval work.

“Creating A More Educated Georgia”

7/
L JIl ; Assign a Designated Approver

" ananet””

M

< As an approver, you should specify a
designated approver

« Exception to the designated approver
routing/necessity:

— Multiple approvers for a pooled approver
level (Reviewers or AP Auditors)

— System routes a traveler’s transaction to a
fellow approver for that same level

“Creating A More Educated Georgia”

im i Specify Alternate User Routing

¢ FIN — ‘My System Profile’

« If you are an approver for ePro
transactions, this function will route your
ePro transactions as well

« Select a User ID and input the selected
dates

“Creating A More Educated Georgia”

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1

07/21/2008
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Reassign Approval Work

« Can only be done for a transaction that is
pending approval or held in an approver’'s
Worklist

« Must have appropriate security access

« If you reassign a transaction to an approver
who happens to be the originator of the
transaction, the system continues; however,
this individual will receive an error message

“Creating A More Educated Georgia”

PSFIN 8.9 Expenses Part 2

Participant Guide — Version 1.1
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved.
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Assign a Designated Approver Business Processes: EX.010.090

Topics: Specify Alternate User Routing EX.010.013

Expenses - Approver/Reviewer Tasks in Expenses

Activity: Assign a Designated Approver and Specify Alternate User Routing

Topics: Assign a Designated Approver Business EX.010.090
ples: Specify Alternate User Routing Processes: ~ EX.010.013
Activity
Activity In this activity you will:
Overview A. Assign a Designated Approver.
B. Specify Alternate User Routing.
Login 1. You now need to log in as the approver, Blake Simpson (Department Manager 1)
;nf(:rinatlon - 2. Logoutas EMPLI.
ona 3. Clear the cache and cookies for your browser:
e Tools > Internet Options > General Tab > (Temporary Internet Files) Delete Files
and Delete Cookies
NAVIGATION | HRMS Self-Service Link
4. Enter the following login information (if you are still signed in, proceed to the
navigation before step 3):
FIELD VALUE or STATUS
User ID APPROVERO01
Password password01
5. Click the Sign In button.
Activity 5.2-1A Scenario: Your Department has mandated that every approver will assign a designated
Role: Dept Mgr 1 approver. You need to assign Blake Simpson (EMPL3) as your designated approver.
¥ To assign a Designated Approver:
Travel and Expenses Home > Employee Self-Service > Profiles
/ NG TTOIN and Preferences > Review/Edit Profile > Organizational Data Tab
1. Click the Look up Designated Approver button.
2. Select User ID EMPLS3 for Blake Simpson.
A 3. Click the Save button.
UserlD:
APPROVERO01
PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008

© 2008 Board of Regents of the University System of Georgia. All Rights Reserved. 102
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Assign a Designated Approver Business Processes: EX.010.090

Topics: Specify Alternate User Routing EX.010.013

Activity 5.2-1B Scenario: You have just scheduled a vacation and will be out of the office for two weeks. You
need to assign an alternate approver to take care of any expense transactions that would come
into your queue during that time. Assign Blake Simpson (EMPL3) to be your alternate
approver from 11/3/2008 to 11/11/2008.

Role: Dept Mgr 1

‘ NAVIGATION ‘ Travel and Expenses Home > My System Profile

1. Click the Look up Alternate User ID button.

QQ; / To reassign approval work:
sz

2. Select User ID for Blake Simpson (EMPL3).
UserlID: 3. Enter 11/3/2008 for the From Date field.
APPROVERO1 4. Enter 11/11/2008 for the To Date field.
5. Click the Save button.
6. Click the Home link.
PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Lesson 5.3 — Approver/Reviewer Actions

\E‘& Lesson 5.3: Approver/Reviewer
“*. ““ ==¢ Actions

« |dentify the different approval methods
and options.

 Define Budget Checking.

« |dentify the budget checking status
required to approve expense
transactions.

« Define budget checking exceptions.

“Creating A More Educated Georgia”

\E‘& Lesson 5.3: Approver/Reviewer
“*. ““ ==—¢ Actions

« Perform approval actions as a Department
Manager 1.

» Perform approval actions as a Department
Manager 2.

« Perform approval actions as a Project/Grant
Approver.

« Perform approval actions as a Reviewer.
¢ Perform approval actions as an AP Auditor.

“Creating A More Educated Georgia”

Approval Methods and Options

¢ Three methods to review and approve
expense transactions:
— Email Notification
— Worklist
— Summary Approvals Page

“Creating A More Educated Georgia”

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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111 I\ Approval Methods and
\%mﬁ Options

* Three methods to review and approve
expense transactions:

— Email Notification
— Worklist

— Summary Approvals Page

“Creating A More Educated Georgia”

S~
1l ﬁ' Approval Methods

—
" ananct”

* Email Notification

— When an employee submits an expense
transaction, Workflow routes the
transaction based on approver

assignments to the next appropriate
approver

— System generates an email to the approver
— Link in the email takes them directly to the
approval page (or log-in page)

“Creating A More Educated Georgia”

Approval Methods

* Worklist

— Can be accessed by the link in the menu or the
link at the top of the page
— Detail View: provides Worklist details, in particular,
the exact time each report was submitted
— Naming Convention:
» TAApproval = Travel Authorizations
« ERApproval = Expense Reports
* CAApproval = Cash Advances

“Creating A More Educated Georgia”

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1
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iM 4 Approval Methods

« Summary Approval Page
— Accessed through the Manager Self-

Service link

— Can process multiple transactions at one
time

— Still required to carefully review each
transaction before performing an approval

action

“Creating A More Educated Georgia”

Budget Status:  Valid

Buiget Checking completed. Report is ready for ApprovalPosting.
Budget Options

Approve Send Back Hald Dty Sawe

S~
im\; Approver Options

* Approve:

— Sends the transaction to the next approver
in line

¢ Deny

— Can deny an entire transaction, or just a
particular line

— If you deny an entire transaction, it cannot
be resubmitted by the employee

“Creating A More Educated Georgia”

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1
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1 Il ; Approver Options
* Send Back

— Can send the transaction back to the
originating employee for revisions and/or
corrections

— Employee can resubmit it

— If a transaction is sent back at any
approval level, it must go through the entire
approvals process again when resubmitted

“Creating A More Educated Georgia”

Approver Options

* Hold

— Can place a transaction on hold if you
need additional information/time before
making a decision

— Status changes from “Submitted for
Approval” to “Approval in Process”
because an action has been taken on it

— Will stay in the approver’s Worklist until an
action is taken

“Creating A More Educated Georgia”

Budget Checking

« This is also an Approver option

« Budget checking enables you and the
institution to know whether or not there
are enough funds to pay for the
expense

* It is the comparison of a pending
transaction amount against the budget it
is set to be charged to

“Creating A More Educated Georgia”

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Budget Checking
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l

¢ Ensure that a budget has been
adequately setup and that there are
sufficient funds to post the pending
transaction, before the transaction is
actually posted

¢ |Is a part of Commitment Control

“Creating A More Educated Georgia”

Budget Checking

« Budget Checking records
encumbrances in the Commitment
Control Budget and then reverses the
encumbrances when actual expenses
are recorded

Travel Authorizations and Expense
Reports must be budget checked,
including any changes and
cancellations

“Creating A More Educated Georgia”

‘% “Ir‘a Required Budget Check
¢ Status

« Before the first approver can approve
any Travel Authorization or Expense
Report, it must have a Valid budget
status

« Valid = transaction has passed budget
checking and can continue the approval
process

“Creating A More Educated Georgia”

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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< Budget Checking Exception: Issued for

transactions that fail budget checking
validations

— Warnings: transaction has been recorded in the

system, but informs you of the exception
conditions

— Error: transaction failed budget checking and
must be corrected before it will post to the
Commitment Control Ledgers and General

Ledger “Creating A More Educated Georgia”

'
LIl ; Budget Checking Exceptions

« Some reasons expense transactions fail

budget checking:

— Chartfields in the accounting distributions
are incorrect

— Insufficient funds to support the expense
— Budget is permanently or temporarily

closed
— No budget exists

“Creating A More Educated Georgia”

| Expense Sheet Exceptions {_Line Exceptions |

ReportID: 0000300009 &

] - - )
Exception Type: Error Override Transaction

More Budgets Exist

i T |

Advanced Budget Criteria

First [ 1af 1 [ Last
Business Ledaer " o Owerride
Unit Group Exception More Detail Buddaet Transfer
1 &, 36000 APPROP Mo Buddet Exists Ware Detail GoTo .. &
PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved. 109
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When to Budget Check

H
&

« When an expense transaction is eligible
for budget checking, EX sets the budget
status to “N” to indicate that the
transaction requires budget checking

“Creating A More Educated Georgia”

Budget Status: Mot Chid Budget Checking is required before the Expense Report can be Approved. Please click on
Budaet Ontians the Budget Options hyperlink.
duadget Uptions

Send Back Hold Dermy Save

Commitment Control

Commitment Control Details

Source Transaction Type: Expense Sheet
Budget Checking Header Status: Mot Budget Checked
Commitment Control Amount Type: Encumbrance

Override Transaction €9

Budget Check Goto Transaction Exceptions Go To Activity Log

8154 | Cancel |

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved. 110
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When to Budget Check

¢ The following require budget checking

(Expense Reports and Travel Authorizations

only)

— Transaction was previously budget checked, but is
now being canceled or denied

— Amounts or distribution info was previously budget
checked, but were changed

— Transaction was previously budget checked but is
now being returned to the originator for revisions

— Payment for an Expense Report is cancelled and
voided (not to be reissued)

“Creating A More Educated Georgia”

How to Budget Check

« Budget checking can be done online or
through a nightly batch process

¢ Check with your institution to determine

who is responsible for correcting budget
checking errors

“Creating A More Educated Georgia”

Summary Approvals Page

« Go through the Manager Self-Service
link

« Individual tabs allow you to
concentration on just those types of
transactions

“Creating A More Educated Georgia”

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Summary Approvals Page

* Can also search for transactions in a
pending approval status

e Can change the sort order
» Approver actions are listed at the top of

the page

« Itis recommended that you DO NOT
run budget checking on multiple
transactions from this page

“Creating A More Educated Georgia”

[ Overview Y Espense Reports ' Time Reports ) Time Adjustments 3 Travel Authorizations Y Cash Advances |

[
L5

¥ Select All

Erors

Clear All

Approve

| Reviewed |

Send Back |

Hold | Budget Check|

Refresh List |

Transactions to Approve

Select Alert Transaction Type

Oo0oooooooooooaod

Cash Advance

Expense Report
Expense Report
Expense Report
Expense Report
Expense Report
Expense Report
Expense Report
Expense Report
Expense Repart
Expense Report
Expense Report
Expense Report

Travel Authorization

Travel Authorization

Total Unit Name

400.000 USD Mance,Marty
140.840 USD Mance,Marty
40740 USD Mance,Marty
6310 USD Mance, Marty
2000 USD Mance,Marty
G.000 USD Mance,Marty
a.000 USD Mance, Marty
55.000 USD Mance,Marty
444000 USD Mance, Marty
77600 USD Mance,Marty
77600 USD Mance,Marty
TT.B00 USD Mance, Marty
17.000 USD Mance,Marty
95,060 USD Mance,Marty
48.500 USD Mance,Marty

PSFIN 8.9 Expenses Part 2
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved.

Participant Guide — Version 1.1

Employee ID Description E““Sﬂdi"“ gf::ﬁnit
noogs4 Campus Recruitment 0000300003 12/0452
noog34 Trainindg in Augusta 0000300008 120452
nooas34 Mileane to Macon 0000300008 120452
noog34 Steering Cormmittes 12110 2000300009 1 2/0412
000&34 Lurich at BTV Meeting 0000300011 1260642
nooas4 BOR Meeting 12/5/07 0000300013 12/06f
noog34 Mileane to pickup Supplies 0000300014 1200602
nooas4 Meeting with O Hokes 0000300026 12106z
noog34 OIT Conference 0000300032 1262712
nooaz4 OIT Caonference in Athens 0000300042 1202842
ooog34 Campus Recruitment 0000300043 1242802
noog34 OIT Conference in Athens 0000300046 1253102
nooas34 Qracle - PeopleTools Il 0000300047 123142
noogz4 DIT Confin Athens 0000300006  12/0452
noog34 APT Training 0000300010 120132

>

5 @ Internst
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J Summary Approvals Page
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« To choose a transaction (or
transactions) to act upon, select it by
checking the box and then perform the
function required

* To review the details of a transaction,
just click its link

« From the individual transaction page,
you can navigate back to the list, or you
can go to the next or previous
transaction in the ISt cieatng A more Educated Georgir

y N .
L I 7 Approval Actions

< Normally, budget checking is done in a
nightly batch.

* Need to perform online budget checking
to move the transactions.

“Creating A More Educated Georgia”

& “I\!‘i Budget Check and Approve a Travel
— Authorization or Expense Report

« Select the transaction from the Worklist

¢ Click on The transaction Detail link to
view its details

* Note the Budget Status; must be Valid
before you can approve it

e Can go ahead and budget check the
transaction online; don’t have to wait for
the nightly batch process

“Creating A More Educated Georgia”

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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““\5 Budget Check and Approve a Travel
‘u —/ Authorization or Expense Report

¢ Budget Options link > Budget Check button

« If the process runs successfully, you will see
Valid Budget Check on the page
— Commitment Control information will also be

populated

« To approve the transaction, click the Approve
button

» Same actions for Cash Advances, but no
budget checking is required

“Creating A More Educated Georgia”

Commitment Control

Commitment Control Details

Source Transaction Type: Expense Sheet
Budget Checking Header Status: Mot Budget Checked
Commitment Control Amount Type: Encumbrance

Override Transaction €

Budget Check Goto Transaction Exceptions Go To Activity Log

8154 | Cancel |
Commitment Control
Commitment Control Details
Source Transaction Type: Expense Sheet
Buiget Checking Header Status: Walid Budget Check
Commitment Control Amount Type: Encumbrance
Commitment Control Tran ID: 0003001136
Commitment Control Tran Date: 1202802007
Override Transaction ﬁ
Goto Transaction Exceptions Go To Activity Lo
ok | cance |
PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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 Helpful if you need more time to make a
decision; remains in your Worklist

e Changes status from “Submitted for
Approval” to “Approval in Process”

Updates status on the travel
authorization entry form to “On Hold”

Budget Checking is not required
“Hold” button

“Creating A More Educated Georgia”

Approve Travel Authorization
Submit Confirmation

Warty Mance Authorization ID: oooozo0o1e
Total: 1352.00 USD Total Authorized: 1,352.000 UsSD
Less Non-Approved: 0.000 UsD

V This reportwill be saved and held for later.

You can approve, deny, or send hack this report at a later time.
Ok Cancel

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved. 115
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W apantt

¢ Can send back an Expense Transaction
to an employee for revision and/or
correction

« Employee can then resubmit it

« If a higher approval level sends back a
transaction to an employee, the
transaction must be routed through the
normal approval levels once it is
resubmitted

“Creating A More Educated Georgia”

3 ““\& Send Back an Expense
¢ Transaction

« If a transaction is being sent back by the first
approver, it is NOT required to be budget
checked

« Whenever you send back an expense
transaction, you must include an explanation
in the Comments section.

» Comments should include a specific
explanation as to what needs correction
and/or the reason you are sending back the
transaction

“Creating A More Educated Georgia”

Profile Name Action Date Time

1stLevel Finance Dept Manager Finder Rabhy
2nd Level Finance Business Man Willer,Michael vy
1st Level Finance Dept Manager Pinder,Rohby
2nd Level Finance Business Man Miller Michael v
1stLevel Finance Dept Manager Pinder,Robhy
2nd Level Finance Business Man Miller Michael v
Reviewer (Pooled)

~ Action History &
Profile Name Action Date Time

=
Enter correct departure and arrival times @
Budget Status: Mot Chi'd Budget Checking is required before the Travel Authorization can be Approved. Please click on
Buduet Options the Budget Options hyperlink.
Send Back Hoid Deny Travel Authorization Detal
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4 Deny an Expense Transaction

" ananct”

« Can deny an entire transaction, or just a
particular line
— Cash Advances must be denied in whole or sent

back for revision

« If entire transaction is denied, employee
cannot resubmit it

« If a particular line is denied, use the Send
Back function in which the employee has the
opportunity to review the denied line
— Once denied, that line cannot be reactivated

“Creating A More Educated Georgia”

Deny an Expense Transaction

* Must provide an explanation in the comments
section

« If you choose to deny a line, uncheck the
Expense checkbox at the bottom of the page
and select the appropriate reason
— Incomplete Information
— Missing Required/Original Receipt
— Not within state guidelines
— Prior travel authorization not received

“Creating A More Educated Georgia”

Approve Expense Report
Submit Confirmation
Marty Mance Report ID: 0000300037
Employee Expenses: 237.030 UsD Due Employee: 0.000 UsD
Non-Reimbursable Expenses: 237.030 UsD Due Vendor: 0.000 USD
Prepaid Expenses: 0.000 USD Definition of Totals
Employee Credits: 0000 UsD
Vendor Credits: 0.000 UsD
Cash Advances Applied: 0.000 UsD
V This entire reportwill he denied.
Mone of the expenses will he reimhursed.
Ok | Cancel |
PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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‘Expense Date:
‘Payment Type:
'Billing Twpe:

‘Start Time (HH:MIy:
‘End Time (HH:MI):
‘Location:

Description:

*Amount Spent:
‘Currency:

‘Exchange Rate:

Reimbursement Amt:

Location Amount:
Mo Receipt:
Accounting Detail

Eeceint Split
PerDiem Deduction

1211742007 (=
Cash

Internal
T:458M

9:30AM
Atlanta, GA

v | [ONo Receipt
“ I Non-Reimbursable

Q

7.000/ Refresh Per Diem Amounts

1.00000000) % B

Default Rate

7.000
usD

O Approve Expense

Selectreason..

Check Expense For Erro

Eeturn to Expense Re

Incomnplete Information

Mizsing RequiredfOriginal Rept  |ense

Mot within State Guidelines
Prior T | Auth Mot Received

of Thy,

L2227 Online

Rl

;‘f A‘\‘& Verify Expense Report Receipts

select travel expenses (meal co
being the main exception)
« Institution-specific guidelines

Report Receipts

“Creating A More

e Georgia Statewide Travel Regulations
require that receipts be submitted for

« Two methods of verifying Expense

Sts

Educated Georgia”
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$ “r\_ Verify Expense Report
'%“ ¢ Receipts

e Option 1:
— Can be individually verified by any Expenses
Approver

— Select a checkbox that confirms the receipts have
been verified

e Option 2:
— Can be verified in mass by any Core Application
user (Administrator)

— Can record that receipts have been verified,
without performing any type of approval action

“Creating A More Educated Georgia”

f'“ \ Verify Expense Report
Receipts

—
‘h‘hl

“’w“

« An Expense Report can be completely
approved and paid without the ‘Verify’
checkbox being enabled

« Once enabled, it stays that way through
the remainder of the approval process

« Can go through either the Worklist or
the Summary Approvals page

“Creating A More Educated Georgia”

« When an Expense Report or Travel
Authorization does not pass budget
checking, an exception is created

« Even if you are not responsible for
resolving budget checking errors, you
may be interested in viewing what the

exception is
“Creating A More Educated Georgia”
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\5 Review Budget Checking
Exceptions

‘h«-nu

* Must know either the Commitment Control
number or the transaction ID to view budget
checking exceptions

« Transactions are not filtered by employee

« Exception Type is listed at the top of the
page; actual exception is listed in the middle
of the page

¢ Special security access may be needed to
view pages through certain links and buttons

“Creating A More Educated Georgia”

*‘f \5 Practice: Approval Actions as
Department Manager 1

"p,ﬂn.
nﬂ _
.

| —
‘h‘hl

—
e

« Budget Check and Approve a Travel Authorization
(EX.080.010)

« Place an Expense Report on Hold (EX.080.103)

« Send back an Expense Report (EX.080.102)

« Deny an Expense Report line (EX.080.101)

* Approve a Cash Advance (EX.080.050)

« Budget check and Approve Expense Reports
(EX.080.100)

» Verify expense report receipts (EX.020.303)

* Review budget checking exceptions (EX.030.015)

“Creating A More Educated Georgia”
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Budget Check and Approve a Travel Authorization EX.080.010
Budget Check and Approve an Expense Report EX.080.100
Place an Expense Report on Hold EX.080.103
Deny an Expense Report EX.080.101
Topics: Approve a Cash Advance Business Process: EX.080.050
Send Back an Expense Report EX.080.102
Using the Summary Approvals Page EX.020.301
Verify Expense Report Receipts Online EX.020.303
Review Budget Checking Exceptions EX.030.015
Expenses - Approver/Reviewer Tasks in Expenses
Activity: Perform Approval Actions as Dept Manager 1
Budget Check and Approve a Travel Authorization EX.080.010
Budget Check and Approve an Expense Report EX.080.100
Place an Expense Report on Hold EX.080.103
Deny an Expense Report Business EX.080.101
Topic: Approve a Cash Advance Process: EX.080.050
Send Back an Expense Report ’ EX.080.102
Using the Summary Approvals Page EX.020.301
Verify Expense Report Receipts Online EX.020.303
Review Budget Checking Exceptions EX.030.015
Activity
Activity In this activity you will:
Overview A. Budget check and approve a Travel Authorization.
B. Budget check and approve an Expense Report.
C. Place an Expense Report on hold.
D. Deny an Expense Report line.
E. Approve a Cash Advance.
F. Send Back an Expense Report.
G. Verify Expense Report Receipts Online.
H. Review Budget Checking Exceptions.
Login 1. Logoutas APPROVEROL.
Information - 2. Clear the cache and cookies for your browser:
Portal

and Delete Cookies

e Tools > Internet Options > General Tab > (Temporary Internet Files) Delete Files

NAVIGATION ‘ HRMS Self-Service Link

navigation before step 3):

3. Enter the following login information (if you are still signed in, proceed to the

FIELD VALUE or STATUS
User ID EMPL3
Password password01

4. Click the Sign In button.

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Budget Check and Approve a Travel Authorization EX.080.010
Budget Check and Approve an Expense Report EX.080.100
Place an Expense Report on Hold EX.080.103
Deny an Expense Report EX.080.101
Topics: Approve a Cash Advance Business Process: EX.080.050
Send Back an Expense Report EX.080.102
Using the Summary Approvals Page EX.020.301
Verify Expense Report Receipts Online EX.020.303
Review Budget Checking Exceptions EX.030.015

Scenario

Scenario: Open your Worklist to review the transactions awaiting your approval. As
Department Manager 1, you need to act on these transactions before they move forward to the
next approver. Here are the transactions that you must complete today:

e Transactions from TRAVELERO1:
e Travel Authorization: TAO1 Macon 2 Day Meeting (line #1 on your reference
grid)
e Cash Advance: CA(O1 Savannah Conference (line #2 on your reference grid)
e Transactions from TRAVELERO02:
e Expense Report: ER08 Orlando Recruiting Trip (line #15 on your reference grid)
e Expense Report: ER09 Brunswick Conference (line #16 on your reference grid)
e Transaction from TRAVELERO3:
¢ Expense Report: Columbia Conference (line #13 on your reference grid)
i.  Expense Report: ER12 Supplies for Meeting (line #19 on your reference grid)
e Transactions from EMPLI:
e Expense Report: ERO1 Athens 1 Day Training (line #7 on your reference grid)
e Expense Report: ER02 Macon 1 Day Training (line #8 on your reference grid)
e Transactions from EMPL2:
¢ Expense Report: ER0O5 Macon Software Training (line #11 on your reference
grid)
e Expense Report: ER06 Athens 2 Day Training (line #12 on your reference grid)

In addition, you received the receipts from TRAVELERO02 for ER09-Conference and need to go
ahead and verify that you have received them. Finally, you need to review any budget check
exceptions that may have occurred.

Activity 5.3-1A
Role: Dept Mgr 1

UserID: EMPL3

Scenario: Approve Travel Authorization from TRAVELERO1 (TA01 Macon 2Day Meeting). In
order to approve the transaction, you must first budget check it.

To budget check and approve a travel authorization:

NAVIGATION Travel and Expenses Home > Worklist

1. Click the Travel Authorization for TA01 Macon 2Day Meeting to select it (retrieve the
Travel Authorization ID from line #1 on your reference grid).

2. Review the Travel Authorization details by clicking on the Travel Authorization
Detail link.

3. Verify that the transaction still needs to be budget checked.

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
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Budget Check and Approve a Travel Authorization EX.080.010
Budget Check and Approve an Expense Report EX.080.100
Place an Expense Report on Hold EX.080.103
Deny an Expense Report EX.080.101
Topics: Approve a Cash Advance Business Process: EX.080.050

Send Back an Expense Report EX.080.102
Using the Summary Approvals Page EX.020.301
Verify Expense Report Receipts Online EX.020.303
Review Budget Checking Exceptions EX.030.015

4. Click the Budget Options link.

5. Click the Budget Check button.

6. Verify the Budget Checking Header Status as Valid.

7. Click the OK button.

8. Click the Approve button.

9. Click the OK button.

Activity 5.3-1B Scenario: Approve the Expense Report from John Parker (ER01-1Day Trng - line 7). In order to

he tr ion, fi heck it.
Role: Dept Mgr 1 approve the transaction, you must first budget check it

To budget check and approve an expense report:

NAVIGATION ‘ Travel and Expenses Home > Worklist

=

Click the Expense Report (ERO1-1Day Trng) from John Parker to select it.
Note the Expense Report ID here:

UserID: EMPL3 Review the Expense Report details by clicking on the Expense Report Detail link.
Verify that the transaction still needs to be budget checked.
Click the Budget Options link.

Click the Budget Check button.

Verify the Budget Checking Header Status as Valid.

Click the OK button.

. Click the Approve button.

10. Click the OK button.

© PN G ®N

Activity 5.3-1C Scenario: Review the Expense Report from John Parker for his 1 Day Training in Macon (ER02
Macon 1 Day Training - line #8 on your reference grid). He has also listed lunch as an expense
for that day. You need to check to make sure this follows policy so you decide to put the
transaction on hold for the time being.

Role: Dept Mgr 1

To put an expense report on hold:

NAVIGATION ‘ Travel and Expenses Home > Worklist
UserID: EMPL3 1. Click the Expense Report (ER02 Macon 1 Day Training) from John Parker to select it.
2. Review the Expense Report details by clicking on the Expense Report Detail link.
3. Click the Hold button.
4. Click the OK button.
PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008

© 2008 Board of Regents of the University System of Georgia. All Rights Reserved. 123



MS
rsity System of Georgia

Budget Check and Approve a Travel Authorization EX.080.010
Budget Check and Approve an Expense Report EX.080.100
Place an Expense Report on Hold EX.080.103
Deny an Expense Report EX.080.101
Topics: Approve a Cash Advance Business Process: EX.080.050
Send Back an Expense Report EX.080.102
Using the Summary Approvals Page EX.020.301
Verify Expense Report Receipts Online EX.020.303
Review Budget Checking Exceptions EX.030.015

Activity 5.3-1D Scenario: Review the Expense Report from TRAVELERO3 (ER12 Supplies for Meeting, line #19
on your reference grid). It is for some office supplies that were recently purchased. You notice
that one purchase does not have an accompanying receipt. You need to deny that particular
line in the expense report and send it back.

Role: Dept Mgr 1

To deny an expense line:

NAVIGATION ‘ Travel and Expenses Home > Worklist

Click the Expense Report (ER12 Supplies for Meeting) from TRAVELERO3 to select it.
Select the second expense line for supplies ($12) by clicking on its link.

UserID: EMPL3

Uncheck the Approve Expense checkbox.
In the Select reason drop down box, select Missing Required/Original Rcpt.
Click the Return to Expense Report link.

AN I e

Verify the reason appears on the Expense Report Summary page for the second
expense line.

7. In the Comments field, enter “Must have a receipt for this expense to be reimbursed. If
you cannot find the receipt, resubmit the expense report without this particular
expense.”

8. (Click the Send Back button.
Click the OK button.

Activity 5.3-1E Scenario: Approve the Cash Advance from TRAVELERO1 (CA01 Savannah Conference, line #2

Role: Dept Mgr 1 on your reference grid).

To approve a cash advance:

NAVIGATION ‘ Travel and Expenses Home > Worklist
1. Click the Cash Advance (CA01 Savannah Conference) from TRAVELERO1 to select it.
UserID: EMPL3 2. Review the details of the Cash Advance.
3. Click the Approve button.
4. Click the OK button.
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Budget Check and Approve a Travel Authorization EX.080.010
Budget Check and Approve an Expense Report EX.080.100
Place an Expense Report on Hold EX.080.103
Deny an Expense Report EX.080.101
Topics: Approve a Cash Advance Business Process: EX.080.050
Send Back an Expense Report EX.080.102
Using the Summary Approvals Page EX.020.301
Verify Expense Report Receipts Online EX.020.303
Review Budget Checking Exceptions EX.030.015

Activity 5.3-1F Scenario: Earlier in Activity 5.3-1C, you put an Expense Report from John Parker on hold to
review some policy. You found out that lunch can only be reimbursed if it was part of the
scheduled training, and that he did not go offsite on his own for lunch. Send the expense report
back to get clarification.

To send back an expense report:

Role: Dept Mgr 1 NAVIGATION ‘ Travel and Expenses Home > Worklist ‘

1. Click the Expense Report (ER02 Macon 1 Day Training, line #8 on your reference grid)

UserID: EMPL3 from John Parker to select it.

2. In the comments field, enter “If lunch was scheduled as part of the training, indicate
this on the expense report. If you went offsite for your own lunch, this is not
reimbursable and needs to be removed from the expense report.”

3. Click the Send Back button.
4. Click the OK button.

Activity 5.3-1G Scenario: You need to budget check and approve the remaining Expense Reports:

Role: e Expense Report from EMPL2: ER05 Macon Software Training (line #11)
Dept e Expense Report from EMPL2: ER06 Athens 2 Day Training (line #12)

Mgr1 e Expense Report from TRAVELER03: Columbia Conference (line #13)
UserID: o Expense Report from TRAVELER02: ER08 Orlando Recruiting Trip (line #15)
EMPL3

For each expense report, budget check and approve the expense reports through the Summary
Approvals page. Remember, transactions should be individually budget checked.

To budget check and approve expense reports through the Summary Approvals page:

Travel and Expenses Home > Manager Self-Service > Approve

NAVIGATION Transactions > Approve Transactions > Expense Reports Tab

Click the Expense Report in the Report ID column to select it.

Review the Expense Report details by clicking on the Expense Report Detail link.
Verify that the transaction still needs to be budget checked.

Click the Budget Options link.

Click the Budget Check button.

Verify the Budget Checking Header Status as Valid.

Click the OK button.

NSl XN

PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved. 125



sz,

(IGEORGIAZ/ZST.

e MS
o rsity System of Georgia

—

Budget Check and Approve a Travel Authorization EX.080.010
Budget Check and Approve an Expense Report EX.080.100
Place an Expense Report on Hold EX.080.103
Deny an Expense Report EX.080.101
Topics: Approve a Cash Advance Business Process: EX.080.050

Send Back an Expense Report EX.080.102
Using the Summary Approvals Page EX.020.301
Verify Expense Report Receipts Online EX.020.303
Review Budget Checking Exceptions EX.030.015

8. Click the Save button.

9. C(lick the Return to Approval List link.

10. Repeat steps 1 through 9 for all transactions listed in this scenario.

11. Select all four Expense Reports by using the checkboxes.

12. Click the Approve button.

13. Click the OK button.

14. Notice how those four expense reports no longer appear on the Summary Approvals

page.

Activity 5.3-1H Scenario:
Conference (line #16 on your reference grid), and want to go ahead and verify the expense
report receipts in the system. Then budget check and approve the expense report.

Role: Dept Mgr 1

: You received the receipts from TRAVELERO02 for Expense Report ER09 Brunswick

To verify expense report receipts:

NAVIGATION ‘ Travel and Expenses Home > Worklist

1.

UserID: EMPL3 2.

A N A L

10.

Click the Expense Report (ER09 Brunswick Conference) from TRAVELERO2 to select
it.

Compare the amounts in the expense report to the amounts on the receipt. Click on the
Expense Report Detail link for more information.

Click the Receipts Received checkbox.

Verify that the transaction still needs to be budget checked.
Click the Budget Options link.

Click the Budget Check button.

Verify the Budget Checking Header Status as Valid.

Click the OK button.

Click the Approve button.

Click the OK button.
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Budget Check and Approve a Travel Authorization EX.080.010
Budget Check and Approve an Expense Report EX.080.100
Place an Expense Report on Hold EX.080.103
Deny an Expense Report EX.080.101
Topics: Approve a Cash Advance Business Process: EX.080.050
Send Back an Expense Report EX.080.102
Using the Summary Approvals Page EX.020.301
Verify Expense Report Receipts Online EX.020.303
Review Budget Checking Exceptions EX.030.015
Activity 5.3-11 Scenario: You need to review any budget checking exceptions for both expense reports and

Role: Dept Mgr 1 travel authorizations.

To review budget check exceptions for expense reports:

Travel and Expenses Home > Employee Self-Service > Expense

DA TG IR Report > Expense Rpt Budget Exceptions

1. Click the Search button to bring up all budget exceptions.
2. Pull up an expense report to view the actual exception.

UserID: EMPL3 a. Note the Report ID:
b. Note the Exception Type:

c. Note the Exception:

3. Click the magnifying glass next to the business unit to review the Chartfields.
Click the OK button.
5. Click the Return to Search button.

To review budget check exceptions for travel authorizations:

Travel and Expenses Home > Employee Self-Service > Travel

NGO Authorization > Travel Auth Budget Exceptions

6. Click the Search button to bring up all budget exceptions.
7. Pull up a travel authorization to view the actual exception.
a. Note the Authorization ID:
b. Note the Exception Type:

c. Note the Exception:

8. Click the magnifying glass next to the business unit to review the Chartfields.
. Click the OK button.
10. Click the Return to Search button.

Additional Activities: Depending on the amount of additional activities you completed in Lesson
4, you may have additional transactions ready to be acted upon as Department Manager 1.
Practice using different approval options with these additional transactions.
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% Practice: Approval Actions as
=/ Department Manager 2

< Should be the same look and feel as the
Department Manager 1

« On one Expense Report, you will
reassign the transaction to another
approver

“Creating A More Educated Georgia”

):

€

"r‘& Practice: Approval Actions as
¢ Department Manager 2

o
—

s’l
.

pane

e Approve a Travel Authorization
(EX.080.010)

« Approve an Expense Report
(EX.080.100)

« Reassign an Expense Report
(EX.080.106)

« Approve a Cash Advance (EX.080.050)

“Creating A More Educated Georgia”
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Approve a Travel Authorization EX.080.010
TOpics: R o an Expense Report Business Processes: g 106
Approve a Cash Advance EX.080.050
Expenses - Approver/Reviewer Tasks in Expenses
Activity: Perform Approval Actions as Dept Manager 2
Approve a Travel Authorization EX.080.010

Approve an Expense Report

Business EX.080.100

Topics: Reassign an Expense Report Processes: ~ EX.080.106
Approve a Cash Advance EX.080.050
Activity
Activity In this activity you will:
Overview A. Approve a Travel Authorization
B. Approve an Expense Report
C. Reassign an Expense Report
D. Approve a Cash Advance

Login 1. You now need to log in as Paul Blevins, EMPL2, Department Manager 2 Approval

Information - Level.

Portal 2. Log outas EMPLS3.

3. Clear the cache and cookies for your browser:
e Tools > Internet Options > General Tab > (Temporary Internet Files) Delete Files
and Delete Cookies
NAVIGATION | HRMS Self-Service Link
4. Enter the following login information (if you are still signed in, proceed to the
navigation before step 3):
FIELD VALUE or STATUS
User ID EMPL4
Password password01
5. Click the Sign In button.

Scenario Scenario: Open your Worklist to review the transactions awaiting your approval. As
Department Manager 2, you need to act on these transactions before they move forward to the
next approver. Here are the transactions that you must complete today:

e Transactions from TRAVELERO1:
e Travel Authorization: TA01 Macon 2 Day Meeting (line #1 on your reference
grid)
e Cash Advance: CA(01 Savannah Conference (line #2 on your reference grid)
e Transactions from TRAVELERO02:
e Expense Report: ER08 Orlando Recruiting Trip (line #15 on your reference grid)
e Expense Report: ER09 Brunswick Conference (line #16 on your reference grid)
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Approve a Travel Authorization EX.080.010

. Approve an Expense Report . . EX.080.100
Topics: Reassign an Expense Report Business Processes: EX.080.106
Approve a Cash Advance EX.080.050

e Transaction from TRAVELERO03:

e Expense Report: Columbia Conference (line #13 on your reference grid)
e Transactions from EMPLI:

e Expense Report: ERO1 Athens 1 Day Training (line #7 on your reference grid)
e Transactions from EMPL2:

e Expense Report: ER0O5 Macon Software Training (line #11 on your reference

grid)
e Expense Report: ER06 Athens 2 Day Training (line #12 on your reference grid)

Activity 5.3-2A Scenario: Approve Travel Authorization from TRAVELERO1, TAO1 Macon 2 Day Meeting (line

Role: Dept Mgr 2 #1).

To budget check and approve a travel authorization:

‘ NAVIGATION Travel and Expenses Home > Worklist

1. Click the Travel Authorization (TA01 Macon 2 Day Meeting) to select it.

UserlD: EMPL4 2. Review the Travel Authorization details by clicking on the Travel Authorization

Detail link.
3. Click the Approve button.
4. Click the OK button.

Activity 5.3-2B Scenario: Approve the Cash Advance from TRAVELERO01, CA01 Savannah Conference (line #2

Role: Dept Mgr 2 on your reference grid).

To approve a cash advance:

NAVIGATION ‘ Travel and Expenses Home > Worklist
1. Click the Cash Advance (CA01 Savannah Conference) from TRAVELERO1 to select it.
UserlD: EMPL4 2. Review the details of the Cash Advance.

3. Click the Approve button.
4. Click the OK button.
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Approve a Travel Authorization EX.080.010

. Approve an Expense Report . . EX.080.100
Topics: Reassign an Expense Report Business Processes: EX.080.106
Approve a Cash Advance EX.080.050

Activity 5.3-2C Scenario: You need to reassign Expense Report from EMPL1, ER01 Athens 1 Day Training (line
#7), to Kelsey Brewer, UATUSERI. This training was more in support of UATPR]1 than

Role: Dept Mgr 2 anything else, and you wish Kelsey to actually make the call on it.

To reassign an expense report:

Travel and Expenses Home > Manager Self-Service > Manage

AT TR Expenses Security > Reassign Approval Work

UserID: EMPL4

1. Select the Expense Report from John Parker (EMPL1) for ERO1 Athens 1 Day Training
(line #7 on your reference grid).

2. Click the Look up button next to the Reassign Work To field.
3. Enter UA in the Search By field, since Kelsey’s User ID is UATUSERI.
4. Click the Look Up button and select UATUSERT1.
5. Verify the Expense Report is still selected and click the Reassign button.
6. Verify the Expense Report is no longer listed.
7. Click the Home link.

Activity 5.3-2D Scenario: You need to approve the remaining Expense Reports:

Role: Dept Mgr 2 e Expense Report from EMPL2: ER05 Macon Software Training (line #11)

e Expense Report from EMPL2: ER06 - Athens 2 Day Training (line #12)

e Expense Report: Columbia Conference (line #13 on your reference grid)

e Expense Report from TRAVELER02: ER08 Orlando Recruiting Trip (line #15)
e Expense Report from TRAVELER02: ER09 Brunswick Conference (line #16)

UserID: EMPL4

To approve each expense report:

NAVIGATION Travel and Expenses Home > Worklist

1. Click the Expense Report to select it.
2. Click the Approve button.
3. Click the OK button.

OR, you can approve the expense reports via the Summary Approvals page:

Travel and Expenses Home > Manager Self-Service > Approve

I TR Transactions > Approve Transactions > Expense Reports Tab

1. Click the Expense Report in either the Description column or Report ID column to
select it.

2. Review the Expense Report details by clicking on the Expense Report Detail link.
3. Select all four Expense Reports by using the checkboxes.
Click the Approve button and then click the OK button.
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““\5 Practice: Approval Actions as
“*. Project/Grant Approver

< Same look as the other approval levels

< Will only get transactions that are
charged to a project or grant
« Will not receive any cash advances

“Creating A More Educated Georgia”

;‘f ﬁ‘m‘& Practice: Approval Actions as
‘u—.f Project/Grant Approver

* Approve an Expense Report

(EX.080.010)
« Approve a Reassigned Expense Report
(EX.080.010)
“Creating A More Educated Georgia”
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Topic: Approve an Expense Report Business Processes: EX.080.100

Expenses - Approver/Reviewer Tasks in Expenses

Activity: Perform Approval Actions as a Project/ Grant Approver

) Business
Topic: Approve an Expense Report Process: EX.080.100
Activity
Activity In this activity you will:
Overview A. Approve an Expense Report
B. Approve a Reassigned Expense Report
Login 1. Younow need to log in as Kelsey Brewer, UATUSER1, the Project/Grant Approval
Information - Level.
Portal 2. Logoutas EMPLA.

3. Clear the cache and cookies for your browser:

e Tools > Internet Options > General Tab > (Temporary Internet Files) Delete Files
and Delete Cookies

NAVIGATION ‘ HRMS Self-Service Link

4. Enter the following login information (if you are still signed in, proceed to the
navigation before step 3):

FIELD VALUE or STATUS
User ID UATUSER1
Password password01

5. Click the Sign In button.

Activity 5.3-3A Scenario: Open your Worklist to review the transactions awaiting your approval. As a
Project/Grant approver, you need to act on these transactions charged to your project before

Role: . . .
Project/Grant they move forward to the next approver. Here is the transaction that you must complete today:
Approver e Expense Report from EMPL2: ER06 - Athens 2 Day Training (line #12)

In addition, Paul Blevins called you earlier to let you know that he was reassigning one of his
expense reports to you because he felt you had more knowledge on the actual training that
took place. Therefore you also need to approve:

e Expense Report from EMPL1: ER01 Athens 1 Day Training (line #7)

To approve each expense report:

UserID:

NAVIGATION Travel and Expenses Home > Worklist

UATUSER1

1. Click the Expense Report to select it.
2. Click the Approve button.
3. Click the OK button.
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Topic: Approve an Expense Report Business Processes: EX.080.100

Or, you can approve the expense reports via the Summary Approvals page:

Travel and Expenses Home > Manager Self-Service > Approve
Transactions > Approve Transactions > Expense Reports Tab

NAVIGATION

1. Click the Expense Report in either the Description column or Report ID column to
select it.

Review the Expense Report details by clicking on the Expense Report Detail link.
Select all four Expense Reports by using the checkboxes.

Click the Approve button.

Click the OK button.

Notice how those four expense reports no longer appear on the Summary Approvals
page.

S
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\E‘& Practice: Approval Actions as
“*.““ Reviewer

< Same look as the other approval levels
« May be a pooled position

“Creating A More Educated Georgia”

N

A\E‘& Practice: Approval Actions as
““.f Reviewer

—
"o grane

et

e Approve a Travel Authorization
(EX.080.010)

« Approve an Expense Report
(EX.080.100)

e Approve a Cash Advance (EX.080.050)

“Creating A More Educated Georgia”
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Approve a Travel Authorization EX.080.010
Topics: Approve an Expense Report Business Processes:  EX.080.100
Approve a Cash Advance EX.080.050

Expenses - Approver/Reviewer Tasks in Expenses

Activity: Perform Approval Actions as a Reviewer

Topics:

Approve a Travel Authorization Business EX.080.010
Approve an Expense Report Processes: EX.080.100
Approve a Cash Advance ~ EX.080.050

Activity

Activity
Overview

In this activity you will:

A. Approve a Travel Authorization
Approve Expense Reports
Approve a Cash Advance

Login
Information -
Portal

You now need to log in as Glen Davis, EMPL5, the Reviewer Approval Level.
Log out as UATUSERI.

Clear the cache and cookies for your browser:

PN =N w

e Tools > Internet Options > General Tab > (Temporary Internet Files) Delete Files
and Delete Cookies

NAVIGATION | HRMS Self-Service Link

4. Enter the following login information (if you are still signed in, proceed to the
navigation before step 3):

FIELD VALUE or STATUS
User ID EMPL5
Password password01

5. Click the Sign In button.

Scenario

Scenario: Open your Worklist to review the transactions awaiting your approval. As the
Reviewer, you need to act on these transactions before they move forward to the next approver
(there are currently no other Reviewers assigned to your department). Here are the
transactions that you must complete today:

e Transactions from TRAVELERO1:
e Travel Authorization: TA01 Macon 2 Day Meeting (line #1 on your reference
grid)
e Cash Advance: CA01 Savannah Conference (line #2 on your reference grid)
e Transactions from TRAVELERO02:
e Expense Report: ER08 Orlando Recruiting Trip (line #15 on your reference grid)
e Expense Report: ER09 Brunswick Conference (line #16 on your reference grid)
e Transaction from TRAVELERO3:

e Expense Report: Columbia Conference (line #13 on your reference grid)
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Approve a Travel Authorization EX.080.010
Topics: Approve an Expense Report Business Processes:  EX.080.100
Approve a Cash Advance EX.080.050

¢ Transactions from EMPLI:
e Expense Report: ER01 Athens 1 Day Training (line #7 on your reference grid)
e Transactions from EMPL2:
¢ Expense Report: ER0O5 Macon Software Training (line #11 on your reference
grid)
e Expense Report: ER06 Athens 2 Day Training (line #12 on your reference grid)

Activity 5.3-4A
Role: Reviewer

[Eo55\ &\

UserID: EMPL5

To review each expense transaction:

NAVIGATION ‘ Travel and Expenses Home > Worklist

1. Click the Expense Report to select it.
2. Click the Review button.
3. Click the OK button.

OR, you can review the transactions via the Summary Approvals page:

Travel and Expenses Home > Manager Self-Service > Approve

I TR Transactions > Approve Transactions

1. Click the transaction in either the Description column or Transaction ID column to

select it.
2. Review the transaction details by clicking on the Transaction Detail link.
3. Select all transactions by using the checkboxes.
4. Click the Review button.
5. Click the OK button.
6. Notice how those transaction no longer appear on the Summary Approvals page.
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““\5 Practice: Approval Actions as an
‘r. AP Auditor

< Same look as the other approval levels
< Will not receive travel authorizations
« May be a pooled position

“Creating A More Educated Georgia”

““\5 Practice: Approval Actions as an
“*. AP Auditor

* Approve an Expense Report
(EX.080.100)

« Approve a Cash Advance (EX.080.050)

* Approve an FSA Expense Report
(EX.080.100)

“Creating A More Educated Georgia”
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Approve an Expense Report EX.080.100
Topics: Approve a Cash Advance Business Processes:  EX.080.050
Approve an FSA Expense Report EX.080.100

Expenses - Approver/Reviewer Tasks in Expenses

Activity: Perform Approval Actions as an AP Auditor

Topics:

Approve an Expense Report
Approve a Cash Advance
Approve an FSA Expense Report

Business EX.080.100
Processes: EX.080.050

Activity

Activity
Overview

In this activity you will:

A. Approve an Expense Report
Approve a Cash Advance
Approve an FSA Expense Report

Login
Information -
Portal

You now need to log in as Diane Watkins, EMPL6, the AP Auditor Approval Level.
Log out as EMPL5.

Clear the cache and cookies for your browser:

PN =N w

e Tools > Internet Options > General Tab > (Temporary Internet Files) Delete Files
and Delete Cookies

NAVIGATION | HRMS Self-Service Link

4. Enter the following login information (if you are still signed in, proceed to the
navigation before step 3):

FIELD VALUE or STATUS

User ID EMPL6

Password password01

5. Click the Sign In button.

Scenario

Scenario: Open your Worklist to review the transactions awaiting your approval. As the AP
Auditor, you need to act on these transactions in order for them to be paid (there are no other
AP Auditors currently assigned to this department. Here are the transactions that you must
complete today:

e Transactions from TRAVELERO1:
e Cash Advance: CA01 Savannah Conference (line #2 on your reference grid)
e Transactions from TRAVELERO02:
e Expense Report: ER08 Orlando Recruiting Trip (line #15 on your reference grid)
e Expense Report: ER09 Brunswick Conference (line #16 on your reference grid)
e Transaction from TRAVELERO03:
i.  Expense Report: ER11 FSA Dependent Care (line #18)
e Expense Report: Columbia Conference (line #13 on your reference grid)
e Transactions from EMPLI:
e Expense Report: ER01 Athens 1 Day Training (line #7 on your reference grid)
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Approve an Expense Report EX.080.100
Topics: Approve a Cash Advance Business Processes:  EX.080.050
Approve an FSA Expense Report EX.080.100

e Transactions from EMPL2:

e Expense Report: ER0O5 Macon Software Training (line #11 on your reference
grid)
e Expense Report: ER06 Athens 2 Day Training (line #12 on your reference grid)

Activity 5.3-5

Role: AP
Auditor

UserID: EMPL6

To approve each expense transaction:

NAVIGATION Travel and Expenses Home > Worklist

1. Click the Expense Report to select it.
2. Click the Approve button.
3. Click the OK button.

OR, you can approve the transactions via the Summary Approvals page:

Travel and Expenses Home > Manager Self-Service > Approve

NG LTIORY Transactions > Approve Transactions

1. Click the transaction in either the Description column or Transaction ID column to
select it.

Review the transaction details by clicking on the Transaction Detail link.
Select all transactions by using the checkboxes.

Click the Approve button.

Click the OK button.

Notice how those transactions no longer appear on the Summary Approvals page.

S
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Review: Lesson 5

1. Which of the following is NOT an option to take on an expense transaction for an
approver/reviewer?

a. Hold

Recycle
Approve

Send Back
Budget Check

® oo o

2. Which method allows an approver/reviewer to process multiple expense transactions at
one time?

a. Workflow

b. Email Notification

c. Summary Approval Page
d. Transaction Approval Page

3. What must the Budget Status be for a Travel Authorization before it can be approved?
a. Valid
b. Checked
c. Approved
d. Not Checked

4. Which of the following approver options allow the employee who submitted the expense
transaction to revise and/or correct it, and then resubmit it for approval?

a. Hold
b. Deny
c. Send Back

d. Budget Check

5. When denying an Expense Report, you must deny the entire Expense Report.
a. True
b. False

6. Which of the following approver options allows the approver to have additional time to
gather more information for a decision?

a. Hold
b. Deny
c. Send Back

d. Budget Check
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7. When denying an expense transaction, you must provide an explanation in the Comments
section.

a. True
b. False

8. Which of the following transactions do NOT require budget checking?
a. Cash Advance

Expense Report

Travel Authorization

All require budget checking

None require budget checking

® oo o

9. Expenses Workflow can be divided into five areas. As an approver, which area (or areas)
do you have control over (circle all that apply)?

Reassign

Alternate Approver

Designated Approver

Approval Assignment
Workflow System Configuration

® o0 T

10. Which of the following transactions do NOT get routed to the AP Auditor?
a. Cash Advances

Expense Reports

Travel Authorizations

FSA Expense Reports

All transactions are routed to the AP Auditor

® o0 o
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Appendix A: Expenses Pre-Travel Process Flow

Travel Required -
Yes

Does you
institution use
Standing
uthorizatio

No

Authorization
through PeopleSoft
required by
institution?

Yes

!

Create and submit
Travel Authorization
(EX.020.010,
EX.020.011, or
EX.020.012)

Was Travel
Authorization
approved?

No

Authorization
Sent Back?

Yes

.

Modify Travel
Authorization and
resubmit
(EX.020.015)

PSFIN 8.9 Expenses Part 2

you need a Cal
Advance (if permitted
by institution)?

Yes
A 4

Create and Submit
Cash Advance
(EX.020.050)

Was Cash Advance
approved?

No

Was Cash
Advance Sent
Back?

Yes

v

Modify Cash
Advance and

resubmit
(EX.020.051)

Travel Authorization

Receive Cash
Advance

No—

Cash Advance
was Denied

No

Proceed with
travel.

A
./ End of Pre-Travel

was Denied
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Appendix B: Expenses Post-Travel Process Flow

No

Was Trave
Authorization
submitted and

Cancel Travel
Yes———»  Authorization
(EX.020.200)

Begin Post-Travel No Travel Process
Process Flow Flow End

approved .
Did trip occur? No
Return Cash
Advance
Yes
Was Trave Create Expense
Authorization Report
submitted and No—»  (EX.020.100,
pproved? EX.020.101, or
app EX.020.103)
Modify Expense
Yes Yes Report and
L resubmit
(EX.020.110)
Create Expense e S
Did you receive a REPE T ) Report applying Cash
Yes®» Advance and Travel
Cash Advance Authorization Advance
(EX.020.107) (EX.020.108) _
Submit any
i i Was Expense
receipts according Ronort Sort
e to institutional gack’7
+ A policy. 7

Create Expense
Report from Travel
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I Submit Expense

Authorization used? Report
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Appendix C: Travel Authorization Approval Process

Begin Travel Gather info and Employee
Authorization P U3 continue with corrects and
Approval Authorization on ——— | Travel Auth submits
P?gcess hold (EX.080.013) approval rocéss Travel
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for correction
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heen sent to you fo

4—No Nop|

EX.080.106) a decision? (EX.080.012)
Yes

Deny Travel Review and Approve Travel
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Administrator
End Travel Auth. s FIgy Auth. have a “Not No
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Budget check Administrator
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PSFIN 8.9 Expenses Part 2 Participant Guide — Version 1.1 07/21/2008
© 2008 Board of Regents of the University System of Georgia. All Rights Reserved. 145



T GEORGIAE/ES T

%= FINANCIAL, INFORMATION & REPORTING SYSTEMS FOR
rone ‘A Project of the University System of Georgia

Appendix D: Cash Advance Approval Process

End of Cash Advance
Approval

Begin Cash Advance
Approval process

Request administrator to
reassign transaction
(EX.080.105 or
EX.080.106)

ould this transaction
have been set to you
for approval?
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Yes
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A
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Put Cash Advance on . .
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Approve Cash Advance
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Yes
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Appendix E: Expense Report Approval Process

. Employee
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