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	APPROXIMATE TRAINING TIME:


	45 minutes

	ACCOMPANYING MATERIALS:


	Presentation_Additional Tips and Tricks for Creating Expense Transactions.ppt
Handout1_Setting User Defaults.doc
Handout2_Creating Personal Templates.doc

	TARGET AUDIENCE:
	Non-Traditional PeopleSoft Users who will be using the Travel and Expense module to enter Expense Reports


	TARGET LEVEL:
	L1 – Little to no PeopleSoft experience is required



	PREREQUISITES:
	Using Travel Authorizations in the PeopleSoft Travel and Expense Module (PSFIN8.9EX08-004) – Institution Specific
Using Cash Advances in the PeopleSoft Travel and Expense Module (PSFIN8.9EX08-005) – Institution Specific

Using Expense Reports in the PeopleSoft Travel and Expense Module (PSFIN8.9EX08-006)



	LEARNING OBJECTIVES:
	Slide #2

· Identify how to set User Defaults to minimize data entry
· Identify how to create and use Personal Templates for expense transactions

· Identify how to copy expense lines within an expense transaction

· Identify how to copy an existing expense transaction into a new one
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	Slide #3
User Defaults
You use modify your User Defaults to minimize the amount of data entry you have on expense transactions. Your User Defaults are a part of your Employee Profile in the Travel and Expense Module. You can modify these defaults at any time.
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These User Defaults will load into any new expense transaction. However, you can make changes on the expense transaction to override these defaults at any time. 

To get to your User Defaults, go through Employee Self Service > Profiles and Preferences > Review/Edit Profile > User Defaults tab.


	

	Slide #5 (animated slide)
· The first part of the User Defaults indicates how you want to generally want to create your Expense Transactions. We are only concerned with the Online section.

· To change how you want to create Expense Reports, click on the Expense Report Drop Down box.
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You can choose to create an Expense Report through:

· Copying from a Template

· Copying from a Travel Authorization

· Copying an Existing Report

· Opening a Blank Report
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Copying from a Template – enables the system to display a list of available public and private templates where you can specify a date range and expense types to add.

· Click the Select button to load the template you want

· This is the page that will display when you select Copying from a Template for Expense Reports. If you don’t want to copy from a template, simply click the Return to Expense Report Entry link.
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· Copying from a Travel Authorization – enables the system to display a list of approved Travel Authorizations which are waiting to be applied to an Exp Rpt
· This is the page that will display when you select Copying from a Travel Authorization. If you don’t want to copy from a travel authorization or if you don’t have a travel authorization to copy from, click the Return to Expense Report Entry link.
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Copying an Existing Report – enables the system to display a list of Expense Reports you can copy from. This is the page that will display when you select Copying an Existing Report.
· You can click the transaction ID link to view the details of the transaction before copying it. 

· Click the Select button to choose the transaction to copy.

· If you don’t want to copy an existing Expense Report or if you don’t have an Expense Report to copy from, click the Return to Expense Report Entry link.
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Open a Blank Report – enables the system to display a blank expense report page.
· If you want to create a different method, you can always come back to the Expense Report Entry page and select the creation method from the Quick Start menu.
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After choosing how you want to create the transaction, click the Go button. The system will then take you to the appropriate page.
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Let’s go back to the User Defaults now. 

You can also choose how you want to create your Travel Authorizations:

· Copy from a Template – enables the system to display a list of available public and private templates where you can specify a date range and expense types to add.

· Copy an Existing Authorization – enables the system to display a list of Travel Authorizations you can copy from.

· Open a Blank Report – enables the system to display a blank travel authorization page.

These selections are very similar to the Expense Report creation methods, so we will not be reviewing their pages. We are not using the Time Report function in this module.
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In the next section, we’ll review Expense Defaults. These are defaults for your overall expense transactions.
· Entry Method: Either leave blank or set to Occasional User

· Report Description: If you generally travel and want to use the same description on every transaction, you can do so by specifying one here.

· Business Purpose: If you generally travel for the same business purpose (i.e., Campus Visit), then you can set the purpose here so that it automatically loads into your transactions.

· Originating Location: This should be the location where you leave from when you begin any of your travels. Use the look up function here. You cannot put the City and State in this field; the system is looking for the location code.
· Payment Type: If you generally pay with the same method each time, you can default it here so that you do not have to specify it in every expense line that you add to a transaction.
· Transportation ID: We are not using this field.

· Per Diem Range: We are not using this field

· Billing Type: This should default to Internal

· Expense Location: When you travel, if you travel to the same location every time, you can specify that here. Again, use the Look up button to find the location. You cannot put the City and State in this field; the system is looking for the location code.

	


	· Number of Nights: When you travel, if it is always for the same number of nights, you can input that here and it will default into your lodging expense type lines.
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Now, we can look at Expense Type Defaults. If you add any Expense Type Defaults here, they will override anything you have set in the Expense Defaults we just reviewed.
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When you add an Expense Type Default:

· Select the Expense Type first. Here we’ve select Auto Mileage Tier 1

· Then, select the payment type that you always want to use for that Expense Type. For mileage, we would select N/A. This selection here will override any payment type you have defaulted in the section above.

· Set your Billing Type to Internal.

· Let’s add a row and enter an Expense Type Default for lodging. 
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· We’ve added the expense type of Lodging, entered the payment type of American Express, and set the Billing Type to Internal.
· Click the Merchant tab.
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· If the Expense Type you have added is one that requires a merchant (i.e., lodging), you can specify that on this tab in either the Preferred or Non-Preferred Merchant tab.
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Here, we’ve added a total of four expense type defaults.
· To add additional expense type defaults, click on the Add a row button.

· To remove any expense type defaults, click the Remove a row button.
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We are not using the Project Defaults for Expenses section or the Time Defaults section. 

Remember to Save the page when you are done modifying your User Defaults. Now, when you go to create a new expense transaction, it will employ the User defaults you just specified.
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Personal Templates

You can create personal templates that reflect the typical items that you generally incur expenses for. You can create templates for Travel Authorizations and for Expense Reports. 

In addition, if you create a personal template, only you will be able to see it. 

To create a personal template, go through Employee Self Service > Other Expense Functions > Create/Update User Template.
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On the Find an Existing Value tab, you can search for any personal templates that you may have already created in order to modify. 

Click on the Add a New Value tab to add a new Personal Template.
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· In the Document Template field, give the template a short name that you will be able to easily identify. The number of characters is limited to 10.

· Select what type of template you are creating: travel authorization or expense report.
· Click the Add button.
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Now you are on the Add a Template page. You should see your User ID and the Template name you just added, along with the template type.

· In the Description field, you can add a more descriptive entry for your template.

· In the Short Description field, you can leave it blank or enter something similar to your template name. This field is also only 10 characters.
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Now you can start adding the Expense Types that you want to include on your template. When creating your template, keep in mind that you can only apply one template to a transaction. You cannot apply multiple templates.

· Use the drop-down box to select your Expense Type that you want on your template.

· To add additional ones, click the Add a Row button and add any additional expense types.
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Here we’ve added a total of six expense types to this template. To remove one, click the Remove a Row button.

When you are finished, click the Save button.
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Now, when you are ready to create an expense transaction, you can apply the template to your transaction. Remember you must have created the template for the correct template type to apply. You cannot apply a Travel Authorization template to an expense report.
Let’s look at how to create an Expense Report from a template. Go through Employee Self Service > Expense Report > Create.

Remember, how you have your User Defaults set up will indicate what page your expense report opens up to. This selection can always be changed though.
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On the Select a Template page, click the Select button of the Expense Report template you want to use. Any personal templates that you have created will appear as a User Template. We’re selecting the template we just created.
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Now you will be asked the date range of your transaction. You will also see all of the Expense types from that template. 
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For this example, we have chosen to include the dates of 11/3/08 through 11/5/08. 

When selecting which expense types you want to apply to your expense report, you must indicate whether you want to apply them to just one day or to all days. This is referring to the date range you have listed above. If you apply an expense type to just one day, it will be automatically be applied to the first date in your date range (though you can change it on the expense report). If you apply an expense type to all days, that expense type will appear for every day in that date range. 

For this example, we have chosen to omit the Parking expense type from our Expense Report, and only include lodging for one day, since we specify the number of nights on the lodging detail. Everything else has been added for all days.

When you’re done, click the OK button.
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You will still have to enter all details into your expense transaction, but you already have a head start on your detail lines because the template loaded them in for you. First enter the General Information.
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Now that your general information is in, if you want to sort your expense types, you can do so. Just click the column heading to sort. Here, we are going to sort by Expense Date.
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Now, our expense types are sorted by date. Our next step is to go into each expense type detail page to enter the required information. Let’s look at the Lodging line first.
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· If you remember, we only added the lodging expense for one day. The system determined from our template selections that we were staying for two nights, based on our date range. 

· Also, we made some changes to our User Defaults. Therefore, the Payment Type and Merchant are already filled out.
· We still need to input the location and amount spent though.
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One downside of using a template is that it will not copy your Default Location from your General Information into your Expense types. The reason for this is that you added your expense types through the template before specifying your default location in the general information.

· We’ve added the location and the amount spent.

· Now you can check the expense for errors and return to the expense report.
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Let’s look at the detail page for the dinner on the first day of our expense report. 

Our Payment Type defaulted in because of our User Defaults. However nothing else is complete. When using a template, you must remember to go in and enter all information for each expense line.
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Auto Mileage has the same issues.

Our payment type, billing type, and originating location defaulted in correctly from our User Defaults. However, everything else is null. 


	

	Slide #37
When applying a template, you have to either choose to add an expense type to one day or to all days. Therefore, you may have some lines that you do not need on your Expense report. You can easily delete these lines.

· Click in the Select box of the line you want to delete.

· Click the Delete Selected button.
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You will receive a confirmation screen. After clicking OK, you’ll come back to the expense report entry page. When done updating all the detail pages, make sure you check for errors and then submit the report.
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Another way to make data entry easier is to copy lines within an expense transaction.  Let’s say we are creating an expense report for a week-long trip and need to log meal expenses for the entire week. 
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Here we have an expense report with the meal expenses for the first day. We have already entered our General Information and added our three meal types and their detail. Let’s look at the detail page of the lunch expense type.
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Notice that we have already filled in our start and end times for the expense.
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Now, instead of adding additional individual expense lines for the same items but for different days, we can simply copy the ones we already have. For this example, we want to copy our lunch and dinner expense types for the dates of 11/13/08 and 11/14/08.

· Select the lunch and dinner expense types by clicking in the Select box.
· Click the Copy Selected button.
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If you have not checked those expense types for errors yet, you will receive a warning message indicating that you are about to copy lines that have not been checked yet. You can click OK to proceed.
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· When copying expense lines, the system will display what expenses you have chosen to copy and from which dates.

· You can copy an expense type to one date or to a range of dates. We are going to copy to a range of date (11/13 – 11/14).
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· Also, you will indicate the time you completed your trip. By doing that, the system will load all of the correct times for you into the detail pages. 

· If your range dates includes weekends and/or holidays, make sure you mark that selection so that those days are included if that’s what you want.

· Click OK when finished.
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· Notice that there are two additional lines for lunch and two additional lines for dinner.

· Now that those lines have been copied, let’s look at the detail page for one of the meal types in the middle of the trip.
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This lunch expense was for 11/13/08, which is not the last day of travel. The system has filled in the times correctly for you (12:00 – 11:59). All other appropriate details have been copied as well.

Now let’s look at a detail page for one of the meal expense types on the last day of the trip.
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This is the detail page for the dinner expense for the last day of travel. The system correctly loaded in the end time of 7:00 p.m. that we indicated on the Copy Expense page. 
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Now, we can copy the breakfast expense type. We didn’t copy it with the lunch and dinner previously because the original expense was on a different day that we included in the original copy range. 

Select the Breakfast expense type and click the Copy Selected button.
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We only need to copy the Breakfast expense type to one day. Input that date in the Copy to One Date field and include the time you finished traveling. 
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Here you can see the Breakfast for 11/14/08 added.
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Notice how it correctly loaded in the end time here as well in the detail page.
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A final way to make entering expense transactions easier is to copy an existing one. This works for both Travel Authorizations and Expense Reports. By copying an existing transaction, you can reduce entry time by changing just some of the details, rather than starting from scratch.
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To copy an existing transaction (we’ll use an Expense Report for this example), you go to the Copy from an Existing Expense Report selection in the Quick Start menu of the Expense Report.

· In the date fields, you can increase or narrow your search. 

· All expense reports that you have created and that have not been deleted from the system will appear for that range. The status of the transaction does not matter.
· To see the details of a transaction before copying it, you can click on the transaction ID link.
· To select the transaction to copy, simply click the Select button.
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This is what a copied expense report looks like. Notice that your Report ID is “Next” so you know it is a new report.

Everything else carries over. All of the information in the General Information section carries over, as well as your Accounting Defaults.

For the details, each expense type is carried over for that particular date on the original report. Now, you need to go in and make the necessary adjustments.
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For mileage expense types, the odometer readings do not carry over, so you will be forced to enter new ones. You will notice that the original total miles did carry over though. This will be overwritten once you input your odometer readings.
Everything else should carry over, including dates, times, and locations. Make sure you verify all the details are correct before submitting the transaction.
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On this meal expense type, everything did copy over including the times. Make sure you input the correct information if anything has changed, including the date.
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After making all of your changes, you would submit the new expense report and the system will then assign it a new transaction ID.
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Any questions?


	


Conclusion
	SUMMARY:
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· Identified how to set User Defaults to minimize data entry

· Identified how to create and use Personal Templates for expense transactions

· Identified how to copy expense lines within an expense transaction

· Identified how to copy an existing expense transaction into a new one



	CLOSURE:
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