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Applying a Travel Authorization and a Cash Advance to an Expense Report in the PeopleSoft Travel and Expense Module
PSFIN8.9EX08-009
Introduction

	APPROXIMATE TRAINING TIME:


	20 minutes

	ACCOMPANYING MATERIALS:


	Presentation_Applying a Travel Authorization and a Cash Advance to an Expense Report.ppt
Handout_Applying a Travel Authorization and a Cash Advance to an Expense Report.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)
Using Cash Advances in the PeopleSoft Travel and Expense Module (PSFIN8.9EX08-005)

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




	LEARNING OBJECTIVES:
	Slide #2

· Identify the requirements for applying a Travel Authorization to an Expense Report
· Identify the requirements for applying a Cash Advance to an Expense Report

· Identify how and when to select the Travel Authorization to apply

· Identify how and when to select the Cash Advance to apply

Slide #3
· Identify how to make other edits to the Expense Report once the Travel Authorization has been applied

· Identify how to apply a Cash Advance when it is more than your actual incurred expenses.

· Identify how to apply a Cash Advance when it is less than or equal to your actual incurred expenses.




Body

	Instruction
	Instructor Notes

	Slide #4
If you created a Travel Authorization for a trip, it is very important that you use the approved Travel Authorization to create your Expense Report when you complete your travel. 

If you created a Cash Advance in PeopleSoft for the same trip, it is important to apply the Cash Advance to an Expense Report after your trip is finished.


	

	Slide #5
When you tie your Travel Authorization to an Expense Report, you accomplishing the following:

· You let the know your institution know that they no longer need to reserve the funding for this trip since it has completed

· You and your approvers can easily compare what you estimated you would spend with what you actually spent

· You ‘close’ the Travel Authorization to signify that the trip has occurred


	

	Slide #6
By applying a Cash Advance to an Expense Report, you…

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

· Indicate that either you need to repay any excess funds you didn’t use, or that you should be reimbursed for additional expenses you incurred

· Close the cash advance to signify that the trip has occurred and the Cash Advance can now be reconciled
	


	Slide #7
In order for you to apply a Travel Authorization to an Expense Report, it must be fully approved and not yet applied to another Expense Report. In addition, if you have either canceled or deleted your Travel Authorization, you will not be able to apply it to an Expense Report.
In order for you to apply a Cash Advance to an Expense Report, it must have already been approved and paid.


	

	Slide #8
When creating an Expense Report that is tied in to a Travel Authorization, you must indicate this before you enter any information into your Expense Report. You must choose the Travel Authorization from the Quick Start menu on the Expense Report. You cannot create an Expense Report and then apply the Travel Authorization to it at a later point.

You can apply a Cash Advance to an Expense Report at any time when creating the Expense Report before you submit it. However, it is best practice to apply it after you have added all of your expense lines to the Expense Report. This is especially important when your Cash Advance is more than your total actual expenses.


	

	Slide #9
In addition, there are three scenarios when applying a Cash Advance to an Expense Report:

· Your incurred expenses are equal to the amount you received in the Cash Advance


	


	· Your incurred expenses are more than what you received in the Cash Advance

· Your incurred expenses are less than what you received in the Cash Advance

· We’ll look at how to handle these scenarios later in the lesson.


	

	Slide #10
Let’s create an Expense Report from an approved Travel Authorization (TA# 0000300002) and apply a Cash Advance to it (CA#0000300001). 
Our Travel Authorization included all necessary lines except one, which is a parking charge for 7/21/08.

Employee Self Service > Expense Report > Create


	

	Slide #11
Make sure you are on the Expense Report Entry page.

To select the Travel Authorization, first start by clicking in the Quick Start drop-down box.


	

	Slide #12
In the Quick Start drop-down box, select A Travel Authorization.


	

	Slide #13
Then click the Go button. This will take you to a page where all eligible Travel Authorizations are listed.


	


	Slide #14
If need be, you can adjust the date parameters and then click the Search button.

Look for the Travel Authorization you want to apply. If you are unsure of which one, you can click on the Travel Authorization Description to review the details before actually selecting one. Let’s click on the description for Travel Authorization 0000300002.

	

	Slide #15
Here you can see the details of the Travel Authorization and the total authorized amount.

To go back to the selection page, click on the Return to Copy From an Existing Travel Authorization link.


	

	Slide #16
To select the Travel Authorization, click the appropriate Select button.


	

	Slide #17 (animated slide)
You will notice that your Expense Report has all of the information from the Travel Authorization applied to it.

· In the General Information section, you will notice that the Description, Business Purpose, Default Location, and Comment are the same as the Travel Authorization. If needed, you can change these items. 

· You will also the Travel Authorization ID number listed in the General Information field. If you need to review your original Travel Authorization, you can click on the Authorization ID link.


	


	Slide #18
Here you can see the actual approved Travel Authorization that you have tied in to your Expense Report. Close the window when you are finished.


	

	Slide #19
Let’s verify the Accounting Defaults for this Expense Report. Click on the Accounting Defaults link.

	

	Slide #20 (animated slide)
· When you verify your Accounting Defaults, you will see that the ones you had specified in your Travel Authorization have also carried over to your Expense Report. You can make changes if necessary though. 

· Click the OK button to return.


	

	Slide #21 (animated slide)
· The Details section includes all of the estimates of the expenses that you planned on occurring. You will need to update the information for each row on the Expense Report as applicable, such as start and end times for meals, odometer readings for mileage, and actual costs for lodging, for example.

· You now need to go into each detail line and accurately record your expenses. Let’s first click on the Detail link for the first Expense Type of Auto Mileage on 7/21/08.

	

	Slide #22

Note how the Travel Authorization estimate of 75 miles has been carried over the Expense Report detail. 

Now you need to include your actual odometer readings.


	


	Slide #23 (animated slide)
· Once we have added in our odometer readings and subtracted our commute and personal miles, the result is a total of 70 miles, reimbursed for $35.35.

· Remember to still check for errors 
· And then click the Return to Expense Report link.

	

	Slide #24

Let’s take a look at expense line #2, which is the return mileage.


	

	Slide #25

We have already updated the odometer readings, just as we had with the first mileage line. After checking for errors, click the Return to Expense Report link.


	

	Slide #26

Now, let’s look at the Lunch expense type on 7/21/08. Click the Detail link.
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Notice that the meal expense types bring in the start time of 12:00AM and the end time of 11:59PM. You need to adjust these times to your actual travel time.


	

	Slide #28
Here’s the updated detail page with the correct travel times.

Remember to check for errors and then click the Return to Expense Report link.


	

	Slide #29

You will do the exact same steps of updating the travel times for the Dinner, Breakfast, and remaining Lunch expense lines.
Let’s look at the lodging expense type now. Click the detail link at the end of the row.
	


	Slide #30

Note that on the lodging detail, the system transfer the information from the Travel Authorization to the Expense Report again. The number of nights has carried over, and the total amount you estimated (based on the Nightly rate and the number of nights) defaults into the Amount Spent field. Here, update the Amount Spent to the actual amount spent.


	

	Slide #31

· Here, we’ve updated the total to the actual amount for our lodging expenses. 

· Once you are finished making the necessary changes, check the expense for errors and then click the Return to Expense Report link.


	

	Slide #32

If you need to add additional items to your Expense Report that were not on your Travel Authorization, you can do so. 

If there is not an extra row waiting, click on the Add a Row icon at the end of the last completed row and indicate the number of additional rows you need. We do need to add one additional row for Parking.


	

	Slide #33

We are going to leave the number of rows to add at “1” and click the OK button.


	

	Slide #34
Now we have a new blank row to add our Parking expense.


	

	Slide #35
Select Parking from the drop down list and then click the Detail link at the end of the row.
	


	Slide #36
Notice that the amount spent is at $0 since we just added it, and it was not a part of the Travel Authorization we applied. Go ahead and enter the Amount spent.


	

	Slide #37

Here we’ve entered a description and the amount for parking. Remember to check the expense for errors and then click the Return to Expense report link.


	

	Slide #38 (animated slide)

In the Totals section, notice that Employee Expenses are $228.04 and that no Cash Advances have been applied yet. 

Now it’s time to apply Cash Advance #0000300001. Click the Apply Cash Advance(s) link.


	

	Slide #39 (animated slide)
· Notice how no Cash Advances appear. 

· Also take note of the totals from the Expense report. The Total Advance Applied is $0

· The Total Employee Expenses is $228.04

· The Total Due Employee is $228.04

· Now, let’s lookup the Cash Advance to apply by clicking on the magnifying glass icon for Advance ID.


	

	Slide #40

Select Cash Advance #0000300001, with an amount of $119.00 by clicking on the Advance ID link.


	


	Slide #41 (animated slide)
· Notice how the $119 is automatically applied in the Total Applied field. Note the revised totals as well.

· The Total Advance Applied is now $119.

· The Total Employee Expenses is still $228.04.

· The Total Due Employee is now $109.04.

· Click the OK button.


	

	Slide #42 (animated slide)
If the Cash Advance was equal to the Total Employee Expenses, you would also apply the total, but there should be $0 due back to the employee, as in this example here.


	

	Slide #43 (animated slide)
· If the Cash Advance amount you received was greater than the Total Employee Expenses, you would decrease the Total Applied to the Total Employee Expenses. In this system, you cannot apply a cash advance amount that is greater than the expenses you incurred for the trip. This is why it is best to apply your Cash Advance after you have added all of your expenses to your Expense Report.
· In this example, the Advance amount is $175, while the Total Employee Expenses are $143.34. Therefore, we need to change the Total Applied to $143.34. 

· After changing the Total Applied, you would click the Update Totals button.


	


	Slide #44

· In this example, the balance from the Cash Advance is $31.66, and this is what you would need to reimburse your institution.

· Notice that the Total Due Employee is $0.


	

	Slide #45 (animated slide)
Let’s go back to original example now.

· In the Totals section, look to see the difference. The Employee Expenses are $228.04. 

· The Cash Advances Applied total is $119. 

· Since the Cash Advance only covered a portion of your total Expense Report, you are still due $109.04. 

· Remember to Check for Errors on the entire Expense Report.

· When you are ready to submit the Expense Report, click the Submit button. 


	

	Slide #46
· Click the OK button to confirm your submission and return to the Expense Report page.


	


	Slide #47 (animated slide)
· Go ahead and print and sign a copy of your Expense Report. Attach your receipts to the printed Expense Report and submit according to your institution’s policies. 

· As your Expense Report goes through the various approvers, each will see that your Expense Report has a Travel Authorization applied to it. They will also be able to view the Travel Authorization directly from the Expense Report if needed. And, they will be able to see how much of a Cash Advance was applied to your Expense Report.

	

	Slide #48
Any Questions?


	


Conclusion
	SUMMARY:
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· Identified the requirements for applying a Travel Authorization to an Expense Report

· Identified the requirements for applying a Cash Advance to an Expense Report

· Identified how and when to select the Travel Authorization to apply

· Identified how and when to select the Cash Advance to apply

Slide #50
· Identified how to make other edits to the Expense Report once the Travel Authorization has been applied

· Identified how to apply a Cash Advance when it is more than your actual incurred expenses.

· Identified how to apply a Cash Advance when it is less than or equal to your actual incurred expenses.



	CLOSURE:
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Lessons also available on the following:

· Travel Authorizations
· Cash Advances

· Expense Reports

· Being an Approver

· Applying a Cash Advance to an Expense Report

· Applying a Travel Authorization and a Cash Advance to an Expense Report

· Additional Tips for Entering Expense Transactions
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