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Introduction to the PeopleSoft Travel and Expense Module
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Introduction

	APPROXIMATE TRAINING TIME:


	45 minutes

	ACCOMPANYING MATERIALS:


	Presentation_Introduction to the PeopleSoft Travel and Expense Module.ppt
Handout_Introduction to the PeopleSoft Travel and Expense Module.doc



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



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



	PREREQUISITES:
	Introduction to PeopleSoft for Non-Traditional Users (PSFIN8.9EX08-001)


	LEARNING OBJECTIVES:
	Slide #2

· Identify the purpose of the Travel and Expense Module
· Describe the benefits of using the Travel and Expense Module for the individual employees and the institution

· Define the various individual components that make up the Travel and Expense Module

Slide #3
· Identify how Approver Levels and Workflow functions in the module
· Identify individual employees’ responsibilities in the Travel and Expense Module


Body

	Instruction
	Instructor Notes

	Identify the purpose of the PeopleSoft Travel and Expense Module.
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The Travel and Expense Module in PeopleSoft is the primary means for reimbursing employees for travel and other expenses. 
The Travel and Expense Module replaces the old method of completing paper forms and routing them for physical signatures for approval. This module now allows you to see where your expense transaction is at all times.
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Within the Travel and Expense Module, individuals can create and submit their own expense reports. They can also enter Travel Authorizations and Cash Advances (dependent on each institution’s policies). This module also enables managers to approve expense transactions online, saving time and effort.

This module allows individuals to directly enter their expense transactions into the PeopleSoft Financials system. 
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Once the individual submits their transaction, it is automatically routed to the correct approver by using Workflow (discussed later in this lesson).

For some institutions, the Travel and Expense Module is also the method in which employees participating in Flexible Spending Accounts request reimbursement through the use of Expense Reports.
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Benefits of Using the Travel and Expenses module for the Individual Employees:

· Employees can track the status of their expense transactions and reimbursements online

· Approvals are maintained online and can be reviewed throughout the process

· Automation of Meal allowance by location – allows for correct meal allowance rates to default into the expense transaction
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· Email notifications of approval – employee is notified when expense transactions has been completely approved and again when it has been paid, if applicable

· Employee can update their address and banking info at any time online through the HRMS Self Service Site, which then updates EX

· No duplication of data entry – Employees aren’t filling out travel forms and providing them to the accounting department to key into the system
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Benefits to the Institution:

· Tied into commitment control – the module allows for real time budget checking to determine if there are enough funds in the budget to pay for an expense

· Increases compliance to travel regulations – per diem amounts load in for meals based on location, system prevents an employee from trying to submit duplicate expenses  (i.e., cannot submit breakfast twice in one day).

· Accuracy of accounts – errors are minimized by using established Expense types. Account numbers no longer have to be keyed in; they are tied to the Expense Type on the transaction.
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· No duplication of data entry – minimizes data entry errors

· System administrators can see where an expense transaction is currently sitting throughout the approval process
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Types of Transactions in the Travel and Expense Module

There are three different types of expense transactions that you may be able to enter in the Travel and Expense Module. Your institution may or may not use all of these transactions.
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Expense Report: An Expense Report is used to record and seek reimbursement for expenses incurred.

The majority of expenses you may incur as an employee will be for official travel. You may also have other work-related expenses such as office supplies, professional memberships or event registrations. You can use the Expense Report to ask for reimbursement of your out-of-pocket costs.
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Travel Authorizations: 

The use of Travel Authorizations is dependent on your institution.

A Travel Authorization is written permission to travel for the performance of official duties that is obtained prior to travel. 
On a Travel Authorization in PeopleSoft, you can indicate your estimated expenses for a specific trip.

In the Travel and Expense module, Travel Authorizations are specific to a planned trip with defined start and end dates, as well as locations. 
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Cash Advances:

The use of cash advances is dependent on your institution.

An institution may grant a cash advance to employees to minimize the impact of business travel on employee personal finances. 

Institutions can provide cash advances to pay for items such as meals, ground transportation, and accommodations.
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Individual Components in Travel and Expenses Module

There are certain components that you need to become familiar with in order to be fully effective with this module. 

· Expense Type

· Location

· Business Purpose

· Accounting Defaults

· Expense Date
· Meal Per Diem Amounts

· Merchant
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Expense Type

The Travel and Expense Module uses “Expense Types” to help individuals properly record their reimbursement requests.

An Expense Type is the type of item you are requesting reimbursement. Here are few examples: 

Auto mileage, Breakfast, Dinner, Gasoline, Lodging, etc.
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Expense Types are loaded into the T&E Module for individuals to use. Each Expense Type is associated with the correct account number as well. Therefore, individuals entering their own expense transactions do not have to worry that they need to charge their meals to Account #640100 and their mileage to Account #640500. They simply have to select the correct Expense Type.
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Location

Many places within the Travel and Expense module ask for a location. Generally, the module is looking for you to indicate where you incurred your expense. 
Locations are important because you can indicate exactly where each expense you incurred took place. 

You can select a default location to indicate that all of your expenses occurred in the same location. You can also change the location on individual expense types. 

For example, if you select a default location of Chicago, IL, all of your expense types will default with that location when you add them to your expense report. However, if you need to change the location on one of your expense types, you can do so directly on that expense line.
Locations in the system are always entered as a city and state, i.e., Savannah, GA. When looking up a location, you can filter the search by using the state abbreviation.
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Business Purpose

The Business Purpose is a general explanation as to why you are asking to be reimbursed. For example, if you are submitting an expense report after attending a conference, you would choose “Attend Conference” for the business purpose.

When entering an expense transaction, you should select the most appropriate business purpose listed.

Some of the selections are Attend Conference, Attend Meeting, Attend Training, Recruitment, Campus Visit, and Foreign Travel.
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Accounting Defaults

Back in the Introduction to PeopleSoft for Non-Traditional Users course, you learned about PeopleSoft Chartfields and Chartfield Strings. Remember that a Chartfield string is any sequence of Chartfields that together determine the funding source for a transaction, similar to a bank check.

The Accounting Defaults refer to the specific Chartfield String your expense transaction should be charged to.
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Each transaction has Accounting Defaults (except Cash Advances which uses the default information in the User Defaults of the individual employee). Most of this information comes from the PeopleSoft HRMS system and from your PeopleSoft Financials System administrators. 
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The Chartstring in your Accounting Defaults includes the business/GL unit, fund, department, program, class, and project.

You should verify that your Accounting Defaults are correct whenever you enter an expense transaction. 
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Expense Date

The Expense Date is the date that you actually incurred the expense. It is not the date that you create your expense report.

You must specify the Expense Date on each Expense line.
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Meal Per Diem Amounts

As permitted by the state travel regulations, the amount you are to be reimbursed for meals is dependent on where you are having that meal. 
In Georgia, we have standard cost locations and high-cost locations. 
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High cost locations provide you a reimbursement of $7 for breakfast, $9 for lunch, and $20 for dinner. Standard cost locations provide a reimbursement of $6 for breakfast, $7 for lunch, and $15 for dinner.
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In Georgia, the high-cost areas are Chatham, Cobb, DeKalb, Fulton, Glynn, and Gwinnett Counties. All other areas considered standard cost locations.

If you are traveling out of state, the federal per diem rates apply. 
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All of the specific rates have already been loaded into the Travel and Expense module for you. Your requirement is to specify the location with the expense type. Then, you can load the meal per diem amount and the module will load in the correct amount.
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Merchant

Some Expense Types will require you to provide a merchant. Primarily, whenever you have an Expense Type of Lodging, you are required to specify the merchant, or the name of the hotel.
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Approvers & Workflow

Within the Travel and Expenses module, individual employees create expense transactions and submit them for approval. Once they submit these items for approval, the system then sends the transactions to the appropriate approver. The transaction goes through a series of electronic approvals. The component within the Travel and Expenses module that is responsible for this is called Workflow.
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Workflow moves the transaction from the individual and through the approvers, until final approval is achieved. Approvers know that an expense transaction is awaiting their action through email notification and through their Worklist. 

Your institution has determined how many approvers should act on an expense transaction. 

The following levels of approval have been set up in the Travel and Expense Module. Check with your institution to see which levels it uses. 

· Department Manager 1

· Department Manager 2

· Project/Grant Approver

· Reviewer

· AP Auditor

If your institution does not use one of the levels listed here, the system simply skips that level of approval and moves to the next.
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Each transaction must go to the first level approver, which is known as the Department Manager 1 level. Once that person has approved the transaction, the system moves it to the next approver, often the Department Manager 2 level.
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The Project/Grant Approver only comes into play if the expense transaction is charged to a Project or Grant. This is done through changing the Accounting Defaults. If the transaction is charged to a project or grant, the system automatically inserts that approver into the approval workflow. If it is not charged to a project or grant, the approval workflow skips this level of approval.
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The Reviewer approval level is also based on the department charged on the expense transaction. 

Finally, the AP Auditor approval level is required for any expense transaction that provides a payment to the employee (i.e., Expense Report and Cash Advance).
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When the AP Auditor approves the expense transaction, it means that he/she is approving it for payment. 


	

	Slide #35
Workflow moves the transaction from the individual and through the approvers, until final approval is achieved. Approvers know that an expense transaction is awaiting their action through email notification and through their Worklist. 
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The Worklist is a component that Approvers have as part of their Travel and Expense Self Service. As an Approver completes approval actions on the expense transaction, Workflow moves it to the next approver in the chain and removes it from the original approver’s Worklist.
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Workflow also notifies your system administrators if an expense transaction has been sitting in an approver’s Worklist for over eight days. This way, the administrator can find out why the approver is taking so long to act on a transaction.


	

	Slide #38
When you create an expense transaction, you specify which department is to be charged for your expense through the Accounting Defaults.

Within the Travel and Expense module, all departments have approvers assigned to them. Your system administrator has already set these up.
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When you charge your expense transaction to a particular department, the system looks to see who the approvers are for that department and automatically routes your transaction to them.
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Therefore, when you charge your expense transaction to the History department, the system looks to see who the approvers are for that department and automatically routes your transaction to them.
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By using Workflow, approvers can approve a transaction, deny one, and send it back to the employee for modifications. Workflow also sends notification via email when a transaction is ready for approval (at each approver level), as well as when final approval has been given or when a transaction is denied or sent back.


	

	Slide #42
Workflow in the Travel and Expense module allows approvers to assign an alternate approver if they will be out of the office for an extended amount of time. 

Transactions can also be reassigned to a different approver if needed.
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Individual Responsibilities in Travel and Expenses

If you anticipate requesting reimbursement for any expenses, you have certain responsibilities concerning the Travel and Expense Module.

· Register for HRMS Self Service.

· Set yourself up in the Travel and Expense Module (class)

· Learn what specific procedures your institution uses in the Travel and Expense Module
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· Learn how to enter expense transactions into the Travel and Expense module (class)
· Know the travel policies of your institution, which include statewide travel policies.

· If you are an approver, learn what your responsibilities are, as well as learn how to use your Worklist (class)
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Any questions?
	


Conclusion
	SUMMARY:
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· Defined the purpose of the Travel and Expense Module

· Described the benefits of using the Travel and Expense Module for the individual employees and the institution

· Defined the various individual components that make up the Travel and Expense Module

· Identified how Approver Levels and Workflow functions in the module

· Identified individual employees’ responsibilities in the Travel and Expense Module



	CLOSURE:


	To be determined by instructor


	Lesson Plan Version 1
	01/20/2009

	PSFIN8.9EX08-002
	16



