PeOp]eSth Expenses TRAVELER

9.2 SECURITY ROLES & USER PREFERENCES

SECURITY ROLES

Navigation:
PeopleTools > Security > User Profile > Distributed User
Profile > Add a New Value > User Roles Tab

General D Roles Workflow Audit Links User ID Queries

UserID EX_TRAVELER

Description Expenses Traveler

Dynamic Role Rule

User Roles Personalize | Find | View All | |@ First'&) 1-4 of 4 &/ Last

Execute on Server | @ Role Name Description Dynamic View Definition
TestRule(s) Refresh BOR PeopleSoft User |@, Er:eE:aSE PeopleSol Route Centrol Wiew Definition [+ [=]
Execute Rule(s) BOR_EX_CASH_ADYV |@, Exp Cash Advance Route Control View Definition [# =]
Report =
Process Monitor BOR_FMN_ADWMIN_REP |G, Mar-AdminiArchive Route Control View Definition [+ [=]
Senvice Honitor ReportSuperUser @, Report Super User Route Control View Definition [+] [=]

Save

General | ID | Roles | Workflow | Audit | Links | User ID Queries

[Es Add || 5| Update/Display

Expense Traveler users enter, modify, view, submit and
print expense transactions for themselves and their

delegates. They also review expense transactions after
submittal and payment.

ROLES:

BOR PeopleSoft User
BOR_EX_CASH_ADV (optional)
BOR_FN_ADMIN_REPORTING
ReportSuperUser

USER AUTHORIZATIONS

Self Service Navigation: (For employee to delegate their
own authority)

Employee Self Service > Employee T&E Center > Profiles &
Preferences > Delegate Entry Authority

Authorize Users
Nicole Scott

Entering new UserlDs on this page will give those us

ers the ability to enter
expense transactions on behalf of the employee

Authorize Users
*Authorized User ID

name

EX_TRAVELER @,  Scott,Nicole 1 [+ [=]

JSMITH| @, [+] =]
Save

Core Navigation:
Travel and Expenses > Manage Expenses Security >

Authorize Expense Users (For expense admin to delegate
authority for an employee)

Authorize Users
Micole Scott

Entering new UserlDs on this page will give those
s o

users the ability to enter
expel s on behalf of the employee

EX_TRAVELER

@, ScottNicole M

= =

ASMITH| @, LU=

Save

|51 Rsturn to Search | [ Notify
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9.2 SECURITY ROLES & USER PREFERENCES

ORGANIZATIONAL DATA

Self Service Navigation: (Employee can view/update Core Navigation:

their own defaults) Travel and Expenses > Manage Employee Information >
Employee Self Service > Employee T&E Center > Profiles & | Update Profile > Organizational Data (Expense admin can
Preferences > Review / Edit Profile > Organizational Data view/update defaults for an employee)

Employee Dala | Organizational Data || User Defaults || Bank Accounts

Nicole Scott

Expenses Processing Data Find | View All First'd) 1011 % Last
/] Default Profile

Valid for Expenses Yes
[“Tignore Authorized Amounts

Reason for Status Passed All Validation Edits

Per Diem Amount Type Active Amounts

HR Information Supenisar Information
Employee Status Active Name
Hire Date 0912412012 D
GL Unit 71000 Georgia Perimeter College

Telephone
Department 5009304 College Admissions

Hours Per Period /| Use Business Unit Default )
Designated Approver

Default ChartField Values Personalize | Find\@\@ First ‘4’ 1 of 1 ‘¥ Last
Default ChartField Values

GL Unit Fund Dept Program Class Bud Ref Project

71000 7209100 2015

Cash Advance Level

Business Unit 000 USD

Specific Amount

@ None

Expense Role

Expense Processing Role

Save | (o Retumto Search

Employee Data | Organizational Data | User Defaults | Bank Accounts

*At a minimum, fund and budget reference must be
populated.

Employee Data || Organizational Data || User Defaults | Bank Accounts || Corporate Card Information || Bank Accounts BOR

Nicole Scott

Expenses Processing Data Find | View All First ‘4 101 &/ Last

efault Profile

Valid for Expenses Ves
lgnore Authorized Amounts

Reason for Status Passed All Validation Edits
Per Diem Amount Type Active Amounts -

HR Information Supenvisor Information
Employee Status Active - -0 a
Hire Date (0912412012 |5
Name
*GL Unit 71000 @,  Georgia Perimeter Gollege
“Department|5009304 @, College Admissions
“ Designated Approver @,
Hours Per Period [¥] Use Business Unit Default
Default ChartField Values Personalize | Find |@\§ First'$ 1071 () Last
Default ChartField Values
*GL Unit Fund Dept Program Class Bud Ref Project
71000 |@ [10000  |@ (7200100 @, [11100 @ | @, [2015 @ @
Cash Advance Level
usiness unit 000 USD
pecific Amount
® Hone
Expense Role
“If desired, an expenses role can be associated with this employee. Please note that only one role can be assigned,
per employee, no matter how many jobs they hold within the company”
Expense Processing Role -
Save | |[@" Returnto Search | [Z] Notify Eb Add

Employee Data | Organizational Data | User Defaults | Bank Accounts | Corporate Card Information | Bank Accounts BOR



Expenses TRAVELER

Peoplegoft

USER DEFAULTS

Self Service Navigation:
Employee Self Service > Employee T&E Center > Profiles &
Preferences > Review / Edit Profile > User Defaults

Employes Data || Organizational Data || UserDefaults || Bank Accounts
Nicole Scott

Default Creation Method

*Expense Report Open a Blank Report -
*Time Report Open a Blank Report -
*Travel A Open a Blank AL i -
Expense Defaults
Report Description Per Diem Range -
Business Purpose - Billing Type -
‘Originating Location @, Payment Type @,
Expense Location Gy, Credit Card -
Transportation ID @, HNumber of Nights

Accounting Detail Default View Expanded -

Personalize | Find | | B8 First' 4 1071 % Last

Expense Type Defaults

Expense Type Merchant

“Expense Type Payment Type Billing Type
- - - =
Country @, Select Project ChartFields Display
State @, © Default: Codes
Locality @ © Descriptions
Billing Type - © Codes

|[F) save | [&" Returnto Search |

Emplovee Data | Oraanizational Data | User Defaults | Bank Accounts

9.2 SECURITY ROLES & USER PREFERENCES

Core Navigation:
Travel and Expenses > Manage Employee Information >
Update Profile > User Defaults

| Employes Data || Organizational Data | UserDefaults | Bank Accounts | Corporate Card Infarmation || Bank Accaunts BOR

Nicole Scott

Default Creation Method

*Expense Report Open a Blank Report -
*Time Report Open a Blank Report -
*Travel Authorization Open a Blank Authorization -
Expense Defaults
Report Description Per Diem Range 4
Business Purpose - Billing Type .
‘Originating Location @, Payment Type @,
Expense Location @, Creditcard =
Transportation ID @, Number of Nights
Accounting Detail Default View Collapsed [=]

Expense Type Defaults Personalize | Find | 2 Iﬁ First' 4" 10f 1 &' Last

Expense Type || Merchant

“Expense Type Payment Type Billing Type
- - - =
Project Defaults for Expenses Personalize | Find | View Al | 20 | =] First ‘& 10f1 ¥ Last
Project Defaults for Expenses
PC Business . Source X
Enabled it Project Activity Category Subcategory Type Description
a, @, @, @, a, a,
< . 3
Time Defaults
Country @, Select Project ChartFields Display
State @, @ Default: Codes
Locality O‘ ) Descriptions
Billing Type - - Codes
Project Defaults for Time Personalize | Find | View All | & | = First'*' 10f1 '*' Last
Project Defaults for Time
PC Business . Source
Enabled it Project Activity Category Subcategory Type Description
a, a, a, a a, a,

4 i | r
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Peoplegoft

BANK ACCOUNTS

Self Service Navigation:
Employee Self Service > Employee T&E Center > Profiles &
Preferences > Review / Edit Profile > Bank Accounts

(No update or drilldown capability)

| Employee Data || Organizational Data || UserDefaults || Bank Accounts
Nicole Scott

Organizational Data Find | View All First & 10f 1% Last

GL Unit 71000 Georgia Perimeter Callege [/ Detautt Profile

Department 5009304 I Hold Payment

“Payment Method | System Check =

College Admissions

Bank Account Info Personaiize | Find | 2 | B

Bank AccountInfo || Prenote Info

Default

First 4/ 1 of 1 &' Last

Source Bank Name Bank ID Branch Name Branch ID Bank Account #

Bank
Account
O Expenses

EFT Options

|[E save ||E Retumto Search |

Employee Data | Organizational Data | User Defaults | Bank Accounts

Core Navigation:
Travel and Expenses > Manage Employee Information >

Update Profile >

Bank Accounts

9.2 SECURITY ROLES & USER PREFERENCES

Employee Data || Organizational Data || User Defaults || Bank Accounts || Gorporate Gard information || Bank Accounts BOR

Nicole Scott
O dE B2 Find | View Al First & 10112 Last
GL Unit 71000 Georgia Perimeter College Default Profile
Department 5009304 College Admissions Hold Payment

“Payment Method Electronic Funds Transfer -
Bank Account Info ) e el i)
Bank Accountinfo | Prenote Info [Employee EFT Options 3
Bank Help
Default |mt Source Bal EFT Options
] i Expenses Payment Format Corp Trade Exchange - [E] complex Routing
»~ Transaction Handling Payment and Advice - [FI Crossed Check
EFT Options >
Domestic Costs - Pmntinst1 (=%
[& Returnto Searcn || Moty Corr Costs - pmntinstz| @,
Employee Data | Organizational Data | User Defaul Bank Check Drawn On - Pmntinst3 @,
Check Forwarding - Pmnt Inst4 @,
Payment Instruction Ref 1
Payment Instruction Ref 2
ok || cancel
- -
Bank Detail /Drilldown:
Pay to Bank Accounts x
Help

Scott, Nicole M
Ba @

Country USA @&,

Bank Name

Branch Name

Bank ID Qualifier
Bank ID

Branch ID

Bank Account Number

DFI Qualifier

oK || Cancel \

ID 0271756
United States |ﬂ|
o
&
@, Account Type
Check Digit
@, DFIID




