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Creating a Classic Expense Report from an
Approved Travel Authorization

The Fluid Expense Report, accessed by clicking the Create Expense Report tile on the
homepage, provides streamlined entry that was designed for use on mobile devices. Although a
Fluid Expense Report is easy to create and gives users the option of using a mobile device,
specific situations require creating a Classic Expense Report:

e Creating an Expense Report from a Travel Authorization
e Applying a Cash Advance
e Editing Accounting Defaults after adding expense lines

This job aid provides information on how to create a Classic Expense Report from an Approved
Travel Authorization.

To create a Classic Expense Report, log into PeopleSoft Financials.

1. Use the Navigation Bar to navigate to Employee Self Service > Travel and Expenses
> Expense Reports > Create.
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2. A page will display on which your Empl ID automatically appears in the Empl ID field.
Click Add.

4 Employee Self Service

Expense Report

Find an Existing Value Add a New Value

EmpliDp022125  x|Q

Find an Existing Value | Add a New Value

3. A blank Expense Report will display. From the Quick Start menu, located in the top right
corner of the page, select A Travel Authorization and click GO.

& Create/Modify

< Employee Self Service

New Window | Help | Personalize Page | T
Create Expense Report

u =
Donna Wooddell (7
Quick Start ST GO
~ A Templaie
Purpose | v Destination Location [Y A Travel Authorization
o An Existing Report
*Report Description cﬁ Attachments Entries from My Wallet
Reference Q

Expenses (7

Expand All | Collapse Al Add: | [ My Wallet (0) | £ Quick Fill Total 0.00 USD
*Date *Expense Type Description *Payment Type *Amount *Currency
e v e v ool [UsD | =
254 characters remaining
Expand All | Collapse All Total 0.00 usp

4. A list of Approved Travel Authorizations will display. Click Select next to the Travel
Authorization that you wish to use to create an Expense Report.
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Copy from Approved Travel Authorization

Help
From Date D1/16/2012 %[5 To |05/16/2018 =] Search
Travel Auth Description Authorization 1D Date From  Date To Amount Currency
Select FY2018 YE AFR Workshop 0000443452 04/29/2018 05/02/2018 951.72U5D
Return

The lines from the approved Travel Authorization will be applied to the Expense Report.

< Employee Self Service

Create Expense Report [2) Save for Later | [2 Summary and Submit
Donna Wooddel
Actions [_Ghoass an Acion ~][ 6o
*Business Purpose [Find Training > Destination Location JEKYLL ISLAND a
*Report Description [F2018 YE AFR Warkshop Authorization 1D 500443452
Reference Q #, Attachments
Expenses
Expand All | Collapsz All A | My Wallet(©) | 5 Quick-Fal Tol sz s
“Date “Expanse Type “Payment Type “Amount “Currancy
04202015 |5 [Emp Lodging ~] ay In }2  [Credit Card ~] §0064| [uso | *
233 charactars ramainin 7
*Billing Type [Memal___w] 1 Receipt Spit A Defsuit Rate o R
- c G
Location JEKTLL ISLAND QB nemaze Hotel Bil ONonReimbursable  Base usn
“Numbar of Nights | 3| Mo Receipt
Accounting Details
04202012 |5 [Emp Mieage T1 v [EmpMieageTi |7 [CreditCard v 17004/ JUsD *
740 characters remaining
“Blling Type [I=mal ] 7 Defsult Rate *Exchange Rate [ 1.00000000] @ [
*Originating Location [MONROE aQ [IMon-Reimbursable  Base Currency Amount 17004 USD
*Destination Location [JEICYLL ISLAND Q Mo Receipt
“Reimbursable Mies 05450
Accounting Detsils
0510272018 |+ [Emp Mileage T1 ~]  [EmpMiesgeTT [ [Credit Card | 17004/ [USD
740 characters remaining
*Billing Type [Imi=mal ] iDefault Rate “Exchange Rate [ _1.00000000] <, [
‘Originating Location [JEKCYLL ISLAND Qa CIMon-Reimbursable  Base Currency Amount 17004 USD
*Destination Location [JEICTLL ISLAND Q o Receint
“Reimbursatiz Mass 05450
Accounting Details

You can change details on the lines that came from the Travel Authorization, such as Date,
Description, Amount, and Reimbursable Miles. You can also add or delete lines. Once your

edits are complete, you should save or submit your Expense Report.
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