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EX.010.010 - Modifying User Defaults
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to modify User defaults in the Self-Service portal for expense transactions. You can set up your user defaults to minimize the amount of data entry on travel authorizations, cash advances, and expense reports. Go to the Employee Profile – User Defaults page to define general default preferences, as well as expense-type specific preferences.

The User preference data defaults onto the transaction only during the Add mode, which means adding a new travel authorization, cash advance, or expense report, or adding a line into one of these reports. This functionality works when the employee enters his own report or for whomever has entry authority for that employee.

Employees can edit the Employee Profile – User Defaults page from the Employee Self-Service menu in the Self-Service Portal; administrators can update the information for any employee from the Travel and Expenses menu in the Core Application (see business process EX.060.010). You can also change the defaulted information during data entry of travel authorizations, cash advances, and expense reports in the event that changes are required for a specific transaction.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify the types of general default preferences can be set for a user in the Self-Service portal for expense transactions.
- Identify the types of Expense-Type specific preferences can be set for a user in the Self-Service portal.
- Identify when User preference data defaults onto an expense transaction.
- Modify User defaults.



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, modify User defaults for expenses. For the online creation of Expense Reports and Travel Authorizations, set the default preference to “Copy from a Template”. Set the Business Purpose, Originating Location, Payment Type, and Expense Location preferences as indicated in the scenario. Let’s see how this is done.

	Step
	Action

	1. [bookmark: ID0x0000004E] 
	Click the Employee Self-Service link.


	2. [bookmark: ID0x0000004F] 
	Click the Profiles and Preferences link.


	3. [bookmark: ID0x00000050] 
	Click the Review/Edit Profile link.


	4. [bookmark: ID0x00000051] 
	Click the User Defaults tab.


	5. [bookmark: ID0x00000052] 
	Click the Expense Report list drop-down menu.


	6. [bookmark: ID0x00000053] 
	There are four methods to use as a default in creating new Expense Reports.

Copy From a Template - This is the recommended default for creating new expense reports. Expenses will display a list of available public and private templates where you can specify a date range and expense types to add. 

Copy From a Travel Auth - Expenses will display a list of approved travel authorizations which are waiting to be applied to an expense report.

Copy an Existing Report - Expenses will display a list of expense reports you can copy from.

Open a Blank Report - Expenses will display a blank expense report page.

	7. [bookmark: ID0x00000054] 
	Click the Copy From a Template list item.


	8. [bookmark: ID0x00000055] 
	Disregard the Time Report list as this feature will not be used at this time.

	9. [bookmark: ID0x00000056] 
	Click the Travel Authorization list pull-down menu.


	10. [bookmark: ID0x00000057] 
	There are three methods to use as a default in creating new travel authorizations.

Copy From a Template - This is the recommended default for creating new travel authorizations. Expenses will 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 - Expenses will display a list of travel authorizations to copy from.

Open a Blank Report - Expenses will display a blank travel authorization.

	11. [bookmark: ID0x00000058] 
	Click the Copy From a Template list item.


	12. [bookmark: ID0x00000059] 
	Click the Entry Method list drop down menu.


	13. [bookmark: ID0x0000005A] 
	The Occasional User entry method must always be used so that departure and arrival times may be specified.

	14. [bookmark: ID0x0000005B] 
	Click the Occasional User list item.


	15. [bookmark: ID0x0000005C] 
	The Business Purpose that you select defaults onto the header level of your travel authorizations, cash advances, and expense reports. 

	16. [bookmark: ID0x0000005D] 
	Click the Business Purpose list drop down menu.


	17. [bookmark: ID0x0000005E] 
	Click the Attend Conference list item.


	18. [bookmark: ID0x0000005F] 
	Certain expense types such as mileage require you to provide the Originating Location. This will default onto travel authorizations and expense reports.

	19. [bookmark: ID0x00000060] 
	Click the Look up Originating Location button.


	20. [bookmark: ID0x00000061] 
	For U.S. locations, the Originating Location code will begin with the state abbreviation. 

	21. [bookmark: ID0x00000062] 
	Enter "GA" in the begins with field. 

	22. [bookmark: ID0x00000063] 
	Click the Look Up button.


	23. [bookmark: ID0x00000064] 
	You can select from multiple locations within the state of Georgia.

Click an entry in the Originating Location column from where you most often leave from for official business travel.


	24. [bookmark: ID0x00000065] 
	Click the Look up Payment Type button.


	25. [bookmark: ID0x00000066] 
	Click an entry in the Payment Type column for the payment method that you use most often. 

TIP: If you use a variety of payment methods, it may be beneficial for you to leave this box blank at this time. 


	26. [bookmark: ID0x00000067] 
	Click the Look up Expense Location button.


	27. [bookmark: ID0x00000068] 
	Enter "GA" in the begins with field. 

	28. [bookmark: ID0x00000069] 
	Click the Look Up button.


	29. [bookmark: ID0x0000006A] 
	Click an entry in the Expense Location column to indicate the destination that you most frequently travel to while on official business.


	30. [bookmark: ID0x0000006B] 
	In the Expense Type Defaults section, you can select your most frequently used Expense Types. By doing so, you can specify the payment type, billing type and preferred merchant (if applicable) for each selected expense type so you can avoid re-entering this information each time you select it.

	31. [bookmark: ID0x0000006C] 
	Click the Expense Type list drop-down menu.


	32. [bookmark: ID0x0000006D] 
	Click the Air Travel list item.


	33. [bookmark: ID0x0000006E] 
	Click the Payment Type list drop down menu next to the Expense Type you just selected.


	34. [bookmark: ID0x0000006F] 
	Click the Prepaid Air - (AP Netting) list item.


	35. [bookmark: ID0x00000070] 
	Caution: Selecting a Payment Type of Prepaid Air means that your Air Travel is typically paid directly by Accounts Payable to the Airline or Travel Agency. If you typically pay for your airfare personally, and then seek reimbursement, DO NOT select a Prepaid payment type.

	36. [bookmark: ID0x00000071] 
	Click the Billing Type list drop-down menu.


	37. [bookmark: ID0x00000072] 
	Click the Internal list item.

The Billing Type must always be Internal.


	38. [bookmark: ID0x00000073] 
	Click the Merchant tab.


	39. [bookmark: ID0x00000074] 
	If you frequently use a specific vendor for an expense type, you can select their name from the Preferred Merchant listing (if applicable) or enter the vendor in the Merchant field.

	40. [bookmark: ID0x00000075] 
	Click the vertical scrollbar to navigate to the bottom of the page.

	41. [bookmark: ID0x00000076] 
	Click the Save button.


	42. [bookmark: ID0x00000077] 
	Congratulations. You have just completed the Modifying User Defaults topic. Below is a summary of the key concepts of this topic:

- An employee can set general default preferences in the Expenses Self-Service portal for how to create Expense Reports and Travel Authorizations. An employee can also select preferences for entry method, business purpose, originating location, payment type, and expense location.
- In the Expense Type Defaults section, a user can select their most frequently used Expense Types, including payment type, billing type, and preferred merchant for each selected expense type.
- The User preference data defaults onto the transaction only during the Add mode. This includes adding a new travel authorization, cash advance, or expense report, or adding a line into one of these reports.
End of Procedure.
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