[image: image1.png]GEORGIAF/ZS I

FINANCIAL, INFORMATION & REPORTING SYSTEMS FOR TOMORROW
A Project of the University System of Georgia



For Training Use Only

	PSFIN V8.9 Training
	Enabling Your Access to the PeopleSoft Travel and Expense Module



Enabling Your Access to the PeopleSoft Travel and Expense Module
PSFIN8.9EX08-003
Introduction

	APPROXIMATE TRAINING TIME:


	30 minutes

	ACCOMPANYING MATERIALS:


	Presentation_Enabling Your Access to the PeopleSoft Travel and Expense Module.ppt
Handout_Enabling Your Access to the PeopleSoft Travel and Expense Module.doc



	TARGET AUDIENCE:
	Any individual employee who will be using the Travel and Expense Module to enter expense transactions.

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



	PREREQUISITES:
	Active in PeopleSoft HRMS Self Service

Introduction to PeopleSoft Travel and Expenses Module (PSFIN8.9EX08-002)


	LEARNING OBJECTIVES:
	Slide #2

· Identify what step must be taken before enabling your access to the Travel and Expense Module.
· Identify what information you must verify before accessing the Travel and Expense Module.
Slide #3
· Demonstrate how to enable the Travel and Expense Home link.
· Identify how to review your own personal profile in the Travel and Expense Module


Body

	Instruction
	Instructor Notes

	Identify what step must be taken before enabling your access to the Travel and Expense Module.
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As you learned in the Introduction to PeopleSoft Travel and Expense Module, the Travel and Expense Module is the official method for requesting reimbursement of work-related expenses, occurring from travel and non-travel related activities.

In addition, you learned in the Introduction to PeopleSoft Travel and Expense Module course, PeopleSoft has a Self-Service component offered through the PeopleSoft HRMS system.
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Through the PeopleSoft HRMS system, you can access your personal information, benefits information, paycheck information, and leave balances among other things.

You can also now access the PeopleSoft Travel and Expense Module through the HRMS Self Service site.
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In order to access the Travel and Expense Module, first you need to ensure you are registered for PeopleSoft HRMS Self Service. If you have not registered for PeopleSoft HRMS Self Service, you must do this first before going any further. Contact your HR department for information on registering for self service.


	


	If you have registered for PeopleSoft HRMS Self Service and know your User Name and Password, you are now ready to begin the process of accessing the Travel and Expense Module.
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HRMS is the official record for employee information. The information in this system is populated into the Travel and Expense module each day. Let’s take a look at some of the information in the PeopleSoft HRMS Self Service site.
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If you click on the “My System Profile” link from the Employee Home page, you will see here that you can change your password. You can also add or update your email address here.
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Click the My System Profile link.


	

	Slide #10 (animated slide)

· Click on the link here to change your password.

· Your primary email address listed here is for all HRMS correspondence. This email address should carry over to the Travel and Expense Module, but you will have the opportunity to verify and change it if necessary for Travel and Expense correspondence.
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The address listed in your Personal Information Summary will also carry over to the Travel and Expense Module. If you have any changes, they should always be made in the PeopleSoft HRMS Self Service site. The updates will be transferred to the T&E Module.
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Click the Personal Information Home link.
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If you make any changes on this page, make sure you Save them. You can always click the Home link in the top right corner to get back to the original Employee Home page.
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Identify what information you must verify before accessing the Travel and Expense Home link.

Before accessing the Travel and Expense Module, there is some information that you must verify first on the PeopleSoft HRMS Self Services website. 
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You should still be logged into your PeopleSoft HRMS Self Service home page. On the home page, there is a link called “Setup Expense Reimbursement Options.”

Your first step is to verify your address and banking information through this link.

Click on the Setup Expense Reimbursement Options link.
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You should see two sections on this page: Expense Reimbursement Address Information and Expense Reimbursement Payment Information.
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Your home address is the default address used in the Travel and Expense Module. Here, you need to verify that your address is correct. If it isn’t you can make updates through the Home and Mailing Address link, which will change the address only for the Travel and Expense Module. If you need to make a permanent record change, make the change through the Personal Information page (reviewed earlier).
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The second section is the Expense Reimbursement Payment Information. Here, you need to verify your banking information. If you are set up to receive your paycheck via direct deposit, you will also receive your expense reimbursements via direct deposit. Your expense reimbursements will go to whatever bank account you have listed as the “Balance” account. Verify that your account type, routing number, and account number are correct. If you need to make changes to these accounts, please contact your HR department for assistance.
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If you normally receive your paycheck via a paper check, you will also receive your expense reimbursements via paper check. There should be no banking information listed here if you do not have direct deposit.
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Once you have confirmed your address and bank information on this page, go ahead and click the Save button. 
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By clicking the Save button, you are telling the system to confirm your access to the Travel and Expense Module. You must click the Save button even if you did not make any changes to the information on this page.
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Once you have clicked the Save button, you should see a confirmation that you have confirmed your expense reimbursement information. Go ahead and click the OK button. The system should take you back to the Setup Expense Reimbursement Options page.
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From here click the Home link in the top right corner, or click the Employee Home link at the bottom of the page.

Always try to use the navigation links available to you on these pages instead of your Internet Browser’s Back and Forward buttons. 
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Once you are back on the Employee Home page, you should see the Travel and Expense Home link. Before accessing it though, you must sign out of the system and then sign back into it to activate your access.


	


	Slide #25 (animated slide)

· Here’s the new Travel and Expense home link. 

· Click on the Sign out link in the top right corner of the page. 
· Reenter your User ID and Password and sign back into the application.

· Now, you can click on the Travel and Expense Home link to access the Travel and Expense Module.
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Notice that your Home page is now different. You should only see a main menu on the left of your screen, along with the Home, Worklist, and Sign Out links in the top right corner.

In the Main Menu, you should see the following selections:

· Employee Self Service

· Manager Self Service

· Worklist

· Reporting Tools

· Process Monitor

· Change My Password

· My System Profile

· Return to Self Service Home
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The Employee Self Service link is the link you will use most often when working in this module. We’ll take a look at its contents later in this lesson. 


	

	Slide #28

The Manager Self Service link is primarily for those individuals who are approvers in the Travel and Expense Module. If you are not an approver and you click on this link, you will simply be taken to a page with no selections on it.
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The Worklist link is also for those individuals who are approvers. If you are not an approver, your Worklist will be blank.
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The Reporting Tools contains the Report Manager which holds any report that you print. However, approvers are the only ones with access to most of the reports available. 
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The Process Monitor is a link that you should not need as an individual submitting expense transactions.
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The Change My Password link allows you to change your current password.
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If you do so, this will change your password as you log in to the PeopleSoft HRMS Self Service site. 
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The My System Profile link is similar to the one you accessed earlier from the HRMS Self Service Employee Home page.


	

	Slide #35 (animated slide)

· You can access the Change Password page here. 
· You can also make any changes necessary to your email address. The email address listed here is primarily for all Travel and Expense Module correspondence. It can be different from the email that you have listed on the HRMS Self Service My System Profile page. 
	


	· You should also see a Personalizations section…we are not using this section at this time. 

· There is also an Alternate User section. This is only applicable to Approvers, who will learn about it in the Approver course. 

· Under Workflow Attributes, keep both selections checked.
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The Return to Self Service Home link will take you back to the PeopleSoft HRMS Self Service site.
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Let’s look to see what you can access through the Employee Self Service link.

Profiles and Preferences

Review Payments

Other Expense Functions

Expense Report

Travel Authorization

Cash Advance (dependent on institution)
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Use the Expense Report link to create, modify, print, view, or delete an Expense Report.
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Use the Travel Authorization link to create, modify, print, view, or delete a Travel Authorization.
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Use the Cash Advance link to create, modify, print, view, or delete a Cash Advance (institution specific).
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The Other Expense Functions link allows you to create templates for Expense Reports and Travel Authorizations. 
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The Review Payments link allows you to review your history of expense payments. Through these pages, you can see all of your expense transactions that have been paid, denied, or closed. You can also see all expense payments you have received. This link will be covered more in depth during the Expense Report lesson.


	

	Slide #48
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The Profiles and Preferences link allows you to review your own profile to see your settings and expense reimbursement options.
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When you click the Review/Edit Profile link, you should come to a page with four tabs across the top. It should open up to the first tab “Employee Data” and your name should appear. You should see your Personnel Status, your home address, and mailing address (if different from your home address). 

On the Employee Data tab, notice how you cannot edit any of the information here. If you find that the information is incorrect, you must make the changes in the HRMS Self Service site. Those changes will then feed over to the Travel and Expense Module.
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On the Organizational Data tab, you will see your HR Information, including employee status, hire date, GL Unit, and Department. You can also view your Default Chartfield Values here. These values become your Accounting Defaults on an expense transaction. Before changing your default Chartfield values, check with Expenses Administrator to determine if this necessary.
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On the User Defaults tab, you can set up your Travel and Expense defaults to maximize efficiency when entering your expense transactions. We will address the selections on this tab in another lesson.
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The Bank Accounts tab holds the information regarding how you are to be reimbursed for any expense transactions you submit through the Travel and Expense Module. Notice how you cannot make any changes to this page. It is simply for informational purposes. If you need to make a change, you will have to make those changes on the HRMS Self Service site and allow the changes to transfer to the Travel and Expense Module.
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Now that you have enabled your access to the Travel and Expense module, you are able to enter expense transactions when needed. 
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Any Questions?
	


Conclusion
	SUMMARY:


	Slide #56
· Identified the first step before enabling your access to the Travel and Expense Module.

· Identified what information you must verify before accessing the Travel and Expense Module.

· Enabled the Travel and Expense Home link.

· Identified how to review your own personal profile in the Travel and Expense Module

	CLOSURE:
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Lessons available on the following:

· Expense Reports

· Travel Authorizations

· Cash Advances

· Being an Approver

· Using Templates
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