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

Enabling Your Access to the PeopleSoft Travel and Expense Module

Review your information in HRMS My system profile
1. Log into PeopleSoft HRMS website.

2. Click on My System Profile link in Main Menu.

a. Can change Password

b. Can review email used for HRMS notifications
3. Click on Personal Information Home

a. Can review/change address

Home _Sign out
Peachtree University
Help
(2] -]
[+ Self Service
— My System Profile Em ployee Home
; Personal Information Home
Review and edit your contact inform\Jon, mcluding name and marital status changes.
?’j Benefits Home

Review health, life ingurance, flexitle spending accounts or ether benefit information.
Review dependent information.

] .

i['{l Payroll and Compensation Home

- Access your on-line paycheck, direct deposit, and other deduction or contribution information.

A My | eave Balances
Review vacation, =ick, and other leave balances.

@ Setup Expense Reimbursement Options

\‘ Review and update expense reimburzement address and payment information.
Activate access to Travel and Expense Home.
W
Done J Trusted sites H1o0% -
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Steps to activate the access to Travel and Expense Module

Home Sign out

1. Click on Setup Expense
Reimbursement Options Peachtree University

2. Verify Expense
Reimbursement Address
Information b Self Senice Hep |8 &

3 Ver|fy Expense — My System Profile
Reimbursement Payment

Information |::>

Setup Expense Reimbursement Options

The home address is the default address for expense reimbursements. Flease contact e
4' CIICk the M button. your EX administrator if vou need to chanae it to an alternate mailing address v
5 CI|Ck the OK button tO Home Address 100 Main Street
confirm. Peachtree GA 31548

6. Return to Employee Home Mating Address

page.

To add or edit addresses, please click on link Home and Mailing Address

—

The 'Balance Row’ from your Direct Deposit setup is displayed below. This account will be
used for your expense reimbursements.
AccountType C Checking
Routing Number 053000219

Account Number 1004571583919
To add or edit direct deposit, please click on link:  Direct Deposit

Please save to confirm your access to the expense ~
Save reimbursement application. The Travel and Expense Home will
then be visible on the Employee Home Page.
Employvee Home v
< >
Done (‘9 Trusted sites H100% <
Home Sign out
Peachtree University .
7. Sign out of the
application
= 8. Sign back into the
I» Self Service PeOpleSOf'[ HRMS
— Wy System Profile Employee Home Web page
:.,‘. Personal Information Home .
+ Review and edit your contact information, including name and marital status changes. 9. C||Ck on the Travel
e contstome and Expense Home
a Review health, life insurance, flexible spending accounts or other benefit information. Iln k
Review dependent information "
i-['{l Payroll and Compensation Home 10. You are now in the
- Access your on-line paycheck, direct deposit, and other deduction or contribution information. Travel and Expense
Dy Leave Balances |\/|0du|e.
Review vacation, sick, and other leave balances.
% Travel and Expense Home
Enter, submit, and review travel authorizations, expense reports, and
cash advance requests.
@ Setup Expense Reimbursement Options
&4 Review and update expense reimbursement address and payment information
Activate access to Travel and Expense Home.
w
Dione (‘9 Trusted sites F100% -
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Enabling Your Access to the PeopleSoft Travel and Expense Module

Review information in FIN My System Profile
1. Click the My System Profile link in the Main Menu after clicking the Travel and Expense Home link.

Peachtree Unmiversity

Personalize Content | Lavout

Search

®

r_ Employee Self-Senvice

r_Manager Self-Senvice
& _Worklist

1 Reporting Tools

— Process Monitor

— Change My Password

— My Systemn Profile
— Return to Self Service Home

| B

Home Worklist Sign out

Done

J Trusted sites L 100% v

a. Can change password
b. Leave both Workflow
Attributes selected

c. Can verify/edit email used for
Travel and Expense related
messages.

Handout #1 — Version 1
PSFIN8.9EX08-003

Home Worklist _Sign out

Search:

- Employee Self-
Senvice

- Manager Self-Service

- Worklist

1 Reporting Tools

— Process Monitor

— Change My Password

— Return to Self Service Home

Mew Window | Help | Customize Page | o5, #

General Profile Information
Parker John

Change password

Change or set up forgotten password help

My preferred language for PIA web pages is English

My preferred language for reports and email is: English A
Currency Code: s}

Default Mobile Page: Q,

Alternate User

If you will be temporarily unavailable, you can select an alternate user to receive your routings.

Alternate User ID: QL
From Date: 51 (example:12/31/2000)
To Date: [#1) (example:12/31/2000)

Workflow Attributes

[ Email User  [¥]Worklist User

Miscellaneous User Links

customize |Find | 3 First [ 1.0r1 [ Last

Primary Email

Account | Emall Type Email Address
Business |+ ||Jahn parker. empli@amail.com =
& save
~
% »
/' Trusted sites 100k -

11/07/2008
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Home Worklist Sign out

Peachtree University

Personalize Content | Lavout Help

| (=] [x]
Search:
®

r_Employee Self-Service
r_Manager Self-Service
 Worklist

_Reporting Tools

— Process Monitor

— Change My Password

— My Systemn Profile
— Return to Self Service Home

v

Done ,r” Trusted sites +100% -

Review navigation in Travel and Expense Module
1. Employee Self Service: The link you will use most often; see page 7

2. Manager Self Service: For those employees who are also Approvers in the Travel and Expense
Module

Worklist: For those employees who are Approvers

Reporting Tools: Access to Report Manager; should not need to access unless you are an Approver
Process Monitor: Do not need to access

Change My Password: Allows you to change your password to the system

My System Profile: See page 3

Return to Self Service Home: Takes you back to the PeopleSoft HRMS Self Service site

© N g
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Home Worklist Sign out

eachtree University

Search: Wonvenw> |

® Employee Self-Service

~ Employee Self-Semice

> Employee T&E

Center ',E Profiles and Preferences '—'_5 Review Payments Other Expense Functions
- Manage your personal, Review history of expense View contents in My Wallet,
- Manager Self-Senvice organizational and financial create your own template, or
- Worklist details for travel and expense modify and existing template.
»_Reporting Tools zpurting ) ] view ?Ereate.-'UEdate User
~ Process Wonitor = Ei Eg:tpl:cjtethcri‘t ) emplate
— Change Wy Password ez s Ao
— Ly System Profile Expense Report Travel Authorization Cash Advance
— Return to Self Service Home Create, modify, print, view or Create, modify, print, view or Create, modify, print, view or
delete an Expense Report delete a Travel Authorization delete a Caszh Advance

J Trusted sites 100 -

Employee Self Service Menu
1. Profiles and Preferences: Can review your own profile to see your settings and expense
reimbursement options

2. Review Payments: Can review your history of expense transactions and payments

3. Other Expense Functions: Allows you to create template for Expense Reports and Travel
Authorizations

4. Expense Report: Create, modify, print, view or delete an Expense Report
Travel Authorization: Create, modify, print, view or delete a Travel Authorization
6. Cash Advance: Create, modify, print, view or delete a Cash Advance

o

Handout #1 — Version 1 11/07/2008
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Review employee profile

1. Click Profiles and Preferences link.

2. Click Review/Edit Profile.

3. Review tabs to see your information:

a. Employee Data: Read only

information; make changes to
address through PeopleSoft HRMS

Self Service site

Search:

~ Employee Self-
Service
~ Employee T&E
Center
< Profiles and
Preferences
Review/Edit
Profile
— Deleqgate Entry
Authority
1 Review Payments
1 Other Expense
Eunctions
1 Expense Report
v Travel
Authorization
1 Cash Advance
- Manager Seff-Senvice
- Worklist
- Reporting Tools
— Process Moniter
— Change Wy Passwaord

— My System Profile
— Return to Self Service Home

| Employee Data | O

Data {_User Defaults | Bank Accounls |

~ Employee Self-

Home Worklist Sign out

Mew Window | Help | & Page | & #

/ Employee Data ' Organizational Data | User Defaulis | Bank Accounts

Service John Parker
< Employee T&E
Center
~ _Profiles and . ! Status:
Preferences ersonnel Status: Employee
SRR Home Based
Review/Edit Telephone: Office Based
Profile )
— Delegate Entry Expense Role:
Authority Home Address
1 Review Payments Mailing Address
1 Other Expense
Functions
1 Expense Report Count United Stat
b Travel ountry: USA nited States
. Address 1:
Autharization 100 Main Street
1 Cash Advance Address 2:
- Manager Self-Service Address 3:
i Worklist city:
» Reporting Tools ity: Peachires
— Process Manitor County: Fulton Postal: 31548
— Change My Password
— My System Profile State: GA Georgia
— Return to Self Service Home
Country:
Address 1:
Address 2:
Address 3:
City:
County: Postal:
State:
[ save | 2 Return to Search
v
< >
Dane J Trusted sites F100% T

Home Worklist _Sign out

New Window | Helo | Customize Page | B,

John Parker

Expenses Processing Data

Valid for Expenses

Reason for Status:

Yes
Passed All Validation Edits

Employee Status: Active

Hire Date: 07M5/2008
GL Unit: 40000 Peachtree University
Department: UATDPT1 UAT Department #1

Hours Per Period:

Default Chartfield Values

GL Unit Fund

40000 10000 |

Business Unit
Specific Amount

Hone

Use Business Unit Default

Program Class
18300 |

10,000.00 USD

Expense Processing Role:

& save | 2 Return to Search

<

11000 | &

First [4 1 ot 1 "] Last

Default Profile

Ignore Authorized Amounts
Hame: Doe IV, John
D: 000054
Telephone:

Designated Approver:

Bud Ref Dept
Q 2009|C.  UATDPT1

Can review your

Q

J/ Trusted sites

Ho0% v

Handout #1 — Version 1
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b. Organizational Data:
Read only information;

HR

information and default
Chartfield values

11/07/2008
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Search:

User Defaults:
Can set up your
Travel and
Expense defaults
to maximize

Senvice

Center

*Expense Report: Copy From a Template 5 Expense Report:  Open a Blank Report
eff|C|enCy When *Time Report: Open a Blank Report - Time Report: Open a Blank Report
H Delegate Entrv *Travel Authorization: | Gopy From a Template 3
entering expense o
H 1 Review Payments
transactions

- Employee Self-
= Employee T&E

= _Profiles and
Preferences

- Other Expense

Home Worklist

Sign out

New Window | Help | Custornize Page | i

| Employee Data | QOrganizational Data | User Defaults | Bank Accounts |

John Parker

> Worklist

— Process Monitor

Eunctions Entry Method: Occasional User -
v Expense Report Report Description: Per Diem Range: b7
i Travel
Authorization Business Purpose: v Billing Type: Internal v
- Cash Advance ori Location: | GAATL Q, Expense Location: Q)
v Manager Self-Service Payment Type: Q Credit Card:
Transportation 1D: Q Humber of Nights:

1> Reporting Tools

— Change My Password
— Wy System Profile

First 4] 4 of4 [M] Last

Expense Type Defaults
Expense Type

Customize | Find |

Werchant

— Return to Self Senice Home “Expense Typs Payment Type Billing Type

Auto Mileage - Tier1 + || NIA (e.g. Mileage) “ || Internal v =

Project Defaults for Expenses

PC Business
Enabled Project Activity Unit Description Description
O 2 []a a =
v
< >

bone J Trusted sites H00% -

Home Worklist _Sign out
d. Bank Accounts:
Read only
information; can
Search: 2 New Window | Help | Customize Page | & reylew your
Embioves Sef | Employee Data |/ Organizational Data '} User Defaults | Bank Accounts rellmburseTent
~ Employee sel-
Service John Parker selections for
= Employee T&E expense
Cp ff‘ . Organizational Data Find | ViewAll  First 4] 1 011 [*] Last transactions
rofiles an
s GL Unit: 40000 Peachtree University Default Profile
Department:  UATDPT1 UAT Department #1
~ Delegate Entry *Payment Method: Hold Payment
T S— Customize | Find
1 Review Payments Bank Account Info |_Prenote Info I
L3 Other_ Expense Default Source Bank Name Bank ID Branch Name Bank Account #
D%Re ort @ Expenses 052000219 1004571583919
_CXpEense epor
i Travel
Authorization EFT Options
1_Cash Advance Bs O\ Return to Search
- Manager Self-Service ﬂ Rl v
v Worklist % >
/" Trusted sites H 100 T
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