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PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Exp. Rpt !
(Funded portion)-Part 2

Procedure

In this exercise, you will submit an Expense Report for the portion of the travel that will
be funded from Foundation or other DSO funds.

FIU e

Personalize Content | Lavout Help
Menu -]
Search:

[- My Favorites

[+ Student Administration
I- Employee Self-Service
[~ Manager Self-Service
[+ Supplier Contracts

[- Customers

[- Products

[- Promotions

[ Customer Contracts

> Order Management

[> Pricing Configuration

[ Customer Returns

[ ltems

- Cost Accounting

[ Vendors

> Purchasing

[ Inventory

[- eProcurement

[+ Services Procurement
[+ Sourcing

[+ Engineering

> Manufacturing Definitions
[- Production Control

[ Configuration Modeler
[ Product Configurations
[ Quality

[- Demand Planning

I Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management
[ Project Costing

> Proposal Management
> Maintenance Management
> Resource Management
[ Lease Administration
[ Staffing

[- Travel and Expenses

[ Travel Administration
[ Billing

[ Accounts ﬂ

[T [epmterne 0% -

Step | Action

1. Click the Employee Self-Service link.
[- Employee Self-Service]
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g'@ammw PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Exp. Rpt
(Funded portion)-Part 2

rlu Home | Workist | _AddtoFavories | Sinout

> Service Request

I Procurement Employee Self-Service Edit "Employee Self-Service” Folder
[ Assets

I> Travel and Expenses

— Open Resource Requests Open Resource Requests Employee Project Center Travel and Expense Center

— Emplovee Project Center Open Resource Requests I’;I cess the key areas for entering and Employee Travel and Expense Center

— Travel and Expense Center! viewing project team member information
> Manager Self-Service
[+ Supplier Contracts

[ Customers Service Request Procurement Assets
> Products Add or manage s rvice Service Reguests uisitions, receiveing and schedule Use the self-service employee role to manage

[ Promotions

[ Customer Contracts
(- Order Management

[ Pricing Configuration
[- Customer Returns

[ ltems

[+ Cost Accounting

[- Vendors

> Purchasing

[+ Inventory

[- eProcurement

[- Services Procurement
(> Sourcing

(- Engineering —
(- Manufacturing Definitions
[ Production Control

[ Configuration Modeler

[ Product Configurations

> Quality

> Demand Planning

[+ Inventory Policy Planning
[+ Supply Planning

[- Grants

- Program Management

(> Project Costing

[ Proposal Management

(- Maintenance Management
(- Resource Management

[ Lease Administration

[~ Staffing

[ Travel and Expenses

[- Travel Administration

[+ Billing j

Flianage Requisitions
BReceiving

[T [T e nternet e -

Step | Action

2. Click the Travel and Expense Center link.

[Travel and Expense Center

3. Click the Expense Report link.

4, Click the Create link.
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W rentzseps

Search: =

(O]

- My Favorites

[ Student Administration Create Expense Report

rlu _ | workist | AddtoFavories | Sianout

Mew Window | Help | Customize Page | 15

- Employee Self-Service
> Service Request

[> Procurement

[> Assets

[» Travel and Expenses

Populate From A Travel Authorization

Parthy Panther Report ID:

07/18/2009

Authorization ID  Date From
0000024980 07/01/2009

03/18/2009 To:

Travel Auth Description

Select | Coll. of Bus WBA Seminar
Select | Science Project

Select |Los Angeles. CA

Select |travel to mobile.al

Select | chicago.il6/12/9

Select |ripto erlande

Return to Expense Report Entry

Search

Date To
07/05/2009

— Dpen Resource Requests From Date:
— Employee Project Center
— Travel and Expense Center

> Manager Self-Service

[+ Supplier Contracts

[- Customers

[- Products

[ Promotions

[ Customer Contracts

(- Order Management

(> Pricing Configuration

[ Customer Returns

[- ltems

[+ Cost Accounting

[- Vendors

> Purchasing

[ Inventory

[- eProcurement

[- Services Procurement

> Sourcing

(> Engineering

(- Manufacturing Definitions

[ Production Control

(- Configuration Modeler

[ Product Configurations

> Quality

> Demand Planning

[+ Inventory Policy Planning

[+ Supply Planning

[- Grants

> Program Management

(- Project Costing

> Proposal Management

[ Maintenance Management

(- Resource Management j

Laarn Ardminictration

0000024979 061712009 06/17/2009

0000034977 08/12/2009  06/12/2009

0000034975 08/12/2008  0&/12/2009

0000034971 06/12/2009  06/M3/2002

0000034925 06/10/2009  06/10/2009

NEXT

Amount

Currency
252000 USD

700.00 USD
4,790.00 USD
35000 USD
1,050.00 USD
100,00 USD

Done |

[

| @ miernet

H00% -

Step | Action

5. Click the Return to Expense Report Entry link to enter a blank Expense

Report

and TAR number.

[Return to Expense Repord Entry

Notice that the "trip to orlando" TA is grayed out and therefore, you may not be
able to reuse it for the separate FIUO2 Expense Report.

Be sure to note the expense type and the line item from the FIUO1 expense
report that you just completed for this trip. You need to have: the Report ID

Page 4
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Search:

(O]

- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Emplovee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ Promotions
[ Customer Contracts
(- Order Management

FIU

Home | Workist | | _Sin out
] New Window | Hslp | Customize Pace | 5 =]

Create Expense Report
Expense Report Entry
Patty Panther User Defaults Report ID: NEXT

Quick Start: ﬂl
=

*Description: | Comment: j

*Business Purpose: | ﬂ ﬂ

Reference:

[ a

Imagetlow

Default Location:

(> Pricing Ci
[ Customer Returns

[- ltems

[+ Cost Accounting

[- Vendors

> Purchasing

[ Inventory

[- eProcurement

[- Services Procurement

> Sourcing

(> Engineering

(- Manufacturing Definitions
[ Production Control

(- Configuration Modeler

[ Product Configurations

> Quality

> Demand Planning

[+ Inventory Policy Planning
[+ Supply Planning

ounting Defaults Apply Casl NCe(s

*Overview Detail Location Merchant

AirfHotel

lfileage

*Currency

Select “Expense Type “Expense Date

“Amount Spent | *Currency

“Payment Type Billing Type

L Ll e el e

CopySelected | | Delete Selected

New Expense B T

Check For Errors

[ Grants Employee Expenses: 0.00 UsD Due Employee: 0.00 USD
[> Program Management Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
> Project Costing Prepaid Expenses: 0.00 USD
- Proposal Management Employee Credits: 0.00 USD
[ Maintenance Management Vendor Credits: 0.00 USD -
(- Resource Management v‘ “ Tt Ao oo oo s
F 1 naen Ardminictration
[ [ [ @mee

Step | Action

Enter the desired information into the Description field. Enter "Trip to
Orlando".
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PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Exp. Rpt !m@mp
(Funded portion)-Part 2

FIU

Search: = New Window | Hslp | Customize Pace | 5 =]

(O]

- My Favorites

- Student Administration Create Expense Report
- Employee Self-Service
b Service Request Expense Report Entry
[> Procurement Pathy Panther User Defaults Report ID: MEXT

[> Assets
[» Travel and Expenses Quick Start: A Travel Authorization hd ﬂl
— Open Resource Reguesis
— Emplovee Project Center
— Travel and Expense Center “Description: [Trip te Crlando Comment: =]
> Manager Self-Service
> Supplier Contracts “Business Purpose: | = =l
[- Customers |
> Products Reference:
[ Promotions Default Location: Q.
[ Customer Contracts
(> Order Management Imagetiow
(> Pricing Ci i
[ Customer Returns
[- ltems
[+ Cost Accounting
[- Vendors
> Purchasing
[ Inventory Select *Expense Type *Expense Date | *Amount Spent|*Currency *Payment Type *Billing Type
[- eProcurement
[- Services Procurement

=

nting Defaulls NCe(s

*Overview Detail Location Merchant AirfHotel Mileage “Currency

I =
> Sourcing =
(> Engineering I J
(> Manufacturing Definitions | d
[ Production Control
[> Configuration Modeler [ =l
[ Product Configurations
> Quality CopySelected | | Delete Selected | New Expense =] Add Check For Errors |

> Demand Planning
[+ Inventory Policy Planning
[+ Supply Planning

> Grants Employee Expenses: 0.00 USD Due Employee: 0.00 USD

[> Program Management Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

> Project Costing Prepaid Expenses: 0.00 USD

- Proposal Management Employee Credits: 0.00 USD

(- Maintenance Management Vendor Credits: 0.00 USD -
[ Resource Management < |l CotAtismooo toonos S |

b nmra Adminictratinn

Internet 0% -
* 4

Step | Action

7. Click the Convention list item.
I ~|
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Home | Workist | _AddioFavortes | Signout

Search:

®
- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Emplovee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ Promotions
[ Customer Contracts
(- Order Management

FIU

Create Expense Report

New Window | Hslp | Customize Pace | 5 =]

Patty Panther
Quick Start:
=
*Description:

*Business Purpose:

Default Location:

Expense Report Entry

User Defaults

ﬂl

Report ID: MEXT

ATravel Autheorization v

|Tr\ut-: QCrlande

Convention 2

[ a

Imagetlow

Comment:

Reference:

=

(> Pricing Ci
[ Customer Returns

[- ltems

[+ Cost Accounting

[- Vendors

> Purchasing

[ Inventory

[- eProcurement

[- Services Procurement

> Sourcing

(> Engineering

(- Manufacturing Definitions
[ Production Control

(- Configuration Modeler

[ Product Configurations

> Quality

> Demand Planning

[+ Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management

(- Project Costing

> Proposal Management

[ Maintenance Management

(- Resource Management
i 1 narn Adminictrating

Accounting Defaulls

“Overview

Detail

More Options:

Apply Cash Advance(s

Location Merchant AirfHotel Mileage

*Currency

Select

“Expense Type

“Expense Date | *Amount Spent | *Currency

*Payment Type

*Billing Type

[ | E¥ | | F

Copy Selected |

El
El
E
E

I

Delete Selected

New Expense B T

Employee Expenses:

Hon-Reimbursable Expenses:

Prepaid Expenses:
Employee Credits:

Vendor Credits:

|4l

0.00 USD
0.00 USD
0.00 UsD
0.00 USD
0.00 USD

Due Employee:
Due Vendor:

Check For Errors

0.00 USD
0.00 USD

| >

I

BN

| tnternet

Step | Action

Enter the desired information into the Default Location field. Enter "fl".

[

Click the Look up Default Location (Alt+5) button.

10.
1019

Click an entry in the Expense Location column.

11.

expenses

Enter the desired information into the Comment field. Enter "Rpt ID #
0000195786".

The Report ID # is from the Expense Report you submitted for the FIUO1

12.

In this field, you need to type in the TA # which is also known as the
Authorization number.

Enter the desired information into the Reference field. Enter "0000034925".

Last changed on: 10/2/2009 8:14 AM
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FIU

Search: = New Window | Hslp | Customize Pace | 5 =]

(O]

- My Favorites

- Student Administration Create Expense Report
- Employee Self-Service
b Service Request Expense Report Entry
[> Procurement Pathy Panther User Defaults Report ID: MEXT

[> Assets
[» Travel and Expenses Quick Start: A Travel Authorization hd ﬂl
— Open Resource Reguesis
— Emplovee Project Center
— Travel and Expense Center “Description: [Trip te Orlando Comment: RptID # 0000195786 =]
> Manager Self-Service
(> Supplier Contracts *Business Purpose: |Cnn‘v‘emmn ﬂ ﬂ

[> Customers | P———
> Products Reference: 0000034925

[ Promotions Default Location: Florida,Orlanda Q

[ Customer Contracts
(> Order Management Imagetow
(> Pricing Ci i
[ Customer Returns
[- ltems

[+ Cost Accounting
[- Vendors

> Purchasing

[ Inventory Select *Expense Type *Expense Date | *Amount Spent|*Currency *Payment Type *Billing Type
[- eProcurement

[- Services Procurement

=

nting Defaulls NCe(s

*Overview Detail Location Merchant AirfHotel Mileage “Currency

I =
> Sourcing =
(> Engineering I J
(> Manufacturing Definitions | d
[ Production Control
[> Configuration Modeler [ =l
[ Product Configurations
> Quality CopySelected | | Delete Selected | New Expense =] Add Check For Errors |

> Demand Planning
[+ Inventory Policy Planning
[+ Supply Planning

> Grants Employee Expenses: 0.00 USD Due Employee: 0.00 USD

[> Program Management Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

> Project Costing Prepaid Expenses: 0.00 USD

- Proposal Management Employee Credits: 0.00 USD

(- Maintenance Management Vendor Credits: 0.00 USD -
[ Resource Management < |l CotAtesmoos toonos S |

b nmra Adminictratinn

Internet 0% -
* 4

Step | Action

13. Click the Domestic Airfare list item.
I |
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FIU

Search: =

®
- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Emplovee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ Promotions
[ Customer Contracts
(- Order Management
(> Pricing Configuration
[ Customer Returns
[- ltems
[+ Cost Accounting
[- Vendors
> Purchasing
[ Inventory
[- eProcurement
[- Services Procurement
> Sourcing
(> Engineering
(- Manufacturing Definitions
(> Production Control
(- Configuration Modeler
[ Product Configurations
> Quality
> Demand Planning

Home | workist | | _Sion out
New Window | Hslp | Customize Pace | 5 =]

Create Expense Report
Expense Report Entry
Patty Panther User Defaults Report ID: NEXT
-

=Description: [Trip te Onianda Comment: RptiD # 0000195786 =]

*Business Purpose: |Cnn‘v‘emmn j j

Reference: 0000034925
Default Location: Florida,Orlanda Q
Imagetow
Accounting Defaults Apply Cash Advance(s More Options: =] &0 |

Copy Selected |

“Overview Detall Location *lerchant *AirHotel lfileage “Currency
Select *Expense Type *Expense Date *Amount Spent|*Currency |*Payment Type *Billing Type ‘

r [Domestic Airfare =0 | 0.00 WQ [ =] |[FuEspe~] | =

I E

I B

I H

Delete Selected |

MNew Expense ~| Add Check For Errors

[> Inventory Policy Planning Employee Expenses: 0.00 USD Due Employee: 0.00 USD

(> Supply Planning Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

[> Grants Prepaid Expenses: 0.00 USD

(> Program Management Employee Credits: 0.00 USD

[- Project Costing Vendor Credits: 0.00 USD

[ Proposal Management Cash Advances Applied: 0.00 USD

[ Maintenance Management -
(- Resource Management v‘ "‘ - ! |' LIJ
I 1 narn Adminictratinn

Dore [ T[] |emterne BN

Step

Action

14.

"6/10/09".

Enter the desired information into the Choose a date (Alt+5) field. Enter

15.

"20.".

Enter the desired information into the Look up Currency (Alt+5) field. Enter

Last changed on: 10/2/2009 8:14 AM
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FIU

Search: = New Window | Hslp | Customize Pace | 5 =]

®
- My Favorites
> Student Administration Create Expense Report
- Employee Self-Service
b Service Request Expense Report Entry
I Procurement Patty Panther User Defaults Report ID: NEXT
[> Assets
[» Travel and Expenses
— Qoen Resource Requests “Description: [Trip te Onianda Comment: [Rpt D # 0000195786 -]
— Emplovee Project Center
— Travel and Expense Center *Business Purpose: |Cnn‘v‘emmn j j
E g"jg;?;’f:;éi::m Reference: 0000034925
[- Customers Default Location: Florida, Orlanda Q
[- Products
[ Promotions Imageliow
[ Customer Contracts
[ Order Management nting Defaults Apply Cash Advance(s Tore Options:
(> Pricing Configuration
[ Customer Returns
[- ltems
[+ Cost Accounting
[- Vendors Select “Expense Type “Expense Date | *Amount Spent |*Currency |"Payment Type Billing Type ‘

E‘l::;cnf:zf;m r [Domestic Airfare |\CRECERE] 20, JusD @, | [FIU Expe =] By

[- eProcurement I
[- Services Procurement

> Sourcing I
(> Engineering
[» Manufacturing Definitions |
(> Production Control

[ Configuration Modeler CopySe\eded| Delete Selected | New Expense ~| |Add Check For Errors

[ Product Configurations

=

— *Overview Detail Location *Merchant *AirHotel Mileage “Currency

L«

[N [JETER[{EY

> Quality

> Demand Planning |
[> Inventory Policy Planning Employee Expenses: 0.00 USD Due Employee: 0.00 USD

(> Supply Planning Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

[> Grants Prepaid Expenses: 0.00 USD

(> Program Management Employee Credits: 0.00 USD

[- Project Costing Vendor Credits: 0.00 USD

[ Proposal Management Cash Advances Applied: 0.00 USD

[ Maintenance Management
(- Resource Management

Il nmra Adminictratinn

Dore [ T[] |emterne BN

Step | Action

16. Click the Out of Pocket list item.
[ ~1
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rlu H | workist | AddioFavortes | Signout

Search: = New Window | Hslp | Customize Pace | 5 =]

- My Favorites

> Student Administration Create Expense Report
- Employee Self-Service

b Service Request Expense Report Entry

I Procurement Patty Panther User Defaults Report ID: NEXT
[> Assets

[» Travel and Expenses
— Dpen Resource Requesls =Description: [Trip te Onianda Comment: RptiD # 0000195786
— Emplovee Project Center
— Travel and Expense Center *Business Purpose: |Cnn‘v‘emmn j

> Manager Self-Service . l—
> Supplier Contracts Reference: 0000034925
[- Customers Default Location: Florida, Orlanda xQ

- Products
(> Promotions Imagetow

[ Customer Contracts
- Order Management inting Defaults Apply Cash Advance(s More Options: = o] |
(> Pricing Configuration

[ Customer Returns
[- ltems

[+ Cost Accounting
[- Vendors Select “Expense Type “Expense Date | *Amount Spent|*Currency [*Payment Type Billing Type ‘
Er:;:,:zf;m r [Domestic Airfare =] |[osr102002 [ || 20.00 |USD =] [FIUExpe =] B
[- eProcurement I

[- Services Procurement

> Sourcing I
(> Engineering
[» Manufacturing Definitions |
[ Production Control

[ Configuration Modeler CopySe\eded| Delete Selected | New Expense ~| |Add Check For Errors

[ Product Configurations

=

(B0

— *Overview Detail Location *Merchant *AirHotel Mileage Currency

4

Lol Ll L

> Quality

> Demand Planning |
[> Inventory Policy Planning Employee Expenses: 20.00 UsD Due Employee: 20.00 USD

(> Supply Planning Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

> Grants Prepaid Expenses: 0.00 USD

(> Program Management Employee Credits: 0.00 USD

[ Project Costing Vendor Credits: 0.00 USD

> Proposal Management Cash Advances Applied: 0.00 USD

[ Maintenance Management -
(- Resource Management v‘ "‘ - ! |' LIJ
Il naen Ardminictration

Done [ [T entenet EY R

Step | Action

17. | Click the Accounting Defaults link.
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W rentzseps

FIU

Search: =

(O]

- My Favorites

- Student Administration Create Expense Report

Mew Window | Help | Customize Page | 15

Home | Workist | _AddioFavortes | Signout

- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
- Emplovee Project Center % £ Bus

Accounting Defaults

Patty Panther Report ID:

*GL Unit Dent Class Fund  Proaram Bud Ref

— Travel and Expense Center

NEXT

Project

Set Personalizations | Find | #  First

Activity

100,00 | [Fiuot1 | 23000818 |@ [1] @ [3as]a e @ a a
Add ChartField Line | Load Defaulis I User Defaults

OK

> Manager Self-Service
[+ Supplier Contracts

[- Customers

[- Products

[ Promotions

[ Customer Contracts
(- Order Management
(> Pricing Configuration
[ Customer Returns

[- ltems

[+ Cost Accounting

[- Vendors

> Purchasing

[+ Inventory

[- eProcurement

[- Services Procurement

> Sourcing

(> Engineering

(- Manufacturing Definitions
[» Production Control

(- Configuration Modeler

[ Product Configurations

> Quality

> Demand Planning

[+ Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management

(- Project Costing

> Proposal Management

[ Maintenance Management

(- Resource Management
I 1 narn AAminictrating

|4l

al

Affiliate  Fund

al al ]

i

T

| tnternet

H100% -

Step | Action

18. Click the GL Unit button.

Run the following query to identify the correct combination of the above fields
for a particular project ID: FIU_DEPT_PROJ_LOOKUP

19. | Click an entry in the Business Unit column.

FILIDZ

20.

Enter the desired information into the Dept field. Enter "124000000".

21.

Enter the desired information into the Fund field. Enter "900".

22.

Always use "00" for any DSO.

Enter the desired information into the Program field. Enter "00".

23.

Enter the desired information into the PC Bus Unit field. Enter "FIU02".

24,

Enter the desired information into the Project field. Enter "3100030".

Page 12
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Step | Action

25. | Click the Activity button.
There may be some projects that do not have an activity code.

NOTE:FUND Code 900,unrestricted will never have an activity code.

26. | Click an entry in the Activity column.

rlu Home | Workist | AddtoFavortes | Signout

Search: = Mew Window | Heln | Customize Page | /5,
[+ My Favorites
> Student Administration Create Expense Report
- Employee Self-Service i
b Service Request Accounting Defaults
[ Procurement Paity Panther Report ID: MNEXT
[ Assets
[> Travel and Expenses Accounting Summary S sonalizations | Ein
— Open Resource Requests BC Bus
— Emplovee Project Center % *GL Unit Dept Class Fund  Program Bud Ref Unit Project Activity Affiliate  Fund

— Travel and Expense Center
- Manager Sell-Service 100.00 | [Fooz |, [124000000| 2, [1] @, [ooo]q oo Q [Foz @ Froecze (@ JacTt a al |
[+ Supplier Contracts
[- Customers
(- Products
(- Promotions
[- Customer Contracts
[> Order Management 0K
(> Pricing Configuration
[- Customer Returns
[ Items
(- Cost Accounting
(- Vendors
> Purchasing
> Inventory
[- eProcurement
[+ Services Procurement
[+ Sourcing
> Engineering

Add ChartField Line | Load Defaulis | User Defaults

> Manufacturing Definitions
[ Production Control

(> Configuration Modeler

(- Product Configurations

[ Quality

(- Demand Planning

[ Inventory Policy Planning
[ Supply Planning

[- Grants

> Program Management

[+ Project Costing

> Proposal Management

> Maintenance Management

- Resource Management ‘ ‘
e [ 2l

Done [ [T € mternet o -

Step | Action

27. Click the OK button.
| ok |

Last changed on: 10/2/2009 8:14 AM Page 13
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FIU s

Search: = New Window | Hslp | Customize Pace | 5 =]

- My Favorites
- Student Administration Create Expense Report

- Employee Self-Service
b Service Request Expense Report Entry

I Procurement Patty Panthar User Defaults Report ID: NEXT
[> Assets

[» Travel and Expenses

— Dpen Resource Requesls =Description: [Trip te Crianda Comment: RptiD # 0000195786 =]
— Emplovee Project Center
— Travel and Expense Center *Business Purpose: |Cnn‘v‘emmn j j

> Manager Self-Service .
(> Supplier Contracts Reference: 0000034925

[- Customers Default Location: Florida, Orlanda Q

- Products
(> Promotions Imagetow

[ Customer Contracts
Accounting Defaults

(- Order Management
“Detail *Nerchant *AirHotel Hileage “Currency

| Sianout

=

More Options:

Apply Cash Advance(s

(> Pricing Configuration
[ Customer Returns
[- ltems
o Locati
[- Cost Accounting renew e
[- Vendors Select “Expense Type “Expense Date | *Amount Spent |*Currency |"Payment Type Billing Type ‘

[+ Purchasi =
Dmvemon,m r [Domestic Airfare =1 |[0sr1072009 [3 [ 20.00 |USD [Out of Packet =||[Fru Exuej"ﬁr‘q =

R T | |[Domesticincidentals [perorzans [ || o0 [usp e | =l|[FiUEee ] B |=
> Sourcing I

(> Engineering

(- Manufacturing Definitions |
(> Production Control
- Configuration Modeler Copy Selected | Delete Selected | New Expense ~| |Add Check For Errors
[ Product Configurations
> Quality

> Demand Planning

[+ Inventory Policy Planning Employee Expenses: 20.00 USD Due Employee: 20.00 USD
(> Supply Planning Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
> Grants Prepaid Expenses: 0.00 UsD

- Pm_gram Mﬁ_ﬂﬂgemi‘m Employee Credits: 0.00 USD

- Project Costing Vendor Credits: 0.00 USD

- Proposal Management Cash Advances Applied: 0.00 USD
[ Maintenance Management

(- Resource Management

Il nmra Adminictratinn

4
4

4

L] ) Ll
| H| @ | @

r
|4l

[ [ [ @mm

Step | Action

28. | Enter the desired information into the Look up Currency (Alt+5) field. Enter
"100.".
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Business Process Document
PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Exp. Rpt
(Funded portion)-Part 2

FIU

Search: =

(O]

- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Emplovee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ Promotions
[ Customer Contracts
(- Order Management
(> Pricing Configuration
[ Customer Returns
[- ltems
[+ Cost Accounting
[- Vendors
> Purchasing
[ Inventory
[- eProcurement
[- Services Procurement
> Sourcing
(> Engineering
(- Manufacturing Definitions
(> Production Control
(- Configuration Modeler
[ Product Configurations
> Quality
> Demand Planning

Create Expense Report

New Window | Hslp | Customize Pace | 5 =]

Expense Report Entry

Patty Panther User Defaults Report ID: NEXT
=
=Description: [Trip te Crianda Comment: RptiD # 0000195786
*Business Purpose: |Cnn‘v‘emmn j
Reference: IW
Default Location: WQ
Imagetow
nting Defaults Apply Cash Advance(s More Options:

CopySelected | | Delete Selected |

MNew Expense ~| Add

“Overview “Detal Location Herchant *AiriHotel lieage *Currency
Select *Expense Type *Expense Date  *Amount Spent|*Currency |*Payment Type *Billing Type ‘

r [Domestic Airfare =] |[osr102009 [ || 20.00 |USD [Out of Packet =||[Fru Exuej"%. =

r [Demestic Incidentals =|[osrozooa & || 00 [usoa || El|[FUEme =] B |=

I B

I H

Check Far Errors

[+ Inventory Policy Planning Employee Expenses: 20.00 USD Due Employee: 20.00 USD
(> Supply Planning Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
> Grants Prepaid Expenses: 0.00 UsD
[ Program Management Employee Credits: 0.00 USD
- Project Costing Vendor Credits: 0.00 UsD
- Proposal Management Cash Advances Applied: 0.00 USD
[ Maintenance Management -
[» Resource Management ‘ "‘ ! |' .
Il naen Ardminictration
[ [T etenet [#ow -

Step | Action

29.

Click the Out of Pocket list item.

=l

Last changed on: 10/2/2009 8:14 AM
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PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Exp. Rpt
(Funded portion)-Part 2

W rentzseps

Search:

®
- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Emplovee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ Promotions
[ Customer Contracts
(- Order Management
(> Pricing Configuration
[ Customer Returns
[- ltems

> Demand Planning

FIU

Create Expense Report

Home | Workist | _AddioFavortes | Signout

New Window | Hslp | Customize Pace | 5 =]

Expense Report Entry
Patty Panther

=

User Defaults

*Description: [Trip te Crianda

Florida, Orlanda Q

Imagetow

*Business Purpose: |Cnn‘v‘emmn

Default Location:

Report 1D:

Comment:

Reference:

NEXT

RptID # 0000195786

(B0

0000034925

Accounting Defaults

Apply Cash Advance(s

More Options:

=l o] |

First [ 1a.0ra [F Last

1 *Overview “Detail Location *Nerchant *LirHotel Wieage *Currency
[+ Cost Accounting
[- Vendors Select “Expense Type “Expense Date | *Amount Spent |*Currency |"Payment Type Billing Type ‘
> Purchasing =
© Inventory r [Domestic Airfare =] |[osr102009 [ || 20.00 |USD [Out of Packet =] |[FuEspe~] ‘E‘l =
> eProcurement " =
% Services Procurement r [Domestic Incidentals =] |[osr1or2009 [ || 100.00 |USD Dut of Pocket =] [FuExe -] |E| =
> Sourcing =
(> Engineering I J
(- Manufacturing Definitions | LI
[ Production Control

> Configuration Modeler CopySelected | Delete Selected | New Expenss ] |Add
[ Product Configurations
> Quality

Check Far Errors

[+ Inventory Policy Planning Employee Expenses: 120.00 USD Due Employee: 120.00 USD

(> Supply Planning Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

> Grants Prepaid Expenses: 0.00 UsD

[ Program Management Employee Credits: 0.00 USD

- Project Costing Vendor Credits: 0.00 UsD

- Proposal Management Cash Advances Applied: 0.00 USD

[ Maintenance Management -
[» Resource Management - "‘ ! |' LIJ
Il naen Ardminictration

Dore [T [ |epmterne BN

Step | Action

30.

Click the Detail tab.

31.

Enter the desired information into the Choose a date (Alt+5) field. Enter

"Upgrade to bus class".

32. | Enter the desired information into the Choose a date (Alt+5) field. Enter

"supplies for presentation”.

33. Click the Check For Errors button.

Check For Errors

34. | Click the Missing or invalid information was found. Click this icon to view

button.

[*]

Page 16
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Business Process Document

PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Exp. Rpt

(Funded portion)-Part 2

rlu Home | Workist | AddtoFavorites | Signout
Search: =l Mew Window | Help | Customize Page | \&, |
- My Favorites
[ Student Administration Create Expense Report
7R SER ST Expense Detail for Domestic Airfare (Line 1)
> Service Request
[> Procurement Patty Panther Report ID: NEXT
[> Assets
I Travel and Expenses Please enter or update the following information:
— Open Resource Reguesis P Ticket Number
— Emplovee Project Center
— Travel and Expense Center P Merchant (Preferred or Non-Preferred)
> Manager Self-Service -
(> Supplier Contracts About This Expense
> Customers . . 510021
e Expense Date: 0810/2009
> Promotions *Payment Type: Out of Pocket +| I NoReceipt
[ Customer Contracts . . lﬁ ™ ton-Reimbursable
(- Order Management Billing Type: FIl Expense
[ Pricing Configuration “Ticket Number: _
[ Customer Returns .
e Merchant (Choose One)
[> Cost Accounting (] Preferred: -
[- Vendors
b Purchasing won-preferrec: |
I Inventory Description: UPgrade to bus class -
[- eProcurement -
[- Services Procurement
[> Sourcing *Amount ' 20.00
(> Engineering , v UsSD
[» Manufacturing Definitions Currency: —
[ Production Control *Exchange Rate: 1.00000000 % B
(- Configuration Modeler
[ Product Configurations F Default Rate
- Quality Reimbursement Amt: 2 s
(> Demand Planning 2000 USD
[+ Inventory Policy Planning
[+ Supply Planning .
> Grants Location Amount: | —
> Program Management Mo Receipt: |
(- Project Costing
> Proposal Management . e
[ Maintenance it Accounting Detail
(- Resource Management
ol narn Adminicteatinn Y| rhemebCvmmnenCorCeeaen | e 1 x
Done | T [T e nternet e -

Step | Action

35.

Enter the desired information into the Ticket Number field. Enter "FIU02789".

36.

Enter the desired information into the Non-preferred field. Enter "delta".

37. Click the scrollbar.

38.

Enter the desired information into the Ticket Number field. Enter "-FIU02".

Notice: Since you used the ticket Number on the expense Report for FIUO1,
you need to type in the ticket number and add "-FIUQ2" for Foundation, "-
FIU03" for Wolfsonian, etc.

39. Click the Check Ex

| Check Expense Faor Errars

ense For Errors button.

Last changed on: 10/2/2009 8:14 AM
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Business Process Document
PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Exp. Rpt !m@mp
(Funded portion)-Part 2

I"IU | saou
Search: = New window | Help | Customize Pace | o5, =
- My Favorites
[ Student Administration Create Expense Report
7R SER ST Expense Detail for Domestic Airfare (Line 1)

> Service Request
[> Procurement Patty Panther Report ID: NEXT
[ Assets -
[> Travel and Expenses About This Expense
~ Doen Resource Reduesis | | ~gypense Date: 06/10/2009
— Emplovee Project Center P ]
— Travel and Expense Cenfer| | *Payment Type: Out of Pocket x| T"oRecsipt
- Manager Self-Service it . FIU Expense +] I Non-Reimbursable
(> Supplier Contracts Billing Type: "
[> Customers *Ticket Number: FIL02789-FIUDZ
[- Products =
- Promotions Merchant (Choose One)
[ Customer Contracts Preferred: hd
[ Order Management e
» Pricing Configuration Hon-preferred: delta
- Customer Returns Description: UPgrade to bus class -
[- ltems -
[> Cost Accounting el .
[ Vendors ‘Amount Spent: 20.00
P EIE T T “Currency: UsD
[+ Inventory . _
[ eProcurement *Exchange Rate: 100000000 b B
[- Services Procurement ¥ Default Rate
> Sourcing
(- Engineering Reimbursement Amt: 2000 USD
(- Manufacturing Definitions
[ Production Control
[ Configuration Modeler Location Amount: |
[ Product Configurations
> Quality Ho Receipt: |
> Demand Planning
[+ Inventory Policy Planning Accounting Detail
(> Supply Planning accounfing Detall -
[ Grants Eeceipt Split
[> Program it Check Expense For Errors | Next Expense
(- Project Costing
- Proposal Management Return to Expense Report
[ Maintenance Management b
[ Resource Management
Dore [T T [epmtene ESUAR

Step | Action

40. | Click the Return to Expense Report Link.

| Return to Expense Report |

Page 18 Last changed on: 10/2/2009 8:14 AM




!'{.T- TeuSed

Business Process Document
PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Exp. Rpt
(Funded portion)-Part 2

Search:

(O]

- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ Promotions
[ Customer Contracts
(- Order Management
(> Pricing Configuration
[ Customer Returns
[- ltems
[+ Cost Accounting
[- Vendors
> Purchasing
[+ Inventory
[- eProcurement
[- Services Procurement
> Sourcing
(> Engineering
(- Manufacturing Definitions
[ Production Control
(- Configuration Modeler
[ Product Configurations
> Quality
> Demand Planning
[+ Inventory Policy Planning
[+ Supply Planning
[- Grants
> Program Management
(- Project Costing
> Proposal Management
[ Maintenance Management
(- Resource Management

b nmra Adminictratinn

FIU

Create Expense Report

Home | Workist | _AddioFavortes | Signout

Mew Window | Help | Customize Page | 15

Submit Confirmation
Patty Panther
Employee Expenses: 120.00
Non-Reimbursable Expenses: 0.00
Prepaid Expenses: 0.00
Employee Credits: 0.00
Vendor Credits: 0.00
Cash Advances Applied: 0.00

0K | Cancsl

Report ID:

V Click OK to submit, or click Cancel to return to the expense report without submitting.

MNEXT
Due Employee: 120.00 USD
Due Vendor: 0.00 USD

Definition of Totals

T 6 ternet 0% -

A

Step

Action

41.

Click the Submit button, then the OK button.

Last changed on: 10/2/2009 8:14 AM
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PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Exp. Rpt !m@mp
(Funded portion)-Part 2

Home Worklist Add to

- My Favorites

> Student Administration View Expense Report
[~ Employee Self-Service i
b o e Expense Report Detail
I Procurement Patty Panther User Defaults Report ID: 0000195789
[> Assets
[> Travel and Expenses o
B — Description: Trip to Orlando Comment: RptID # 00007195786 =
— Emplovee Project Center
— Travel and Expense Center Business Purpose: Convention j
> Manager Self-Service . N .
© Supplier Contracts Status: Submission in Process Reference: 0000034925
[> Customers Default Location: Florida,Orlanda Last Updated: 0Bi18izo0e Byi 1522181
gEapaects Post State: Not Applied
[ Promotions
[ Customer Contracts Imagerow

(> Pricing Configuration More Options: |

(- Order Management |
(> Customer Returns

[- ltems

E\C’gmf:"“’mng verview “Detai Location chant *AirHotel Tileage “Carrency

> Purchasing *Expense Type *Expense Date | *Amount Spent |*Currency |*Payment Type *Billing Type
[Er=or - Domestic Airfare 05M10/2009 2000/usD  [outetPackst FIU Expense

I Services Procurement Domestic Incidentals 0610/2009 100.00|{USD Out of Packet FIU Expense

> Sourcing

(> Engineering

E ﬂf&ﬂg&;‘;”ggn'i‘g?“m“ﬁ Employee Expenses: 120.00 USD Due Employee: 120.00 USD

> Configuration Modeler Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

[ Product Configurations Prepaid Expenses: 0.00 USD

[ Quality Employee Credits: 0.00 USD

(> Demand Planning Vendor Credits: 0.00 USD

[ Inventory Policy Planning Cash Advances Applied: 0.00 USD

[+ Supply Planning

[- Grants Definition of Tatals |

> Program it -
[gEmieciosling Expense Report Project Summary Printable View

> Proposal Management
[ Maintenance Management 2 Return to Search |

(- Resource Management - ‘ ‘ ‘ _IJ
ol aaca Ardminictratinn J L

Done [ T e ternet -

Step | Action

42. Click the Printable View list item.
I -]
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Business Process Document
PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Exp. Rpt
(Funded portion)-Part 2

Search:

(O]
- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Emplovee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ Promotions
[ Customer Contracts
(- Order Management
(> Pricing Configuration
[ Customer Returns
[- ltems
[+ Cost Accounting
[- Vendors
> Purchasing
[ Inventory
[- eProcurement
[- Services Procurement
> Sourcing
(> Engineering
(- Manufacturing Definitions
[ Production Control
(- Configuration Modeler
[ Product Configurations
> Quality
> Demand Planning
[+ Inventory Policy Planning
[+ Supply Planning
[- Grants

FIU

View Expense Report

New Window | Hslp | Customize Pace | 5, =]

Patty Panther

=
Description:
Business Purpose:
Status:

Default Location:
Post State:

Expense Report Detail

User Defaults

Trip to Crlando
Convention
Submission in Pracess

Florida, Orlanda
Mot Applied

Imagetlow

Report ID: 0000195789

Comment:

Reference:
Last Updated:

RptID # 0000195786

0000034925

06/18/2009  By: 1522181

(B0

More Options: Printable View ¥| GO |

“Expense Type “Expense Date | "Amount Spent|*Currency | *Payment Type *Billing Type ‘
Domestic Airfare 08/10/2009 20.00|USD Qut of Pocket FIU Expense Ee
Domestic Incidentals 06/10/2009 100.00(UsSD Out of Packet FIU Expense
Employee Expenses: 120.00 USD Due Employee: 120.00 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 UsD
Cash Advances Applied: 0.00 USD

Definition of Tatals

> Program it

(- Project Costing

> Proposal Management

[ Maintenance Management

(- Resource Management

Il nmra Adminictratinn

Hotity |

‘ L Retur to Seareh |
v|4

Expense Report Project Summary Printable View

s

Done

T

|| & mternet

o0 -

Step

Action

43.

Click the GO button.

Last changed on: 10/2/2009 8:14 AM
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PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Exp. Rpt gPanther ™
(Funded portion)-Part 2

rlu Home | Workist | _AddtoFavories | Sianout

Search: =
> My Favorites Expense Report
[> Student Administration Enter any infermation you have and click Search. Leave fields blank for a list of all values.

- Employee Self-Service
[ Service Request Find an Existing Value
[> Procurement
[> Assets
I Travel and Expenses Search by: [Report D =] begins witn[oooo 195789
— Open Resource Reguesis
— Emplovee Project Center
— Travel and Expense Center Search | Advanced Search
> Manager Self-Service
[+ Supplier Contracts

Search Results

[> Customers

> Products 1ef

> Promotions ReportID  Report Descripfion Name EmpliD Report Status Creation Date]
[> Customer Contracts 0000195789 Trip to Orlando Panther, Patty 1522181 Submitted  06/(18/2009

(- Order Management

(> Pricing Configuration

[ Customer Returns

[- ltems

[+ Cost Accounting

[- Vendors

> Purchasing

[+ Inventory

[- eProcurement

[- Services Procurement

> Sourcing

(> Engineering

(- Manufacturing Definitions
[ Production Control

(- Configuration Modeler

[ Product Configurations
> Quality

> Demand Planning

[+ Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management

(- Project Costing

> Proposal Management

[ Maintenance Management
(- Resource Management

b nmra Ardminictratinn

|l | i

Internet H00% -
* 4

Step | Action

44. | Click an entry in the Report ID column.
0000195789
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PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Exp. Rpt
(Funded portion)-Part 2

FIU

Search:

®
- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ Promotions
[ Customer Contracts
(- Order Management
(> Pricing Configuration

{ Expense Report | Expense Recsipt |

Home | Workist

Mew Window | Help | Customize Page | \&, |

| _Add to Favorites

| Sianout

PeopleSoft.

Expense Report
Patty Panther

To print this report, please use your browser's print feature.

Print expense report and fax with supporting orignal receipts to (305) 348-1355.

0000195789

EmplID:

1522181

Report Date: 06/18/2009

Description: Trip to Orlando

12:57:58PM

Status: Submitted

[ Customer Returns Business Purpose:  Convention

[- ltems

[> Cost Accounting s Reference Number: 0000034925

- Vendors Comment: Rpt D # 0000195788 =]

> Purchasing

[+ Inventory -

[- eProcurement J

[- Services Procurement

> Sourcing Date Expense Type Merchant Location Amount Currency
[ Engineering 06M10/2009 Domestic Airfare delta 20,00 USD
(- Manufacturing Definitions Domestic

(> Production Control 081072009 Incidentals 100.00 USD
(- Configuration Modeler

[ Product Configurations

& Quality

> Demand Planning
[+ Inventory Policy Planning

Employee Expenses:

120.00

USD  Total Due Employee:

12000 USD

> Supply Planning Mon-Reimbursable Expenses: 0.00 USD Total Due Vendor: 0.00 USD
(- Grants Prepaid Expenses: 0.00 USD
g :m_gratnél.'laurlagemem Employee Credits: 0.00 USD
roject Casting R
[> Proposal Management Vendor Credits: 0.00 USD
[> Maintenance Management Cash Advances Applied: 0.00 USD .
(- Resource Management v‘ q ‘ | D
F 1 nmen Ardminictration
Done [T T e mternet e -

Step

Action

45,

1355.

Click the scrollbar to review the entire Expense Report.

Notice the Bar Code, this will be the 1st page you fax to ImageNow305-348-

46.

Click the Expense Receipt tab.

47.

348-1355

Please attach all the receipts pertaining to this Expense Report. Should the
receipt have a barcode, tuck it in and fax the entire expense report to 305-

Last changed on: 10/2/2009 8:14 AM
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W rentzseps

FIU

Search:

/ Expense Repoit § Expense Receipt |

- My Favorites

[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Emplovee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ Promotions
[ Customer Contracts
(- Order Management
(> Pricing Configuration
[ Customer Returns
[- ltems
[+ Cost Accounting
[- Vendors
> Purchasing
[+ Inventory
[- eProcurement
[- Services Procurement
> Sourcing
(> Engineering
(- Manufacturing Definitions
[ Production Control
(- Configuration Modeler
[ Product Configurations
> Quality
> Demand Planning
[+ Inventory Policy Planning
[+ Supply Planning
[- Grants
> Program Management
(- Project Costing
> Proposal Management
[ Maintenance Management
[- Resource Ma

ol aaen Ardmin

PeopleSoft.
Expense Receipts

Carolina Berget Employee ID: 1522181

Please aftach receipts below:

0000195789

| workist | _AddtoFavortes | Sianout

New Window | Hslp | Customize Page | 5 =]

[

Done |

0% -

|| & mternet

Step | Action

48. Click the Home link.

[ Home

49,
Foundation.
End of Procedure.

Congratulations. You have successfully completed an Expense Report for

Page 24
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