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Procedure

In this topic, you will be Applying My Wallet Transactions to Expense Reports.

FIU

Personalize Content | Lavout

[ My Favorites

[ Emplovee Self-Service
[- Travel and Expenses
[ Worklist

I Tree Manager

- Reporting Tools

- PeopleTools

[~ Change My Password
[~ My Systern Profile

|~ by Dictionary

Step | Action

1. Click the Employee Self-Service link.

Employee Self-Service|
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FIU
[ pora___&|

fSearch:

Main Menu

(O]

. My Favorites Employee Self-Service

[» Assets

Travel and Expense Center Assets Iravel and Expenses
[ Travel and Expenses

loyee Travel and Expense Carter Use the self-service employee role to manage Submibreview expense reports, cash advance

= Travel and Expense Center assets requests, o travel authorizations.
[ Travel and Expenses B yigw Transter sssets User Preferences
(- Worklist Travel Services
> Tree Manager My Voallet
> Reporting Tools B bty Wisllet Restore
> PeopleTools FIReview Paymerts
- Channe My Password I Review Payrol Payments

) print Bar Code Receipt Form

|~ My System Profile

B Review Expense History

|~ My Dictinnary [ Reviewv/Edit Profile

Step | Action

2. Click the Travel and Expense Center link.
Travel and Expense Center|

3. Click the Expense Report link.

xpense Report|

4, Click the Create link.

5. Click the Add button.
Add
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FIU
[ pora___&|

fSearch:

(- My Favorites
- Employee Self-Service
[> Assets

[> Travel and Expenses
= Travel and Expense Center
[ Travel and Expenses
[ Worklist
> Tree Manager
> Reporting Tools
(- PeopleTools
- Change by Password

Iew Windaow | Help | C

Page | B

Create Expense Report

Populate From A Travel Authorization

Patty Panther Report ID:

ns/30izong [

MEXT

01/30/2008 H T Search

From Date:

Date From Date To Amount

Travel Auth Description

Currency

=]

’M‘I_B\_fw Select |KKtest 0000033282 04/24/2009  04/2452008 150,00 USD

|~ My Dictionary
Select |testing approvals P 0000033280 04/23/2009  04/2352008 B50.00 USD
Select |mzcfsdafsdidsa 0000033278 04/23/2009 042352009 1,000.00 USD
Select | HEUG Confierence 0000023253 04/14/2009  04i14/2003 340.00 UsD
Select |01 04 0000033258 04/14/2009 0411452008 560.00 USD
Select |01 03 0000033252 04/14/2009 041452008 800.00 USD
Select |01 04 0000033251 04/14/2009 041452008 560.00 USD
Select |01 03 0000033248 04/14/2009 0411452009 900.00 USD
Select |Testodl 01 0000033240 04/14/2009  04i14/2003 840.00 USD
Select |for SME's creation CA from TA 0000033237 04/13/2009 0411352008 1,250.00 USD
Select |for creation of CAfor SME's 0000033238 04/13/2009 041352008 5,000.00 USD
Select |touse with exp report 0000033224 04/08/2009  04/08/2008 300.00 USD
Select |touse with exp report 0000033223 04/08/2009  04/08:2009 £,500.00 USD

Hetum o Expense Repor Enty
Step | Action

Click the Return to Expense Report Entry link.

[Return to Expensze Report Entry
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fSearch:

(O]
(- My Favorites
- Employee Self-Service
[> Assets
[> Travel and Expenses
= Travel and Expense Center
[ Travel and Expenses
[ Worklist
> Tree Manager
> Reporting Tools
(- PeopleTools
- Change by Password
|~ My System Profile
|- My Dictionary

Create Expense Report

Expense Report Entry
Patty Panther User Defaults Report ID:
Quick Start: e — | 60|
=
*Description: | Comment:
*Business Purpose: | j
Reference:

—

Default Location:

Mew Window | Help | Customize Page | 5 2]

Accounting Defaults Apply Cash Advance(s

*Overview Detail Location Merchart Air/Hatel Mileage *Currency
Select ‘Expense Tvpe ‘Expense Date | *Amount Spent | “Currency |‘Paviment Tyne “Billing Type
I =
I =
I =l
I E
GCopy Selected | Delete Selected | New Expense = A Check For Effars
Employee Expenses: 000 UsSD Due Emplovee: 0.00 UsD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 UsD =
Prepaid Expenses: 0.00 UsD
Employee Credits: 0.00 ush
Vendor Credits: 000 UsD
Cash Advances Applied: 0.00 ush

Definition of Totals

Undate Totals | | | _'LI
»

Step | Action

Click the Quick Start: list.

[~ Blank Repart

|
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fSearch:

Mew Window | Help | Customize Page | 5 2]

(- My Favorites
~ Emplovee Self-Service

1 Assets Create Expense Report

[> Travel and Expenses Expense Report Ent

= Travel and Expense Center p P Ty
(- Travel and Expenses Patty Panther User Defaults Report ID: NEXT
[ Worklist _
[> Tree Manager Quick Start: [A Blank Report i GO
(- Reporting Tools = A Blank Remort
(- PeopleTools ank Repo
i~ Change by Password *Description; ATemplate Comment:
[~ My Systermn Profile . . A Travel Authorization
|- Wty Dictionary Business PUrpose: | an Existing Report =

Reference:

Default Location: Q

Accounting Defaults Apply Cash Advance(s

*Overview Detail Location Merchart Air/Hatel Mileage *Currency
Select ‘Expense Type ‘Expense Date | *Amount Spent |*Currency |*Payment Tupe *Billing Type
I =
I =l
I =l
I E
GCopy Selected | Delete Selected | New Expense = A Check For Effars
Employee Expenses: 000 UsSD Due Emplovee: 0.00 UsD
Non-Reimbursable Expenses: 0.00 UsD Due Vendor: 0.00 UsD =
Prepaid Expenses: 0.00 UsD
Employee Credits: 0.00 ush
Vendor Credits: 000 UsD
Cash Advances Applied: 0.00 ush
‘l Definition of Totals Undate Totals | | | _'LI
4 »

Step | Action

8. Click the Entries from My Wallet list item.
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e & Mew Window | Help | Customize Page | 5 2]
(- My Favorites
~ Emplovee Self-Service
b Assets Create Expense Report
[> Travel and Expenses
= Travel and Expense Center Expense Report Entry
(> Travel and Expenses Patty Panther User Defaults Report ID: NEXT
> Worklist ) §
> Tree Manager Quick Start: [ Entries from My \Wallet i=| GO
> Reporting Tools =
(- PeopleTools
|~ Change My Password *Description: | Comment:
|~ My System Profile R
| Wv Dictiona Business Purpose: | j
Reference:
Default Location: Q
Accounting Defaults Apply Cash Advance(s More Options: j GO
z i First [ a0 0 B st
*Overview Detail Location Merchart Air/Hatel Mileage *Currency
Select ‘Expense Type ‘Expense Date | *Amount Spent |*Currency |*Payment Tupe *Billing Type
I =
I =
I =l
I E
GCopy Selected | Delete Selected | New Expense = A Check For Effars
Employee Expenses: 000 UsSD Due Emplovee: 0.00 UsD
Non-Reimbursable Expenses: 0.00 UsD Due Vendor: 0.00 UsD =
Prepaid Expenses: 0.00 UsD
Employee Credits: 0.00 ush
Vendor Credits: 000 UsD
Cash Advances Applied: 0.00 ush
‘l Definition of Totals Undate Totals | | | _'LI
4 »

Click the GO button.

10.

Click the Checkbox option for the desired transactions.

A program will run nightly to upload all transactions from Bank of America.

11.

Click the Vertical button of the scrollbar.

12.

Click the Done button.

Daone

13.

Enter the desired information into the *Description: field. Enter "Conference
UPK™".

14.

Click the *Business Purpose: list.

| |
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FIU

| T & Mew Window | Help | Customize Page | 5 2]
(- My Favorites
~ Emplovee Self-Service
1 Assets Create Expense Report
[> Travel and Expenses
= Travel and Expense Center Expense Report Entry
(> Travel and Expenses Patty Panther User Defaults Report ID: NEXT
[ Worklist =
> Tree Manager
> Reporting Tools *Description: [conference UPK Comment:
> PeopleTools . . -
|- Change Wy Password Purpose: | =
|~ My System Profile Reference:
|- My Dictionary Athletic Event
Default Location:
Convention
Field Waork -
Accounting Defaults | nterview for Position More Options: | =] so
Meeting
o ____ e : g Fraifllo
{*overview % Detal Recruting ir/Hatel Misage *Currency
Research
Select *Expense TV germinar ount Spent | “Currency | ‘Payment Type *Billing Type |
r [Domestic L ?z”;’ﬁ'ﬂ 48.00|USD Universty Credit Card  |[FIU Expe x| |Fq =
- [ Damestic Lo| To Teach 48.00 (USD University Credit Card |[FIU Expe x| |L?Q =5
Training
O |Dumestlu Air Workshop 278.70|USD University Credit Card |FIU Expej |Fﬁ1 =

CupySele:tedl Delete Selected | Mew Expense ~| Add Check For Errors

Employee Expenses; 3TET0 USD Due Employee: 37670 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 UsD
Prepaid Expenses: 0.00 UsSD
Employee Credits: 0.00 ush
Vendor Credits: 000 UsD
Cash Advances Applied: 0.00 UsD

Definition of Totals Update Totals |

Save For Later Submit Expense Report Project Summary Printable Yiew

4 I_>l;I

Step | Action

15. | Select the Conference option from the drop down menu.
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FIU

- (3 Mew Window | Help | Customize Page | 5 2]
(- My Favorites
[~ Employee Self-Service

U Assets Create Expense Report

[> Travel and Expenses
~ Travel and Expense Gentet Expense Report Entry

(> Travel and Expenses Patty Panther User Defaults Report ID: NEXT
> Workdist =
> Tree Manager
> Reporting Tools *Description: [conference UPK Comment:
(- PeopleTools T
- Change Wy Password Purpose: ICnnference ’LI
|~ My System Profile Reference:
|~ My Dictianary
Default Location: Q
Accounting Defaults Apply Cash Advance(s, More Options:
*Overview Detail Location “Merchart *AirHotel Mieage *Currency
Select *Expense Type *Expense Date | *Amount Spent | *Currency | ‘Payment Type *Billing Type |
r [ Domestic Lodging | |o406r2009 48.00|USD Universty Credit Card  |[FIU Expe x| |Fq =
- [ Damestic Lodging =] |pamerzooa 48.00 (USD University Credit Card |[FIU Expe x| |L?Q =5
[l [ Domestic Airfare =] |pamerzoog 278.70|USD University Credit Card  |[FIU Expe x| |L:T:1 =5

CupySele:tedl Delete Selected | Mew Expense ~| Add Check For Errors

Employee Expenses; 3TET0 USD Due Employee: 37670 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 UsD
Prepaid Expenses: 0.00 UsSD
Employee Credits: 0.00 ush
Vendor Credits: 000 UsD
Cash Advances Applied: 0.00 UsD

Definition of Totals Update Totals |

Save For Later Submit Expense Report Project Summary Printable Yiew

4 I_>l;I

Step | Action

16. | Click the Look up Default Location (Alt+5) graphic.

[

17. | Click the Search by: list.
|Expense Laocation jl
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S 0 Mew Window | Help | /B 23
e Look Up Default Location
[> Assets
DTraveIrand Expenses Expense Licstion
(- Worklist
> Tree Manager M & EOTATCEUCINkUD,
> Reporting Tools
> PeopleTools Search Results
= Change by Password QOnly the first 300 results can be displayed. Enter mare information ahove and search again to reduce the number of search results.
*M‘.‘_ﬁ\_rw g All 1100 01300 [5] Last
Lo, Expense L ocation Description
0a01 Afghanistan, Other o
o002 Afghanistan Kabul
0003 Alhania, Other
0004 Albania Tirana
000s Algeria,Other
0006 Algeria Algiers
oo7 AndorraAndorra
ooog Angola,Other
o009 Angola,Luanda
oot Antigua and Barbuda Other
oot1 Antigua Antigua and Barbuda
o012 Argentina, Other
Julki] Argentina Buenos Aires
ootd Armenia, Other
oots Armenia,Yerevan
o016 Ascension Ascension Island
ooty Australia Other
o018 Australia Adelaide
oo1s Australia Brishane
aoz0 Australia Caims
o021 Australia Canberra
o022 Australia Fremantle
0023 Australia Melbourne
o024 Australia Perth
o025 Australia Sydney
0026 Austria, Other
0027 Austria,Graz i
Step [ Action

18.

Select the Description option from the drop down menu.
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[penu &)
SEE - 0 New Window | Hela | B
e Look Up Default Location
Ef:':;'}:gé;"::::gemer Search by: [Description 7] begins with ]
Ewggk;;:tnagef LookUp | Cancel | Advanced Lookup
Step | Action
19. | Enter the desired information into the Begins with field. Enter "%vegas".
20. | Click the Look Up button.
21. Click the Nevada,Las Vegas link.
Mevada Lasiegas
22. | Click the Check For Errors button.
23. | Click the Flag graphic to view the error(s) associated with this expense.
(¥
24. | Enter the desired information into the *Number of Nights: field. Enter "3".
25. | Click the Next Expense button.
26. | Enter the desired information into the *Number of Nights: field. Enter "3".
27. | Click the Return to Expense Report link.
[Eeturn to Expense Repor]
28. | Click the Submit button.
| submit |
29. | Click the OK button.

o
o
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Step [ Action

30. Click the Home link.
 Home |

31. | Congratulations. You have successfully Applied My Wallet Transactions to an
Expense Report.

End of Procedure.
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