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Procedure
As a Manager:

In this topic, you will learn how to approve a valid Travel Authorization Request.

[-]
Home | Workist | AddtoFavortes | Sign out

Personalize Content | Lavout
Menu -]

Search:

- My Favorites

> Employee Self-Service
[ Manager Self-Service
[ eProcurement

[+ Services Procurement
I Travel and Expenses
[ Commitment Control
[- Worklist

> Tree Manager

- PeopleTools

— Change Iy Password
— My Systemn Profile

|~ Wy Dictionary

7|
Done [ [T € mternet HI0% -

Step | Action

1. Click the Manager Self-Service link.
[- Mmanager Self-Service]

2. Click the Travel and Expense Center link.

[Travel and Expense Center|

3. Click the Approvals link.

4. Click the Approve Transactions link.

[Approve Transactions|
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Search:

(O]

- My Favorites

> Employee Self-Service
> Manager Self-Service

[ eProcurement

[ Services Procurement
[~ Travel and Expenses

<7 Approve Transactions

Transactions
— Wodify Approved

Transactions
[> Manage Employee
Information
[> Load External Information
[> Process

Home | Workist | _AddioFavortes | Signout
New Window | 15}
{ Overview ' Expsnse Reports | Time Reporis | Time Adjustments ) Travel Autt | Cash ad " Emors
=
[

Refresh List
[Transactions to Approve

Transaction Date
Transaction Type Total Unit Name Employee ID Description D Submitted
Travel Autherization 445 USD Panther, Pathy 1290091 TAR for Approval 0000033268 04/17/2009

Refresh List

Emplovee Expense History

[» Manage Accounting

> Real-Time Analysis

— Iravel and Expense Center
[- Commitment Control

(- Worklist

> Tree Manager

[+ PeopleTools

— Change WMy Password

— My System Profile

— My Dictionary

Return ta Approvals

Qveniew | Expense Reports | Time Reports | Time Adjustments | Travel Authorizations | Cash Advances | Errars

| o

[T T e ntenet BN

Step

Action

Click the Travel Authorizations tab.
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Search:
(O]

| Workist

Add to Favorites

| Sian out

Mew Window | 15}

- My Favorites

> Employee Self-Service "
> Manager Self-Service b
[ eProcurement

[ Services Procurement
[~ Travel and Expenses

[> Load External Information
- Process Expenses

[» Manage Accounting

> Real-Time Analysis

— Iravel and Expense Center
[- Commitment Control

(- Worklist

> Tree Manager

[+ PeopleTools

— Change WMy Password

— My System Profile

— My Dictionary

|~ Overview | Expense Reports | Time Reports | Time Adjustments | Travel Authorizations | Cash Advances |

Emors |,

~ Approve Transactions [ Transactions to Approve
Total Curr ?::Eé‘ Hame Employee ID Description "Bramsactlom Trip Date Igitnmmetl
Transactions
[- Manage Employee 4.45 USD gﬁ}’d Panther, Patty 1290091 TAR for Approval 0000033258 04/19/2009 04/17/2009
Information i

Oveniew | Expense Repors | Time Repors | Time Adjustments | Travel Authorizations | Cash Advances | Error:

Refresh List

Refresh List

i

T

| tnternet

H100% -

Step

Action

Click an entry in the Transaction ID column.
0000
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Search:

(O]
- My Favorites
> Employee Self-Service
> Manager Self-Service
[ eProcurement
[ Services Procurement
[~ Travel and Expenses
<7 Approve Transactions

Transactions
[» Manage Employee
Information
[> Load External Information
- Process Expenses

Home | Workist | _AddtoFavoriles

New Window | Customize Page | iy %]

Approve Travel Authorization
Travel Authorization Summary

Patty Panther User Defaults Authorization 1D: 0000032268

Description: TAR for Approval Comment:

Business Purpose: Conference

Status: Submitted for Approval

“Date From: 04/19/2009 To: 0419/2009 LastUpdated: 04/17/2009  By: 1290091

IMore Options: ]' ﬂl |

Accounting Defaults

[» Manage A

> Real-Time Analysis
— Travel and Expense Center

You can deny individual expenses and still approve or send back the overall report.

| Sian out

[- Commitment Control
[- Worklist
[ Tree Manager Expense Type Date EC project Activity Amount Currency Approve
[+ PeopleTools BU
— Change My Passward Domestic Mileage  04/19i2009 4.45 USD W
— My System Profile
— My Dictionary
Total: 445 USD
Less Non-Approved: 0.00 USD
Total Authorized: 4.45 UsD .
¥ Pending Actions
Profile Hame n
HR Supervisor Gaold, Peter
Expense Manager (Pooled)
Supplemental Approver (Pooled)
* Action History
Profile Name Action DateTime
Panther, Patty Submitted 04/17/2009 2:28:15PM J
[ [T € nternet 0k -

Click the More Options list.

|

Click the GO button.

Click the scrollbar.

Bud

tians|

Click the Budget Options link.
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Search: Mew Window | Customize Page | 5
& My Favorites Commitment Control

> Employee Self-Service = =

- Manager Self-Senvice Commitment Control Details

[ eProcurement

[ Services Procurement

[~ Travel and Expenses Budget Checking Header Status: Mot Budget Checked
<7 Approve Transactions

Source Transaction Type: Travel Authorization

- Commitment Control Amount Type: Encumbrance
— Wodify Approved
Transactions
[> Manage Employee
Information ™ Override Transaction €@

[> Load External Information
- Process Expenses

[» Manage Ax
> Real-Time Analysis [[Budet check | Goto Transaction Exceptions 5o To Activity Log
— Travel and Expense Center
[» Commitment Control 0K Cancsl
(- Worklist
> Tree Manager
[+ PeopleTools
— Change WMy Password
— My System Profile
— My Dictionary

Done [ T € mternet e -

Step | Action

11. | Click the Budget Check button.

12. | NOTICE:
The budget is valid. The funds have been encumbered.

13. | Commitment Control Tran ID: is the ID number assigned to the amount
encumbered.

14. Click the OK button.

You may get a "Warning" if you over spend on your budget, however, you will
be able to continue with your approvals.

You may get an "Error" if you do not have a budget or if the Project does not
have a budget and you will not be able to approve this action.
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rlu Home | Workist | _Addto Favories

Search: ® | Accounting Defaults More Options: -] so | B

[> My Favorites You can deny individual expenses and still approve or send hack the overall report
e
> Manager Self-Service Details Eind
[ eProcurement Expense Type Date BC project Activity Amount Currency Approve
[ Services Procurement BU
[~ Travel and Expenses Domestic Mileage  04/19/2009 445 USD ~
<7 Approve Transactions
— Modify Approved .
Transactions Total: 445 USD
[ Manage Employee Less Non-Approved: 0.00 USD
Information

[> Load External Information
- Process Expenses

[» Manage Accounting

> Real-Time Analysis

Total Authorized: 445 USD

~ Pending Actions

— Travel and Expense Centsr Profile Hame Action Date/Time
[ Commitment Control HR Supenisar Gold, Peter
- Worklist Expense Manager (Pooled)

> Tree M;

3 P;E:)E;)\e'ilj'gf)?:r Supplemental Approver (Pooled)
— Change My Password
— My System Profile

* Action History

— My Dictionary Profile Name Action DateTime
Panther, Patty Submitted 04/17/2009 2:28:15PI
=
Budget Status: Valid Budget Checking completed. Report is ready for Approval/Posting.

Budaget Options

Approve Send Back Hold Save Changes

Beturn to Appraval List

[T T e nternet oo -

Step | Action

15. Click the scrollbar.

16. | Click the Approve button.
Approve I
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rlu tHome | Workist | _AddtoFavories | Sianout

Search: Mew Window | Customize Page | 15
- My Favorites Approve Travel Authorization

> Employee Self-Service - -

- Manager Self-Service Submit Confirmation

(- eProcurement .

[ Services Procurement Patty Panther Authorization ID: 000003326

[~ Travel and Expenses
<7 Approve Transactions
— Approve Transactions Total: 445 USD Total Authorized: 445 USD
— Wodify Approved
Transactions Less Non-Approved: 0.00 USD
[> Manage Employee
Information
[> Load External Information
- Process Expenses
[» Manage Accounting
[> Real-Time Analysis 0K Cancsl
— Travel and Expense Center
[- Commitment Control
[- Worklist
> Tree Manager
[+ PeopleTools
— Change WMy Password
— My System Profile
— My Dictionary

V This repert will be approved

Done [T e mternet e -

Step | Action

17. Click the OK button.
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Search:

(O]
- My Favorites
> Employee Self-Service
> Manager Self-Service
[ eProcurement
[ Services Procurement
[~ Travel and Expenses
<7 Approve Transactions
— Approve Transactions
— Wodify Approved
Transactions
[» Manage Employee
Information
[> Load External Information
- Process Expenses
[» Manage Accounting
> Real-Time Analysis
— Travel and Expense Center
[- Commitment Control
[- Worklist
> Tree Manager
[+ PeopleTools
— Change My Password
— My System Profile
— My Dictionary

FIU

Home | Workist | _AddioFavortes | Signout
*Date From: 04/19/2009 To: D4r9/2009  LastUpdated:  04/17/2009 By: 1098312 j
Accounting Defaults More Options: Bl [0 |

Details Customize | Find
Expense Type Date % Project Activity Amount Currency Approve
Domestic Mileage — 04/19/2009 445 USD F

Total: 445 UsSD

Less Non-Approved: 0.00 USD

Total Authorized: 445 USD

~ Pending Actions

First (4] 1.3 013 [F] Last

Customize | Fil

Profile Name Action Date/Time
HR Supervisor Gald, Peter

Expense Manager (Pooled)

Supplemental Approver (Pooled)

First 4] 1 o1 (¥ Last

* Action History
Profile

mize | Find |

Name

Action
Panther, Patty

Submitted

DateTime
04/17/2009 2:28:15PI1

=

Budget Status:
Budaget Options

Valid Budget Checking completed. Report is ready for Approval/Posting.

Approve Send Back Hold

Beturn to Appraval List

Done

H00% -

L @me

Step

Action

18.

Click the scrollbar.

19.

After you click the approve button, the TAR's status changes.

| Submitted for Approval

20.

[ Home

Click the Home link.

21.

Congratulations. You have successfully Approved a Valid Travel
Authorization.
End of Procedure.
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