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Procedure
As a Manager:

In this topic, you will Approve an Expense Report.

[-]
Home | Workist | AddtoFavortes | Signout

Personalize Content | Lavout

Menu = B
Search:

[~ My Favorites

[ Employee Self-Service

> Manager Self-Service

[+ eProcurement
[+ Services Procurement

[ Travel and Expenses
[- Commitment Control
[ Worklist

> Tree Manager

- PeopleTools

— Chanage My Password
— Lly System Profile

— Lly Dictionary

Done [ [ [ @ nternet HI00% -

Step | Action

1. Click the Travel and Expense Center link.

[Travel and Expenses |

2. Click the Approvals link.

3. 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

[» 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

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

=
[

[Transactions to Approve

Transaction Type
Expense Report

Travel Authc
Travel Authy

Emplovee Expense History

Return to Appravals

Total Unit
350.00 USD
50.00 UsSD
350.00 USD

Name
Panther, Pathy

Gold, Peter
Panther, Pathy

Employee ID Description

1290091 HEUG Caonference
1221455 0102
1290091 HEUG Canference

Qveriew | Expense Reports | Time Reports | Time Adjustments | Travel Authorizations | Cash Advances | Errors

Refresh List

Transaction Date

) Submitted
0000186664 04/M4/2009
04/14/2009
04/14/2009

Refresh List

i

Done

I

| tnternet

0% -

Step

Action

Click an entry in the Description column.

HEUGS Conference

Last changed on: 8/12/2009 9:36 AM

Page 3




Business Process Document

PS FIN Travel Expenses: Approving an Expense Report ! ;

rlu Home | Workist | AddtoFavories | Signout

Search: w | Customize Page | B, =]
[ My Favorites
(- Employee Self-Service Approve Expense Report
> Manager Self-Service
e Expense Report Summary
- Services Procurement Patty Panther User Defaults Report ID: 0000186664
- Travel and Expenses
~ Approve Transactions =
Awmﬂ Report Description: HELG Canference Reference: Employee Base: Office
&
Transactions Business Purpose: Conference Comment: Conference
[ Manage Employee Report Status: Submitted for Approval
Information
[> Load External Information Default Location: Nevada LasVegas
[ Process Expenses Created On: By: 1290091
[> Manage Accounting <
> Real Time Analysis *Accounting Date: 04114/2009 Last Updated: By: 1290091
— Travel and Expense Center Accounting Template: STANDARD @ Imacetow
[> Commitment Control
- Worklist Accounting Defaults More Options: H —IGO
(- Tree Manager
[ PeopleTools
— Change Wy Password You can deny individual expenses and still approve or send back the overall report.
— Ly System Profile
— My Dictionary
PC Business Approve
Expense Type Date T TE— il Reimburse Amt ¥
Expense Type ate Unit Project Activity Reimburse Amt Currenc: Expense N
Comestic Auto Rental 04/14/2009 200.00 USD Iz
Comestic Incidentals 04/14/2009 50.00 USD I~
Damestic Lodaing 04M4/2009 100.00 USD ~
Employee Expenses: 350.00 USD Due Employee: 350.00 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD Definition of Totals
Employee Credits: 0.00 UsD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 USD
~ Pending Actions
Profile i DateTime hd
[ [ [ [ @ mtemnet ESSR

Step | Action

5. Click the scrollbar.

Review the Expense Report
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es | Sign out

Search: 1= Mew Window | Help | Customize Pace | 5, 1

> My Favorites .
b Student Administration View Expense Report
> Data Expansion Tools i
- Employee Self-Service Expense Repon Detail
[> Service Request Patty Panther User Defaults ReportID: 0000190831
[> Procurement
[ Assets =

[ Travel and Expenses Description: HEUG Conference Comment: ’

— Open Resource Reguesis
— Employee Project Center Business Purpose: Conference
— Stafiing Apply Online ., < or ADDIOV: .
e e Status: Submitted for Approval Reference:
> Manager Self-Service Default Location: Nevada LasVegas Last Updated: 05(14/2008 By 11863
[ S ST ETTITEE Post State: Not Applied
[ Customers
[ Partners
[ Products
(> Catalog Management
[> Promotions )
[ Customer Contracts

=

o

3

> Order Management Detail age “Currency

> Pricing Ci

[ Customer Returns “Expense Type “Amnunl Spent *Currency |"Payment Type *Billing Type | ‘

[ ltems |Dnmesuc Auto Rental ‘DE#EWZ[IIJQ ‘ 50.00 |USD |om of Pocket FIU Expense FD\F

[ Cost Accounting

[ Vendors

g“:““rﬂzﬁ;“g Employee Expenses: 50.00 USD Due Employee: 50.00 USD

> eProcurement Non-Re\mbursablel Expenses: 0.00 ugD Due Vendor: 0.00 USD

> Services Procurement Prepaid Expenses: 0.00 USD

© Sourcing Employee Credits: 0.00 USD -

[ Engineering Vendor Credits: 0.00 USD

[> Manufacturing Definitions Cash Advances Applied: 0.00 USD

[ Production Control

[ Configuration Modeler Definition of Totals |

[ Product Configurations

P Expense ReportProject Summary  Printabl

> Demand Planning

[ Inventory Policy Planning ~ Pending Actions i

[ Supply Planning Profile Hame Action

[ Grants ) -~
xnense Manager (Pooled)

[> Project Costing -/ ‘F | N

Internet HA00% -
vz

Step | Action

6. Click the ImageNow link to view the employee's receipts that were submitted.

Image

7. Here you can review the employee's receipts that were scanned through
ImageNow.
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Search:
®

[ My Favorites
- Employee Self-Service
> Manager Self-Service
[- eProcurement
[+ Services Procurement
- Travel and Expenses

~ Approve Transactions

Transacti
[> Manage Employee
Information
[» Load External Information
> Process Expenses
> Manage Accounting
> Real-Time Analysis
— Travel and Expense Center
(> Commitment Control
[ Worklist
(- Tree Manager
[ PeopleTools
— Change Wy Password
— Ly System Profile
— My Dictionary

Expense Line ltems

Expense Type Date

Domestic Auto Rental 04/14/2009
Domestic Incidentals 04/14/2009
Domestic Lodaing ~ 04M4/2009

Employee Expenses:
Hon-Reimbursable Expenses:
Prepaid Expenses:
Employee Credits:

Vendor Credits:

Cash Advances Applied:

~ Pending Actions

Profile
Expense Manager
Frepay Auditar

* Action History

Profile

PC Business . Approve
Unit Project Activity Reimburse Amt Currency Expense
20000 USD 2
5000 USD I
100.00 USD 2
350.00 USD Due Employee: 350.00 USD
0.00 USD Due Vendor: 0.00 USD
0.00 USD Definition of Totals
0.00 UsD
0.00 USD
0.00 USD

Hame
(Pooled)
(Paoled)

Name

Action
Panther. Patty

Submitted

DateTime
04/14/2009 5:17:53PW

Budget Status: Mot Chicd

Budaet Options

Approve

Send Back

||

Budget Checking is required before the Expense Report can be Approved. Please click on
the Budget Options hyperlink.

Hold

Save Changes

Return to Approval List

Nextin List

NI}

[ [ [ [@mtemnet

F100% -

Step | Action

Click the Budget Options link.

A program runs every two hours and budget checks all Department numbers
based on the chart string.

Page 6

Last changed on: 8/12/2009 9:36 AM




Business Process Document

!’@mﬂl‘@w PS FIN Travel Expenses: Approving an Expense
Report

rlu tHome | Workist | _AddtoFavories | Sianout

ndow | Customize Pag Saved

Search: New Wi

®
- My Favorites
e
[ eProcurement
[ Services Procurement
[~ Travel and Expenses Budget Checking Header Status: Mot Budget Checked
<7 Approve Transactions

Commitment Control

Source Transaction Type: Expense Sheet

Commitment Control Amount Type: Encumbrance

— Modify Ay v

Transactions

[> Manage Employee

Information ™ Override Transaction €@

[> Load External Information
- Process Expenses

[» Manage Ax
> Real-Time Analysis Budget Check Goto Transaction Exceptions 3o 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 € nternet e -

Step | Action

9. Click the Budget Check 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.

Budget Check

10. Click the OK button.
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rlu Home | Workist | AddtoFavories | Signout

Search: w | Customize Page | B, =]
[ My Favorites
(- Employee Self-Service Approve Expense Report
> Manager Self-Service
e Expense Report Summary
(> Services Procurement Pathy Panther User Defaults Report ID: 0000186664
- Travel and Expenses
~ Approve Transactions =
Awmﬂ Report Description: HELG Canference Reference: Employee Base: Office
&
Transactions Business Purpose: Conference Comment: Conference
[ Manage Employee Report Status: Submitted for Approval
Information
[> Load External Information Default Location: Nevada LasVegas
[ Process Expenses Created On: By: 1290091
[> Manage Accounting <2iuEt
> Real Time Analysis *Accounting Date: 04114/2009 Last Updated: By: 1731526
— Travel and Expense Center Accounting Template: STANDARD @ Imagehlow
[> Commitment Control
- Worklist Accounting Defaults More Options: H —IGO
(- Tree Manager
[ PeopleTools
- Change My Password You can deny individual expenses and still approve or send back the overall report.
— Ly System Profile
— My Dictionary
PC Business Approve
Expense Type Date T TE— il Reimburse Amt ¥
Expense Type ate Unit Project Activity Reimburse Amt Currenc: Expense N
Comestic Auto Rental 04/14/2009 200.00 USD Iz
Comestic Incidentals 04/14/2009 50.00 USD I~
Damestic Lodaing 04M4/2009 100.00 USD ~
Employee Expenses: 350.00 USD Due Employee: 350.00 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD Definition of Totals
Employee Credits: 0.00 UsD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 USD
~ Pending Actions
Profile Name Action Date/Time j
[ [ [ [ @ mtemnet ESSR

Step | Action

11. Click the scrollbar.

12. | Click the Approve button.
Apprave I
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Search:

(O]

- My Favorites
> Employee Self-Service
> Manager Self-Service
[ eProcurement
[ Services Procurement
[~ Travel and Expenses
~ Approve Transactions
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

| Sianout

Home | Workist | AddioFavories
w Window | Customize Page | 5
Approve Expense Report
Submit Confirmation
Patty Panther Report ID: 0000186664

Employee Expenses:
Non-Reimbursable Expenses:
Prepaid Expenses:

Employee Credits:

Vendor Credits:

Cash Advances Applied:

V This report will be approved

0K Cancsl

350.00
0.00
0.00
0.00
0.00
0.00

Due Employee:
Due Vendor:
Definition of Totals

350.00 USD
000 USD

g

| tnternet

H100% -

Step

Action

13.

Click the OK button.
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Search:
®

[ My Favorites
- Employee Self-Service
> Manager Self-Service
[- eProcurement
[+ Services Procurement
- Travel and Expenses

~ Approve Transactions

Transacti
[> Manage Employee
Information
[» Load External Information
> Process Expenses
> Manage Accounting
> Real-Time Analysis
— Travel and Expense Center
(> Commitment Control
[ Worklist
(- Tree Manager
[ PeopleTools
— Change Wlv Password

Expense Line ltems

Expense Type Date

Domestic Auto Rental 04/14/2009
Domestic Incidentals 04/14/2009
Domestic Lodaing ~ 04M4/2009

Employee Expenses:
Hon-Reimbursable Expenses:
Prepaid Expenses:

Employee Credits:

Vendor Credits:

Cash Advances Applied:

~ Pending Actions

Profile
Expense Manager
Frepay Auditar

* Action History

PC Business

Unit

350.00
0.00
0.00
0.00
0.00
0.00

Hame
(Pooled)
(Paoled)

Project

Activity Reimburse Amt Currency Expense
20000 USD 3
5000 USD =
100.00 USD =

Due Employee: 350.00 USD

Due Vendor: 0.00 USD

Definition of Totals

Profile Name Action DateTime
— Ly System Profile
L 1y Dictionary Panther, Patty Submitted 04i14/2008 5:17:53PM
=
Budget Status:  Valid Budget Checking completed. Reportis ready for Approval/Posting.
Budaet Options
Approve Send Back Hold
Return to Approval List Nextin List
Done [ [ [ [@mtemnet oo - )

Step

Action

14.

Click the scrollbar.

15.

Click the "Home" Link

16.

Congratulations. You have successfully Approved an Expense Report.
End of Procedure.
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