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Business Process Document
PS FIN Travel Expenses: Reviewing or Modifying Default !
Accounting for TAR

Procedure

In this topic, you will Review and Modify Default Accounting.

Personalize Content | Lavout Help

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

| Ervor on page. [ [ [ @ nternet HI00% -

Step | Action

1. Click the Employee Self-Service link.

|I> Employee Self-Senrice|
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FIU

Search:

(O]

(- My Favorites

[ Assets
> Travel and Expenses
— Travel and Expense Center
(- Manager Self-Service
[ eProcurement
[- Services Procurement
[ Travel and Expenses
[- Commitment Control
[- Worklist
> Tree Manager
[+ PeopleTools
— Change WMy Password
— My System Profile
— My Dictionary

Employee Self-Service

Travel and Expense Center
Employee Travel and Expense Center

Home | Workst | _AddioFavortes | Signout

Main Menu >

Travel and Expenses
e employee role to manage Submit nse reports, cash
ad rtravel authorizations

Expense Hist
Edit Profile

i e i e e i i

i Ervor on page.

[ [T e nternet e -

Step

Action

Click the Travel and Expense Center link.

[Travel and Expense Cented

Click the Travel Authorization link.

ravel Authorization

Iodi

Click the Modify link.
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Search:

(O]

- My Favorites

I Employee Self-Service
[> Assets
[ Travel and Expenses
— Travel and Expense Center

(- Manager Self-Service

[- eProcurement

[+ Services Procurement

[ Travel and Expenses

[- Commitment Control

(- Worklist

> Tree Manager

[+ PeopleTools

— Change WMy Password

— My System Profile

— My Dictionary

FIU

Home | Workist | _AddioFavortes | Signout

Mew Window | Help | /&,

Travel Autherization
Enter any infermatien you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value {__Add a New Value

Search by: |.$.uth-3r\zatmn D =] begins M1h||

Search | advanced Search

Find an Existing Value | Add a New Value

& Done

[ [T | mtenet S

Step

Action

Click the Search by list.

Enter the desired information into the begins with field. Enter "0000033237".

Search

Click the Search button.
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Default Accounting for TAR

rlu tHome | Workist | _AddtoFavories | Sinout

Search: New Window | Help | Customize Page | 15
(- My Favorites - .
- Employee Self_Service Travel Autherization
feassets Travel Authorization Ent
[ Travel and Expenses ry
— Travel and Expense Center Patty Panther User Defaults Authorization ID: 0000033237
(- Manager Self-Service
(> eProcurement >
(> Services Procurement -

. . icroSof Workshe X B
© Travel and Expenses Description: [MicroSoft Workshep Comment: =
[> Commitment Control *Business Purpose: | Workshop - =
(> Worklist I J J
> Tree Manager Status: Fending LastUpdated: 04/14/2008 By: 1231455
(> PeopleTools - -

- Change Wy Password Default Location: |New York MNew York City Q
— Uy System Profile “Date From: [04r16/2008 [5) *Date To: [04/20/2009 [
— My Dictionary
| Accounting Defaults More Options: | =] so |
Customize | Fin First 1] 13 03 (F Last
Select| |*Expense Type *Date *Amount Currency |*Payment Type |*Billing Type

I | |[Domestic 2irare | |[o4naiz008 [5) | 400.00 |USD [Out of Pocket =] |[FIU Expense =] |Detail

" | [Domestic Lodging x| |[o4r1672008 5 150.00|USD [Out of Pocket x| |[FIU Expense =] |*Detail

" | |[Domestic TaximrainBus =] |[o4i162000 6 || 15000 [usD  |[Qutof Pocket x| |[FIU Expense >| |-Detail

Copy Selected | Delste Selected | Mew Expense ~| Add Check For Errars

Authorized Amount: 70000 USD

| Update Totals |
Save for Later Submit Create & Cash Advance Project Summary Printable View
Return to Travel Autharization
Done [T € ntenet e -

Click the Accounting Defaults link.

For Contracts & Grants project IDs, the following fields must be populated:

Department (Organizational Department ID)
Class

Fund Code

PC Bus Unit: Enter ‘FSR0O1’

Project

Activity: Enter ‘SPN’

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

FIU

Search:

(O]

- My Favorites
I~ Employee Self-Service
[> Assets
[ Travel and Expenses
— Travel and Expense Center
(- Manager Self-Service
[- eProcurement
[+ Services Procurement

Home | Workist | _AddioFavortes | Signout

Mew Window | Help | Customize Page | 15

Travel Authorization
Accounting Defaults
Patty Panther

Authorization 1D: 0000033237

First [

Set Personalizations | Find | #

 Travel and Expenses % 'GLUnt  Dent ClassFund  Proaram BudRef po0"®  Project Activity Affiiate  Fund 4
[ Commitment Control —
> Worklist foo.oo [Fuon | @ [212008888| @ [T @ 230 @ [61/ @ a Q] Q| a Q
> Tree Manager
pEEr o Add ChartField Line | Load Defauts |
— Change My Passward
— My System Profile
- Ly Dictionary oK
GoTo: User Defaults
“ | 3
Done [ T e ternet [#w -
Step | Action

10.

Click the Add ChartField Line button.
Add ChartField Line |

11.

Enter the desired information into the % field. Enter "50".

12. | Enter the desired information into the Dept field. Enter "144000102".

13. Enter the desired information into the Fund field. Enter "210".

14. Click the OK button.
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Search:

(O]

- My Favorites

I~ Employee Self-Service
[> Assets
[ Travel and Expenses
— Travel and Expense Center

(- Manager Self-Service

[- eProcurement

[+ Services Procurement

[ Travel and Expenses

[- Commitment Control

[- Worklist

> Tree Manager

[+ PeopleTools

— Change WMy Password

FIU

Travel Autherization

| Sianout

Mew Window | Help | Customize Page | 15

Travel Authorization Entry

Patty Panther
)

*Description:

*Business Purpose:

Status:

Default Location:

User Defaults Authorization 1D: 0000033237

[WicroSoft Workshap Comment: B
|'.".'nr}c5hnu j ﬂ
Fending LastUpdated: 04/14/2009 By: 1231455

[New York New York City Q

— Ly System Profile *Date From: [04r16/2008 [5) *Date To: [04/20/2009 [
— My Dictionary
| Accounting Defaults More Options: |
*Expense Type *Amount Currency *Payment Type
I | |[Domestic 2irare | |[o¢4neizo0a ([ 40000 |usp  |[outof Pocketx]|[FIU Expense x]|:Detail
" | [Domestic Lodging x| |[o4r1672008 5 150.00|{USD [Out of Pocket x| |[FIU Expense =] |*Detail
™ | |[Domestic TadmrainBus =] |[o4i162000 6 || 15000 (usD  |[Qutof Pocket x| |[FIU Expense >| |-Detail
Copy Selected | Delete Selected | MNew Expense x| Add Check For Errors
Authorized Amount: 700.00 USD
| Update Totals |
Save for Later Submit Create & Cash Advance Project Summary Printable View
Return to Travel Autharization
[ T € ntenet ES

15.

Click the Save for Later button.

Save for Later

16.

Click an entry in the Detail column.
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W rentzseps

FIU

Search:
®

- My Favorites
I~ Employee Self-Service

[> Assets

[ Travel and Expenses

— Travel and Expense Center
(- Manager Self-Service
[- eProcurement
[+ Services Procurement
[ Travel and Expenses
[- Commitment Control
[- Worklist
> Tree Manager
[+ PeopleTools
— Change WMy Password
— My System Profile

Home | Workist | _AddioFavortes | Signout

Mew Window | Help | Customize Page | 15

Travel Authorization

Authorization Detail for Domestic Airfare (Line 1)
Paty Panther Authorization ID: 00000;

About This Expense

@
@
a
w

“Date: 04/16/2009 [5
“Payment Type: Out of Pocket -
*Billing Type: FIU Expense =

Ticket Number: FIU04142009

*Merchant (Choose One):

Preferred: -

— My Dictionary
= HNon-preferred: American Airlines
*Amount: 400,00 ysp
Location Amount: |
Accounting Detail
Check Expense For Errors
Return to Travel Authorization Entry
Done [T e -

17.

Click the Accounting Detail link to verify that the accounting distribution is
correct.
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Home | Workist | _AddioFavortes | Signout

FIU

Search: New Window | Help | Customize Page | 15

®
- My Favorites
I~ Employee Self-Service
[> Assets
[ Travel and Expenses

Travel Authorization
Accounting Detail
Patty Panther

— Travel and Expense Center Authorization ID:
(- Manager Self-Service
[- eProcurement

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

[- Worklist

> Tree Manager

[+ PeopleTools

— Change WMy Password
— My System Profile

— My Dictionary

0000033237

This is the accounting detail for expense type Domestic Airfare with a transaction
date of 2009-04-16 in the amount of 400 USD. If changes are made inadvertently,
you may reset the default accounting values by hitting the 'Restore Defaults' button.

Restore Defaults

Amount  *GL Unit Account  AltAcct Dept Class Fund PC Bus Activity

Program Bud Ref Project

Unit
20000 [Fluon @ [711213 @ [71700]@ [212008098 @ [ [z30/ @ o1 @ a a Q
200.00 [Foor | @ [rir21s @ [rire0| @ [rzao00m0z @ [ @ zoq o1 Q q Q

Add ChartField Line
oK

“ | 3

Done [ [T e mtenet e -

Step

Action

18.

Click the OK button.
For Contracts & Grants project IDs, the following fields must be populated:

Department (Organizational Department ID)
Class

Fund Code

PC Bus Unit: Enter ‘FSR0O1’

Project

Activity: Enter ‘SPN’

Run the following query to identify the correct combination of the above fields
for a particular project ID: FIU_GL_DEPT_PROJ_LOOKUP
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rlu Home | Workist | _AddioFavortes | Sianout
Search: New Window | Help | Customize Page | i5h
b My Favorites ) Travel Authorization
I~ Employee Self-Service
b lsezis Authorization Detail for Domestic Airfare (Line 1)
[ Travel and Expenses X
— Travel and Expense Center Paty Panther Authorization ID: 0000033237
[ Manager Self-Service =
[- eProcurement About This Expense
[+ Services Procurement *Date: 04/16/2009 [
[ Travel and Expenses Sutof Focket =
> Commitment Control “Payment Type: Lt aTFocke
[ Worklist *Billing Type: FIU Expense ¥
> Tree Manager N . o
% PeopleTools Ticket Humber: 04142009
— Chanage My Password *Merchant (Choose One):
— My System Profile Preferred: -
— My Dictionary
= HNon-preferred: American Airlines
*Amount: 400,00 ysp
Location Amount: |
Accounting Detail
Check Expense For Errors
Return to Travel Authorization Entry
[ [T e mnternet e -

Step | Action

19. | Click the Return to Travel Authorization Entry link.

[Return to Travel Authorization Ertry
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FIU

Search:

(O]

- My Favorites

I~ Employee Self-Service
[> Assets
[ Travel and Expenses
— Travel and Expense Center

(- Manager Self-Service

[- eProcurement

[+ Services Procurement

[ Travel and Expenses

[- Commitment Control

[- Worklist

> Tree Manager

[+ PeopleTools

— Change My Password

Travel Autherization

| Sianout

Mew Window | Help | Customize Page | 15

Travel Authorization Entry

Patty Panther
)

*Description:

*Business Purpose:

Status:

Default Location:

User Defaults Authorization 1D: 0000033237

[WicroSoft Workshap Comment: B
|'.".'nr}c5hnu j ﬂ
Fending LastUpdated: 04/14/2009 By: 1231455

[New York New York City Q

— Uy System Profile *Date From: [04r16/2008 [5) *Date To: [04/20/2009 [
— My Dictionary
| Accounting Defaults More Options: |
*Expense Type *Amount Currency *Payment Type
I | |[Domestic 2irare | |[o¢4neizo0a ([ 40000 |usp  |[outof Pocketx]|[FIU Expense x]|:Detail
" | [Domestic Lodging x| |[o4r1672008 5 150.00|{USD [Out of Pocket x| |[FIU Expense =] |*Detail
" | |[Domestic TaximrainBus =] |[o4i162000 6 || 15000 [usD  |[Qutof Pocket x| |[FIU Expense >| |-Detail
Copy Selected | Delete Selected | MNew Expense x| Add Check For Errors
Authorized Amount: 700.00 USD
| Update Totals |
Save for Later Submit Create & Cash Advance Project Summary Printable View
Return to Travel Autharization
Dore [T T[T [emtene i -

20.

| Submit

Click the Submit button.
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Search:

- My Favorites

I~ Employee Self-Service
[> Assets

[ Travel and Expenses

(- Manager Self-Service
[- eProcurement

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

> Tree Manager

[+ PeopleTools

— Change WMy Password
— My System Profile

— My Dictionary

FIU

— Travel and Expense Center

(O]

Travel Authorization

Home | Workist | _AddioFavortes | Signout

Mew Window | Help | Customize Page | 15

Submit Confirmation

Patty Panther Authorization 1D: ooooo:

Total: 700.00 USD

“ Click OK to submit, or click Cancel to return to the travel autherization without submitting

OK Cancel

o
)
¥
©

7

Done

Internet F 0% -
vz

Step

Action

21.

Click the OK button.
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Search:

(O]

- My Favorites

I~ Employee Self-Service
[> Assets
[ Travel and Expenses
— Travel and Expense Center

(- Manager Self-Service

[- eProcurement

[+ Services Procurement

[ Travel and Expenses

[- Commitment Control

[- Worklist

> Tree Manager

[+ PeopleTools

— Change My Password

— My System Profile

View Travel Authorization

Worklist

Add to Favorites

New Window | Hslp | Customize Pace | 5 =]

Travel Authorization Details

Patty Panther

)
Description:
Business Purpose:
status:

Default Location:

Workshop

User Defaults

WicroSoft Workshop

Sukmissien in Process

Mew York Mew York City

Authorization 1D: 0000033237

Comment:

Last Updated:

04M14i2009

| Sian out

- *Date From: 04/16i2009 Date To:  04/20/2009
— My Dictionary
More Options: | =] so |
Date *Amount Currency *Payment Type Billing Type
Domestic Airfare 04/16/2009 400.00|USD Qut of Pocket FIU Expense *Detail
Domestic Lodging 04/16/2008 150.00 | USD Qut of Pocket FIU Expense *Detail
Domestic TaxifTrain/Bus |04/16/2009 150.00|USD Qut of Pocket FIU Expense *Detail
Authorized Amount: 700,00 USD
Less Non-Approved: 0.00 USD
Due Employee: 700,00 USD
Eroject Summar Printable View
2\ Return to Search | [ Notify
Done [T € nternet e -

22.

[ Home

Click the Home link.

23.

Accounting.

End of Procedure.

Congratulations. You have successfully Reviewed and Modified Default
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