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Business Process Document

PS FIN Travel Expenses: Viewing or Modifying Default !

Accounting for Expense Reports

Procedure

When you create new expense reports, Expenses populates the expense report with
accounting defaults for cost of distributions. You can adjust the percentage of an
Expense Report that is charged to a department(s) by modifying the Default Accounting.

In this topic, you will allocate 25% of an expense report to be paid out by a second
department. At the same time you will adjust the amount that the default department
pays to 75%.

FIU —

Personalize Content | Lavout

search

®
[- My Favorites
I Data Expansion Tools
- Employee Self-Service
- Manager Self-Service
- Supplier Contracts
[- Customers
(- Partners
[ Products
- Catalog Management
[ Promations:
[- Customer Contracts
[- Order Management
[- Pricing Configuration
[- Customer Returns:
[ ltems
- Cost Accounting
[ Vendors
> Purchasing
[+ Imsentory
[ eProcurement
[- Services Procurement
- Sourcing
[ Engineering
|- Manufacturing Definitions
[ Production Control
[- Configuration Modeler
I Product Configurations:
[~ Quality
> Demand Planning
[ Imsentory Policy Planning
> Supply Planning
(- Grants
> Program Management
- Project Costing
> Proposal Management
- Maintenance Management
- Resource Management
[- Lease Administration
[- Staffing
[ Travel and Expenses
[- Travel Administration
> Billing

Menu [~ 1]
h:

Step

Action

Click the Employee Self-Service link.

Employee Self-Service|
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FIU

Menu

[» Service Request
[» Procurement
[ Assets
I Travel and Expenses
~ Open Resource Requesls
= Employee Project Center
= Slafiing Apply Online
~ Travel and Expense Cenler
(- Manager Self-Service
(- Supplier Contracts
[- Customers
(- Partners
[ Products
(- Catalog Management
[ Promotions
(- Customer Contracts
> Order Management
(- Pricing Configuration
[- Customer Returns
[ tems
(- Cost Accounting
[ Wendors
[ 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 =

Employee Self-Service

en Resource Requests
{Open Resource Renussts

Travel and Expense Center

[=]Employee Travel and Expense Carter

Assets

Use the self-service employee role to manage
assets

B vigwwTransfer Assets

Employee Project Center

[ Access the key areas for entering and viswing

project team mermber informetion

Semvice Request

Add or manage seli-service Service Requests
B Service Request Wizard

B Service Request

Bty Service Requests

Iravel and Expenses
Submitireview expense reports, cash advance
requests, or travel autharizations
LUser Preferences
Travel Services
By viallet
B hlore...

Eclit "Ermpliyee Self-Service" Folder

Staffing Apply Online
Statting Apply Onling

Procurement

Manage requistions, receiveing and schedule
interviews

EImanace Requistions

B Receiving

B iew Scheduled Intervisvws

Action

Click the Travel and Expense Center link.

[Travel and Expense Cented

Click the Create link.

Click the Find an Existing Value link.

| Find an Existing value|
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FIU

e ) = Mew window | /B
EnDn:t;aé':lzgﬁzinn Tools Expense Report
- Employee Self-Service Enter any information you have and click Search. Leave fields blank for a listof all values

[ Service Request

I Pracurement 1 Find an Existing Value {_ Add a New Value

> Assets

[ Travel and Expenses .

~ Dpen Resource Reguests Search by: [Repor1D ] beains with]

~ Employee Project Center Creation Date

~ Staffing Apply Online EmpliD
= Travel and Expense Center Search |24 Name
- Manager Self-Senvice Repart Description
> Supplier Contracts Find an Existing &0t 0
[- Customers
(- Partners
[ Products
(- Catalog Management
- 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

b -l

Step | Action

5. Click the Search By list.

Select EmplID from the menu list.
[EmpliD [
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FIU

[Search: ® =] Mew wWindow | B

=]

- My Fauorites Expense Report

[- Data Expansion Tools : :

- Employee Self-Service Enter any information you have and click Search. Leave fields blank for a listof all values
[ Service Request
I Pracurement 1 Find an Existing Value {_ Add a New Value
> Assets

[ Travel and Expenses
= Open Resource Reguests
~ Employee Project Center
~ Staffing Apply Gnline
= Travel and Expense Center ﬂlw
- Manager Self-Service
[> Supplier Contracts Find an Existing value | Add a Mew Value
[- Customers
(- Partners
[ Products
(- Catalog Management
- Promotions
(- Customer Contracts
> Order Management
(> Pricing Configuration —

Search by: [EmpiD | begins with |

(- 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

b -l

Step | Action

6. Enter the desired information into the Begins with field. Enter "1290091".

This value being the EmplID number.

7. Click the Search button.

8. For training purposes this employee ID only has 1 Expense Report attached to
it. If the searched employee ID had multiple expense reports associated with
it, a list would have been populated that would allow you to choose your
desired report.
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FIU
[ pora___&|

fSearol

(- My Favorites
(- Data Expansion Tools
I~ Emplovee Self-Service

. = Mew Window | Customize Page | 51 =]

(O]

Expense Report

[ Service Request

T Expense Report Entry
[> Assets Fatty Panther User Defaults Report ID: 0000181128
[ Travel and Expenses

= Open Resource Reguests
- Employee Project Center *Description: [UPK Training Excercise Comment:

=

~ Staffing Apply Gnline R .
Tl S e e Business Purpose: | Conference ;I
[- Manager Self-Service Status: Pending Reference:
(> Supplier Contracts
[> Customers Default Location: Florida, Miami Q Last Updated: 0373172000 Bwe 1200091
- Partners Post State: Mot Applied
[ Products
(- Catalog Management " "
- 4 -
- Promations Accounting Defaults Apnly Cash Advance(s) More Options: | =] o
- Customer Contracts N ——— e 4 e
> Order Management Custornize | Find | Y/ First (0 1.0 ot 4 (7] Last
> Pricing Configuration — *Overview *Detail Location Merchart AiriHtel Mieage *Currency Y
E:::::mer (S Select ‘Expense Type ‘Expense Date | *Amount Spent | *Currency | ‘Pavment Type “Billing Type |
> Cost Accounting (] [ Domestic Meals Jia || CEEFTELEY | 10.00 |UsD [ Out of Pocket | ([P Expex] |L’7:\ =
- Vendors
> Purchasing r [Domestic Registration =] {[03/30r2008 [ || 1500 [USD [ Out of Pocket = |[FuUEmpex] |Fq =
[ Inventory =
- eProcurement (] [ Damestic Auto Rental =] |[03r3172008 3 || 10.00 |UsD [ outof Packet =]|[Fu ExpeﬂF@. =
(- Services Procurement " =
arar i [ Domestic Meals =] |[o3r3iz00 31 || 10.00 |USD [ Out of Packet =l |[F1uExme=] |Fq =
gEngmeermg . Copy Selected | Delete Selected | Mew Expense | Add Check Far Errars
(> Production Control
> Configuration Modeler
- Product Configurations Employee Expenses: 4500 USD Due Employee: 45.00 USD
[ Quality ) Non-Reimbursahle Expenses: 0.00 USD Due Vendor: 0.00 USD
©* Demand Planning Prepaid Expenses: 0.00 USD
- Inventory Policy Planning Employee Credits: 0.00 USD I
Eg:’;:t"s’ Blanning Vendor Credits: 0.00 USD
- Pragram Cash Advances Applied: 0.00 UsD
- Project Costing Definition of Totals Update Totals | |
- Proposal hd
[ Mai ~|4] | 3

Click the Accounting Defaults link.

10.

Now we are in the Accounting Defaults page of the Expense Report. This
page allows you to determine what percentage of an expense report each
department will pay. You can add/delete individual departments.

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

Department (Organizational Department ID)
Class

Fund Code

PC Bus Unit: Enter ‘FSR0Y’

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

Lets Continue...
For the purpose of this module, we will be inserting one additional department
to be charged for this particular expense report.
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FIU

fSearch: -

(O]
(- My Favorites
(- Data Expansion Tools
[~ Employee Self-Service
[ Service Request
[ Procurement
> Assets
[ Travel and Expenses
= Open Resource Reguests
~ Employee Project Center
~ Staffing Apply Gnline
= Travel and Expense Center

Expense Report

Accounting Defaults

Patty Panther Report ID: 0000181129

Accounting Summary

Program Bud Ref E(":nﬂus

% *GL Unit Dept Class Fund Project

Activity

Mew Window | Customize Pags | &

10000 [Fuot o [zizoosess o i o [230 @ 61 Q Qi Q]

Add ChartField Line |

Ok

- Manager Self-Service Q I
(> Supplier Contracts
[- Customers

(- Partners

[ Products

Load Defaults | User Defaults

(- Catalog Management
- 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

s M K| |

Step

Action

11.

Click the Add Chart Field Line button.

To create a new Chart field Line.
| Add chartField Line |

12.

department will be charged.

Enter the desired information into the Percentage field. Enter "25.00".

This field will determine what percentage of the expense report the chosen

13.

Click the Look up Dept (Alt+5) graphic.

[

This selection will generate a list of departments that you can charge.

14.

Click the 000110000 link.

Dept. code 000110000.
000110000

For the purpose of this module, select the FIN AID FEE department with the

15.

is getting charged out.

Enter the desired information into the field. Enter "75.00".

Now we must adjust the percentage that the default department was getting
charged from 100% to 75%. This will ensure that 100% of the Expense report

Last changed on: 8/12/2009 9:28 AM

Page 7




Business Process Document

PS FIN Travel Expenses: Viewing or Modifying Default

Accounting for Expense Reports

W rentzseps

Step

Action

16.

Click the OK button.

FIU

jpemree 0 = Expense Report Entry 2
- My Favorites Pty Panther User Defaults Report ID: 0000181129
(- Data Expansion Tools =
I~ Emplovee Self-Service . L - - .

- Senvice Request Description: |UF‘K Training Excercise Comment:

I Pracurement *Business Purpose: | Conference |

> Assets

[ Travel and Expenses Status: Pending Reference:

= Open Resource Reguests _— l— .

- Ee e e AR Default Location: Florida,Miami Q Last Updated: 0312008 By 1290081

~ Staffing Apply Online Post State: Mot Applied

= Travel and Expense Center
I Wl 5l G Accounting Defaults Apply Cash Advance(s) More Options: | =] 8o
(> Supplier Contracts
[- Customers 3 First [ 1.4 ot a [ Last
- Partners = = = =
- Products Overview Detail Loation Merchart AiriHotel Milsage: Currency
igataI?}Managemem Select *Expense Type *Expense Date | *Amount Spent | “Currency | ‘Paviment Tvbe *Billing Type |

romotions
[ Customer Contracts (il [ Domestic Meals ] |[03r30i2009 F || 10.00 (USD [ out of Packet =] |[FuEspe=] |Fo. =
> Order Management = =
© Pricing Configuration | r [Domestic Registration =] |[03/30r2009 [ | 15.00 [UsD [ Out of Packet =l |[Fu Expej|Fo. =
| e S [u] [Domestic auto Rental =] |[03/31/2008 & || 1000 usp  [[outorPocket  [¥] || FIU Expere] |L?q >
E\CI"S‘HAE“““"“"H - [ Domestic Meals | |[03r31i2008 & || 10.00 |UsD [ Out of Pocket | ([P Expex] |L:7:\ =
‘endors

> Purchasing Copy Selected | Delete Selected | New Expense = Add Check For Errors
[ Inventory
[ eProcurement
[- Services Procurement
(> Sourcing Employee Expenses: 45.00 USD Due Employvee: 45.00 USD
(> Engineering Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 Usb
> Manufacturing Definitions Prepaid Expenses: 0.00 UsSD
(> Production Control Employee Credits: 0.00 ush
- Configuration Modeler Vendor Credits: 0.00 USD
[ Product Configurations Cash Advances Applied: 0.00 USD
[ Quality
> Demand Planning Definition of Totals Update Totals |
(> Inventory Policy Planning
> Supply Planning N
- Grants Save For Later Submit Expense Report Project Summary Printable View
(- Program Management
- Project Costing Return to Travel and Expense Center |
(- Proposal Management hd
[ Mai ~|4] | »

17.

Click the Save For Later button.

Click the Save For Later button.

Save For Later
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FIU

s & = Mew Window | Customize Page | 51 =]
(- My Favorites
(- Data Expansion Tools
- Employee Self-Service M
PRI Expense Report Entry
[> Assets Fatty Panther Report ID: 0000181128

[ Travel and Expenses

=
= Open Resource Reguests

- Employee Project Center *Description: [UPK Training Excercise Comment:
~ Staffing Apply Gnline R .
Tl S e e Business Purpose: | Conference ;I
> Manager Self-Service Status: Pending Reference:
(> Supplier Contracts
[> Customers Default Location: Florida, Miami Q Last Updated: 03/31/2009 By 1200001
- Partners Post State: Mot Applied
[ Products
qSatalaaraverant Accounting Defaults Apnly Cash Advance(s) More Options: | =] o

- Promotions

(- Customer Contracts il . a | Find i irs 4 of 4 as

(- Order Management . £ First [ 14 of 4 ] (=13

> Pricing Configuration — |/ overview *Detail Location Merchart AiriHtel Mileage *Currency

E:::::mer (S Select ‘Expense Type ‘Expense Date | *Amount Spent | *Currency | ‘Payment Type “Billing Type |

> Cost Accounting (] [ Domestic Meals Jia || CEEFTELEY | 10.00 |UsD [ Out of Pocket | ([P Expex] |L’7:\ =

- Vendors

Erurtmhasing r [Domestic Registration =] {[03/30r2008 [ || 1500 [USD [ Out of Pocket = |[FuUEmpex] |Fq =
nventory =

- eProcurement (] [ Damestic Auto Rental =] |[03r3172008 3 || 10.00 |UsD [ outof Packet =]|[Fu ExpeﬂF@. =

igsm&es (HIEETETELS | [Domestic teals =] {[ozi3172008 5 || 1000 [usD  |[outorFacket =] |[FIU Expex] |Fq -

gEngineermg . Copy Selected | Delete Selected | Mew Expense | Add Check Far Errars

(> Production Control

> Configuration Modeler

- Product Configurations Employee Expenses: 4500 USD Due Employee: 45.00 USD

[ Quality ) Non-Reimbursahle Expenses: 0.00 USD Due Vendor: 0.00 USD

©* Demand Planning Prepaid Expenses: 0.00 USD

- Inventory Policy Planning Employee Credits: 0.00 USD I

Eg:’;:t"s’ Planning Vendor Credits: 000 UsD

- Program Cash Advances Applied: 0.00 UsD Main Content

- Project Costing Definition of Totals Update Totals | |

- Proposal hd
[ Mai ~|4] | 3

Step | Action

18. Click the Home link.

19. | Congratulations. You have successfully Viewed and Modified Default
Accounting.
End of Procedure.
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