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Procedure
As a Manager:

In this topic, you will learn that its not possible to approve a TAR that has happened in
prior dates.

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
— Iy Dictionary

[ [ [ @ nternet HI00% -

Step | Action

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

2. Click the Travel and Expense Center link.

[Travel and Expense Cented

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
[» 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

|

Add to Favorites

| Sian out

Mew Window | 15}

{ Overview ' Expense Repors | Time Reporis | Time Adjustments | Travel Authorizations | Cash Advances |

Erors

=
[

[Transactions to Approve

Transaction Type Total Unit Name Employee ID Description
Travel Authorization 200.00 USD Panther, Patty 1098096 01 01

Travel Authi on 550.00 USD Gold, Peter 1290081 test batch be
Travel Auth on 115.26 USD Panther, Patty 1290091 test batch be

Emplovee Expense History
Return to Approvals

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

Refresh List

Transaction Date

) Submitted
0000023206 04/06/2009
00000 G 04/07/2009
00000 7 04/07/2009

Refresh List

— My Dictionary
. \ »f
Dore [ T [ [cpmterne ESUAR
Step | Action

Click the Travel Authorizations tab.
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rlu tome | Workist | AddtoFavortes | Signout

Search: Mew Window | 15}
. My Favorites /~ Overview | Expense Reports | Time Reports | Time Adjustments | Travel Authorizations | Cash Advances | Emors |
> Employee Self-Service "

> Manager Self-Service
[ eProcurement
[ Services Procurement

[~ Travel and Expenses Refresh List

[

~ Approve Transactions Transactions to Approve
— Budget Transaction Date
Uodih fooce, Total Curr Status HName Employee ID Description D Trip Date Submitted
I Manage Employee 900.00 USD Valid  Panther, Patty 1098096 01 01 04/06/2009  04/06/2009
Information 550.00 USD Valid  Panther, Patty 1290091 fest batch be 0000033216 04/07/2009 04/07/2009
[> Load External Information Mot 5
[ Process Expenses 115.26 USD Chid Panther, Patty 1290091 test batch be 0000033217  04/07/2009 04/07/2009

[» Manage Accounting

> Real-Time Analysis Refresh List

DCJ%?‘T“I:ZS“ECX‘D—;ST)T Sk Quenisw | Expense Reporis | Time Reporis | Time Adjustments | Travel Authorizations | Cash Advances | Errors
(- Worklist

> Tree Manager

[+ PeopleTools

— Change WMy Password
— My System Profile

— My Dictionary

. | o

[T [ [cpmterne H100% -

Step | Action

6. Click an entry in the Transaction ID column.

00001 15]
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Search:

(O]

- My Favorites

> Employee Self-Service
> Manager Self-Service

[ eProcurement

[ Services Procurement
[~ Travel and Expenses

<7 Approve Transactions

d

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

Approve Travel Authorization

| workst |

| Sian out

Mew Window | Customize Page | 15, =]

Travel Authorization Summary

Patty Panther User Defaults
Description: testbatch b

Business Purpose: Field Work

Status: Submitted for Approval

*Date From: 04/07/2009 To: (04/07/2009

Authorization 1D: 0000033216

Comment:

Last Updated: 04/15i2009

By:

1231455

| Accounting Defaults

[» Manage A

IMore Options: - ﬂl |

> Real-Time Analysis
— Travel and Expense Center

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

[- Commitment Control i
> Workiist selas
[ Tree Manager Expense Type Date EC project Activity Amount Currency Approve
[+ PeopleTools 8u
— Change Ky Password Domestic Incidentals ~ 04/07/2009 500.00 USD 2
— My System Profile
— My Dictionan Comestic Meals 04/07/2009 50.00 USD 17
Total: 550.00 UED
Less Non-Approved: 0.00 USD
Total Authorized: 550.00 USD
* Pending Actions Customize | Find | =
Profile Name Action Date/Time
HR Supervisor Gold, Peter
Expense Manager (Pooled)
~ Action History Customize | Find First 4] 4 014 [ Last
Profile Hame Action DateTime
Panther, Patty Submitted 04/07/2009 3:26:11PM =
[ [T € nternet [How -

Click the More Options list.

|

Click the GO button.
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Search:
&

- 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 Wy Password

— My System Profile

— My Dictionary

Home | Workist | _AddloFavortes | Sianout
Mew Window | Customize Page | 15
Approve Travel Authorization
View Exception Comments
Parthy Panther Authorization ID: 0000033218

General Information

Description: test batch bc

Date From; 04/07/2008 To: 04/07/2008

Business Purpose: Field Work

Line Expense Type Exception Comment
1 Domestic Incidentals MNaone Mo exceptions associated with this line.
2 Domestic Meals None

Mo exceptions associated with this line.

Return to Travel Autharization Summary

L @mem

100% -

Step

Action

Click the Return to Travel Authorization Summary link.

[Return to Travel Authorization Sumiman
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Search:

[> Load External Information
- Process Expenses

Mew Window | Customize Page | 15, =]

(- My Favorites - .
& Employee Self_Service Approve Travel Authorization
& Manager Self-Service Travel Authorization Summary
[ eProcurement
[ Services Procurement Patty Panther User Defaults Authorization 1D: 0000033216
[~ Travel and Expenses

<7 Approve Transactions
Descrition: testbaten e comment

d -
ransactions Business Purpose: Field Work
> Manage Employee Status: Submitted for Approval
Information
“Date From: 04/07/2009 To: (4/07/2009 LastUpdated: 04/15/2009  By: 1231455

| Accounting Defaults

More Options: |view Exception Comments ~| GO |

[» Manage A
> Real-Time Analysis
— Travel and Expense Center

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

* Pending Actions
Profile

HR Supervisor
Expense Manager

Name
Gold, Peter
(Pooled)

~ Action History

Customize | Find |
Action

Customize | Find

[- Commitment Control i
> Workiist DelRs
[ Tree Manager Expense Type Date EC project Activity Amount Currency Approve
[+ PeopleTools Bu
— Change Ky Password Domestic Incidentals ~ 04/07/2009 500.00 USD 2
— My System Profile
— My Dictionan Domestic Meals 04/07/2008 50.00 USD =2
Total: 550.00 UED
Less Non-Approved: 0.00 USD
Total Authorized: 550.00 USD

Date/Time

First [ 1 011 [V Last

Profile Hame Action DateTime
Panther, Patty Submitted 04/07/2009 3:26:11PM =
[ [T € nternet ESCOR

Step

Action

10.

Click the scrollbar.

11.

Click the Approve button.

Approve

Last changed on: 8/12/2009 9:37 AM




Business Process Document
PS FIN Travel Expenses: Approving Travel
Authorizations for Past Travel Dates

FIU

Search: Accounting Defaults

More Options: |view Exception Comments ~| GO

- My Favorites
- Employee Self-Service Details
> Manager Self-Service

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

[- eProcurement Expense Type Date % Project Activity Amount Currency Approve
[ Services Procurement =
= Travel and Expenses P Domssticincidentals [ INEEE 500.00 USD I

<7 Approve Transactions

Domestic Meals 50.00 USD v
F = ¥
d
ransactions
> Manage Employee Total: 550.00 USD
Information
1> Load External Information Less Non-Approved: 0.00 UsSD

Customize | Find

- Process Expenses
[» Manage Accounting
> Real-Time Analysis
e 'r Errars exist on the Travel Authorization,

[- Commitment Control
(- Worklist

> Tree Manager

[+ PeopleTools

— Change My Password
— My System Profile

windows Internet Explorer

Errars were found on the Travel Authorization. These errors must be corrected prior to approving this adthorization.

- Lv Dictionary Profile Name
Panther, Patty

=

Action DateTime
Submitted 04i07/2009 3:26:11PM

Budget Status: Valid
Budaget Options

Approve Send Back Hold

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

Beturn to Appraval List Dlextin List Erevious in List

Save Changes

Done

Internet BN
vz

Step | Action

12. Click the OK button.
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rlu H | workist | _AddioFavories |

Search: Accounting Defaults More Options: |View Exception Camments ~| GO | j

- My Favorites @ ‘You can deny individual expenses and still approve or send back the overall report
[ Employee Self-Service Details
> Manager Self-Service BC
(- eProcurement Expense Type Date BU Project Activity Amount Currency Approve
[ Services Procurement =
[~ Travel and Expenses P Domssticincidentals IS 500.00 USD ir2
7 Approve Transactions . y
P Domestic Meals p4r712009 50.00 USD e
— Modify Approved
Transactions
> Manage Employee Total: 55000 USD
Information
1> Load External Information Less Non-Approved: 000 USD
- Process Expenses
[» Manage Accounting Total Authorized: 550.00 USD

> Real-Time Analysis
— Travel and Expense Center
> Commitment Control Profile

Name Action
(> Worklist .
[ Tree Manager HR Superisor Gold, Peter
> PeopleTools Expense Manager (Pooled)

— Change My Password
— My System Profile

* Action History

— My Dictionary Profile Name Action DateTime
Panther, Patty Submitted 04/07/2009 3:26:11PM
=
Budget Status: Valid Budget Checking completed. Report is ready for Approval/Posting.

Budaget Options

Approve I Send Back Hold Save Changes

Beturn to Appraval List Dlextin List Erevious in List

Dore [T T [@mtene oo -

Step | Action

13. | Click the Missing or invalid information was found. Click this icon to view
button.

[*]

14. | Notice: The flag alerts you as to past date.
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rlu M|M|M|M

Search: Mew Window | Customize Page | 15

- My Favorites
> Employee Self-Service

Approve Travel Authorization

P LT TET SRR Authorization Detail for Domestic Incidentals (Line 1)
[ eProcurement
[> Services Procurement Parthy Panther Authorization 1D 0000033218

[~ Travel and Expenses

< Approve Transactions Please enter or update the following information:

— Approve Transactions P> Expense Date - Date cannot be in the past.
— Modify Approvs
Transactions .

I Manage Employee About This Expense

Information Date: l_——,
[> Load External Information
[ Process Expenses “Payment Type: Out of Pocket -
> Manage Accounting *Billing Type: FIU Expense

[> Real-Time Analysis *Description: test batch be

— Travel and Expense Center

I Commitment Control Amount; 500.00 ysp

[- Worklist
> Tree Manager
[ PeopleTools Location Amount: [
— Change WMy Password
— Ly System Profile Accounting Detail
— My Dictionary
¥ Approve Authorization
Return to Travel Authorization Detsils
Done [T [T e nternet e -

Step | Action

15. Click the Return to Travel Authorization Details link.

[Return to Travel Autharization Details]

16. | Congratulations. You have approved a Travel Authorization for a past date.
End of Procedure.
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