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Procedure
As a Manager:

In this topic, you are going to review a travel authorization submitted to you for approval.
You want to make sure that the expenses are all within the budget.

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

3
Fl“ Homs | Workist | _MubiChannel Consols | _Add to Favorites | _Sian out

Personalize Content | Lavout
Menu =

Search:
®

[+ My Favorites

[ Data Expansion Tools
[ Employee Self-Service
- Manager Self-Service
[> Supplier Contracts

[ 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
I> Project Costing

[ Proposal Management
- Maintenance Management
> Resource Management
[- Lease Administration

I Staffing

[ Travel and Expenses

I Traval inistrati

/i Done, but with errors on page, [ € Irternet #100% v

Step | Action

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

2. Click the Travel and Expense Center link.

[Travel and Expense Centerd

3. Click the Approve Transactions link.

pprove Tranzactions
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<7 Approve Transactions
Approve Transactions

Transactions
> Manage Employee
Information
[> Load External Information
[> Manage Expenses
Security
- Process Expenses
[» Manage Accounting
> Real-Time Analysis
— Iravel and Expense Center
— Land E Adminisiration
Center
[- Travel Administration
> Billing
[- Accounts Receivable
> Accounts Payable
[ eSettlements.
(- Asset Management
(- IT Asset Management
(- Banking
[ Cash Management
[~ Deal Management
[ Risk Management
[ Financial Gateway
[ VAT and Intrastat
[- Excise and Sales Tax/\VAT
IND
[- Commitment Control
(> General Ledger
[+ Allocations
(- Statutory Reports
(- SCM Integrations
[ Set Up Financials/Supply
Chain
[+ Enterprise Components
[- Government Resource
Directory
> Background Processes
[+ Worklist
(- Application Diagnostics
> Tree Manager
[- Reporting Tools

ome | _Workist | MuliChannel Console | _Add o Favorites | _Sian out

New Window | 5,

| Overview ' Expense Reports | Time Reporis | Time Adjusiments ) Travel Autt

| Cash Ady

| Emors

i

=
[

Transaction Type Total Unit
Expense Report 0.00 USD
Cash Advance 200.00 USD
Cash Advance 100.00 USD
Cash Advance 10.00 USD
Travel Authorization 93.00 USD
Travel Authorization 165.00 USD
Travel Authorization 10.00 USD
Travel Authorization 530.00 USD
Travel Authorization 20.00 USD

Emplovee Expense History

Return to Travel and Expense Center

Name

Panther, Patty
Panther, Patty
Panther, Patty
Panther, Patty
Panther, Patty
Panther, Patty
Panther, Patty

Panther, Patty
Panther, Patty

Employee ID Description

1290091
1290091
1290091
1290091
1290091
1290091
1290091

1290091
1290091

Refresh List

Transaction

D
UPK Training Excercise 0000181129
Research 0000002042
Research Project Training 0000002043
Guillermo Cash Advance 0000002048
testing 0000031990
UPK Training 0000031991
Budaget Conference 0000031992
Sustomer Senice 0000031993
Guillermo TAR 0000031998

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

[Transactions to Approve

Date
Submitted

04/01/2009
03/30/2009
03/30/2009
04/01/2009
03/25/2009
03/26/2009
04/02/2009

03/30/2009
04/01/2009

Refresh List

| Error on pags.

[§ & mternet

0% v

Step | Action

4. Find the Travel Authorization you wish to budget check.

0000031992

Click an entry in the Transaction ID column.
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Home | Worklist | MulliChannel Console | Add to Favorites | _Sian out

New Window | Customize Page | &, #
Transactions Approve Travel Authorization
[ Manage Employee - -
Information Travel Authorization Summary
I> Load External Information o
[> Manage Expenses Patty Panther User Defaults Authorization ID: 0000031992
Security

- Process Expenses

[ Manage i ipti Budget Conference Comment:

> Real-Time Analysis - .

— Travel and Expense Cenler Business Purpose:  Conference

= gaﬂfEAdw Status: Submitted for Approval

enter

> Travel Administrati “Date From: 0412712009 To: 04/29/2009  LastUpdated: 04/02i2009  By: 1231455
> Billing -
> Accounts Receivable Accounting Defaults Wore Options: | ~| co |
> Accounts Payable
- eSettlements You can deny individual expenses and still approve or send back the overall report.
(- Asset Management
(- IT Asset Management
[ Banking Expense Type Date l;—'ﬁ Project Activity Amount Currency Approve
[ Cash Management =2
[ Deal Management Domestic Aiffare  04/27/2009 10.00 USD
[ Risk Management
[ Financial Gateway
[> VAT and Intrastat
[> Excise and Sales Tax/VAT Total: 1000 USD

IND
> Commitment Control Less Non-Approved: 0.00 USD
(> General Ledger N
- Allocations Total Authorized: 10.00 USD
(- Statutory Reports
(- SCM Integrations ~ Pending Actions
[+ Set Up Financials/Supply Profile Name Action Date/Time

Chain 5
b ETT G HR Supenvisor Bush, George
[> Government Resource Expense Manager (Pooled)

Directory - "
[ Background Processes Action Wistary) =
[> Worklist Profile Name Action Date/Time
(- Application Diagnostics Panther, Pathy Submitted 04/02/2009 2:24:15PM
> Tree Manager
- Reporting Tools v [ v

[§ € mternet E 100% -

Step | Action

5. Click the scrollbar.

6. Click the Budget Options link.

7. Notice: That the Budget has not been checked.
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< Approve Transactions New Window \ Customize Page \ ,E,
— Approve Transactions
~ bodit Appraved Commitment Control
Transactions
1> Manage Employee Commitment Control Details
Information
[ Load External Information Source Transaction Type: Travel Authorization
[> Manage Expenses -
Security Budget Checking Header Status: Mot Budget Checked

I Process Expenses Commitment Control Amount Type: Encumbrance
[» Manage Accounting

> Real-Time Analysis

— Travel and Expense Center
— Land E Adminisiration

Home | _Workist | MuliChannel Console | _Add o Favorites | _Sian out

IND

[- Set

Center Override Transaction €9
[> Travel Administration
> Billing
'~ Account -
> Accounts Payable [Budget check | Go to Transaction Exceptions  Go To Activity Log
[ eSettlements.

(- Asset Management 0K Cancel

(- IT Asset Management

(- Banking

[ Cash Management

[~ Deal Management

[ Risk Management

[ Financial Gateway

[ VAT and Intrastat

[- Excise and Sales Tax/\VAT

[- Commitment Control
(> General Ledger

[+ Allocations

(- Statutory Reports

(- SCM Integrations

Chain
[+ Enterprise Components
[- Government Resource
Directory
> Background Processes
[+ Worklist
(- Application Diagnostics
> Tree Manager
[ Reporting Tools v

Up Financials/Supply

Dane

[ € mternet H 100%

Step

Action

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

Notice: The budget is valid and the amount has been encumbered.

10.

Commitment Control Tran ID: Is the ID number assigned to the amount
encumbered.

11.

Click the OK button.

12.

Notice that the Budget Status is now Valid.

Last changed on: 8/12/2009 9:35 AM Page 5




Business Process Document

PS FIN Travel Expenses: Budget Checking Expense

Transactions Online

> Manage Employee
Information

[> Load External Information

[> Manage

*Date From:

04/27/2009 To:

Lome | _Workiist | MuliChannel Console | _Add o Favorites | _Sian out

04ror0py  LastUpdated: 04102/2008  By: 1231455 ~

Accounting Defaults

More Options: | GO |

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

Expense Type Date

Security
- Process Expenses
[» Manage Accounting
> Real-Time Analysis
— Travel and Expense Center
— Land E Adminisiration
Center
[- Travel Administration
> Billing
[- Accounts Receivable
> Accounts Payable
[ eSettlements.
(- Asset Management
(- IT Asset Management
(- Banking
[ Cash Management
[~ Deal Management
[ Risk Management
[ Financial Gateway
[ VAT and Intrastat
[- Excise and Sales Tax/\VAT
IND
[- Commitment Control
(> General Ledger
[+ Allocations
(- Statutory Reports
(- SCM Integrations
[> Set Up Financials/Supply
Chain
[+ Enterprise Components
[- Government Resource
Directory
> Background Processes
[+ Worklist
(- Application Diagnostics
> Tree Manager
[- Reporting Tools

Domestic Airfare

Total:

Less Non-Approved:

04i27/2009

Amount Currency

=

Project
10.00 USD

10.00 USD

0.00 USD

Total Authorized:

+ Pending Actions
Profile

HR Supervisor
Expense Manager

~ Action History
Profile

10.00 USD

First 4] 1.2 012 (M Last
Date/Time

Name
Bush. George
(Pooled)

First [ 1.0 1 [V Last

Customize | Find
Action
Submitted

DateiTime
04/02/2009 2:24:15PM

Hame
Panther. Patty

N

Budget Status: Valid
Budaet Options

Approve

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

Send Back Hold

Save Changes

Return to Approval List

Nextin List Previous in List

[§ € mternet

0% v

Step

Action

13.

Click the scrollbar.

14.

ome

Click the Home link.

15.

Congratulations. You have successfully Budget Checked Expense
Transactions Online.
End of Procedure.
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