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- Jesnther ¥

Procedure

Travel authorizations allow employees to submit a request prior to travel that requires

approval by their respective supervisor.

When you create a travel authorization, you have options on which to base the new
document, and the selection that you make triggers other choices that prompt you for
details about the travel authorization. You can start with a blank document or populate

one with data from another source.

FIU

Personalize Content | Lavout

Menu

Search:

()

[- My Favorites

[- Data Expansion Tools
I- Employee Self-Service
[~ Manager Self-Service
[+ Supplier Contracts

[ Customers

[- Partners

[+ Products

[+ Catalog Management
[- Promotions

[ Customer Contracts

> Orcder Management

[- Pricing Configuration

[ Customer Retumns

[ ltems

[ Cost Accounting

[+ Vendors

> Purchasing

[+ Inventory

[+ eProcurement

[+ Services Procurement
[+ Sourcing

[ Engineering

> Manufacturing Definitions
[ Production Control

[ Configuration Modeler
[ Product Configurations
1> 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

28 B8

_Home | Workist | MuliChannel Consoe | Add o Favorites | _Sian out

I- Travel ﬂ
4. Done [T T e tenet 0% -
Step | Action
1. Click the Employee Self- Service link.
[- Employee Self-Service]
2. Click the Travel and Expense Center link.
[Travel and Expense Center
3. Click the Travel Authorization link.
4, Click the Create link.
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Step | Action

5. If you are a proxy for your supervisor or others, then enter their EmplID to
create a TAR for them..

Then click the Add button.

rlu Home | _Workist | MuliChannel Console | _Add to Favorites | _Sian out

Search: =i New Window | &,

5

> My Favorites Travel Autherization
[- Data Expansion Tools

- Employee Self-Service {_Find an Existing Value " Add a Hew Value

> Service Request

[> Procurement
> Assets EmplID:| 1230091 Q
[» Travel and Expenses
— Open Resource Reguesis add |
— Empl Project Center -
— Staffing Apply Online
— Travel and Expense Center

> 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

(- Project Costing j

I Pranac 2l Mansanmant

i Dene [T T[T [epmterne e -

Eind an Existing Value | Add a New Value

Step | Action

6. Click the Add button.
Add
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FIU

Search:

[ My Favorites

[~ Data Expansion Tools
- Employee Self-Service
> Service Request

[» Procurement

[ Assets

> Travel and Expenses

— Staffing Apply Online

(- Manager Self-Service
[ Supplier Contracts

[+ Customers

[- Partners

[+ Products

[+ Catalog Management
(- Promotions

[- Customer Contracts
- Order Management
(> Pricing Configuration
[- Customer Returns

[ Items

(- Cost Accounting

(- Vendors

> Purchasing

> Inventory

[- eProcurement

[+ Services Procurement
[+ Sourcing

> Engineering

> Production Control

(> Configuration Modeler
(- Product Configurations
[ Quality

(- Demand Planning

— Open Resource Requests
— Employee Project Center

— Travel and Expense Center

> Manufacturing Definitions

> Inventory Policy Planning

(]

Create Travel Authorization

Home | Workiist | MuliChannel Console | Add to Favorites | _Sian out

Mew Window | Customize Page | /&, ]

Quick Start:

=)
*Description:

*Business Purpose:

Travel Authorization Entry
Paity Panther

A Blank Authorization
ATemplate
An Existing Authorization

User Defaults

A Blank Authorization

EI

Comment:

Default Location: |

=R

“Date From: |

*Date To:

Authorization 1D: NEXT

| Accounting Defaults

IMore Options: |

Customize | Find | ¥

First 1] 1. o4 [H Last
*Payment Type

Copy Selected |

Delete Selected

Authorized Amount:

Select *Expense Type *Date *Amount Currency *Billing Type
I H
I =l
I =l
[ H

New Expense ~| Add

000 USD

Check For Errars

Update Tatals |

[ Supply Planning Save for Later Submit Create 4 Cash Advance Eroject Summary Erintable View

[- Grants

> Program Management Return to Travel Authorization -
[+ Project Costing

N Deaes =l E
Done [ [ [ [@mtemet 0w -

Step

Action

Click the GO button.

* A Blank Authorization: Select to start with a blank travel authorization.
* A Template: Select to access the Select a Template page and select
existing templates from which to copy expense lines to the new travel
authorization.
* An Existing Authorization: Click to access the Copy From an Existing
Travel Authorization page and select existing travel authorizations to copy to
the new travel authorization.

Enter the desired information into the Description field. Enter "UPK
Training".

10.

Click the Business Purpose list.

=l

Page 4
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rlu Humel Workiist | MultiChannel Console | _Add to Favorites | Sign out

Search: = Mew Window | Customize Page | 15, =]

(O]

- My Favorites

- Data Expansion Tools Create Travel Autherization

[~ Employee Self-Service Travel Authorization Entry
> Service Request
[> Procurement Patty Panther User Defaults Authorization ID: NEXT
[> Assets

[> Travel and Expenses Quick Start: A Blank Authorization x| GO

— Open Resource Reguesis
— Emplovee Project Center =

7%:1’} a:ﬂ Elx 2:':53(:%@ “Description: |UF‘KTraimng Comment: ﬂ
> Manager Self-Service *Business Purpose: ﬂ ﬂ
(> Supplier Contracts Athletic Event
[ Customers Default Location: Conference
[- Partners
i Products “Date From: Frd ot
(- Catalog Management

Pl Interview for Position
Iestin : -
accounting Defaults - :
P unting Defoutts _|Heeting More Options: | Eso |
[- Order Management Recruiting
> Pricing Cenfiguration —Reseamh

Eﬁ::::mer Returns Select ~Expense Ty Seminar FAmount Currency  |“Payment Type |Billing Type
ymposium
(> Cost Accounting | To Consult
(- Vendors I To Teach
[- Purchasing Training
[ Inventory I Workshop
i eProcurement —————
[+ Services Procurement
- ]
[ Sourcing I

(- Engineering - l—;l
e LR Copy Selected | Delete Selected | [New Expense Add Check Far Errors

[+ Production Control
(> Configuration Modeler
[> Product Configurations Authorized Amount: 0.00 UsD

[ Quality
> Demand Planning | Update Totals |

[ Inventory Policy Planning

[ Supply Planning Save for Later Submit Create A Cash Advance Project Summary Printable Vigw
[- Grants
[ Program Management Return to Travel Authorization b
[ Project Costi
[ [T e ntenet BN

Step | Action

11. | Click the Training list item.
[Training |
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rlu _Home | Workist | MultiChannel Console | _Add to Fa

search: = Mew Window | Customize Page | /&, ]

[ My Favorites

e Create Travel Authorization

[~ Employss Self-Service Travel Authorization Entry
> Service Request
[> Procurement Patty Panther User Defaults Authorization ID: NEXT
[ Assets

[ Travel and Expenses Quick Start: A Blank Authorization x| GO

— Open Resource Requests
— Emplovee Project Center =

— Staffing Apply Online . - . "
— Travel and Expense Center Description: [UPK Training Comment: B
- Manager Seif-Service “Business Purpose: = =l
[ Supplier Contracts
(- Customers Default Location: | Q
[- Partners
> Products “Date From: | *Date To: |
[+ Catalog Management
(- Promotions "
Acce L :
BT i BT | ounting Defaults IMore Options:

- Order Management

(> Pricing Configuration

[- Customer Returns

[ Items

[> Cost Accounting [

(- Vendors

> Purchasing I

> Inventory I ﬂ
[

*Amount

Select

“Expense Type Currency

[- eProcurement
[+ Services Procurement
[+ Sourcing

(> Engineering lﬁ
e — Copy Selected | Delste Selected | [New Expense 5] (Add Check For Errors

[ Production Control

(> Configuration Modeler
[> Product Configurations Authorized Amount: 0.00 USD
[ Quality |

(- Demand Planning
> Inventory Policy Planning

Update Tatals |

Eé“m"‘y Planning Save for Later Submit Creale A Cash Advance  Prolect Summary Printable View

rants

> Program Management Return to Travel Authorization -

[+ Project Costing

N neae =l E
[ [ [ [@mtemnet 0w -

Step | Action

12. | Where are you traveling to?
Click the Look up Default Location (Alt+5) button.

Page 6 Last changed on: 8/12/2009 9:09 AM
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(O]

- My Favorites
(> Data Expansion Tools
- Employee Self-Service
> Service Request

[> Procurement

[> Assets

> Travel and

rlu ml_lilw avores | _Sign out

Look Up Default Location

New Window | B =

Search by: |Expense Location | begins wnh|

LookUp | cancsl | sgvanced Lookup

— Dpen Resource Reguests
— Employee Project Center
— Staffing Apply Online
— Travel and Expense Center

> 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

(- Project Costing

.

Mranneal Mansanmant

Search Results

QOnly the first 300 results can be displayed. Enter more infermation above and search again to reduce the number of search results.

1-100 of 200 [p] Last

pense Location Description
Afghanistan,Other
Afghanistan Kabul
Albania,Other
Albania,Tirana
Algeria,Other
Algeria,Algiers
Andorra Andorra
Angola,Other
Angola,Luanda
Antigua and Barbuda, Other
Antigua Antigua and Barbuda
Argentina, Other
Argentina Buenos Aires
Armenia Other
Armenia Yerevan
Ascension Ascension Island
Australia Other
Australia Adelaide
Australia Brisbans
Australia Caims
Australia Canberra
Australia Fremantls
Australia Melbourne
Australia Perth
Australia Sydney
Austria,Other

L @

H100% -

Step | Action

13. | Click the Description list item.

|Expense Location ||

Last changed on: 8/12/2009 9:09 AM
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FIU

Search:

&

[ My Favorites
[~ Data Expansion Tools
- Employee Self-Service
> Service Request
[» Procurement
[ Assets
> Travel and Expenses
— Open Resource Requests
— Employee Project Center
— Staffing Apply Online
— Travel and Expense Center
(- Manager Self-Service
[ Supplier Contracts
[+ Customers
[- Partners
[+ Products
[+ Catalog Management
(- Promotions
[- Customer Contracts
- Order Management
(> Pricing Configuration
[- Customer Returns
[ Items
(- 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

I Pranaeat

Look Up Default Location

Search by: [Description =] vegins win|]

Look Up | Cancel |—nj.'3HDE-j Lookup

Homs | Workist | _MubiChannsl Consols | _Add to Favorites | _Sian out

tp Favorites |
Dew Wi

o8

Dane

[

& miernet

H100% -

Step

Action

14.

Enter the desired information into the begins with field. Enter "Florida™.

15.

Click the Look Up button.

16.

Click an entry in the Description column.

Page 8
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FIU

Search: =

(O]

- My Favorites

- Data Expansion Tools Create Travel Autherization

Home | Worklist | MulliChannel Console | Add to Favorites | _Sian out

Mew Window | Customize Page | 15, =]

- Employee Self-Service
> Service Request

[> Procurement Patty Panther
[> Assets
[> Travel and Expenses Quick Start:

— Open Resource Reguesis
— Emplovee Project Center =

Travel Authorization Entry

A Blank Authorization x| GO

User Defaults Authorization ID: NEXT

— Staffing Apply Onling . ) - ) ”

— Travel and Expense Center Description: [uPKTraining Comment: =
- Manager Seli-Service “Business Purpose: | Training | =
[+ Supplier Contracts
- Customers Default Location: |Fmrina Maples aQ
[- Partners
™ Products “Date From: [ [ *Date To: E]
[ Catalog Management [ G
[ Promotions

Acc g L : -

VP TS | ccounting Defaults More Options: | J GO |

(- Order Management
[+ Pricing Configuration
[- Customer Returns

~Amount Currency | “Payment Type

Select Expense Type
[- ltems
[+ Cost Accounting |
[- Vendors
- Purchasing |
> Inventory I

[- eProcurement

[+ Services Procurement I
(- Sourcing
(- Engineering

[> Manufacturing Definitions Copy Selected |

Delete Selected |

L L el f Lo

MNew Expense ~| Add Check For Errors

[+ Production Control
(> Configuration Modeler

[> Product Configurations Authorized Amount:

0.00 USD

[ Quality
> Demand Planning |

Update Totals |

[ Inventory Policy Planning

- Supply Planning Save for Later Submit Create A Cash Advance Project Summary Printable View

- Grants

[ Program Management Return to Travel Authorization b
[ Project Costi

e = I<I
Dore [T T T [emtene i -

17.
"03/27/2009".

Enter the desired information into the Choose a date (Alt+5) field. Enter

18.

Enter the desired information into the Date To field. Enter "03/30/2009".

Last changed on: 8/12/2009 9:09 AM
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FIU

iearch:

®

- My Favorites
(- Student Administration
I~ Employee Self-Service

[+ Procurement

[ Assets

[ Travel and Expenses

= Travel and Expense Center
[- Manager Self-Service
(- Supplier Contracts
[- Customers:

Create Travel Authorization

Travel Authorization Entry

Patty Panther User Defaults

A Blank Authorization >| co

Quick Start:

=

Page | B

=]

Mew Window | Help | C:

Authorization ID: NEXT

[ Products

[UPK Training
> Promations

*Description:

Comment:

(- Customer Contracts |Trammg

> Order Management

*Business Purpose:

H

> Customer Returns Default Location: [Florida, Maples

Q

[ ltems

*Date From:
> Cost Accounting

[0ar29/2009 [ *Date Ta: [04/30/2008

- Vendors -
(> Purchasing ‘

More Options: |

(> Inventony

[ eProcurement

[- Services Procurement
(- Sourcing

*Expense Type

(> Engineering
b 2

> Configuration Modeler

> Product Configurations

s |
[ Production Control I
[ Quality I

L] L L L

(- Grants |
(- Project Costing

] gl 3|

> Resource Copy Selected | Delste Selected |
- Staffing

(- Travel and Expenses
1 Billing

(- Accounts Recefvable

Authorized Amount:

MNew Expense «| Add

Check For Errors

0.00 UsD

(- Accounts Payable ‘
(- eSettlements

Update Totals |

- Asset Management
(> Banking

(- Cash Management
(- Deal Management
- Risk Management
- WAT and Intrastat

Save for Later Submit

Beturn to Travel and Expense Center

=l

Create A Cash Advance Project Summary Printable Yiew

Step | Action

19. | Click the Accounting Defaults link.

Accounting Defaults)

20.

Class

Fund Code

PC Bus Unit: Enter ‘FSRO1’
Project

Activity: Enter ‘SPN’

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

Department (Organizational Department ID)

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

Page 10
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FIU

fSearch: -

(- My Favorites

- Student Administration Create Travel Authorization

[~ Employee Self-Service —_—
1> Procurement Accounting Defaults
> Assets
[> Travel and Expenses Patty Panther
= Travel and Expense Center

(> Manager Self-Service Accounting Summary

(> Supplier Contracts . PC Bus
> Customers % *GL Unit Dept Class Fund  Program Bud Ref & <

Authorization ID: MEXT

] Mew Windaw | Help | ¢ Paie | B

Project Activity

izations |Find | 8 Firet [f

Affiliate Fund A

[ Products —

> Promotions o000 [Fiun & [z1z005888 o it @ 23] 51 @ Q al al
- Customer Contracts
> Order Management Add GhartField Line | Load Defautts |
[- Customer Returns
[ tems

(- Cost Accounting L‘
(- Vendors
[ Purchasing GoTo: User Defaulls
> Inventory

[ eProcurement

(- Services Procurement
> Sourcing

(> Engineering

- Manufacturing Definitions
- Production Control

(- Configuration Modeler

(> Product Configurations

(> Quality

(- Grants

[ Project Costing

- Resource Management
[+ Staffing

> Travel and Expenses
> Billing

(- Accounts Receivable
- Accounts Payable

[ eSettlements

(- Asset Management
(- Banking

(- Cash Management

(- Deal Management

(- Risk Management

[ VAT and Intrastat ~|4]

al al |

Step

Action

21.

Click the Add ChartField Line button.
| Add CharField Line I

22.

Enter the desired information into the field. Enter "50.00".

23.

Enter the desired information into the field. Enter "144000102".

24.

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

25.

Click the OK button.

Last changed on: 8/12/2009 9:09 AM
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rlu _Home | Workist | MultiChannel Console | _Add to Fa

search: = Mew Window | Customize Page | /&, ]

[ My Favorites

e Create Travel Authorization

[~ Employss Self-Service Travel Authorization Entry
> Service Request
[> Procurement Patty Panther User Defaults Authorization ID: NEXT
[ Assets

[ Travel and Expenses Quick Start: A Blank Authorization x| GO

— Open Resource Requests
— Emplovee Project Center =
— Staffing Apply Online

_ Travel and Expense Center *Description: |UF’KTra|mng Comment: ﬂ
[» Manager Self-Service “Business Purpose: | Training | =
[ Supplier Contracts
[ Customers Default Location: |F\urma. MNaples Q
[- Partners
* Products =Date From: [03127/2009 [[5) *Date To: [03/30/2009
[+ Catalog Management
> Promotions " .
| Customer Coniracts | ounting Defaults More Options: | Jﬂl |

- Order Management
(> Pricing Configuration
[- Customer Returns

© Items Select | [*ExpenseType  |‘Date  |‘Amount |Curency |*Payment Type|*BilingType
(- Cost Accounting

> Vendors

> Purchasing

[- eProcurement
[+ Services Procurement
[+ Sourcing

(> Engineering lﬁ
e — Copy Selected | Delste Selected | [New Expense 5] (Add Check For Errors

[ Production Control

(> Configuration Modeler
[> Product Configurations Authorized Amount: 0.00 USD
[ Quality |

L Leff Ll L

I
I
> Inventory I
[

(- Demand Planning
> Inventory Policy Planning

Update Tatals |

Eé“m"‘y Planning Save for Later Submit Creale A Cash Advance  Prolect Summary Printable View

rants

> Program Management Return to Travel Authorization -
[ [ [ [ [@mtemet ESAR

Step | Action

26. | Click the Expense Type list.
l =

Page 12 Last changed on: 8/12/2009 9:09 AM
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_Home | Workiist | MuliChannel Console | Add to Favorites | _Sign out
Ath Recr Air Out State
Ath Recr Car Foreign
il Ath Recr Car In State

ow | Customize Page | /& |

) Ath Recr Car Out State
> My Favorites Ath Recr Incid Foreign
- Data Expansion Tools Create Tralsh Recr Incid In State
i Ath Recr Incid Out State
F ETZ?\XE? é:\(:.useeﬁ?nce Travel A.Atn Recr Mileage Foreign
1> Procurement Pty Panthe| A Recr Mileage In State User Defaults Authorization 1D: NEXT
> Assets Ath Recr Mileage Out State
[> Travel and Expenses Quick Start: |~th Recr Per Diem Foreign n =l [co

— Open Resource Requests Ath Recr Per Diem In State |

— Employee Project Center = Ath Recr Per Diem Qut State
— Staffing Apply Onling Ath Recr Reg Fee Foreign —
“Descriptid sth Recr Reg Fee In State Comment: B

— Travel and Expense Center

> Manager Self-Service “Business | ReCRegFas Outstate. 5

[> Supplier Contracts Domestic Airfare

[ Customers Default Lg Domestic Auta Rental aQ
[ Partners Domestic Incidentals
[> Products *Date Fron Domestic Lodging te To: [03/30/2009 [

[> Catalog Management Domestic Meal-Entertainmen

Domestic Meals
[> Promations Accountind pomestic Mileage IMore Options: | =] 5o |

[ Customer Contracts
ol Domestic Registration

(- Order Management
(> Pricing Configuration Domestic Taxi/Train/Bus
[ Customer Returns [ select | | Foreign Airfare

select Foreign Auto Rental

[- ltems

[+ Cost Accounting

[- Vendors

- Purchasing

> Inventory

[- eProcurement

[+ Services Procurement
(- Sourcing

i :'Inagr‘nnme:;ﬁng Definitions Copy Selected | Delete Selected | W Add Check For Errors

[+ Production Control

(> Configuration Modeler

[ Product Configurations Authorized Amount: 0.00 USD

[ Quality
> Demand Planning | Update Totals |

[ Inventory Policy Planning

~Date ~Amount Currency | “Payment Type | Billing Type

4

L L) e

- Supply Planning Save for Later Submit Create A Cash Advance Project Summary Printable View

- Grants

[ Program Management Return to Travel Authorization b
[ Project Costi

e = I<I

L @me

Step | Action

27. Click the Domestic Auto Rental list item.

[Domestic Auto Rental |

Last changed on: 8/12/2009 9:09 AM Page 13
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FIU

Search:

(]

> My Favorites Create Travel Authorization

Home | Workist | Mutichannel Console | _Add to Favortes | _Sian out

Mew Window | Customize Page | /&,

[~ Data Expansion Tools
- Employee Self-Service
> Service Request
[» Procurement
[ Assets
> Travel and Expenses
— Open Resource Requests
— Employee Project Center
— Staffing Apply Online
— Travel and Expense Center
(- Manager Self-Service
[ Supplier Contracts
[+ Customers
[- Partners

Travel Authorization Entry
Paity Panther User Defaults

=

*Description: |UPKTra|mng

|Tra\nmg

Q
[032712009 [0 *Date To: [03/30/2000 [

*Business Purpose:

Default Location: |F\-era Maples

“Date From:

Authorization 1D: NEXT

Comment:

[+ Products

» Catalog Management Accounting Defaults

More Options: |

(- Promotions
[- Customer Contracts
- Order Management

Expense Type

“Amount

omize | Find
Payment Type

Currency

(> Pricing Ci

Select
[- Customer Returns

I | |[Domestic Auto Rental
[ Items

|| |l

0.00

usp

=)

4

|F\U Expense j Detail

[> Cost Accounting [

[ Vendors
> Purchasing I

> Inventory

[- eProcurement I
[+ Services Procurement

[+ Sourcing

> Engineering

> Manufacturing Definitions

B

Delste Selected |

Copy Selected |

New Expense -

& | F | | F

Add

Check For Errors

> Demand Planning Save for Later Submit

[ Production Control Authorized Amount: 0.00 USD

(> Configuration Modeler

(- Product Configurations | Update Totals |
[ Quality

Create A Cash Advance

Project Summars Erintable View

[ Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management

[+ Project Costing

I Pranaeat

Return to Travel Authaorization

Dane

[ [ [ [@mtemet

0% -

Step | Action

28.

Enter the desired information into the Date field. Enter "03/27/2009".

29.

Enter the desired information into the Amount field. Enter "100".

30. | Click the Payment Type list.
Select "Out of Pocket".

done automatically)

-University Credit Card is populated when it is brought in from a nightly file

Page 14
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FIU

Search:

(O]

- My Favorites

- Data Expansion Tools Create Travel Autherization

Home | Worklist | MulliChannel Console | _Add to Fa

New Window | Customize Page | n&h

- Employee Self-Service
> Service Request

[> Procurement

[> Assets

[» Travel and Expenses o

Travel Authorization Entry
Patty Panther

User Defaults

Authorization 1D: NEXT

— Open Resource Reguesis

— Employee Project Center |UPKTra|mng

*Description:

Comment:

— Staffing Apply Online

|Tra\nmg
— Travel and Expense Center

*Business Purpose:

H

(- Manager Self-Service Default Location: |F\orida. Maples

a

[+ Supplier Contracts
[- Customers
[- Partners

“Date From:

[03/27/2008 [ “Date To: [03/30/2009

[ Products

- Catalog Management Accounting Defaults

More Options: |

[ Promotions
[ Customer Contracts
(- Order Management

Select| |"Expense Type

lomize | Finy

“Amount

[+ Pricing Ci

[- Customer Returns r | Domestic Auto Rental

[03r2772009 3 |[

10000 jusp ||

j ||F\U Expense j

[- ltems

[+ Cost Accounting |

Out of Pocket

[- Vendors
- Purchasing |

|University Credit|

> Inventory

[- eProcurement I
[+ Services Procurement

(- Sourcing

(- Engineering

(> Manufacturing Definitions
[+ Production Control

Copy Selected | Delete Selected |

Authorized Amount:

New Expense ~| Add Check For Errors

0.00 UsD

> Product Configurations

(> Configuration Modeler
[ Quality |

Update Totals |

> Demand Planning

[ Inventory Policy Planning
> Supply Planning

[- Grants

[ Program Management

(- Project Costing

.

Miranneal Mansanmant

Save for Later Submit

Return to Travel Authorization

Create A Cash Advance Project Summary Erintable View

L @me

0% -

Step | Action

31. Click the Out of Pocket list item.

Qut of Packet

Last changed on: 8/12/2009 9:09 AM
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- Jesnther ¥

FIU

Search:

(]

[ My Favorites
[~ Data Expansion Tools
- Employee Self-Service
> Service Request
[» Procurement
[ Assets
> Travel and Expenses
— Open Resource Requests
— Employee Project Center
— Staffing Apply Online
— Travel and Expense Center
(- Manager Self-Service
[ Supplier Contracts
[+ Customers
[- Partners
[+ Products
[+ Catalog Management
(- Promotions
[- Customer Contracts
- Order Management

Create Travel Authorization

Home | Workiist | MutiChannel Console | Add to Favorites | _Sian out

Mew Window | Customize Pane | &,

Travel Authorization Entry

Paity Panther

=

User Defaults Authorization 1D: NEXT

*Description:

|UPKTra|mng

Comment: El

*Business Purpose: |Tra\nmg

= H

Default Location:

|F\nrma Maples

Q

“Date From:

[0312712009 [0 *Date To: [03/30/2000 [

| Accounting Defaults

More Options: | jﬂll

ZExpense Type

(> Pricing Ci
[- Customer Returns

[ Items

(- 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

I Pranaeat

I | |[Domestic Auto Rental

[0372712009 31 | 10000 |USD TSR ~ | |[FIU Expense =] |Detail

Copy Selected |

Delete Selected

& | F | | F

| [NewEspense 2] aad Check For Errors

Authorized Amount:

000 USD

Update Totals |

Save for Later

Submit

Create A Cash Advance Project Summars Erintable View

Return to Travel Authaorization

[ [ [ [@mtemnet

00w -

Step

Action

32.

Click the Billing Type list.
This field will always default to FIU Expense.

33.

Click an entry in the Detail column.

Page 16
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Search:

(O]

- My Favorites
(> Data Expansion Tools
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Staffing Apply Online
— Travel and Expense Center
> 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
(- Project Costing
.

Niranneal Mansanman '

FIU

Home | woridst | Console | _Add to Favorites | _Sign out

New Window | Customize Page | n&h

Create Travel Authorization

Authorization Detail for Domestic Auto Rental (Line 1)

Patty Panther Authorization ID: NEXT
*Date: / 09 [

Out of Pocket -

FIU Expense =

100.00 usp

*Payment Type:
“Billing Type:
*Amount:

Location Amount: |

Accounting Detail
Check Expense For Errars

Beturn to Travel Authorization Entry

Done

L @me

H100% -

Step

Action

34.

Here you can view the details of the expense.
Click the Return to Travel Authorization Entry link.

[Return to Travel Authorization Entry

Last changed on: 8/12/2009 9:09 AM
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FIU

Search: Bl

(]

[ My Favorites

e Create Travel Authorization

Home | Workiist | MultiChannel Console | Add to Far

Mew Window | Customize Page | /&,

- Employee Self-Service
> Service Request
[» Procurement
[ Assets
> Travel and Expenses =
— Open Resource Requests
— Employee Project Center
— Staffing Apply Online
— Travel and Expense Center
(- Manager Self-Service
[ Supplier Contracts
[+ Customers
[- Partners

Travel Authorization Entry

Paity Panther User Defaults

|UPKTra|mng

|Tra\nmg j
|F\nrma Naples Q
[032712009 [0 *Date To: [03/30/2000 [

*Description:

*Business Purpose:

Default Location:

“Date From:

Authorization 1D: NEXT

Comment: El

[+ Products |

» Catalog Management Accounting Defaults

More Options:

(- Promotions
[- Customer Contracts
- Order Management

ZExpense Type “Date

ZPayment Type

(> Pricing Ci

[- Customer Returns
[ Items

[Damestic Auto Rental (=] |[o3ez7i2000 [ || 100.00

Outann:ketj |F\U Expense j Detail

[> Cost Accounting [ |
- Vendors

(- Purchasing I j

> Inventory

[- eProcurement I ﬂ
[+ Services Procurement

[+ Sourcing

> Engineering

> Manufacturing Definitions
[ Production Control

Copy Selected_ | Delste Selected |

New Expense ~| Add

& | F | | F

Check For Errors

Authorized Amount: 10000 USD
(> Configuration Modeler
(- Product Configurations | Update Totals |
[ Quality

(- Demand Planning

Save for Later Submit

Create A Cash Advance

Project Summars Erintable View

[ Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management

[+ Project Costing j

I Pranaeat

Return to Travel Authaorization

[ [ [ [@mtemet

00w -

Step | Action

35. | Click the Domestic Lodging list item.

I E

Page 18
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PS FIN Travel Expenses: Creating Travel
Authorizations

FIU

Search:

(O]

- My Favorites

- Data Expansion Tools Create Travel Autherization

Home | Worklist | MulliChannel Console | _Add to Fa

New Window | Customize Page | n&h

- Employee Self-Service
> Service Request

[> Procurement

[> Assets

[» Travel and Expenses

Patty Panther

=

Travel Authorization Entry

User Defaults Authorization 1D: NEXT

— Open Resource Reguesis

— Employee Project Center |UPKTra|mng

*Description:

Comment:

— Staffing Apply Online

|Tra\nmg
— Travel and Expense Center

*Business Purpose:

H

(- Manager Self-Service Default Location:

[Flarida, Naples

a

[+ Supplier Contracts
[- Customers
[- Partners

“Date From:

[03r27/2008 [ “Date To: [03/30/2009

[ Products

- Catalog Management Accounting Defaults

More Options: |

[ Promotions
[ Customer Contracts
(- Order Management

Select| Expense Type

“Amount

Currency *Payment Type |*Billing Type

[+ Pricing Ci

[- Customer Returns
[- ltems

-

|Dumes1\cAulu Rental

E

[0327iz00e )| 10000 jusp  |[Outof Pocketx| |[FIL Expense =]

[> Cost Accounting r

[Damestic Ladging
(> Vendors

0.00({UsD

I H

gl

[FIU Expense =]

[032712008 [

- Purchasing

> Inventory

> eProcurement

[+ Services Procurement
(- Sourcing

Copy Selected |

Delete Sele

B || H

ced | [MewExpense T Check Far Emars

(- Engineering

(> Manufacturing Definitions
[+ Production Control

(> Configuration Modeler

Authorized Amount:

100.00 USD

> Product Configurations
[ Quality

Update Totals |

> Demand Planning

[ Inventory Policy Planning Submit

Save for Later

Create A Cash Advance Project Summary Printable View

> Supply Planning

- Grants

[ Program Management
(- Project Costing

.

Miranneal Mansanmant

Beturn to Travel Authorization

Internet 100%
N I ™ 5

A

Step | Action

36.
and must be filled out.

|:Detail

Notice that the "Detail" link has an asterisk in front of it. This is a required field

Click an entry in the Detail column.

Last changed on: 8/12/2009 9:09 AM
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rlu M|M|M|M|M

search: = Mew Window | Customize Page | /&,

[ My Favorites

> Data Expansion Tools Create Travel Autherization

7T N SRR Authorization Detail for Domestic Lodging (Line 2)
> Service Request
I Procurement Patty Panther Authorization ID: NEXT
[ Assets A
> Travel and Expenses About This Expense
— Open Resourc_e Requests “Date: 3/27i2009 5
— Employee Project Center ﬁ
— Staffing Apply Online “Payment Type:
— Travel and Expense Center =Billing Type: FIU Expense

(- Manager Self-Service
~ Suppiier Contracts Humber of Hights: 1

[- Customers “Description: l—
[- Partners
[> Products *Nightly Rate: 000 ysp

(- Catalog Management *Total Amount: 0.00 USD
(- Promotions

[- Customer Contracts

(> Order Management " Location Amount: |

(> Pricing Configuration

[ Customer Returns Accounting Detail

[ Items

(- Cost Accounting Check Expense For Errors

[ Vendors

I Purchasing Return to Travel Authorization Entrs
> 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 j

I Pranaeat

Done [ [ [ [@mtemet 0w - |

Step | Action

37. Click the Out of Pocket list item.

| |

38. | You can use this field to include information such as Lodging for a non-
employee (candidate) of FIU.

Page 20 Last changed on: 8/12/2009 9:09 AM
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PS FIN Travel Expenses: Creating Travel

Authorizations

FIU

Search: =

(O]

- My Favorites

. Data Expansion Tools Create Travel Authorization

b

il

- Employee Self-Service

> Service Request

[> Procurement

[> Assets

[» Travel and Expenses

— Open Resource Reguesis

Authorization Detail for Domestic Lodging (Line 2)
Fatty Panther Authorization ID:

About This Expense
03272008 [

NEXT

— Emplovee Project Center Date:
— Stafiing Apply Online *Payment Type: had
— Travel and Expense Center *Billing Type: FIU Expense ¥
> Manager Self-Service N
© Supplier Contracts Number of Nights: l—1
- Customers “Description:
[- Partners
I Products *Nightly Rate: 000 usp
[ Catalog Management *Total Amount: 0.00 USD
[ Promotions
[ Customer Contracts

(- Order Management
[+ Pricing Configuration
[- Customer Returns

. Location Amount: |

Accounting Detail

[- ltems

[+ Cost Accounting Check Expense For Errors

[- Vendors

[- Purchasing Return to Travel Authorization Entry
> 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 j
.

Niranneal Mansanman '

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

ew Window | Customize Page | o5

g

Done |

| tnternet

100% -

Step

Action

39.

Enter the desired information into the Nightly Rate field. Enter "20".

40.

Click the Return to Travel Authorization Entry link.

[Return to Travel Authorization Ertry

Last changed on: 8/12/2009 9:09 AM

Page 21




Business Process Document
PS FIN Travel Expenses: Creating Travel Authorizations

FIU

Search:
®

[ My Favorites
[~ Data Expansion Tools

Create Travel Authorization

Home | Workiist | MutiChannel Console | Add to Far

Mew Window | Customize Page | /&,

- Employee Self-Service
> Service Request

— Emplovee Project Center
— Staffing Apply Online
— Travel and Expense Center
(- Manager Self-Service
[ Supplier Contracts
(> Customers
(- Partners

Travel Authorization Entry

[> Procurement Patty Panther

[ Assets

> Travel and Expenses =

— Open Resource Requests "
*Description:

*Business Purpose:

Default Location:

“Date From:

User Defaults Authorization ID: NEXT

[UPK Training Comment: El
|Tra\nmg j =l
|F\nrma Naples Q

[0312712009 |50 *Date To: [03/30/2000

[+ Products |
[+ Catalog Management

Accounting Defaults

More Options:

(- Promotions

[- Customer Contracts
- Order Management
(> Pricing Ci i

ZExpense Type

‘Date

ZPayment Type

[- Customer Returns

|Dnmest\c Auto Rental

x| |[03r27i2000 1 || 100.00 [Out of Pocket ] |[FIL Expense =] |Detail

[ Items
(- Cost Accounting
> Vendors

r |Dumes1n: Lodging

4

x| (032772000 [5 2000/usD  |[Outof Pocket x| |[FIU Expense x| |*Detail

> Purchasing

> Inventory

[- eProcurement

[+ Services Procurement
[+ Sourcing

Copy Selected |

Delste Selected |

Mew Expense - Add Check For Errors

> Engineering

> Manufacturing Definitions
[ Production Control

(> Configuration Modeler

Authorized Amount:

Main Conbent

12000 USD

(- Product Configurations |
[ Quality

Update Totals |

(- Demand Planning
> Inventory Policy Planning

Save for Later

Submit Create A Cash Advance Project Summary Erintable View

[+ Supply Planning

[- Grants

> Program Management
[+ Project Costing

I Pranaeat

Return to Travel Authaorization

Dane

[ [ [ [@mtemet

00w -

Step | Action

41.

Click the Domestic Incidentals list item.

|Domestic Lodaing

|

Page 22
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Business Process Document

PS FIN Travel Expenses: Creating Travel

Authorizations

Search:

(O]

- My Favorites
(> Data Expansion Tools
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Staffing Apply Online
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Partners
[ Products
(- Catalog Management
[ Promotions
[ Customer Contracts
(- Order Management

FIU

Create Travel Autherization

Home | Workist | MulliChannel Console | _Add to Fa

New Window | Customize Page | n&h

Travel Authorization Entry

Patty Panther User Defaults Authorization ID: NEXT

-
“Description: [UPK Training Comment: =]
“Business Purpose: | Training =l =l
Default Location: |F\orida. Maples Q,

“Date From:

[03r27/2008 [ “Date To: [03/30/2009

Accounting Defaults

More Options: |

“Expense Type

“Amount

Currency *Payment Type |*Billing Type

[+ Pricing Ci
[- 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

.

Miranneal Mansanmant

=

[Domestic Auto Rental x| |[o3:27/2009

10000 [usD  |[Outof Pocket x| |[FIU Expense =] |Detail

[Damestic Ladging [032712008 [

20.00 “Detail

[Out of Pocket x| |[FIU Expense =]

[Domestic Incidentals | |[03r27/2000 [5

0.00

4

vso | “Detail

E

|F\U Expense j

I |

Copy Selected | Delete Selected |

Authorized Amount:

MNew Expense ~| Add

Check Far Errars

12000 USD

Update Totals |

Save for Later Submit

Beturn to Travel Authorization

Create A Cash Advance Project Summary Printable View

Done

N

| tnternet 0% -

Step | Action

42.

Enter the desired information into the Amount field. Enter "20".

43.
[[-Detail

Click an entry in the Detail column.

Last changed on: 8/12/2009 9:09 AM

Page 23




Business Process Document
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rlu Home | Workist | MultiChannel Console | Add to Favorttes | Sign out

search: = Mew Window | Customize Page | /&,

[ My Favorites

> Data Expansion Tools Create Travel Autherization

7T N SRR Authorization Detail for Domestic Incidentals (Line 3)
> Service Request
[> Procurement Patty Panther Authorization ID: NEXT
[ Assets A
> Travel and Expenses About This Expense
— Open Resourc_e Requests “Date: J
— Employee Project Center
— Staffing Apply Online “Payment Type:
— Travel and Expense Center =Billing Type: FIU Expense
(- Manager Self-Service
*Description:

[ Supplier Contracts
(- Customers Amount; 20,00 ysp
[- Partners

[+ Products

[+ Catalog Management
(- Promotions

[- Customer Contracts
| Accounting Detail
- Order Management ccounting Detar

[ Pricing Configuration Check Expense For Errors

[- Customer Returns

Location Amount: |

[ Items wel Authorizatic y
& Cost Accounting Return ta Travel Authorization Entr
(- 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 j

I Pranaeat

Done [ [ [ [@mtemnet 0w - |

Step | Action

44, Click the Out of Pocket list item.
I -
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FIU

Search: =

(O]

- My Favorites
(> Data Expansion Tools
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Staffing Apply Online
— Travel and Expense Center
> 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
(- Project Costing j
.

Niranneal Mansanman '

Create Travel Authorization

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

New Window | Customize Page | n&h

Authorization Detail for Domestic Incidentals (Line 3)

Fatty Panther

[oazrzo0e B
[GuforFocket 2
[FiUExpense =]

2000 ysp

“Date:
*Payment Type:
“Billing Type:
*Description:

Amount:

Authorization ID: NEXT

Location Amount: |

Accounting Detail
Check Expense For Errors

Return to Travel Authorization Entry

Done

L @me

H100% -

Step

Action

45.

Enter the desired information into the Description field. Enter "UPK Book ".

46.

Click the Return to Travel Authorization Entry link.

[Return to Travel Authorization Ertry

Last changed on: 8/12/2009 9:09 AM
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rlu Home | Workist | MuliChannel Console | Add to Favorttes | Sign out

search: = Mew Window | Customize Page | /&,
(> My Favorites P
e Create Travel Authorization
[~ Employss Self-Service Travel Authorization Entry
> Service Request
[> Procurement Patty Panther User Defaults Authorization ID: NEXT
[> Assets
> Travel and Expenses =

_H mm *Description: |UPKTra|mng Comment: d
— Staffing Applv Online *Business Purpose: |Tra\nmg j El
— Travel and Expense Center
- Manager Self-Service Default Location:  [Florida, Naples Q
> Supplier Contracts — . N
* Customers *Date From: [03i27/2009 [ *Date To: [03/30/2009 [0
(- Partners
P Catabog Managernent E—— Hore Options: s
(> Promotions
[> Customer Contracts
- Order Management
(> Pricing Ci i
[ Customer Returns r
[ Items
[ Cost Accounting I | |[Domestic Lodging x| (032772000 [5 20.00|USD [Out of Pocket =] |[FIU Expense ] |*Detail
r

Select| |‘Expense Type ‘Date “Amount Currency *Payment Type |Billing Type

[Domestic Auto Rental x| |[03r27i2000 1 | 100.00 [USD || Out of Pocket x] |[FIL Expense ] |Detail

(- Vendors

> Purchasing
> Inventory

> eProcurement I ﬂ
[+ Services Procurement
[> Sourcing Copy Selected | Delete Selected | Mew Expense ~| Add Check For Errars
> Engineering

> Manufacturing Definitions
[ Production Control

(> Configuration Modeler

[ Product Configurations | Update Totals |
[ Quality

i %iz;ggypll’ao“gﬁlanmng Save for Later Submit Create A Cash Advance Project Summary Printable View
[+ Supply Planning

[- Grants

> Program Management
[+ Project Costing j

[Domestic Incidentals x| |[ozi27r2000 [H || 2000 [UsD  |[outof Pocket =] |[FILU Expense 7] |:Detail

Authorized Amount: 14000 USD

Return to Travel Authaorization

I Pranaeat

Done [ [ [ [ [@mtemnet 0w - |

Step | Action

47. | You can "Saved for Later" or you can "Submit" now. In this example we
have chosen to Save for later.
Click the Save for Later button.

Save for Later

48. Click the Home link.
| Home|

49. | Congratulations. You have successfully Created a Travel Authorization.
End of Procedure.

Page 26 Last changed on: 8/12/2009 9:09 AM




	Department
	Responsibility/Role
	File Name
	Version
	Document Generation Date
	Date Modified
	Last Changed by
	Status
	Creating Travel Authorizations
	Required Field(s)
	Comments
	Output - Results
	Comments
	Additional Information
	 Procedure
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action




