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Business Process Document
PS FIN Travel Expenses: Creating a TA (TAR) with !
Departmental Card

Procedure

In this excercise, you will create a TA (TAR) using a Departmental card as well as out of
pocket expense types.

rlu tome | Workist | AddtoFavories | Sian out

Personalize Content | Lavout Help
Menu -]
Search:

[- My Favorites

[+ Student Administration
I- Employee Self-Service
[~ Manager Self-Service
[+ Supplier Contracts

[- Customers

[- Products

[- 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

I Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management
[ Project Costing

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

[- Travel and Expenses

[ Travel Administration

[ Billing
[ Accounts ﬂ
Done [T T € nternet 0% -

Step | Action

1. Click the Employee Self-Service link.
[- Employee Self-Service]
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Departmental Card

rlu Home | Workist | _AddtoFavories | Sinout

> Service Request

I Procurement Employee Self-Service Edit "Employee Self-Service” Folder
[ Assets

I> Travel and Expenses

— Open Resource Requests Open Resource Requests Employee Project Center Travel and Expense Center

— Emplovee Project Center Open Resource Requests I’;I cess the key areas for entering and Employee Travel and Expense Center

— Travel and Expense Center! viewing project team member information
> Manager Self-Service
[+ Supplier Contracts

[ Customers Service Request Procurement Assets
> Products Add or manage s rvice Service Reguests uisitions, receiveing and schedule Use the self-service employee role to manage

[ 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

(- Maintenance Management
(- Resource Management

[ Lease Administration

[~ Staffing

[ Travel and Expenses

[- Travel Administration

[+ Billing j

Flianage Requisitions
BReceiving

[T [T e nternet e -

Step | Action

2. Click the Travel and Expense Center link.

[Travel and Expense Cented

3. Click the Travel Authorization link.

4, Click the Create link.
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Departmental Card

FIU

&
- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ 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

Search: =

Create Travel Autherization

e R | | sianout

New Window | Hslp | Customize Pace | 5 =]

Travel Authorization Entry
Patty Panther
Quick Start:

-

User Defaults

A Blank Authorization x| GO

Authorization 1D: NEXT

*Description:

Comment: ﬂ

*Business Purpose:

Default Location:

“Date From:

[t *Date To:

= o Ll

Accounting Defaults

More Options:

Select “Expense Type

~Amount Currency | “Payment Type

Copy Selected | Delete Selected

Authorized Amount:

MNew Expense ~| Add Check For Errors

0.00 USD

Update Totals | |

> Program it

(- Project Costing

> Proposal Management

[ Maintenance Management

Il nmra Ardminictratinn

(- Resource Management j

Save for Later Submit

Return to Travel Authorization

Create A Cash Advance Praject Summary Printable View

Done

=
4

L @mem

00 -

Step | Action

Enter the desired information into the Description field. Enter "Audit
Convention".
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Search:

(O]

- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ 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

FIU

Create Travel Autherization

| wordst | | Sian out

New Window | Hslp | Customize Pace | 5 =]

Travel Authorization Entry

Quick Start:

Patty Panther

-

User Defaults

A Blank Authorization x| GO

Authorization 1D: NEXT

*Description:

[Audit Convention]

Comment:

*Business Purpose: |

Default Location: |

“Date From: [

[t *Date To:

= o Ll

Accounting Defaults

More Options:

Select “Expense Type

~Amount

Currency

“Payment Type

Copy Selected |

Delete Selected

Authorized Amount:

| [NewExpense =] Ada

0.00 USD

Check For Errors

Update Totals | |

> Program it

(- Project Costing

> Proposal Management

[ Maintenance Management
(- Resource Management

Il nmra Ardminictratinn

Save for Later

Submit

Return to Travel Authorization

Create A Cash Advance

Praject Summary Printable View

I

=
[ 1 /

00 -

/@ tnternet

Step

Action

Click the Convention list item.

-1
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W rentzseps

FIU

Search:

&
- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ 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

Create Travel Autherization

Home | orkist | _AddioFavortes | Signout

New Window | Hslp | Customize Pace | 5 =]

Travel Authorization Entry

Patty Panther

Quick Start:

-

A Blank Authorization

User Defaults

Authorization 1D: NEXT

GO

*Description:

*Business Purpose:

|éunitcanvantmn

Convention 2

Comment:

Default Location: |

Q

“Date From: [

5 *Date To: |

]

| Accounting Defaults

More Options: |

Select

“Expense Type

“Payment Type

“Amount

Currency

Copy Selected |

Delete Selected

| MNew Expense -

Add

Check For Errors

Authorized Amount:

0.00 USD

Update Totals | |

> Program
(- Project Costing

> Proposal Management

[ Maintenance Management
(- Resource Management

ol amen A

it

=

minietratinn

Save for Later

Submit

Create A Cash Advance Praject Summary Printable View

Return to Travel Authorization

=

L] @mem

00% -

Step | Action

Enter the desired information into the Default Location field. Enter "CO".

[

Click the Look up Default Location (Alt+5) button.

WEEE

Click an entry in the Expense Location column.

10.

Enter the desired information into the Date To field. Enter "7/5/09".

11. [ Cli

ck the Accounting Defaults link.

Page 6
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FIU

Search:

- My Favorites

. Student Administration Create Travel Authorization

| Sianout

Mew Window | Help | Customize Page | 15

- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ 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
[ Maintenance Management

(- Resource Management
0

Accounting Defaults
Patty Panther

%

ZGL Unit
100.00 [FIU01

Add ChantField Line | | Load Defauts |

0K

Go To

Dept

< [233000818 @

User Defaults

b amen Ardminietrs

Authorization 1D: NEXT

ersonalizations | Fin

Activity

PC Bus

MMALC!

FafsafEa [ al la]

Class Fund  Program Bud Ref Affiliate  Fund 4

al al |

ol

i

Done

[T [#w -

| tnternet

Step | Action

12. Click the OK button.
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PS FIN Travel Expenses: Creating a TA (TAR) with

Departmental Card

FIU

Search: =

&
- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ 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

Create Travel Autherization

e R | | sianout

New Window | Hslp | Customize Pace | 5 =]

Travel Authorization Entry
Patty Panther
Quick Start:

-

User Defaults

A Blank Authorization x| GO

Authorization 1D: NEXT

*Description: |Aunitcunvantmn

Comment:

=Business Purpose: | Convention

H

Default Location: |Cmnrann Denver

Q

“Date From:

[07/01/2009 [+ *Date To: [07/05/2009 [

Accounting Defaults

More Options:

Select “Expense Type

~Amount Currency | “Payment Type

Copy Selected | Delete Selected

Authorized Amount:

MNew Expense ~| Add Check For Errors

0.00 USD

Update Totals | |

> Program it

(- Project Costing

> Proposal Management

[ Maintenance Management
(- Resource Management j

Il nmra Ardminictratinn

Save for Later Submit

Return to Travel Authorization

Create A Cash Advance Praject Summary Printable View

=l
N 4

00 -

@ tnternet

Step | Action

13.

]

Click the Domestic Airfare list item.

Page 8
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Departmental Card

!.{; TeuSed

| Sianout

FIU

Search:

&
- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center

Create Travel Autho

rization

Mew Window | Help | Customize Page | 15

Travel Authorization Entry

Pathy Panther
)
*Description:

Purpose:

> Manager Self-Service
[+ Supplier Contracts

[- Customers

[- Products

[ 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

Default Location:

“Date From:

User Defaults Authorization 1D: NEXT

[Audit Convention Comment:

[Calorade Denver Q
[07/01/2008 [ “Date To: [07/05/2009

|Cnn‘v‘emmn

| Accounting Defaults

More Options:

“Expense Type

“Amount

“Payment Type

|Dumes1\cm|‘la

re l [ 0.00

H

B
B
E

Copy Selected |

paters s CER] e

Authorized Amount:

0.00 UsSD

Check For Errors

Update Totals |

[ Grants Save for Later Submit Create A Cash Advance Project Summary Printable View

> Program it

[ Project Costing Return to Travel Authorization

> Proposal Management

[ Maintenance Management

(- Resource Management j

F 1 naen Ardminictration

Dore [T T [@mterne i -

Step

Action

14.

Enter the desired information into the Date field. Enter "7/1/09".

15.

Enter the desired information into the Amount field. Enter "435.".

Last changed on: 8/12/2009 9:11 AM
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Departmental Card

FIU

Search:
&

- My Favorites

[ Student Administration

- Employee Self-Service

> Service Request

[> Procurement

[> Assets

[» Travel and Expenses

— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center

Create Travel Autherization

| Sianout

Mew Window | Help | Customize Page | 15

Travel Authorization Entry

Patty Panther

=

User Defaults

Authorization ID: NEXT

*Description:

[Audit Convention

Comment:

Purpose:

> Manager Self-Service
[+ Supplier Contracts

[- Customers

[- Products

[ 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

|Cnn‘v‘emmn

H

Default Location:

[Calorade Denver

a

“Date From:

[0701/2008 [ “Date To: [07/05/2009

| Accounting Defaults

More Options:

“Expense Type

ite

“Amount “Payment Type

|Dumeshcm|‘lare

(71702

[ 435, [UsD

H

B
B
E

Copy Selected |

E

Delete Selected |

Authorized Amount:

New Expense =] Add

Check For Errors

0.00 UsD

Update Totals |

2ave for Later

Submit

> Program it

(- Project Costing

> Proposal Management

[ Maintenance Management
(- Resource Management

ol amen A

minietratinn

Return to Travel Authorization

Create A Cash Advance Project Summary Erintable View

Done

L @me

0% -

Step

Action

16.

| I

Click the University Credit Card list item.

17.

Click the FIU Expense list item.
[ =1

18.

Click the Domestic Auto Rental list item.

Page 10
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FIU

Search:

(O]

- My Favorites

> Student Administration Create Travel Autherization

Home | workist |

Sign out

Mew Window | Help | Customize Page | 15

- Employee Self-Service
> Service Request

[> Procurement

[> Assets

[» Travel and Expenses

Travel Authorization Entry
Patty Panther

=

User Defaults Authorization 1D: NEXT

— Open Resource Reguesis

— Emplovee Project Center IAUU“ Canvention

*Description:

Comment:

— Travel and Expense Center

|Cnn‘v‘emmn
> Manager Self-Service

Purpose:

H

(- Supplier Contracts Default Location: |Cmorado Denver

a

[- Customers
[- Products
[ Promotions

*Date From: |I]7f|]112EIIJEI |

Date To: [07/05/2009

[ Customer Contracts
(- Order Management

Accounting Defaults

More Options: |

(> Pricing Configuration
(> Customer Returns

[- eProcurement

[- ltems B B B B E
— |Select| Expense Type “Billing Type
© Cast Accounting Select| |"Expense Type Date ‘Amount Currency *Payment Type |*Billing Type
> Vendors ™ | |[Demestic Airfare | (07012000 [ [ 43500 |usD  [University Crex] |[FIU Expense =]
> Purchasing
> Inventory I | [Demestic Auto Rental =] |[priotiz000 [ || noo|usD =l |[FuEpense =]

[- Services Procurement

> Sourcing

(> Engineering

(- Manufacturing Definitions
[ Production Control

Copy Selected |

=l

Delete Selected

| [NewExpense =] |add Check For Emors

(- Configuration Modeler
[ Product Configurations
> Quality

> Demand Planning

Authorized Amount:

435.00 USD

[+ Inventory Policy Planning
[+ Supply Planning

Update Totals |

[- Grants

© Program Submit

2ave for Later

Create A Cash Advance Project Summary Printable View

it
(- Project Costing

> Proposal Management

[ Maintenance Management
(- Resource Management

b nmra Adminictratinn

Beturn to Travel Authorization

Done

N

5, 100%

@ tnternet

A

Step | Action

19. Enter the desired information

into the Amount field. Enter "250.".

Last changed on: 8/12/2009 9:11 AM
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Departmental Card

rlu H | workist | AddioFavortes | _Signout

Search: = New Window | Help | Customize Page | 15

(O]

- My Favorites

> Student Administration Create Travel Autherization

[~ Employee Self-Service Travel Authorization Entry
> Service Request
[> Procurement Patty Panther User Defaults Authorization 1D: NEXT
[> Assets
[» Travel and Expenses o
TR “Description: [Rudit Convention Comment: =
— Travel and Expense Center Purpose: ICnn‘.,‘gmmn d ﬂ
> Manager Self-Service
(- Supplier Contracts Default Location: |Cmorado Denver Q
[> Customers
I Products *Date From: II]?/I]VZEIDEI *Date To: |07/05/2009
> Promotions
Eg‘:;;?nz;ggz;zﬁs | Accounting Defaults More Options: | = ﬂl |

(> Pricing Configuration
(> Customer Returns

1a0ra M Last

[ Items » . N » .

© Cast Accounting — |Select| |*Expense Type Date ‘Amount Currency *Payment Type |*Billing Type

> Vendors ™ | |[Demestic Airfare =l (07012000 [ |[ 43500 |usD  [University Crex] |[FIU Expense =] |Detail
[+ Purchasing

- Inventory ™ | |[Demestic Auto Rental =1 |[07/0172000 [ [ 2s0]|usD =] |[FIUEpense =] |petail
[- eProcurement

[- Services Procurement | ﬂ
> Sourcing

(> Engineering I ﬂ
(- Manufacturing Definitions

- Production Control Copy Selected | Delete Selected | [New Expenss =] Ada Check For Emors

(- Configuration Modeler

[ Product Configurations

[ Quality Authorized Amount: 43500 USD

> Demand Planning

[+ Inventory Policy Planning | Update Totals |

[+ Supply Planning

(> Grants » B Ay View

[ Program Tt Save for Later Submit Create A Cash Advance Froject Summar, Printable View

b e TR Return to Travel Authorization

> Proposal Management

[ Maintenance Management

(- Resource Management j

i 1 narn Adminictrating

Dore [T T [@mterne i -

Step | Action

20. | Click the University Credit Card list item.
| I

21. | Click the Domestic Lodging list item.
| |

22. | Click the University Credit Card list item.
L =l

23. Click the Domestic Meals list item.
I I

Page 12 Last changed on: 8/12/2009 9:11 AM
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FIU

Search: =

(O]

- My Favorites

> Student Administration Create Travel Autherization

e R | | sianout

Mew Window | Help | Customize Page | 15

- Employee Self-Service
> Service Request

[> Procurement

[> Assets

[» Travel and Expenses o

Travel Authorization Entry
Patty Panther

User Defaults

Authorization ID: NEXT

— Open Resource Reguesis

— Emplovee Project Center IAUU“ Canventian

*Description:

Comment: ﬂ

— Travel and Expense Center

|Cnn‘v‘emmn
> Manager Self-Service

Purpose:

E | |

(- Supplier Contracts Default Location: |Cmorado Denver

a

[- Customers
[- Products
[ Promotions

“Date From:

[07/01/2008 [ “Date To: [07/05/2009

[ Customer Contracts

- Order Management Accounting Defaults

More Options: |

(> Pricing Configuration
(> Customer Returns

(- Manufacturing Definitions
[ Production Control

(- Configuration Modeler

[ Product Configurations

> Quality

> Demand Planning

Copy Selected | Delete Selected |

Authorized Amount:

(> Items B B = » E
— “Expense Type g Typ
© Cast Accounting Expense Type Date ‘Amount Currency |*Payment Type |*Billing Type
> Vendors [Domestic Aifare ||[o7orz00e B || 43500 |usD  |[University Cri=] |[FIU Expenze =]
> Purchasing
> Inventory [Damestic Auto Rental =l |[o701:2000 0 [ 25000 {usD |[University Cre=] |[FIU Expense =]
(> eProcurement
[~ Services Procurement |Dnmest\c Lodging j |D?iD1iZDDQ [ 0.00(USD |Unwarsity'crsj |F\U Expense j
> Sourcing
[ Engineering [Domestic Meals | |[p7io1/2009 [5 || 0.00 |USD [ =l|[FluEpense =] |:Detail

MNew Expense ~| Add Check For Errors

685.00 USD

[+ Inventory Policy Planning
[+ Supply Planning

Update Totals |

(> Grants

> Program it

(- Project Costing

> Proposal Management

[ Maintenance Management
(- Resource Management j

b nmra Adminictratinn

Save for Later Submit

Beturn to Travel Authorization

Create A Cash Advance Project Summary Printable View

Done

L] @me

0% -

Step | Action

24,

Enter the desired information into the Amount field. Enter "180.".

Last changed on: 8/12/2009 9:11 AM

Page 13




Business Process Document

PS FIN Travel Expenses: Creating a TA (TAR) with
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FIU

Search:
(- My Favorites - .
> Student Administration Create Travel Autherization

e R | | sianout

Mew Window | Help | Customize Page | 15

- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses o

Travel Authorization Entry
Patty Panther

User Defaults

Authorization ID: NEXT

— Open Resource Reguesis

— Emplovee Project Center IAUU“ Canventian

*Description:

Comment:

— Travel and Expense Center
> Manager Self-Service

Purpose: |Cnn‘v‘emmn

H

(- Supplier Contracts Default Location:

[Calorade Denver
[> Customers

a

[ Products “Date From:

[ Promotions

[07/01/2008 [ “Date To: [07/05/2009

[ Customer Contracts

- Order Management Accounting Defaults

More Options: |

(> Pricing Configuration
(> Customer Returns

(- Manufacturing Definitions
[ Production Control

(- Configuration Modeler

[ Product Configurations

> Quality

> Demand Planning

Copy Selected | Delete Selected |

Authorized Amount:

[- ltems B B B B E

— “Expense Type g Typ:
© Cast Accounting Expense Type Date ‘Amount Currency *Payment Type |*Billing Type
> Vendors [Domestic Aifare ||[o7orz00e B || 43500 |usD  |[University Cri=] |[FIU Expenze =]
> Purchasing
> Inventory [Damestic Auto Rental =l |[o701:2000 0 [ 25000 {usD |[University Cre=] |[FIU Expense =]
[- eProcurement
[~ Services Procurement |Dnmest\c Lodging j |D?iD1iZDDQ [ 0.00(USD |Unwarsity'crsj |F\U Expense j
> Sourcing
> Engineering [Domesic Meals =1 (070172009 5 [ 180 [usp | =l |[FuEpense =]

MNew Expense ~| Add Check For Errors

685.00 USD

[+ Inventory Policy Planning
[+ Supply Planning

Update Totals |

(> Grants

> Program it

(- Project Costing

> Proposal Management

[ Maintenance Management
(- Resource Management

b nmra Adminictratinn

Save for Later Submit

Beturn to Travel Authorization

Create A Cash Advance Project Summary Printable View

Done

L] @me

0% -

Step | Action

25. Click the Out of Pocket list item.

L=

Page 14
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FIU

Search:

(O]

- My Favorites

[ Student Administration

- Employee Self-Service

> Service Request

[> Procurement

[> Assets

[» Travel and Expenses

— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center

Create Travel Autherization

Home | workist |

Mew Window | Help | Customize Page | 15

Travel Authorization Entry

Paity Panther

=

User Defaults

Authorization ID: NEXT

*Description:

[Audit Convention

Comment:

Purpose:

> Manager Self-Service
[+ Supplier Contracts

[- Customers

[- Products

[ 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 it

|Cnn‘v‘emmn

H

Default Location:

[Calorade Denver

a

“Date From:

[0701/2008 [ “Date To: [07/05/2009

Accounting Defaults

More Options: |

Copy Selected |

Delete Selected

Authorized Amount:

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

[Domestic Aifare =||[o7orz009 B || 43500 |usD  |[University Crix] |[FIU Expense =] | Detail
[Damestic Auto Rental ~||[ozorizo0aE ([ 25000 |usD  |[University Cre=] |[FIU Expense =]
[Domestic Lodging | (071012008 [5 0.00|USD [University Cre =] |[FIU Expense ] |:Dstail
[Domestic Meals | |[o7i01/2009 [5 || 180, [UsD RS | |[FU Epense =] |zDetail

| [NewEmpsnse =] |Add

685.00 USD

Check Far Errars

Update Totals |

Save for Later

Submit

(- Project Costing

> Proposal Management

[ Maintenance Management
(- Resource Management

b nmra Adminictratinn

Beturn to Travel Authorization

Create A Cash Advance

Project Summary Printable View

| Sian out

Done

g

100 -

| tnternet

A

Step

Action

26.

Click the Add multiple new rows at row 4 (Alt+7) button.

Last changed on: 8/12/2009 9:11 AM
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PS FIN Travel Expenses: Creating a TA (TAR) with
Departmental Card

'E' This website is using a scripted window to ask you For information. IF you trust this website, click here o allow scripted windows, .,

FIU

Search:
®
[+ My Favorites
[+ Student Administration
I~ Employee Self-Service
> Service Request
[> Procurement
[> Assets
[ Travel and Expenses
— Dpen Resource Reguesis
— Emplovee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[+ Products
- Promotions
[- Customer Contracts
[ Order Management
(> Pricing Configuration
[ Customer Returns

> Manufacturing Definitions
[ Production Control

(- Configuration Modeler

(- Product Configurations

(- Quality

(- Demand Planning

[+ Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program it

Create Travel Autherization

Mew Window | Help | Customize Page | & =]

Add to Favoriles

Sign out

Travel Authorization Entry
Patty Panther

=

User Defaults

Authorization ID: NEXT

*Description: |Auditcunvent\on

Comment:

*Business Purpose: |Cun‘v‘em\un

H

Default Location: |Cmorado Denver

a

“Date From:

[0701/2009 [ “Date To: [07/05/2009

Accounting Defaults

More Options: |

Copy Selected | Delete Selected |

Authorized Amount:

685.00 USD

> Items B I"Date  |"Amount  |Currency|

“Expense Type "Date g Typ
- Cost Accounting Expense Type Date ‘Amount Currency *Payment Type |*Billing Type
& Vendors ™ | |[Demestic Airfare =l (07012000 5 || 43500 |usD  |[University Crex] |[FIU Expense =] |Detail
> Purchasing
U Inventory ™ | |[Domestic Auto Rental =l|[oriotizo0a B |[ 25000 jusD  |[University Cre=] |[FIU Expense [=] |Detail
[- eProcurement
[+ Services Procurement - |Dumes1n: Lodging j |I]71EI112EII]9 0.00|{USD |Unwarsm Crsﬂ |F\U Expense ﬂ *Detail
[+ Sourcing
> Engineering I | |[Demesticlieals =] (070172009 [5) | 180 [UsD  |[outof Pocket'=] |[FIU Expense =] | Detail

MNew Expense ~| Add

Check Far Errars

Update Totals |

Save for Later Submit

(> Project Costing
- Proposal Management
> Maintenance Management

=

Return to Travel Authorization

Create A Cash Advance

Project Summary

Printable View

@

I

/@ tnternet

=
4

00 -

Step | Action

27.

Right-click the Pop-up blocked. To see this pop-up or additional options
click button.

28.

Click the Temporarily Allow Scripted Windows menu.
| Termpotarily Allow Scripted Windows |

or
Press [T].

Page 16
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Business Process Document
PS FIN Travel Expenses: Creating a TA (TAR) with

Departmental

Card

FIU

Search:

(O]

- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center

Create Travel Autherization

Home | workist |

Mew Window | Help | Customize Page | 15

Travel Authorization Entry

Carolina Berget

=

User Defaults

Authorization ID: NEXT

*Description:

[Audit Convention

Comment:

Purpose:

> Manager Self-Service
[+ Supplier Contracts

[- Customers

[- Products

[ 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 it

|Cnn‘v‘emmn

H

Default Location:

[Calorade Denver

a

“Date From:

[07/01/2008 [ “Date To: [07/05/2009

Accounting Defaults

More Options: |

Copy Selected |

Delete Selected

Authorized Amount:

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

[Domestic Aifare =||[o7orz009 B[ 43500 |usD  |[University Crix] |[FIU Expense =] | Detail
[Damestic Auto Rental ~||[ozorizo0aE ([ 25000 |usD  |[University Cre=] |[FIU Expense =]
[Domestic Lodging | (071012008 [5 0.00|USD [University Cre =] |[FIU Expense ] |:Dstail
[Domestic Meals | |[o7i01/2009 [5 || 180.(UsD  |[outof Pocket=] |[FIU Expense =] | Detail

| [NewEmpsnse =] |Add

Check Far Errars

685.00 USD

Update Totals |

Save for Later

Submit

(- Project Costing

> Proposal Management

[ Maintenance Management
(- Resource Management

b nmra Adminictratinn

Beturn to Travel Authorization

Create A Cash Advance Project Summary Printable View

| Sian out

N

00 -

| trternet

A

Step

Action

29.

Click the Add multiple new rows at row 4 (Alt+7) button.

Last changed on: 8/12/2009 9:11 AM
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Departmental Card

Script Prompt:
Enter number of rows to add:
Cancel

Add to Favorites

Sign out

Mew Window | Help | Customize Page | 15

]
S Student Administraton reETE TR VT ATTTOTTZETTOTT
[~ Employee Self-Service Travel Authorization Entry
> Service Request
1> Procurement Paty Panther User Defaults Authorization 1D: NEXT
[> Assets
[» Travel and Expenses o
— Open Resource Reguesis . | - - . .
 Comnloves Projodt Cenier Description: [Audit Convention Comment: H
— Travel and Expense Center Purpose: ICnn‘.,‘gmmn d ﬂ
> Manager Self-Service
(- Supplier Contracts Default Location: |Cmorado Denver Q
[> Customers . N
I Products Date From: II]?/I]VZEII]EI Date To: [07/05/2009
> Promotions
[ Customer Contracts . o =
- Order Management | Accounting Defaults IMore Options: _Iﬂl |
(> Pricing Configuration
(> Customer Returns
(> Items T I T R T
bzl “Expense Type “Date g Typ:
© Cast Accounting Expense Type Date ‘Amount Currency |*Payment Type |*Billing Type
> Vendors ™ | [Domestic sirfare =||[o7orz009 B || 43500 |usD  |[University Crix] |[FIU Expense =] | Detail
> Purchasing
- Inventory ™ | |[Demestic Auto Rental ~||[ozorizo0aE ([ 25000 |usD  |[University Cre=] |[FIU Expense =]
(> eProcurement
[ Services Procurement " | |[Domestic Lodging | (0710112008 [5 0.00|USD [University Cre =] |[FIU Expense x|
> Sourcing
> Engineering " | |[Domesticlieals =1 (070172009 5 [ 180.(UsD  |[outof Pocket=] |[FIU Expense =]

(- Manufacturing Definitions
[> Production Control Copy Selected | Delete Selected | MNew Expense ~| Add Check For Errors

(- Configuration Modeler
[ Product Configurations

> Quality X
> Demand Planning Authorized Amount: £85.00 USD

[+ Inventory Policy Planning

> Soooh e | L peaeTas ||
[- Grants
[ Program 1t Save for Later Submit Create A Cash Advance Project Summary Printable View
(- Project Costing

> Proposal Management

[ Maintenance Management
(- Resource Management

Il nmra Adminictratinn

v ascript:submitAction_wind{document wind, EX_TALTH_LINEfnewm$3550); [ [T € ntenet 0% -

Beturn to Travel Authorization

Step | Action

30. Click the OK button.

Page 18 Last changed on: 8/12/2009 9:11 AM
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Business Process Document

PS FIN Travel Expenses: Creating a TA (TAR) with

Departmental Card

FIU

Search:

(O]

- My Favorites

> Student Administration Create Travel Autherization

e R | | sianout

New Window | Hslp | Customize Pace | 5 =]

- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses

Travel Authorization Entry
Patty Panther

=

User Defaults

Authorization ID: NEXT

— Open Resource Reguesis

— Emplovee Project Center IAUU“ Canventian

*Description:

Comment:

— Travel and Expense Center

|Cnn‘v‘emmn
> Manager Self-Service

Purpose:

H

[ Supplier Contracts Default Location: |Cn|nradn Denver

a

[- Customers
[- Products
[ Promotions

*Date From:

|D7ID‘M‘QDDQ [ *Date To: [07/05/2009 [5H]

[ Customer Contracts

- Order Management Accounting Defaults

More Options: |

(> Pricing Configuration
(> Customer Returns

[ Items » . N » .

© Cast Accounting — Expense Type Date ‘Amount Currency *Payment Type |*Billing Type

> Vendors [Domestic Aifare ||[o7orz00e B || 43500 |usD  |[University Cri=] |[FIU Expenze =]
[+ Purchasing

> Inventory [Damestic Auto Rental =l |[o701:2000 0 [ 25000 {usD |[University Cre=] |[FIU Expense =]
[- eProcurement

[~ Services Procurement |Dnmest\c Lodging j |D?iD1iZDDQ [ 0.00(USD |Unwarsity'crsj |F\U Expense j
> Sourcing

> Engineering [Domesic Meals x||[o7ioriz008 5 || 18000 |usD  |[outof Pocket'=] |[FIU Expense =]

(- Manufacturing Definitions
[ Production Control

(- Configuration Modeler

[ Product Configurations

> Quality

> Demand Planning

[+ Inventory Policy Planning
[+ Supply Planning

[ ——

Copy Selected | Delste Selected |

Authorized Amount:

New Expense ~| Add

Check For Errors

865.00 USD

[- Grants |

Update Totals | |

> Program

it

(- Project Costing

> Proposal Management

[ Maintenance Management
(- Resource Management

b nmra Adminictratinn

Save for Later Submit

Return ta Travel Authorization

Create A Cash Advance Project Summary Printable View

Done

=l
N 4

00 -

| tnternet

Step | Action

31.

Click the Domestic Incidentals list item.

Last changed on: 8/12/2009 9:11 AM
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Departmental Card

FIU

Search: =

(O]

- My Favorites

[ Student Administration

- Employee Self-Service

> Service Request

[> Procurement

[> Assets

[» Travel and Expenses

— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center

e R | | sianout

New Window | Hslp | Customize Pace | 5 =]

Create Travel Autherization
Travel Authorization Entry

> Manager Self-Service
[+ Supplier Contracts

[- Customers

[- Products

[ 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

Patty Panther User Defaults Authorization ID; NEXT
-
“Description: [Audit Convention Comment: H
Purpose: |Cnn‘v‘emmn j ﬂ
Default Location: |Cmorado Denver (s}
“Date From: [07/01/2008 [ “Date To: [07/05/2009
| Accounting Defaults More Options: | = ﬂll

*Expense Type *Date *Amount Currency *Payment Type |*Billing Type

[Domestic Aifare =||[o7orz009 B[ 43500 |usD  |[University Crix] |[FIU Expense =] | Detail
[Damestic Auto Rental ~||[ozorizo0aE ([ 25000 |usD  |[University Cre=] |[FIU Expense =]

[Domestic Lodging | (071012008 [5 0.00|USD [University Cre =] |[FIU Expense ] |:Dstail
[Domestic Meals =||[o7ioriz008 B[ 18000 |usD  |[outof Pocket'=] |[FIU Expense =] | Detail
[Damestic Incidentals =] |[prioi2000 [ || 0.00 [uso | =l |[FIUEpense ] |:Detail

Copy Sslected| Delete Selscted | [Mew Expense =] dd Check For Erors

[ Maintenance Management
(- Resource Management

b nmra Adminictratinn

Authorized Amount: 865.00 UsSD
[+ Supply Planning
[- Grants
© Program it | Update Totals | |
(- Project Costing
[ Proposal Management Save for Later Submit Create A Cash Advance Project Summary Printable View

Return to Travel Authaorization

Done

=
[T T € nternet ES

Step

Action

32.

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

Page 20
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Business Process Document

PS FIN Travel Expenses: Creating a TA (TAR) with

Departmental Card

FIU

Search:

(O]

- My Favorites

> Student Administration Create Travel Autherization

e R | | sianout

New Window | Hslp | Customize Pace | 5 =]

- Employee Self-Service
> Service Request

[> Procurement

[> Assets

[» Travel and Expenses o

Travel Authorization Entry
Patty Panther

User Defaults

Authorization ID: NEXT

— Open Resource Reguesis

— Emplovee Project Center IAUU“ Canventian

*Description:

Comment:

— Travel and Expense Center

|Cnn‘v‘emmn
> Manager Self-Service

Purpose:

H

(- Supplier Contracts Default Location: |Cmorado Denver

a

[- Customers
[- Products
[ Promotions

“Date From:

[07/01/2009 | [5) *Date To:

07/05/2009

[ Customer Contracts

- Order Management Accounting Defaults

More Options: |

(> Pricing Configuration
(> Customer Returns

> Demand Planning
[+ Inventory Policy Planning

Authorized Al It
[+ Supply Planning uthonz moun

(> Items B B = » E
_ D Y 1 Typ
© Cast Accounting Expense Type Date ‘Amount Currency |*Payment Type |*Billing Type
> Vendors [Domestic Aifare ||[o7orz00e B || 43500 |usD  |[University Cri=] |[FIU Expenze =]
(> Purchasing
> Inventory [Damestic Auto Rental =l |[o701:2000 0 [ 25000 {usD |[University Cre=] |[FIU Expense =]
(> eProcurement
[~ Services Procurement |Dnmest\c Lodging j |D?iD1iZDDQ [ 0.00(USD |Unwarsity'crsj |F\U Expense j
> Sourcing
> Engineering [Domesic Meals =||[o7orz008 5 || 18000 |usD  |[outof Pocket'=] |[FIU Expense =] | Detail
(- Manufacturing Definitions
- Production Control [Damestic Incidentals =] |[o7i0/2000 [ || sojjuso | =l |[FIUEpense ] |:Detail
(- Configuration Modeler
[> Product Configurations Copy Selected | Delete Selected | New Expense ~| Add Check For Errars
> Quality

865.00 UsSD

[- Grants |

Update Totals | |

> Program it

(- Project Costing

> Proposal Management

[ Maintenance Management
(- Resource Management

b nmra Adminictratinn

Save for Later Submit

Return to Travel Authaorization

Create A Cash Advance Project Summary Printable View

Done

=l
N 4

00 -

| trternet

Step | Action

33. Click the Out of Pocket list item.

|

Last changed on: 8/12/2009 9:11 AM
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Departmental Card

FIU

Search: =

®
- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center

Create Travel Autherization

e R | | sianout

New Window | Hslp | Customize Pace | 5 =]

Travel Authorization Entry

> Manager Self-Service
[+ Supplier Contracts

[- Customers

[- Products

[ 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

Patty Panther User Defaults Authorization ID: NEXT
=
=Description: |AuditCunvent\on Comment: =]
Purpose: |Cnn‘v‘emmn j ﬂ
Default Location: |Cmorado Denver Q,
“Date From: [0701/2008 [ “Date To: [07/05/2009
| Accounting Defaults More Options: | = ﬂll
*Expense Type *Date *Amount Currency *Payment Type |*Billing Type
[Domestic Aifare | |[o7io 12000 [5 || 435.00 |USD [University Cre x| |[FIL Expense =] |“Detail
[Damestic Auto Rental ~||[ozorizo0aE ([ 25000 |usD  |[University Cre=] |[FIU Expense =]
[Domestic Lodging | (071012008 [5 0.00|USD [University Cre =] |[FIU Expense ] |:Dstail
[Domestic Meals | |[o7i01/2009 [5 || 180.00 |USD [Out of Pocket x| |[FIU Expense _x] |*Detail
[Domestic Incidentals =] |[o7mtizo0a i) | 50. |UsD [FlUExpense =] |‘Detail

Copy Sslected| Delete Selscted | [Mew Expense =] dd Check For Erors

Authorized Amount:

865.00 UsSD

Update Totals | |

> Program it

(- Project Costing

> Proposal Management

[ Maintenance Management
(- Resource Management

b nmra Adminictratinn

Save for Later Submit

Return to Travel Authaorization

Create A Cash Advance Project Summary Printable View

Done

=
T @ ternet BN

Step

Action

34.

Click the Check For Errors button.

Checl For Errars

35.

button.

(]

Click the Missing or invalid information was found. Click this icon to vi

Page 22
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Business Process Document

!’@mﬂl@w PS FIN Travel Expenses: Creating a TA (TAR) with
Departmental Card

rlu tHome | Workist | _AddtoFavories | Sianout

Search: = New Window | Help | Customize Page | i5h

(O]

- My Favorites - -
. Student Administration Create Travel Authorization

[~ E"‘Sz‘?ﬁg ég‘;-ﬁ;‘”ﬂe Authorization Detail for Domestic Airfare (Line 1)
[ Procurement Patty Panther Authorization ID: NEXT
[> Assets

[» Travel and Expenses

Please enter or update the following information:

— Dpen Resource Reguests I Merchant (Preferred or Non-Preferred)
— Emplovee Project Center

— Travel and Expense Center
(- Manager Self-Service About This Expense
[+ Supplier Contracts ~Date: 0710112009

[- Customers
- Products *Payment Type: University Credit Card =
> Promotions *Billing Type: FIU Expense j'

[ Customer Contracts
(- Order Management Ticket Humber:

- Pricing Configuration “Merchant (Choose One):
[ Customer Returns Preferred: lﬁ
(> Items

[> Cost Accounting = Hon-preferred: _

(> Vendors =
(> Purchasing *Amount: 43500 pgp

[+ Inventory

[- eProcurement

[> Services Procurement Location Amount: |

> Sourcing

(> Engineering Accounting Detail

(- Manufacturing Definitions

[ Production Control Check Expense For Errors

(- Configuration Modeler

[ Product Configurations Return to Travel Authorization Entry
> Quality

> Demand Planning

[+ Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management

(- Project Costing

> Proposal Management

[ Maintenance Management
(- Resource Management j

Laarn Ardminictration

[ [T e nternet e -

Step | Action

36. | Enter the desired information into the Non-preferred field. Enter "Delta".

37. | Enter the desired information into the Number of Nights field. Enter "4".

38. | Enter the desired information into the Nightly Rate field. Enter "220.".

39. | Enter the desired information into the Description field. Enter "DVD for
training ".

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

[Return to Travel Authorization Entry

Last changed on: 8/12/2009 9:11 AM Page 23
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Departmental Card

FIU e

| _Sign out
Search: = New Window | Hslp | Customize Page | 5 =]

- My Favorites

> Student Administration Create Travel Autherization

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

TR “Description: [Rudit Convention Comment: =
— Travel and Expense Center Purpose: ICnn‘.,‘gmmn d ﬂ
[ Manager Self-Service
(- Supplier Contracts Default Location: |Cmorado Denver Q
[> Customers
I Products *Date From: II]?/I]VZEII]EI *Date To: |07/05/2009
> Promotions
Eg‘:;;?ﬂz;ggz;zﬁs | Accounting Defaults More Options: | =l ﬂl |
(> Pricing Configuration
(> Customer Returns
[ Items » . N . .
© Cast Accounting —! Expense Type Date ‘Amount Currency |*Payment Type  *Billing Type
> Vendors [Domestic Aifare =l|[orior2009 B [ 43300 {usD  |[University Crx] |[FIU Expense =] | Detail
(> Purchasing
> Inventory [Damestic Auto Rental =l |[o7o1iz009 G [ 250.00 |usD  ([Universtty Crx] |[FIU Expense =] |Detail
(> eProcurement
[~ Services Procurement |Dnmestic Lodaging j |D?iD1iZDDQ [5 880.00|USD IUm‘v‘EfSity an |FIU Expense j *Detail
> Sourcing
> Engineering [Domestic Meals =||[o7ior2009 B || 18000 |usD  |[outof Pocket =] |[FIU Expense =] |:Detail
(- Manufacturing Definitions
> Production Control [Damestic Incidentals =] |[oriotiz000 & | 50.00 |USD [out of Pocket =] |[FIU Expense =] | Detall
(- Configuration Modeler
[ Product Configurations W -
> Quality

[> Demand Planning Copy Selected | Delete Selected | New Expense ~| Add Check For Errors
[+ Inventory Policy Planning
[+ Supply Planning

I Grants Authorized Amount: 1,795.00 USD e
> Program it

[- Project Costing | Update Totals |
> Proposal Management

[ Maintenance Management
(- Resource Management

b nmra Adminictratinn

Done [ T € nternet

Save for Later Submit Create A Cash Advance Fraject Summary Printable View s

Step | Action

41. Click the Check For Errors button.

Checl For Errars

42. Click the Submit button.
| Submit I
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PS FIN Travel Expenses: Creating a TA (TAR) with
Departmental Card

Search:

®
- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ 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
[ Maintenance Management

(- Resource Management
i 1 narn Arminictrat

FIU

Home | Workist | _AddioFavortes | Signout
New Window | Help | Customize Page | 15
Create Travel Authorization
Submit Confirmation
Patty Panther Authorization 1D: MNEXT
Total: 1,795.00 USD

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

OK Cancel

Done

I

| trternet

0% -

Step

Action

43.

Click the OK button.

Last changed on: 8/12/2009 9:11 AM

Page 25




Business Process Document
PS FIN Travel Expenses: Creating a TA (TAR) with !E‘éﬁﬂtﬂﬂ
Departmental Card

rlu tHome | Workist | _AddtoFavories | Sinout

Search: = New Window | Hslp | Customize Pace | 5 =]

(O]

- My Favorites

[ Student Administration

[P HER SR Ee Travel Authorization Details
> Service Request
[ Procurement Patty Panther User Defaults Authorization 1D: 0000034981
[> Assets
[» Travel and Expenses o
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center Business Purpose:  Convention

> Manager Self-Service

[ Supplier Contracts Status: Submission in Process Last Updated: 08/18/2009 By: 1522181

[> Customers
[ Products Default Location: Colorado, Denver

View Travel Authorization

Description: Audit Convention Comment:

- Promotions *Date From: 07/01/2009 Date To:  07/05/2009
[ Customer Contracts
(- Order Management
[» Pricing Configuration More Options: |
[ Customer Returns
(> Items

[+ Cost Accounting
[- Vendors *Expense Type Currency *Payment Type
E ":l“‘,[fn’;zf;"g Domestic Airfare 07/01/2009 435.00|USD University Credit Card  |FIUExpense  |*Detail
> eProcurement Domestic Auto Rental | 07/01/2009 250.00|USD University Credit Card FIU Expense Detail

[ Services Procurement DomesticLodging | 07/01/2008 880.00|USD University Credit Card  |FIU Expense “Dietail

> Sourcing

(- Engineering Domestic Meals 07/01/2008 180.00|USD OQut of Pocket FIU Expense *Detail
[> Manufacturing Definitions Domestic Incidentals |07/01/2009 50.00 |USD Out of Pocket FIU Expense *Detail
[ Production Control

(- Configuration Modeler
[ Product Configurations Authorized Amount: 1,795.00 USD
> Quality

> Demand Planning

[+ Inventory Policy Planning
(- Supply Planning Due Employee: 1,795.00 USD
[- Grants

> Program Management
(- Project Costing =
> Proposal Management
[ Maintenance Management Eroject Summary Erintable |

(- Resource Management j
ey 0 Daturn tn Gaarch | [ nntine |

Done [ T énternet EY R

*Amount

Less Non-Approved: 0.00 UsD

Step | Action

44, Click the Home link.
| Home|

45. | Congratulations. You have successfully completed the a TAR with different
methods of payment.
End of Procedure.
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