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Procedure

In this topic, you are going to delete a travel authorization request for a business trip that
was cancelled.

FI" Homs | Workist | MutiChannel Console | Add to Favorites | Sian out

Personalize Content | Lavout

Menu = B
Search:
®
[ My Favorites
[ Data Expansion Tools
[ Employee Self-Service
- Manager Self-Service
> Supplier Contracts
[ Customers
[ Partners
[> Products
[- Catalog Management
[ Promotions
[+ Customer Contracts

> Order Management
[+ Pricing Configuration

[ Customer Returns

[- Items

[ Cost Accounting

[- Vendors

> Purchasing

[ Inventory

[ eProcurement

[+ Services Procurement

I Sourcing

[ Engineering

> Manufacturing Definitions
[+ Production Control

[ Configuration Modeler

> Product Configurations
[ Quality

- Demand Planning

> Inventory Policy Planning
[ Supply Planning

[ Grants

- Program Management

I Project Costing

- Proposal Management

[~ Maintenance Management
- Resource Management
[- Lease Administration

[+ Staffing

[ Travel and Expenses

[ Travel Administration ﬂ
| /i Done [ [ [ [@mtemet 0% -

Step | Action

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

Page 2 Last changed on: 8/12/2009 9:16 AM




!'{.T- TeuSed

Business Process Document
PS FIN Travel Expenses: Deleting Travel

Authorizations

FIU

> Service Request
[» Procurement
[ Assets
[> Travel and Expenses
— Open Resource Requests Open Resource Requests
— Emplovee Project Center Open Resource Requests
- Staffing Apply Online
— Travel and Expense Center
> Manager Self-Service
- Supplier Contracts
[- Customers
[ Partners
[ Products
(- Catalog Management
[ Promotions
[- Customer Contracts
> Order Management 'SSS_‘E::
[+ Pricing Configuration a
[- Customer Returns i
[- ltems
[+ Cost Accounting
[- Vendors
> Purchasing
(> Inventory g
[ 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

Employee Self-Service

Travel and Expense Center
=] Employee Travel and Expense Center

ransfer Assets

f-service employes role to manage

Employee Project Center

g N

Service Request
Add or manage

the key areas for entering and
ing project team member information

ice Service Requesis

«pense reports, cash
ts, or fravel authorizations

| _Sian out

Edit "Emplovee Self-Service” Foider

Estafﬂn Apply Online
Staffing Apply Online

Procurement
uisitions, receiveing and schedule

T |6 ternet

100% -

Action

[Travel and Expense Center]

Click the Travel and Expense Center link.
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[~ Employee Self-Service
I> Service Request
I Procurement
> Assets
I» Travel and Expenses
— Dpen Resource Reguests
— Employee Project Center
— Staffing Apply Online

— Travel and Expense Center|

B ain Menu > Emplovee Self-Service >

Travel and Expense Center

Employee Travel and Expenss Center

Expense Report
reate, modify, print, view or delete an

Time Report
cr

=D

> Manager Self-Service EQ:A

[+ Supplier Contracts -

[- Customers -

- Partners Cash Advance

(- Products te, modify, print, view and delete a Cash

[- Catalog Management Advance.

[ Promotions Pcreate

[ Customer Contracts B Mogify

(- Order Management = Print

(> Pricing Configuration 2 More..

[- Customer Returns =

i Profiles and Preferences L—@J Review Payments
> Cost Accounting Manage your persenal, organizational and Re:

* Vendors financial details for travel and expense e

[> Purchasing reporting ElReview Pavments
> Inventory T

[- eProcurement

[+ Services Procurement

(- Sourcing

(- Engineering

(> Manufacturing Definitions
[+ Production Control

a
P Deleqate Entry Authority

Travel Services

y Reservations, Change your

nd log on to Travel Partner sites

(- Configuration Modeler artner Password
[> Product Configurations [ Travel Partner Logon
[ Quality

> Demand Planning

[ Inventory Policy Planning
> Supply Planning

[- Grants

[ Program Management

(- Project Costing

(- Proposal Management

[ Maintenance Management
- Resource Management

[- Lease Administration

[+ Staffing j

=, modify, print, view and deiete a Time

w forecast data

ed Time

history of expense payments

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

Edit “Travel and Expense Center” Coliection

Travel Authorization
modify, print,
ithorization

w, cancel or delete a

c‘.t%Pnn( Reports

Print any one of your expense transactions

[ Expense Report
[ Bar Code Receipt Form
B Time Report

2 L

create your own
sting template.

& Done, but with errors on page,

[ [ @ mtemnet 0w - |

Action

3. Click the Travel Authorization link.

4, Click the Delete link.

5. Here you will enter in the Employee ID or click on the magnifying glass icon to

search for the EmplID.

Page 4

Last changed on: 8/12/2009 9:16 AM




!'LT- TeuSed

Business Process Document
PS FIN Travel Expenses: Deleting Travel
Authorizations

FIU

Search:

®
- 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
.

Mranneal Mansanmant

Home | Workiist | MulliChannel Console | _Ad to Favorites | _Sian out

New Window | B,

Delete Travel Autherization
Enter any infermatien you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

EmpHD:|negms-,mmjhzgnnm Q
Mame: |neg\n5w\mj|

[” Case Sensitive

Search | Clear |Eas\-:Search B save Search Criteria

& Done

Internet H100%
N I~

T A

Step

Action

Search

Click the Search button.

the list.

A list of unsubmitted or denied travel authorizations are displayed.

In this example, we will be deleting the HEUG Conference TAR that we
created in an earlier lesson.

Look for the travel authorization that you wish to delete, and then select it from
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Search: Bl

(]

[ My Favorites

[~ Data Expansion Tools Travel and ExPense

rlu M|M|M|M|M

New

dow | Customize Page | &,

I~ Employee Self-Service Delete a Travel Authorization

> Service Request
[> Procurement Patty Panther
[ Assets
> Travel and Expenses Select Description
— Open Resource Requests
— Employee Project Center
— Staffing Apply Online
— Travel and Expense Center

(- Manager Self-Service

[> Supplier Contracts Delete Selected Authc

[+ Customers

[- Partners

[ Products Return to Travel Authorization

[+ 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 j

I Pranaeat

AuthorizationID Date From Date To Amount Currency
03/25/2009 03/27/2009 99.00 USD

T HEUG Conference 00000319889

[ [ [ [@mtemet 0w -

Step | Action

8. Click the Select option.

9. Click the Delete Selected Authorization(s) button.

| Delete Selected Authorizationis) I
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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

Travel and Expense

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

w Window | Customize Page | n&h

Delete Confirmation
Fatty Panther

“ The selected transaction(s) have been deleted.

i

Done

[ |

| tnternet

0% -

Step

Action

10.

Click the OK button.

Last changed on: 8/12/2009 9:16 AM

Page 7




Business Process Document
PS FIN Travel Expenses: Deleting Travel Authorizations

- Jesnther ¥

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

FIU

Travel and Expense

Mew Window | Customize Page | /&,

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

Delete a Travel Authorization

Patty Panther

Select Description
r

Delete Selected Authorization(s)

Return to Travel Autharization

AuthorizationID Date From Date To

Amount

0000

I I

& mternet

00w -

Step

Action

11.

Home

Click the Home link.

12.

Request.

End of Procedure.

Congratulations. You have successfully deleted a Travel Authorization
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