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Business Process Document

PS FIN Travel Expenses: Viewing and Modifying Travel !
Authorizations
Procedure

Once a travel authorization has been entered, it can be viewed at any time. Typically an
employee would view travel authorization to check the status of an existing travel
authorization request once they already submitted for approval.

If you access the Travel Authorization Details page using the Modify navigation,
Expenses enables you to edit all the fields. You can modify a travel authorization if you
have not submitted it for approval or if an approver sent it back for revision or correction.

In this topic, you are going to view a travel authorization to make sure everything was
entered correctly. Upon viewing it, you realize that you forgot to add an expense item.

You then need to modify it to add the missing item.

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

[ Travel

28 B8

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

=

& Done

Inkernet H100% -
v

Step | Action
1. Click the Employee Self- Service link.
[- Employee Self-Service]
2. Click the Travel and Expense Center link.

[Travel and Expense Center
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Step

Action

Click the Travel Authorization link.

ravel Authorization

Click the Modify link.

FIU

Search: =

(O]

- My Favorites

(> Data Expansion Tools

- Employee Self-Service

> Service Request

[> Procurement

[> Assets

[» Travel and Expenses

— Open Resource Reguesis
— Emplovee Project Center
— Staffing Apply Online

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

Mew

ew Window | &)

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

{ Find an Existing Value {__Add a New Value

Search by: |.$.uth-3r\zatmn \Dj begins Mlhl

Search | Advanced Search

— 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 Costil

I Pranacal Manae

Find an Existing Value | Add a New Value

=)

& Done

L @me

0% -

Action

Enter the desired information into the begins with field. Enter "0000031994".

Search

Click the Search button.
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FIU

Search: =

(O]

- My Favorites

- Data Expansion Tools Travel Autherization

Home | Workist | 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 ID: 0000031994

— Open Resource Reguesis

e e [Athletic Conference
Employee Froject Center

*Description:

Comment: ﬂ

— Staffing Apply Online
— Travel and Expense Center
> Manager Self-Service

“Business Purpose: | Athletic Event

Status: Pending

E | |

LastUpdated: 03/26/2009 By: 1290091

[+ Supplier Contracts

Default Location: |I\Imms Chicage

Q

[ Customers

[ Partners *Date From: [04r01/2008 [5) *Date To: [04/01/2009 [
[ Products

(- Catalog Management

[ Promotions | Accounting Defaults

(> Customer Contracts

More Options: |

= ol

(- Order Management
[+ Pricing Configuration

[+ Services Procurement

(- Sourcing

(- Engineering

(> Manufacturing Definitions
(> Production Control

Copy Selected_ | Delste Selected |

Authorized Amount:

[> Customer Returns Select| |*Expense Type *Date *Amount Currency |*Payment Type |*Billing Type

[ Items

> Cost Accounting ™| |[Ath Recr Air out State | |[o4rn1iz008 5 || 30000 |usp  |[outof Pocketx]|[FIU Expense x]|:Detail

(> Vendors

> Purchasing ™| |[4th Reer Car Out State =||[o4012009 B[ 10000 |usD  |[out of Pocket'=] |[FIU Expense =] | Detail

[ Inventol

Mpmu::mem | [AthRecrincid outState =] |[o4/01/2008 31 |[ 3000 [USD  |[Outof Packet =] |[FIU Expense =] |:Detail

Mew Expense - Add Check For Errors

48000 USD

(> Configuration Modeler
> Product Configurations |
[ Quality

Update Totals |

> Demand Planning

[ Inventory Policy Planning
> Supply Planning

[- Grants

[ Program Management

(- Project Costing j
.

Miranneal Mansanmant

Save for Later Submit

Return to Travel Authaorization

Create A Cash Advance Project Summary Erintable View

Done

L @me

0% -

Action

7. Click the Add multiple new rows at row 3 (Alt+7) button.
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FIU

Search:

(O]

[ My Favorites Travel Autherization

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

Home | Workist | MuliChannel Console | Add to Favortes | _Sian out

Mew Window | Customize Page | n5 =]

(- Data Expansion Tools
I~ Employee Self-Service
> Service Request
[> Procurement
[> Assets
[ Travel and Expenses

Patty Panther

=

Travel Authorization Entry

User Defaults Authorization 1D: 0000031994

— Dpen Resource Reguesis N | B . .
e DT e T Description: |—1h|enc Conference Comment: J
— Staffing Apply Online *Business Purpose: |‘—1h|elm Event =l =
— Travel and Expense Center )

I Manager Seli-Service Status: Pending LastUpdated:  03/28/2002 By: 1290091

[+ Supplier Contracts

[ Customers Default Location: |I\Im-J\s.Ch|:ag-J Q

[ Partners *Date From: [04101/2009 [5) *Date To: [04/01/2009

[ Products

[ Catalog Management

> Promotions | | Accounting Defaulls More Options: =] co |

[ Customer Contracts

[ Order Management
(- Pricing Configuration

(- Services Procurement

> Sourcing Copy Selected_ |

[ Customer Returns Select| *Expense Type *Date W Curren:vm

EEﬁ;"&cmmﬂm ™ | |[Ath Recr Air Out State | (0210172009 5 | 300.00 |USD [Out of Pocket =] |[FIU Expense ] |*Detail
E\p’imﬁr:m ™ | |[4th Reer Car Out State | |[o4i01/2000 [5 || 10000 (UsD  |[out of Pocket'=] |[FIU Expense =] | Detail
[eEr=ero - | |[anRecrincidoutstate v ([osnt200a @ ([~ so.00|usp  [outefPocket] |[FIUEmense =] |:Detai

Delete Selected | New Expense x| Add Check For Errars

(- Engineering
(- Manufacturing Definitions

(> Production Control Authorized Amount:

48000 USD

> Product Configurations

[ Configuration Modeler
[ Quality |

Update Totals |

> Demand Planning

Save for Later
[+ Inventory Policy Planning

Submit Create A Cash Advance Project Summary Erintable View

[+ Supply Planning
[- Grants
> Program Management

Return to Travel Authaorization

]
@

|
] Ao - |

| tnternet

Action

button.

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

Click the Temporarily Allow Scripted Windows menu.

or
Press [T].
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FIU

Home | Workist | MulliChannel Console | _Add to Fa

Search: = Mew Window | Customize Page | 15
[- My Favorites P
- Data Expansion Tools Travel Authorization
|7 I L SR TR Travel Authorization Entry
> Service Request
[> Procurement Patty Panther User Defaults Authorization 1D: 0000031994
[> Assets
[» Travel and Expenses o
— Open Resource Reguesis . | . .
 Comnloves Projodt Cenier Description: [Athletic Conference Comment: =
~ Staffing Apply Online “Business Purpose: | Athletic Event =] El
— Travel and Expense Center
> Manager Self-Service Status: Fending LastUpdated: 03/25/2008 By: 1290091
[+ Supplier Contracts
[ Customers Default Location: |I\Imms Chicaga Q
[ Partners *Date From: [04r01/2008 [5) *Date To: [04/01/2009 [
[ Products
(- Catalog Management
[ Promotions | Accounting Defaults More Options: | =] 6o |
(> Customer Contracts

(- Order Management
[+ Pricing Configuration

[+ Services Procurement

(- Sourcing

(- Engineering

(> Manufacturing Definitions
(> Production Control

Copy Selected_ | Delste Selected |

Authorized Amount:

[> Customer Returns Select| |*Expense Type *Date *Amount Currency |*Payment Type |*Billing Type

[ Items

> Cost Accounting ™| |[Ath Recr Air out State | |[o4rn1iz008 5 || 30000 |usp  |[outof Pocketx]|[FIU Expense x]|:Detail

(> Vendors

> Purchasing ™| |[4th Reer Car Out State =||[o4012009 B[ 10000 |usD  |[out of Pocket'=] |[FIU Expense =] | Detail

[ Inventol

Mpmu::mem | [AthRecrincid outState =] |[o4/01/2008 31 |[ 3000 [USD  |[Outof Packet =] |[FIU Expense =] |:Detail

Mew Expense - Add Check For Errors

48000 USD

> Product Configurations

(> Configuration Modeler
[ Quality |

Update Totals |

> Demand Planning

[ Inventory Policy Planning
> Supply Planning

[- Grants

[ Program Management

(- Project Costing j
.

Miranneal Mansanmant

Save for Later Submit

Return to Travel Authaorization

Create A Cash Advance Project Summary Erintable View

L @me

0% -

Step | Action

10.

Click the Add multiple new rows at row 3 (Alt+7) button.
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FIU

Search:

(O]

- My Favorites

- Data Expansion Tools Travel Autherization

Home | Workist | MulliChannel Console | _Add to Fa

Mew Window | Customize Page | 15, =]

- Employee Self-Service
> Service Request

[> Procurement

[> Assets

[» Travel and Expenses

Travel Authorization Entry

Patty Panther Authorization ID: 0000031994

User Defaults

=

— Open Resource Reguesis
— Employee Project Center
— Staffing Apply Online
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Partners
[ Products

[Athletic Conference
[ Athletic Event

*Description: Comment:

H

*Business Purpose:

Status: Fending LastUpdated: 03/26/2009

Q
|Ddfﬂ1i2009 [ *Date To: [04/01/2008 [

Default Location: |I\Imms Chicage

“Date From:

By: 1290091

[ Promotions
(> Customer Contracts

Accounting Defaults More Options: |

(- Catalog Management |

(- Order Management
[+ Pricing Configuration

Copy Selected | Delste Selscied |

New Expense | Add

(> Manufacturing Definitions
[+ Production Control

(> Configuration Modeler

> Product Configurations

Authorized Amount: 480.00 USD

[- Customer Returns Select| |*Expense Type *Date *Amount Currency *Payment Type |*Billing Type
EEﬁ;"&mmng ™| |[Ath Recr Air out State | |[o4rn1iz008 5 ([ 30000 |usp  |[outof Pocketx]|[FIU Expense x]|:Detail
E\;Emﬁr:m ™| |[4th Reer Car Out State ||[o4012009 B || 10000 |usD  |[out of Pocket =] |[FIU Expense =] | Detail
[eEr=son - I | |AnRecrincdowstate v ([psntizooa @ [ so0o0 [usp  [OuterPocket] |[FIUEsense v |“Detail
E ggﬁléizwocuremem ’W
(- Engineering

Check For Errors

[ Quality
> Demand Planning |

Update Totals |

[ Inventory Policy Planning

[ Supply Planning Save for Later Submit Create A Cash Advance Eroject Summary Printable View

- Grants

[ Program Management Return to Travel Authorization el
[ Project Costi

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

11.

Click the Ath Recr Reg Fee Out State list item.

Last changed on: 8/12/2009 9:15 AM
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W rentzseps

FIU

| _Sian out

(- Order Management
[+ Pricing Configuration

Search: = ow | Customize Page | o5, |
[- My Favorites P
- Data Expansion Tools Travel Authorization
|7 I L SR TR Travel Authorization Entry
> Service Request
[> Procurement Patty Panther User Defaults Authorization 1D: 0000031994
[> Assets
[» Travel and Expenses o
— Open Resource Reguesis . | . .
 Comnloves Projodt Cenier Description: [Athletic Conference Comment: =
~ Staffing Apply Online “Business Purpose: | Athletic Event =] El
— Travel and Expense Center
> Manager Self-Service Status: Fending LastUpdated: 03/25/2008 By: 1290091
[+ Supplier Contracts
[ Customers Default Location: |I\Imms Chicaga Q
[ Partners *Date From: [04r01/2008 [5) *Date To: [04/01/2009 [
[ Products
(- Catalog Management
[ Promotions | Accounting Defaults More Options: =] 6o |
(> Customer Contracts

Copy Selected | Delste Selscied |

(> Manufacturing Definitions
[+ Production Control

(> Configuration Modeler

> Product Configurations

Authorized Amount:

[> Customer Returns *Expense Type e *Amount Y| VDN

[ Items

> Cost Accounting [th Reor Air Out State | |[o¢r172000 [ | 30000 [USD [Out of Pocket =] |[FIU Expense =]
(> Vendors

> Purchasing [ 4th Recr Car Out State x| |[o4i0172009 [5 || 100,00 (USD [Out of Pocket x| |[FIU Expense =]
[ Inventol

- [Ath Recrincid Out State =] |[04/01/2008 31 |[ 3000 [USD  |[QutofPacket =] |[FIU Expense =]
g gzﬁ';f;"m”emem [Ath Recr Reg Fee Out State |~ ] |[04/01/2008 ) soofuso || =] |[FUEspense =]
(- Engineering

MNew Expense - Add

48000 USD

Check For Errors

> Demand Planning

[ Quality
[ Inventory Policy Planning |

Update Totals |

> Supply Planning

Save for Later
- Grants

Submit

Create 4 Cash Advance

Eroject Summary Erintable View

[ Program Management
(- Project Costing
I

Miranneal Mansanmant

Return to Travel Authorization

=
4

L] @me

00 -

Step | Action

12. | Click the Payment Type list.
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FIU

Search:

(O]

- My Favorites Travel Autherization

| _Sian out

ow | Customize Pace | n5, =]

(> Data Expansion Tools
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses

Travel Authorization Entry
Patty Panther User Defaults

=

Authorization ID: 0000031994

— Open Resource Reguesis

e e [Athletic Conference
Employee Froject Center

*Description:

Comment:

— Staffing Apply Online
— Travel and Expense Center
> Manager Self-Service

“Business Purpose: | Athletic Event

Status: Pending

H

LastUpdated: 03/26/2009 By: 1290091

[+ Supplier Contracts

- Customers Default Location:

|I\Imms Chicage

Q

[- Partners
[ Products

“Date From:

|Ddfﬂ1i2009 [ *Date To: [04/01/2008 [

[ Promotions

(- Catalog Management |
(> Customer Contracts

Accounting Defaults

More Options:

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

*Expense Type e

“Amount

Y VP

[- ltems

[> Cost Accounting | Ath Recr Air Out State

B

[04i01/2008 50 ||

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

[- Vendors

- Purchasing [ 4th Recr Car Out State x| |[o4i0172009 [5 ||

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

> Inventory

- eProcurement [ Ath Reer Incid Out State

E

[04r01iz008 0 ||

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

[+ Services Procurement

(- Sourcing

(- Engineering

(> Manufacturing Definitions
[+ Production Control

(> Configuration Modeler

> Product Configurations

[Ath Recr Reg Fee Out State | ([04/01/2008 [

Copy Selected | Delste Selscied |

Authorized Amount:

MNew Expense

ooojusp ||

B

4

|F\U Expense j

Check For Errors

Out of Pocket
University Credit

48000 USD

> Demand Planning

[ Quality
[ Inventory Policy Planning |

Update Totals |

> Supply Planning

- Grants

[ Program Management
(- Project Costing

.

Miranneal Mansanmant

Save for Later Submit

Return to Travel Authorization

Erintable View

Create 4 Cash Advance Eroject Summary

=l
N 4

5, 100%

| tnternet

Step | Action

13. Click the Out of Pocket list item.

Qutof P 1

Last changed on: 8/12/2009 9:15 AM
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FIU

Search:
®

- My Favorites

- Data Expansion Tools Travel Autherizatien

Home | Workist | Mullihannel Console | _Add to Fa

Mew Window | Customize Page | 15, =]

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

Travel Authorization Entry
Patty Panther

=

User Defaults

Authorization ID: 0000031994

— Open Resource Reguesis

e e [Athletic Conference
Emplovee Froject Center

*Description:

Comment:

— Staffing Apply Online
— Travel and Expense Center
> Manager Self-Service

“Business Purpose: | Athletic Event

Status: Pending

H

LastUpdated: 03/26/2009 By: 1290091

[+ Supplier Contracts

- Customers Default Location:

|I\Imms Chicago

Q

[- Partners
[ Products

“Date From:

|Ddfﬂ1i2009 [ *Date To: [04/01/2008 [

[ Promotions
(> Customer Contracts

Accounting Defaults

(- Catalog Management |

More Options: |

(- Order Management
[+ Pricing Configuration

Copy Selected | Delste Selscied |

(> Manufacturing Definitions
[+ Production Control

(> Configuration Modeler

> Product Configurations

Authorized Amount:

[> Customer Returns Select| |*Expense Type *Date “Amount Currency |*Payment Type |*Billing Type
EEﬁ;"&mmng ™| |[Ath Recr Air out State | |[o¢r172008 [ | 30000 [USD [Out of Pocket =] |[FIU Expense ] |Detail
E\p’imﬁrim ™| |[4th Reer Car Out State x| |[o4i01/2009 [5 || 10000 [usD  |[Outof Pocket x| |[FIU Expense =] |*Detail
[eEr=son - r | |AnRecmcdowsate 7] |[pent00 @ [ 8000 |usD  [OutefPockets] |[FUEspense =] |:Detail
g gzﬁi;izpm”emem I | |[*n RecrReg Fes outstate <] [[o410172008 0.00|UsD [FIU Expense <] |:Detai
(- Engineering

MNew Expense - Add

Check For Errors

48000 USD

> Demand Planning

[ Quality
[ Inventory Policy Planning |

Update Totals |

> Supply Planning

Save for Later Submit Create A Cash Advance Project Summary Printable View
- Grants
E ll:ro_qratrgln'lanﬂﬂgemem Return to Travel Authorization &
roject Cos!
[T T[T [@mtene o -

Step | Action

14. | Click an entry in the Detail column.

15.

non-employee (candidate) of FIU.

You can use this field to include information such as Registration fee for a

Page 10
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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
.

Piranneal 11

nnnnnnnnn

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

Travel Authorization

New Window | Customize Page | n&h

Authorization Detail for Ath Recr Reg Fee Out State (Line 4)
Fatty Panther Authorization ID:

About This Expense
“Date: 04/01/2009 [5
*Payment Type: Qut of Packet -
FIU Expense =

“Billing Type:
Number of Days: 1

000 ysp

0.00 USD

0000031994

“Description:

*Daily Amount:
*Total Amount:

Location Amount: |

Accounting Detail
Check Expense For Errors

Return to Travel Authorization Entry

Main Content

Done

N

| tnternet

H100% -

Step | Action

16.

Enter the desired information into the Daily Amount field. Enter "25".

17.

Click on the Return to Travel Authorization Link

18.

Click on the plus button to
add multiple new rows at row (Alt+7)

Last changed on: 8/12/2009 9:15 AM

Page 11




Business Process Document

PS FIN Travel Expenses: Viewing and Modifying Travel

Authorizations

W rentzseps

Seript Frompt:

Enter number of ramws to add:

Explorer User Prompt

Cancel

x|

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

Mew Window | Customize Page | 15, =]

(- 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

.

Mranneal Mansanmant

=

e PR Tools TrEvETACTTOTTIZETOTT
V;’“ﬁz‘fﬁgég-ﬁ;‘”“ Travel Authorization Entry
[> Procurement Patty Panther User Defaults Authorization 1D: 0000031994
[> Assets
[» Travel and Expenses o
— Open Resource Reguesis . | . .
 Comnloves Projodt Cenier Description: [Athletic Conference Comment: =
— Staffing Apply Online “Business Purpose: | Athletic Event =l El
— Travel and Expense Center
> Manager Self-Service Status: Fending Last Updated: 03/25/2008 By: 1290091
[+ Supplier Contracts |
[ Customers Default Location: |I\Imms Chicaga Q
[ Partners “Date From: [04r01/2008 [5) *Date To: [04/01/2009 [
[ Products
(- Catalog Management
> Promotions | Accounting Defaults More Options: =] s |
(> Customer Contracts

Select

*Amount Currency | *Payment Type

Copy Selected |

*Expense Type *Date 1q Typ:
™| |[Ath Recr Air out State | |[o¢r172000 [ || 300.00 |USD [Out of Pocket =] |[FIU Expense ] |Detail
™| |[Ath Recr Car Out State ||[o4012009 B || 10000 |usD  |[out of Pocket'=] |[FIU Expense =] | Detail
™| |[AthRecrincid OutState =] |[04/01/2009 [0 || 3000 [USD  |[QutofPacket =] |[FIU Expense =]
I | |[Ath RecrReg Fee OutState ~] |[o4/01/2008 25.00|USD [Out of Pocket ] |[FIU Expense x|

Delete Selected

| [NewExpense =] |add Check For Erars

Authorized Amount:

505.00 USD

Update Totals |

Save for Later

Submit

Erintabl

Create 4 Cash Advance Eroject Summary

Return to Travel Authorization

jiawascript:submitAction_wind(dacument, wind, EX_TAUTH_LINE§newm$ 3550

=l
N 4

100 -

| tnternet

Step

Action

19.

Click the OK button.
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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
.

Miranneal Mansanmant

Travel Autherization

Home | Workist | Mullihannel Console | _Add to Fa

Mew Window | Customize Page | 15, =]

Travel Authorization Entry

Patty Panther User Defaults Authorization 1D: 0000031934

=
=Description: [Athletic Conference Comment: =]
“Business Purpose: | Athletic Event =] =l
Status: Fending LastUpdated: 03/28/2009 By: 1290091
Default Location: |I\Imms Chicage Q

“Date From:

|Ddfﬂ1i2009 [ *Date To: [04/01/2008 [

| Accounting Defaults

More Options: |

Copy Selected |

*Expense Type *Amount Currency |*Payment Type |*Billing Type
™| |[Ath Recr Air out State | |[o¢r172000 [ | 300.00 |USD [Out of Pocket =] |[FIU Expense ] |Detail
™| |[Ath Recr Car Out State ||[o4012009 B || 10000 |usD  |[out of Pocket =] |[FIU Expense =] | Detail
™| |[AthRecrincid OutState =] |[04/01/2009 [0 || 3000 [USD  |[QutofPacket =] |[FIU Expense =]
I | |[Ath RecrReg Fee OutState x| |[o4/01/2008 [ 25.00|USD [Out of Pocket ] |[FIU Expense ] |:Detail
-

Delete Selected |

MNew Expense ~| Add Check For Errors

Authorized Amount:

505.00 USD

Update Totals |

Save for Later

Submit Create A Cash Advance Project Summary Printable View

Db be Trawinl At nrizatine

Done

L @me

0% -

Step | Action

20.

Click the Ath Recr Per Diem Out State list item.

Last changed on: 8/12/2009 9:15 AM
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Business Process Document

PS FIN Travel Expenses: Viewing and Modifying Travel

Authorizations

W rentzseps

FIU

Search: =

(O]

- My Favorites

- Data Expansion Tools Travel Autherization

| _Sian out

ow | Customize Pace | n5, =]

- Employee Self-Service
> Service Request

[> Procurement

[> Assets

[» Travel and Expenses o

Travel Authorization Entry
Patty Panther

User Defaults

Authorization ID: 0000031994

— Open Resource Reguesis

e e [Athletic Conference
Employee Froject Center

*Description:

Comment: ﬂ

— Staffing Apply Online
— Travel and Expense Center
> Manager Self-Service

“Business Purpose: | Athletic Event

Status: Pending

E | |

LastUpdated: 03/26/2009 By: 1290091

[+ Supplier Contracts

- Customers Default Location:

|I\Imms Chicage

Q

[- Partners
[ Products

“Date From:

|Ddfﬂ1i2009 [ *Date To: [04/01/2008 [

[ Promotions
(> Customer Contracts

(- Catalog Management
| Accounting Defaults

More Options: | ﬂl |

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

*Expense Type e

“Amount

Y VP

[- ltems
[+ Cost Accounting

[th Reor Air Out State | |[o¢r172000 [ | 300.00 |USD

|0m DTPDEKEIﬂ |F\U Expense ﬂ

[- Vendors

- Purchasing

[ 4th Recr Car Out State x| |[o4i0172009 [5 ||

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

> Inventory

[- eProcurement

[Ath Recrincid Out State =] |[04/01/2008 31 |[

3000 [USD  |[QutofPacket =] |[FIU Expense =]

[+ Services Procurement
(- Sourcing

[Ath Recr Reg Fee Out State | ([04/01/2008 [

2500/USD  |[Outof Pocket x| [[FIU Expense x|

(- Engineering

(> Manufacturing Definitions
[+ Production Control

(> Configuration Modeler

> Product Configurations

[ Quality

> Demand Planning

Copy Selected | Delete Selected |

Authorized Amount:

[ 4th Recr Per Diem Out State x| |[p4/01/2008 [34 |[ 000 [usp | =l|[FuEpense =]

Ll

MNew Expense ~| Add Check For Errors

505.00 USD

> Supply Planning

[ Inventory Policy Planning |
[- Grants

Update Totals | -

[ Program Management
(- Project Costing
I

Miranneal Mansanmant

Save for Later

= .

Submit

Create A Cash Advance Project Summary Printable View

L] @me

ESCORN

Step | Action

21.

Click an entry in the Detail column.

Page 14
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Business Process Document
PS FIN Travel Expenses: Viewing and Modifying Travel

Authorizat

ions

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 Authorization

Home | _Workist |

Authorization Detail for Ath Recr Per Diem Qut State (Line 5)

Fatty Panther

Authorization ID:

About This Expense

*Date: ’WB
*Payment Type: j
e [FEweree 5
*Description:

0.00 usp

Amount:

Location Amount: |

Accounting Detail
Check Expense For Errors

Return to Travel Authorization Entry

0000031994

Console | _Add to Favorites | Sian out

New Window | Customize Page | n&h

Done

I

| tnternet

H100% -

Step

Action

22.

Click the Out of Pocket list item.

=1

Last changed on: 8/12/2009 9:15 AM
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Business Process Document
PS FIN Travel Expenses: Viewing and Modifying Travel !E’mﬂtﬂﬂ
Authorizations

rlu ml_lilw avores | _Sign out

Search: = Mew Window | Customize Page | 15

(O]

- My Favorites

. Data Expansion Tools Travel Authorization

Vifgﬁfﬁgézg-;i;"iﬂe Authorization Detail for Ath Recr Per Diem Out State (Line 5)
[> Procurement Patty Panther Authorization ID: 0000031994
[> Assets .
b Travel and Expenses
— Dpen Resource Requests *Date: 04/01/2009 [
— Emplovee Project Center =
— Stafiing Apply Online “Payment Type: :
— Travel and Expense Center “Billing Type: FIU Expense ¥

> Manager Self-Service N N
[+ Supplier Contracts Description:

[ Customers Amount: 000 pgp
[- Partners
[ Products
- Catalog Management Location Amount: |
[ Promotions

[ Customer Contracts X
| Accounting Detail
(- Order Management

[+ Pricing Configuration Checl Expense For Errers

[- Customer Returns

[- ltems

[+ Cost Accounting

[- Vendors

- Purchasing

> Inventory

[- eProcurement

[+ Services Procurement
(- Sourcing

(- Engineering

Return to Travel Authorization Entry

(> Manufacturing Definitions
[+ Production Control

(> Configuration Modeler

> Product Configurations

[ Quality

> Demand Planning

[ Inventory Policy Planning
> Supply Planning

[- Grants

[ Program Management

(- Project Costing j
.

Miranneal Mansanmant

Done [ [T e ntenet 0k -

Step | Action

23. | Enter the desired information into the Description field. Enter "negotiation
dinner".

You can use this field to include information such as per diem meals for a non-
employee (candidate) of FIU.

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

[Return to Travel Authorization Entry

Page 16 Last changed on: 8/12/2009 9:15 AM
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Business Process Document

PS FIN Travel Expenses: Viewing and Modifying Travel

Authorizations

FIU

Search:

(O]

- My Favorites

- Data Expansion Tools Travel Autherization

Mew Window | Customize Page | 15, =]

- Employee Self-Service
> Service Request

[> Procurement

[> Assets

[» Travel and Expenses

Travel Authorization Entry
Patty Panther

=

User Defaults

Authorization ID: 0000031994

— Open Resource Reguesis

e e [Athletic Conference
Employee Froject Center

*Description:

Comment:

— Staffing Apply Online

— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts

“Business Purpose: | Athletic Event

Status: Pending

H

Last Updated:

By:

03/26i2009 1290091

> Customers Default Location: |I\Imms Chicago

Q

[- Partners
[ Products

“Date From:

|Ddfﬂ1i2009 [ *Date To: [04/01/2008 [

[ Promotions
(> Customer Contracts

Accounting Defaults

(- Catalog Management |

More Options: |

(- Order Management
[+ Pricing Configuration

[+ Production Control

(> Configuration Modeler
> Product Configurations
[ Quality

> Demand Planning

Copy Selected | Delete Selected |

Authorized Amount:

[- Customer Returns *Expense Type “Amount Currency *Payment Type

EEﬁ;"&mmng ™| |[Ath Recr Air out State x| |[o¢4rn1iz008 5 [ 30000 |usp  |[outof Pocket x| |[FIU Expense =]
E\;Emﬁr:m ™| |[4th Reer Car Out State ||[o4012009 B || 10000 |usD  |[out of Pocket'=] |[FIU Expense =] | Detail
[eEr=son - || Recrincdowstate v [psntizo0a (@ [ soo0 [usp  [OuterPocket] |[FUEmense 7]

E gzﬁi;izpm”'emem " | |[Ath Recr Reg Fee OutState =] |[0210112008 5 25.00{UsD  |[OutofPocket =] |[FIU Expense =] |Detail
i:q"agr‘."me:;ﬁm Defnitions I~ | [4tn Reer Per Diem Out State =] |[o4/0172008 [ || 000 |usD  |[outof Pocket=] |[FIU Expense =] |Detail

MNew Expense ~| Add

Check Far Errars

505.00 USD

> Supply Planning

[ Inventory Policy Planning |
[- Grants

Update Totals |

[ Program Management
(- Project Costing
I

Piranneal 11

Save for Later Submit

nnnnnnnnn

Create A Cash Advance Project Summary Printable View

=

Done

I | EY R

| tnternet

Step | Action

25. Click the Save for Later button.

Save for Later

26.
required fields.

[*]

Notice: The system is letting you know that you did not complete all the

Click the Missing or invalid information was found. Click this icon button.

Last changed on: 8/12/2009 9:15 AM
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Business Process Document
PS FIN Travel Expenses: Viewing and Modifying Travel !E’mﬂtﬂﬂ
Authorizations

rlu ml_lilw avores | _Sign out

Search: = Mew Window | Customize Page | 15

(O]

- My Favorites
(> Data Expansion Tools

7 I TR T LA Authorization Detail for Ath Recr Per Diem Qut State (Line 5)
> Service Request

Travel Authorization

[> Procurement Patty Panther Authorization ID: 0000031994
- Assets ) )
I Travel and Expenses Please enter or update the following information:

— QOpen Resource Reguests = Amount Spent
— Employee Project Center
— Staffing Apply Online

— Travel and Expense Center

> Manager Self-Service About This Expense

[+ Supplier Contracts

I Accounting Detail — Monetary amount cannot be 0 on distribution line 1.

- Customers *Date: p4101i2009

E gfol‘;ﬂ:cf:; *Payment Type: Out of Pocket -
[ Catalog Management *Billing Type: FIU Expense j‘

[ Promotions *Description: negatiation dinner

[ Customer Contracts

(- Order Management - Amount: _ uso
[+ Pricing Configuration

[- Customer Returns

[- ltems Location Amount: I

[+ Cost Accounting

[- Vendors Accounting Detail

- Purchasing

(> Inventory Check Expense For Errors

[- eProcurement
[+ Services Procurement Return to Travel Authorization Entry
(- Sourcing

(- Engineering

(> Manufacturing Definitions
[+ Production Control

(> Configuration Modeler
> Product Configurations
[ Quality

> Demand Planning

[ Inventory Policy Planning
> Supply Planning

[- Grants

[ Program Management

(- Project Costing j
.

Miranneal Mansanmant

Done [ [T e ntenet e -

Step | Action

27. | Amount is required in order to Save for Later or Submit.
Enter the desired information into the Amount field. Enter "150.00".

28. | Click on the Return to Travel Authorization Entry link

29. | Click on the Save for Later button or the Submit button if you have
completed.

Page 18 Last changed on: 8/12/2009 9:15 AM




Business Process Document

!.{; TeuSed

PS FIN Travel Expenses: Viewing and Modifying Travel

Authorizations

FIU

Home | Workist | MulliChannel Console | _Add to Fa

Search: = Mew Window | Customize P Saved |
[ My Favorites ot
- Data Expansion Tools Travel Authorization
|7 I L SR TR Travel Authorization Entry
> Service Request
[> Procurement Patty Panther User Defaults Authorization 1D: 0000031994
[> Assets
[» Travel and Expenses o
— Open Resource Reguesis . | . .
 Comnloves Projodt Cenier Description: [Athletic Conference Comment: H
— Staffing Apply Online “Business Purpose: | Athletic Event =l El
— Travel and Expense Center
> Manager Self Service Status: Fending LastUpdated: 03/27/2008 By: 1290091
[+ Supplier Contracts
[ Customers Default Location: |I\Imms Chicage Q
- Partners “Date From: [04r01/2008 [5) *Date To: [04/01/2009 [
[ Products
(- Catalog Management
- Promotions | Accounting Defaults More Options: |
(> Customer Contracts

(- Order Management
[+ Pricing Configuration

[+ Production Control

(> Configuration Modeler
> Product Configurations
[ Quality

> Demand Planning

Copy Selected | Delete Selected |

Authorized Amount: 655.00 USD

[- Customer Returns *Expense Type *Amount Currency *Payment Type |*Billing Type
EEﬁ;"&mmng ™| |[Ath Recr Air out State x| |[o4rn1iz008 5 || 30000 |usp  |[outof Pocketx] |[FIU Expense x]|:Detail
E\;Emﬁr:m ™| |[4th Reer Car Out State ||[o4012009 B || 10000 |usD  |[out of Pocket'=] |[FIU Expense =] | Detail
[eEr=son - I || Recrimcdowstate v ([psntizo0a (@ [ so0 |usp  [OuterPockets] |[FUEmense 7]

E gzﬁi;izpm”'emem " | |[Ath Recr Reg Fee OutState =] |[0210112008 5 25.00{UsD  |[OutofPocket =] |[FIU Expense =] |Detail
i:q"agr‘."me:;ﬁm Defnitions I~ | [4n Recr Per Diem Out State =] |[o4/01/2008 5 [ 150,00 {usD  |[Out of Pocket=] |[FIU Expense =] |Detail

MNew Expense ~| Add

Check Far Errars

> Supply Planning

[ Inventory Policy Planning |
[- Grants

Update Totals |

- Program Management Save for Later Submit

Create A Cash Advance

Project Summary

Printable View

(- Project Costing
I

Miranneal Mansanmant b e Tt

N

| tnternet

ESCORN

Step | Action

30. Click the Home link.

[ Home

31.
End of Procedure.

Congratulations. You have successfully Modified a Travel Authorization.

Last changed on: 8/12/2009 9:15 AM
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