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/Q\VERMONT Expense Training Guide

Employee/Delegate
EXPENSE REPORTS

Entering Expense Reports
CREATE Expense Report from Blank
Procedure

The Basics:

Please refer to Bulletin 3.4 (http://aca.vermont.gov/bulletins) and your department's policy regarding
Expense Reports.

1. Economy, prudence, and necessity are of primary concern when planning and paying for travel and
expenses.

2. Preferred payment methods- Whenever possible, Purchasing Cards (P-Cards) and direct vendor
payments should be used to minimize employee reimbursements.

3. Clear cache- To minimize errors, delete temporary files and cookies by pressing
Ctrl+Shift+Delete. This shortcut works in Internet Explorer, Firefox, and Chrome.

4. Save for Later- After every couple lines on your expense report, click the "Save for Later" button to
prevent the "data inconsistent with database" error that prohibits you from saving or submitting.

5. Timeliness- All employees are expected to submit their Expense Reports within_twenty (20) calendar
days after completion of the travel event or the incurrence of a business expense.

6. Taxable over 60 days- Any item that is past 60 days is required to have a "Taxable" Billing Type and
an Explanation of Late filing form: http://finance.vermont.gov/forms/vision

7. Receipts- Refer to your department’s policy regarding handling of receipts.

8. All employment related expenses must be reimbursed through the Expense module and any
reimbursements will be made directly into your direct deposit (balance or 999) account.
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Employee/Delegate

Step | Action

1. Click the Main Menu
button, | @ Employee-facing registry cont [

ont M v B - &= v Pagew Sa
EED oracie | |

Personalize Content | Layout

i Favorites 95 ] Web Slice Gallery ~

Search:

\ ®
[> My Favorites

[> Employee Self-Service

— Change My Passward

- My Personalizations

- Wy System Profile

- Wy Dictionary

& Intemet | Protected Mode: Off

Step | Action

2. Click the Employee Self- 45 ) Web ice Gally +
Service menu. | @ Employeetacing regrny cont [

o B8O e s
| [3 Employee Self-Service ORACLE ﬁ

Favorites . Main Menu

Personalize Search Menu:

[ (@)

ST (3 Employee Self-Service »
Change My Passwori

E g:n;?;yu:: D My Personalizations

- Change ) [E] My System Profie

— My Persol D My Dictionary

— My Syster

- Wy Dictionary

& Intemet | Protected Mode: Off
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Employee/Delegate

Step

Action

Click the Travel and
Expense Center menu.

I 5] Travel and Expense Center

K3\l 21 https:/ffintraining.erp.state vt.us/psp/ TRAINING/EMPLOYEE/ERP/h/2tab=DEFAULT

File Edit View Favorites Tools Help

& Favorites | 5l @] Web Slice Gallery ~

{@ Employee-facing registry content - - [ @ v Pagev Safef

Favorites : Main Menu
Search Menu:

= I

Search:

Personalize Content | Lay

1 Employee Seff-Service
S [E change My Password (] Travel and Expenses »
1 E:nployes [2 My Personaizations Travel and Expense Center

— Change h [E] My system Profile

~ MyPersol [ my Dictionary

— My Syster.

— My Dictionary |

& Intemnet | Protected Mode: Off

https://fintraining erp statevt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEBLIE_PTPP_S(

Step

Action

Under the Expense Report
menu, Click the Create link.

This link can be saved as a
favorite by clicking the
Add to Favorites link in
the upper right hand
corner.

Travel and o

] https://finsh3.erp state:vt.us/psp/ TRAINING/EMPLOVEE/ERP/S/WEBLIB_PTPP_SCHOMEPAGEFic » & |42 | X [ Bing P

File Edit View Favorites Tools Help

i Favorites | 55 2] Web Siice Gallery

| (@ Travelond Expense Center B v B v @ v Pagew Sefetyr Toosv @+

ORACLE'

Favorites © Man Menu > Employee Self-Service > Travel and Expense Center

Home | AddtoFavortes | Signout

ﬁ Travel and Expense Center

Employe Travel and Expense Center

ravel Authorization (Cash Advance
reate, modify, print, view, cancel or delete a Travel =9 i, modiy, print, view and dekte a Cash Advance
Autherization E Create
= E Create E Modify
= Modify = Print
2 More. = Print 2 More.
3 More,
Print any one of your expense transactions. Review history of expense payments
= Expense Report = Review Expense History
E Travel Authorization E Review Payments
 Cash Advance
Done @ Internet | Protected Mode: Off fa > ®100% ~

Page 4 of 130



7~ VERMONT

Expense Training Guide
Employee/Delegate

Step

Action

NOTE: The State of
Vermont only uses three of
the available options for
Start your report with:

1. A Blank Report -Default

2. A Travel Authorization -
Must be used when there is
an associated approved
Travel Authorization. See
section on Starting report
with Travel Authorization

3. An Existing Report —
Copies information from
another report into the new
report. See section on how
to start with an Existing

File Edit View Faverites Tools Help

r Favorites | gl @] Web Slice Gallery +

| @ create | | B~ ~ 2] g v Pagew Sa

OracLe

Favorites . Main Menu

Mew Window | Help | g

Create Expense Report
Expense Report Entry
Alice Alice

Start Your Report With: | [=ZIE0LS51 T8 ~ GO
~ Enter Report Information

User Defaults ReportID:  NEXT

*Report Description: Reference:
*Business Purpose: - Comment:

Default Location: Q

Default Accounting For Report Apply Cash Advance(s: More Options: ~ GO

Enter Expense Lines

a4
| H| FH] F

Add: New Expense Copy Selected Expense(s). Delete Selected Expense(s) |

Check For Errors
Repo I’t Dene @ Intemet | Protected Mode: Off
Step | Action T
) httpsy//finsbi3.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/5/WEBLIB_TE_NAVWEBLIE FUNCTI » @ | 43 | X [l Bing p -

Enter a short, meaningful
description into the Report
Description field.

File Edit View Favorites Tools Help

i Favorites | g [] Web Slice Gallery ~

(@ e | 5 v B - = @ v Page~ Safety~ Toosw @~

ORACLE'

Favorites - Main Menu

New Window | Help | Customize Page | B+

Create Expense Report
Expense Report Entry

Alice Alice

Start Your Report With: | [=lE I8 EE S v| GO

User Defaults ReportiD:  NEXT

*Report Description: Reference: g
*Business Purpose: - Comment:
Default Location: a

Default Accounting For Repart Apply Cash Advance(s More Options:

First Kl 1.4 04 B Last

Enter Expense Lines

-
-
-
-
Add: NewExpense - o] Copy Selected Expense(s)... | Delete Selected Expense(s) |
Check For Errors -
Done @ Intemet | Protected Mode: Off i v HIN% v
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Employee/Delegate

Step | Action

7. Click the drop down arrow
to choose the Business
Purpose.

KOl &) https//finst:d.crp.statet.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLIE FUNCT! + & | 43 | x [l Bing

File Edit View Faverites Tools Help

i Favorites | gl @] Web Slice Gallery +

J?Crsats | | B~ ~ 2] d® v Page~ Sa

OracLe

Favorites . Main Menu

Mew Window | Help | d

Create Expense Report

Expense Report Entry
Alice Alice User Defaults ReportiD:  NEXT
Start Your Report With: A Blank Report ~ GO

~ Enter Report Information

*Report Description: Annual Meeting Reference:
*Business Purpose: - Comment:
Default Location:
Audit -Inspections - Licensing
Client Support
Conference B
Default Accounting For Ri Construction, Repair, Maint More Options: > GO

Economic Development
Emergency Response
General Expenses
Hazardous Material Cleanup

First Bl 14 ora B Last

Enter Expense Lines Customize | Find | View 41| G 38

TR Judicial Assignment hount Spent |*Currency |*Payment Type *Billing Type
Legal - Law Enforcement
&gislatg
eeting
5

Training

- |

Add: New Expense - OK Copy Selected Expense(s). Delete Selected Expense(s) |
Check For Errors
Done & Intemet | Protected Mode: Off

NOTE: Location searches in VISION search on a shortened name. It is best to enter the first few
letters of the location and click the magnify glass. The list includes all towns in Vermont, all
States and Territories, and Out of Country. For the purposes of Bulletin 3.4, Hawaii and Alaska

are considered Out of Country

Entering a Default Location is
optional. It will populate the
destination location field on each
expense line for you.

Step | Action

8. Enter the first three letters
into the Default Location
field.

Step | Action

9. | Click the Look up Default
Location button.

=

KVl €| https://finsbid.erp.state vtus/psp/ TRAINING/EMPLOVEE/ERP/</WEBLIB_TE_NAV.WEBLIEFUNCT) + & | 45| x || Bing

File Edit View Favorites Tools Help

i Favorites | ] Web Slice Gallery +

| & creste

ORACLE’

Favorites © Main Menu

M v B - [ &= v Pagew Sa

New Window | Help |

Create Expense Report
Expense Report Entry

Alice Alice User Defaults ReportID:  NEXT
Start Your Report With: A Blank Report - ﬂl
~ Enter Report Information
*Report Description: Annual Meeting\ Reference:
*Business Purpose: - Comment:
| Defauit Location: | B |
Default Accounting For Report Apply Cash Advance(s More Options: > GO

Enter Expense Lines customize | Find | view Al E) 8 First B 40 0ra B Last

*Overview

“Expense Dste | *Amount Spent|*Currency |*Payment Type “Billing Type

-

-

-

-

Add: New Expense - ok Copy Selected Expense(s).. | Delete Selected Expense(s) |
Check For Errors

Done & Internet | Protected Mode: Off
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Expense Training Guide
Employee/Delegate

Step

Action

10.

Select the location link.

EBLIB_TE_NAV.WEBLE_FUNCT] ~ & |43 | X Il 8ing

File Edit View Favorites Tools Help

i Favorites | gl @] Web Slice Gallery +

7| & Create | |
ORACLE’

Favorites . Main Menu

T v B v = & v Pagev Sa

Home | Addto

Look Up Default Location

Search by:  Expense Location v hegins W|Ih|

LookUp | Caneel |advanced Lookup

Search Results

Done & Intemet | Protected Mode: Off

Step

Action

11.

Click the Expense
Type drop down arrow.

& https://finsh:3.erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT] ~ % X E)Bmg

File Edit View Favorites Tools Help

i Favorites | @] Web Slice Gallery +

| & create
ORACLE’

Favorites © Main Menu

M v B -~ [ &= v Pagew Sa

New Window | Help |

Create Expense Report
Expense Report Entry

Alice Alice User Defaults ReportiD:  NEXT

StartYour ReportWith: ABlankRepot v GO|

*Report Description: Annual Meeting Reference: ]

*Business Purpose: Meeting - Comment:

Default Location: [BURLNGTONYVT @

Default Accounting For Report Apply Cash Advance(s) More Options: - EI

B & ]
-
-
-
-
Add: NewExpense v OK| Copy Selected Expense(s).. | Delete Selected Expense(s) |
Check For Errors

€ Internet | Protected Mode: OFf
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Expense Training Guide
Employee/Delegate

Expense Types are listed in
alphabetical order. See Bulletin 3.4
and the Expanded Expense Type list
on the Finance & Management
website for guidance on Expense

types

Step | Action

12. | Select the appropriate
Expense Type from the list
provided.

The down arrow can be
used to scroll through to
see all available options.

File Edit View Favorites Tools Help

i Favorites | gl @] Web Slice Gallery +

|(ec,eatﬁ | | Eh - ~ [Z] o v Pagev Sa
([ AORIC HORT WILDUFE
AUTO REPAIRS
AUTO SUPPLIES
Favarices . 1500Ks SUBSCRIPTIONS LI
CLOTHING New Window | Help | ]
DATAWIRELESS MOBILE =

DOC 75% PER DIEM QUTST|
Crei DOC FULL PER DIEM OUTS’
Econ Dev - Client Meal

Exper FOOD - GROUP MTG
Alice AligFamily Preservation
Family Preservation Support
Start Yous Finger Printing
Foster Parent Damage Claim
mmster Parent Food

Foster Parent Recruitment
*Report D Foster Parent Reward-Recog
Foster Parent Support Misc
Foster Parent Training h Comment:
Default L| GASOLINE r a
IN AIR TRANSP
IN BREAKFAST
IN COMMUTER MILE

er Defaults
~ GO

Reference:

ReportiD:  NEXT

“Business

Default As ply Cash Advance(s’ More Options:

- o]

First Bl 14 ora B Last

IN CONFITRAIN REGIST
IN DINNER
feetdiaiian [N INCIDENTALS

FTTT I LODGING
IN LUNCH
EEEE I i MILEAGE ADAPT VAN

Customize | Find | View 41| (2] 3

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

-

Add: New Expense Copy Selected Expense(s). Delete Selected Expense(s) |

Check For Errors

& Intemet | Protected Mode: Off

Step | Action

13. | Enter the date of the
expense by either typing a
valid date or selecting the
date using the calendar
icon. Note: This date
cannot be in the future.

Payment Type and Billing Type are
set to default

Payment Type - Employee
Billing Type - Non Taxable -Internal

Any expense that is over 60 days
will require changing the billing
type to taxable.

&] hitps://finsbi3.erp statevt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLIE FUNCT] ~ & |45 | X Il Bing

File Edit View Favorites Tools Help

¢ Favorites | 5. ] Web Slice Gallery =

| @ create | R v 2 @ v Pagew
S

Favorites | Main Menu

New Window | Help

Create Expense Report

Expense Report Entry

Alice Alice User Defaults ReportID:  NEXT

*Report Description: Annual Meeting Reference:

*Business Purpose: Meeting v ‘Comment:

Default Location: BURLINGTON VT Q

Default Accounting For Report Apply Cash Advance(s More Options: h EI

S = 4 »
& Date =

B INMILES - FULL - 1011512014 [31 0.00USD @ || Employes ~ | Non-Tax v [Detail
-
-
-

Add: Mew Expense

Check For Errors

Copy Selected Expense(s).

Delete Selected Expense(s) |

@ Internet | Protected Mode: Off
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7~ _VERMONT

Expense Training Guide
Employee/Delegate

Step

Action

14.

Each Expense Type will
have a detail page that will
also need to be completed,

Click the Detail link.

</WEBLIB_TE_NAV.WEBLE_FUNCT! ~ & | 43 | X Il 8ing

File Edit View Faverites Tools Help

i Favorites | gl @] Web Slice Gallery +

7|@Crsats | | B - ~ [ i - Pagew S

OrACLe

Favgrites . Main Menu

Mew Window | Help | d

Create Expense Report

Expense Report Entry

Alice Alice User Defaults ReportiD:  NEXT

*Report Description: Annual Meeting Reference:

*Business Purpose: Meeting - Comment:

Default Location: BURLINGTON VT Q

Default Accounting For Report Apply Cash Advance(s More Options: - EI

er Expense Line = - [

e . = 8 Date.

B IN MILES - FULL - (1011502014 5 000|USD Q| Employee ~ | Non-Tax = [=Detail &=
-
-
-

Add:  New Expense

Check For Errors

- OK Copy Selected Expensea(s).. | Delete Selected Expense(s) |

& Intemet | Protected Mode: Off

Step

Action

15.

Enter the number of miles
for the round trip into
the Miles field.

Note: The mileage rate of
reimbursement is updated
and maintained in
accordance with the
State's negotiated
agreements.

g, https://finsb:3.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT] ~ g 5| X bﬂmg

File Edit View Favorites Tools Help

i Favorites | gl @] Web Slice Gallery +

7|§Crsats | | B - ~ [ @ v Pagew Sl

OrACLe

Favorites . Main Menu

Mew Window | Help | g

Create Expense Report
Expense Detail for IN MILES - FULL (Line 1)

Alice Alice Report ID: NEXT
*Expense Date: WB
*Payment Type: Employee = [[INoReceipt
*Billing Type: Non-Taxable - Internal ~  [[Jton-Reimbursable
“Miles: |k oss00
*Originating Location: Q
*Destination Location:  [BURLINGTON VT Q
“Description:
*Amount Spent:
*Currency: ’ﬁq
*Exchange Rate: 1.000000 B
Default Rate
Reimbursement Amt: 0.00 USD

Exception Comments

Location Amount: |

No Receipt: [

Accounting Detail

Done & Intemet | Protected Mode: Off
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Expense Training Guide
Employee/Delegate

Step

Action

16.

Enter a few letters of where
you started your trip into the
Originating Location field.

Step

Action

17.

Click the Originating
Location button.

=

o8
e

File Edit View Favorites Tools Help

g, https://finsb:3.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT] ~ 5 5| X bﬂmg

i Favorites | gl @] Web Slice Gallery +
|g Create

ORACLE’

Favorites . Main Menu

] fi v E) - 2 d® v Pagew Sa

Mew Window | Help | g

Create Expense Report

Expense Detail for IN MILES - FULL (Line 1)

Alice Alice Report ID: NEXT
“Expense Date: 10152014 [
*Payment Type: Employee - No Receipt
*Billing Type: Non-Taxable - Internal - Non-Reimbursable
*Miles: 78 x_0.5600
+Originating Location: || |mon _
*Destination Location:  [BURLINGTON VT Q
Description: ]
*Amount Spent:
*Currency: ’ﬁq
*Exchange Rate: 1.00000000| % =
Default Rate
Reimbursement Amt: 0.00 USD

Exception Comments

Location Amount: |

No Receipt: [

Accounting Detail

Done & Intemet | Protected Mode: Off

NOTE: A default Originating location can be set through the User Profile using the following naviation:

Employee Self-Service > Travel and Expenses > Review Edit Profile Click on the User Defaults tab.

Step

Action

18.

Click the location link to
select.

& Create - Windows
Ok
\ & 1P
File Edit View Favorites Tools Help

g‘ https://finsh:3.erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT] ~ g X E)Bmg

i Favorites | g Web Slice Gallery +

| & create

3 v B - [ &= v Pagew Sa

ORACLE

Favorites © Main Menu

Look Up

Search by:  Originating Location = begins with

LookUp | Caneel |agvanced Lookup

Search Results

MONKTON YT
MONTANA
MONTGOMERY YT
MONTPELIER ¥T

€D Internet | Protected Mode: Off
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Employee/Delegate

Step

Action

19.

Enter the Destination
location if a Default location
wasn’t selected. This
location should be the
furthest point travelled
during the trip

GUs
S——

b:3.erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_MAV.WEBLIB_FUNCT] ~ g X bﬂmg

File Edit View Favorites Tools Help

i Favorites | gl @] Web Slice Gallery +

Jg(}sats | | B~ - 2] d® v Pagew Sa

OrAcLe

Favorites . Main Menu

Mew Window | Help | g

Create Expense Report
Expense Detail for IN MILES - FULL (Line 1)

Alice Alice Report ID: NEXT
“Expense Date: 10152014 [
*Payment Type: Employee + [[NoReceipt
*Billing Type: Non-Taxable - Internal +  [[NonReimbursable
“Miles: [ 78/ x oss00
ating Location: |MONTPELERVT @
I"Deslinalion Location: |BURLINGTON VT al
*Description:
*Amount Spent: 43.68
*Currency: ’ﬁq
*Exchange Rate: 1.00000 B
Default Rate
Reimbursement Amt: 4368 USD

Exception Comments

Location Amount: |

No Receipt: [

Accounting Detail

& Intemet | Protected Mode: Off

Step

Action

20.

Enter an explanation of what
this trip was for into the
Description field.

If there were locations
travelled to along the way,
those can be indicated here.

b3 erp.state.vt.us/psp/ TRAINING/EMPLOVEE/ERP/s/WEBLIE_TE_NAV.WEBLIE_FUNCT] ~ & | + B
<1 erp.statet.us/psp _TE_MAY .| % 4| X | 8ing

File Edit View Favorites Tools Help

i Favorites | gl @] Web Slice Gallery +

Jg(}sats | | B~ - 2] d® v Pagew Sa

OrAcLe

Favorites . Main Menu

Mew Window | Help | g

Create Expense Report

Expense Detail for IN MILES - FULL (Line 1)

Alice Alice Report ID: NEXT
“Expense Date: 10152014 [
~Payment Type: Employee + [[INoReceipt
*Billing Type: Non-Taxable - Internal +  [[NonReimbursable
“Miles: [ 78/ x oss00
“Originating Location: |MONTPELIERVT @
“Destination Location: _[BURLINGTONVT @
*Description: I
*Amount Spent: 43.68
*Currency: ’ﬁq
*Exchange Rate: 1.00000 B
Default Rate
Reimbursement Amt: 4368 USD

Exception Comments

Location Amount: |

No Receipt: [

Accounting Detail

& Intemet | Protected Mode: Off
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Employee/Delegate

Verify/Change accounting detail for an expense line

Step

Action

To verify/change the
accounting information for
the expense line,

Click the Accounting Detail
link on the Expense Detail
page for the line.

Accounting Detail

e

AS AN
File Edit View Favorites Tools Help

[ & nttps.//finsks.crp.state.vt.us/psp/ TRAINING/EMPLOVEE/ERP/+/WEBLIB_TE_NAV.WEBLIB_FUNCT! + i | 43 | x [ Bing

i Favorites | gl @] Web Slice Gallery ~

Jg(}eats | | 5~ ~ [Z] dm v Pagev Sa

OrAcLe

Favorites . Main Menu

Mew Window | Help | g

Create Expense Report
Expense Detail for IN MILES - FULL (Line 1)

Alice Alice Report ID: NEXT
*Expense Date: 1015/2014 [

“Payment Type: Employee ~  [[INoReceipt

*Billing Type: Non-Taxable - Internal +  [[INonReimbursable

“Miles: 78/ x oss00

“Originating Location: |MONTPELIERVT @

“Destination Location: |[BURLINGTONVT @

*Description: round trip for annual mssling\

*Amount Spent:

*Currency: usD @
*Exchange Rate: 1.00000 B
Default Rate

Reimbursement Amt: 4368 USD
Exception Comments
Location Amount: |

No Receipt: [

Accounting Detail

& Intemet | Protected Mode: Off

Step

Action

Lines can be added by
clicking the Add Chartfield
button and they can be
deleted by clicking the
minus button next to the
line.

NOTE: The account code
and GL Unit should never be
changed.

Create - Windows |

@] https:/finsbi.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/5/WEBLIE_TE_NAVWEBLI FUNCT] v £ |43 | X o 8ing A

File Edit View Favorites Tools Help

i Favorites | g &) Web Siice Gallery ~
‘Qﬂreate \ [ e v [ @ v Pagev Safetyr Tookv @<

ORACLE'

Favorites - Main Menu

Mew Window | Help | Customize Page |

Create Expense Report

Accounting Detail
Bella Stella

Report ID: 0000397399

This is the accounting detail for expense type IN MILES - FULL with a fransaction
date of 2014-11-15 in the amount of 43.68 USD. If changes are made
inadvertently, you may reset the default accounting values by hitting the 'Restore
Defaults' button.

Restore Defaults

First K 4 or1 B Last

Set Personalizations | Fing | (| 2§

Affiliate

1.00000000 518000 < [10000 . 1110003000 O Q Q Q

4368 01110 Q

43,68 USD E
Add ChartField Line || Refresh
Done & Internet | Protected Mode: Off v ®I0% v
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Expense Training Guide

Employee/Delegate

Action

Click the OK button.
(o]

://finsb3.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERI

EBLIB_TE_NAV.WEBLIE_FUNCT] ~ & | 43| X Il 8ing

File Edit View Faverites Tools Help

i Favorites | gl @] Web Slice Gallery ~

7| @ Create | |

T v B v~ = &% v Pagev Sa

Favorites . Main Menu
Create Expense Report
Accounting Detail
Alice Alice

Report ID: NEXT

This is the accounting detail for expense type IN MILES - FULL with a transaction
date of 2014-10-15 in the amount of 43.68 USD. If changes are made
inadvertently, you may reset the default accounting values by hitting the 'Restore
Defaults' button.

Restore Defaults

General Ledger Chartfields

Exchange

Account Fund Dept

21.84 USD

Add ChariField Line Refresh

OrACLe

1.00000000 518000 4 [10000 € (1110003000 & Q Q Q

Mew Window | Help | d

Project

Done

€ Intemet | Protected Mode: Off

Step

Action

& Create - Windows Inte

Click the Return to
Expense Report link.

Return to Expense Regnj

You might have to scroll
down the screen if you don’t
see the link.

e
€

a https://finsh:3.erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT] ~ % X meg

File Edit View Favorites Tools Help

i Favorites | i ] Web Slice Gallery +

| & create
ORACLE

Favovrites MainvManu

AlLE AIILE RepoIL: NEAT
“Expense Date: horsizo14

*Payment Type: Employee = []NoReceipt

“Billing Type: ‘Non-Taxable-Intemnal = L Non-Reimbursable

“Miles: | 78/x oss00

*Originating Location: WO\
*Destination Location: ~ [BURLINGTON VT Q

*Description: round trip for annual meeting

*Amount Spent: 43.68

*Currency: usD Q
*Exchange Rate: 1.00000000( % B
[¥] Default Rate

Reimbursement Amt: 4368 USD
Exception Comments

Location Amount: |

No Receipt: [

Accounting Detail

Check Expense For Errors

M v B - [ &= v Pagew Sa

Dene

& Internet | Protected Mode: Off
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7~ _VERMONT

Expense Training Guide
Employee/Delegate

Save Expense Report for Later

Step

Action

When entering expenses it is
important to save often. We
recommend saving after
every one to two lines to
avoid losing any work

To save, click the
Save For Later button.

Save For Later

You might have to scroll
down the screen if you don’t
see the button

bi3.erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_MAV.WEBLIB_FUNCT] ~ g

File Edit View Favorites Tools Help

i Favorites | gl @] Web Slice Gallery +

7|@Crsats | | B - ~ [ @ - Pagew Sl

OrACLe

Favorites . Main Menu
| Default Accounting For Report Apply Cash Advance(s More Options: > GO ‘

- 5
Enter Expense Lines customize | Find | view Al ) 8 First B 40 0ra B Last

2Amount

“Expense Date = “PaymentType  |*Billing Type
o] IN MILES - FULL - [10115r2014 51 4368 USD O | Employee « | Non-Tax + *Detail
-
-
-
Add: New Expense - ﬁl Copy Selected Expense(s). Delete Selected Expense(s)

Check For Errors

Expense Report Totals

Employee Expenses: 4368 USD Due Employee: 4368 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD i

Definition of Totals Update Totals
Employee Credits: 0.00 USD =
Vendor Credits: 0.00 USD Total Taxable Expenses: 0.00 USD
Cash Advances Applied: 0.00 USD

(applicable taxes will be withheld from your pay)

I Save For Later I Finish and Submit

Printable View

Return to Travel and Expense Center

Done & Intemet | Protected Mode: Off

Step

Action

Click the OK button.
QK

" 9 a https://finsh:3.erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT] ~ % X meg

File Edit View Favorites Tools Help

i Favorites | ] Web Slice Gallery +

[@ e | G- B 01 & Paer s
orace

Favorites © Main Menu

New Window | Help | ]
Create Expense Report
Save Confirmation
Alice Alice Report ID: NEXT

“ The Save was successful

o]

4 n

Done € Internet | Protected Mode: Off
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7~ VERMONT

Finish and Submit

Expense Training Guide
Employee/Delegate

Step

Action

1.

To finish and submit the
report, click the
Finish and Submit button.

Finish and Submit

You might have to scroll
down the screen if you don’t
see the button

File Edit View Favorites Tools Help

i Favorites | & Web Slice Gallery +

| & creste

ORACLE’
Favorites © Main Menu

| B ‘ ‘ SUPPLIES - OFFICE - |huﬁsfzum | 5.00 ‘usu | Employee - | MonTax -

Add: New Expense - oK Copy Selected Expense(s).. | Delete Selected Expense(s) |

Check For Errors

v B -~ [ &= v Pagew Sa

Detail

Expense Report Totals

Employee Expenses: 136.04 USD Due Employee: 136.04 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD i

Definition of Totals Update Totals
Employee Credits: 0.00 USD e
Vendor Credits: 0.00 USD Total Taxable Expenses: 0.00 USD
‘Cash Advances Applied: 0.00 USD (applicable taxes will be withheld fram your pay)

Save For Later |I Finish and Submit |I

Current Approval Status

Printable View

Routing Hame Status Date

Originator In Process

Approval Detail Find A First B0 1 o2 O Last
Name: Dillon,Dillon
Comment:

Return to Travel and Expense Center

Done & Internet | Protected Mode: Off

Action

After reading the
certification statement, click
the OK button.

Rl | hitps://finsb.erp.state.vtus/psp/ TRAINING/EMPLOYEE /ERP/=/WEBLIB_TE NAV.WEBLIB FUNCT] ~ & | 43| X [ Bing

File Edit View Favorites Tools Help

i Favorites | @] Web Slice Gallery +

| & creste

ORACLE’

Favorites © Main Menu

ﬁvvj

f= ~ Pagew Sa

New Window | Help | ]

Create Expense Report
Submit Confirmation
Alice Alice Report ID: 0000397394

Expense Report Totals

Employee Expenses: 136.04 USD Due Employee: 136.04 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
FEpakiExpens: T 0.00 USD Definition of Totals

Employee Credits: 0.00 USD

Vendor Credits: 0.00 USD T T B IS 0.00 USD
Cash Advances Applied: 0.00 USD (applicable taxes will be withheld from your pay)

“ Click OK to submit, or click Cancel to return to the expense report without submitting,

| certify under the pains and penalties of perjury that | accurately reported the actual expenses (or per
diemif lincurred in connection with my State employment and that| am legally entitled to
reimoursement

Done & Internet | Protected Mode: Off
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7~ VERMONT

Expense Training Guide
Employee/Delegate

Step

Action

Click the OK button.

The report is now submitted
and is waiting for supervisor
approval. If any changes are
needed now, the report will
have to be sent back to you
by the supervisor for
revision.

File Edit View Favorites Tools Help

i Favorites | 5 &] Web Slice Gallery =

| @ create [ B - B - & - Pae~ S
o

Favorites © Main Menu

New Window | Help | df
Create Expense Report

Submit Confirmation

Alice Alice Report ID: 0000397394

V' The Submit was successiul

Done & Internet | Protected Mode: Off
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7~ VERMONT

Expense Training Guide
Employee/Delegate

Copy Expense line(s) for an Expense Report

Step

Action

Click the Select box next to
the expense line you want to

copy.

&l

Step

Action

Click the Copy Selected
Expense(s)... button.

| Copy Selected Expense(s)... I

File Edit View Faverites Tools Help

e Favorites | gl @] Web Slice Gallery +

J?Creats | | 5~ ~ [Z] g v Pagev Sa

OrAcLe

Favorites . Main Menu

Mew Window | Help | d

Create Expense Report

Expense Report Entry

Alice Alice User Defaults ReportiD: 0000397394
~ Enter Report Information

*Report Description: Annual Meeting Reference:
*Business Purpose: Meeting - Comment:

Default Location: BURLINGTON VT Q

Default Accounting For Report Apply Cash Advance(s More Options: > GO

First Bl 1 o1 4 B 1ast

om0 BE

Customize | Find |

*Expense Date *Payment Type *Billing Type

[ | NMLES-FULL ~ | 101512014 [3 4368 USD Q| Employee

+ | Non-Tax - *Detail

Add: New Expense

Check For Errors

Expense Report Totals

I Copy Selected Expense(s)... I Delete Selected Expense(s)

Employee Expenses: 4368 USD Due Employee: 4368 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 000 USD
Prepaid Expenses: 0.00 USD Nefinitian of Tatals Undate Totals |

& Intemet | Protected Mode: Off

Step

Action

The system defaults to Copy
to One Date and copies to
non-holiday workdays. If
you want to copy to a
Weekend day or Holiday,
you will need to check the
corresponding checkbox.

When copying to one date,
enter the Date you want to
copy to into the To Date
field next to the Copy one
Date field.

E‘ https://finsh:3.erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT] ~ g X meg

File Edit View Favorites Tools Help

i Favorites | g ] Web Slice Gallery +

| & creste

v B - [ &= v Pagew Sa

ORACLE’

Favorites © Main Menu

Home | Addto

New Window | Help |
Create Expense Report
Copy Selected Expenses

Alice Alice

Report ID: 0000397394
You are aboutto copy the following expense line(s) into one or more new expense lines. Selectthe Copyto
One Date option if you want to copy each selected line just once using the To Date as the new expense
date, or select Copy to Range of Dates if you want to copy each line multiple times with the expense date
for the new lines set to each day within the specified date range.

Expense Type Expense Date Amount Spent | Currency

IN MILES - FULL 1015/2014 4368 USD
py Op
@ Copy to One Date To Date: 10/16/2014 |51
() Copy to Range of Dates From Date: [ [“]include Weekends
To Date: [ [[linclude Holidays
OK Cancel
Done &P Internet | Protected Mode: Off
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/\O,\VERMONT Expense Training Guide

Employee/Delegate

Step | Action

4, To Copy to a range of dates,
click the Copy to Range of
Dates option.

File Edit View Favorites Tools Help

& Favorites | gl @] Web Slice Gallery +
| @ create | | B~ - (2] d® v Pagew Sa

ORACLE’

Favgrites . Main Menu

Home | Addio

Mew Window | Help | g
Create Expense Report

Step | Action

5. | Enter the date range you
want to copy to into the
From Date and To Date
fields.

Step | Action

6. Click the OK button

o |

Copy Selected Expenses
Alice Alice Report ID: 0000397394
You are about to copy the following expense line(s) into one or more new expense lines. Select the Copy to

One Date option if you want to copy each selected line just once using the To Date as the new expense
date, or select Copy to Range of Dates if you want to copy each line multiple times with the expense date

for the new lines setto each day within the specified date range.

() Copy to One Date To Date:
@ Copy to Range of Dates From Date: |1 0/16/2014 [“linclude Weekends
To Date: 1017/2014 [Clinclude Holidays

[ o ] cann |

Done & Intemet | Protected Mode: Off

Step | Action

7. Click the Detail link to
adjust the information for
the copied lines.

File Edit View Faverites Tools Help

i Favorites | gl @] Web Slice Gallery +

|@Craate | | 5~ ~ [Z] dm v Pagev Sa

OrAcLe

Favorites . Main Menu

Mew Window | Help | d

Create Expense Report

Expense Report Entry

Alice Alice User Defaults ReportiD: 0000397394
~ Enter Report Information

*Report Description: Annual Meeting Reference:
*Business Purpose: Meeting - Comment:

Default Location: BURLINGTON VT Q

Default Accounting For Report Apply Cash Advance(s More Options: > GO

Enter Expense Lines

*Expense Date
[ | INWILES -FULL v | 101512014 i) 4368|USD Emploee v | Non-Tax = [*Detail
[l IN MILES - FULL « (1016014 5 4368|USD Employee - | Non-Tax +| zDetai [f£]
| | mwiEs-Fo « [10r1712014 4368|USD Employee ~ | NonTax + Detail ]
Add: New Expense - oK| Copy Selected Expense(s).. | Delste Selected Expensa(s) |

Check ForErrors
Expense Report Totals

Done & Intemet | Protected Mode: Off
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7~ VERMONT

Expense Training Guide
Employee/Delegate

Delete expense line(s) for an Expense Report

Step

Action

To delete any unnecessary
lines click the Select box
next to the line.

&

e Vi

&
KDl ol 2] ttps/finsbid.erp statextus/ psp/ TRAINING/EMPLOYEE/ERP/</WEBLIE_TE_NAV.WEBLIE FUNCT) + £ | 43| x Il ing

File Edit View Favorites Tools Help

i Favorites | @] Web Slice Gallery +

| & create

ORACLE

Favorites © Main Menu

M v B - [ &= v Pagew Sa

New Window | Help | ]

Create Expense Report
Expense Report Entry
Bella Stella

User Defaults ReportD:  NEXT

~ Enter Report Information

*Report Description: hnnua\ Meeting Reference:
*Business Purpose: Meeting - Comment:
Default Location: BURLINGTON VT Q
Default Accounting For Report Apply Cash Advance(s’ More Options: + GO

*Expense Date

[ | INMLES-FULL  ~ [10/15:2014 [3] 4368/USD | Employse  ~ | Mon-Tax = ‘Detail

[ || INMLES-FULL ~ [10r62014 [ 4368 USD Emplayee ~ | Non-Tax ~ *Detail

[ || INMLES-FULL + [10r7r2014 [31 4368 USD Emplayee ~ | Non-Tax + *Detail

[ | | suPPLES- OFFICE ~ [10msrz014 [ | 5.00 USD Emplovee ~ | Non-Tax ~ ‘Detall
Add: New Expense 'ﬁl Copy Selected Expense(s).. | Delete Selected Expense(s) |

Check For Errors

& Internet | Protected Mode: OFf

Step

Action

Click the Delete Selected
Expense(s) button.

Delete Selected Expense(s)

e - Windonaon

7
R T
K)ol €1 htips/finstd.crp.statet.us/psp/TRAINING/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLIB_FUNCT] ~ % 4| x 1B 8ing

File Edit View Faverites Tools Help

& Favorites | gl @] Web Slice Gallery +

7|@Craate | | B - ~ [ @ v Pagew S

OrACLe

Favgrites . Main Menu

Mew Window | Help | g

Create Expense Report
Expense Report Entry

Bella Stella ReportID:  NEXT

~ Enter Report Information

User Defaults

*Report Description: Annual Meeting Reference:
*Business Purpose: Meeting - Comment:

Default Location: BURLINGTON VT Q

Default Accounting For Report Apply Cash Advance(s More Options: > GO

Enter Expense Lines

[] | NMLES-FULL (10152014 [3] 43.68 USD Employee  ~ | Non-Tax ~ *Delail

[ || INMILES-FULL - 101812014 43.68 USD Employee ~ | Mon-Tax = “Detall

[ || INMILES-FULL - |[1017r2014 4368 USD Emplayes ~ | Non-Tax = “Defail

SUPPLIES - OFFICE - 101562014 [ | 500 USD Emplayes + | Non-Tax = “Defail
Add: Wﬁl Copy Selected Expense(s). I Delste Selected Expense(s) I

Check For Errors

& Intemet | Protected Mode: Off
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7~ VERMONT

Expense Training Guide
Employee/Delegate

Step

Action

To confirm the delete,

Click the OK button.

Lo

N
K)ol £ htips/finstid erp.statet.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLIE FUNCT! + 5 |43 | x |l £ing

File Edit View Favorites Tools Help

i Favorites | g @] Web Slice Gallery +

J?Creats | | 5~ ~ [Z] g v Pagev Sa

OrAcLe

Favorites . Main Menu

Mew Window | Help | g

Create Expense Report
Delete Confirmation
Bella Stella Report ID: NEXT

You have selected one or more expense lines fo delete. To continue and delete the expense lines,
press OK; otherwise, press Cancel

Cance

Done & Intemet | Protected Mode: Off
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Expense Training Guide
Employee/Delegate

Add an expense line for Office Supplies for an Expense Report

Step

Action

Click the OK button next to
Add New Expense.

File  Edit

View Favorites Tools Help

i Favorites | gl @] Web Slice Gallery ~

7|@Craate | | B - ~ [ i v Pagew S

OrACLe

Favorites . Main Menu

Mew Window | Help | g
Create Expense Report

Expense Report Entry
Bella Stella

User Defaults ReportID: 0000397399

~ Enter Report Informati

*Report Description: Annual Meeting Reference:
*Business Purpose: Meeting - Comment:
Default Location: BURLINGTON VT Q
Default Accounting For Report Apply Cash Advance(s More Options: > GO

Enter Expense Lines

"
Customize | Find | View A1l | 2

*Expense Date *Currency |*Payment Type

B IN MILES - FULL - | 111512014 5 4368 |USD Employee v | Non-Tax - |“Detail

B 1N MILES - FULL - | 11162014 [ 4358|USD Employee v | Non-Tax - |“Detail

B IN MILES - FULL - | 114712014 [ 4368 |USD Employee v | Non-Tax - |“Detail
Add: New Expense Copy Selected Expense(s).. | Delete Selected Expense(s) |

Check For Errors

& Intemet | Protected Mode: Off

Step

Action

Click the Expense Type list.
| |

WEBLIB_TE_NAV.WEBLE_FUNCT] ~ G |43 | X [l Bing

b
File Edit View Faverites Tools Help

7| @ Create | |

i Favorites | gl @] Web Slice Gallery +

T+ B v~ = & v Pagev Sa

OrACLe

Favgrites . Main Menu
Mew Window | Help | d
Create Expense Report

Expense Report Entry
Alice Alice

User Defaults ReportID: 0000397294

~ Enter Report Informa

*Report Description: Annual Meeting Reference:

*Business Purpose: Meeting - Comment:

Default Location: BURLINGTON VT Q

Default Accounting For Repart Apply Cash Advance(s More Options: > GO

Enter Expense Lines

First Bl 1.4 o B 1ast

Customize | Find | View All | 2

*Expense Date ‘A"-;—Al:: *Currency [*Payment Type
B IN MILES - FULL - | 10M52014 [ 4358 |USD Employee = | Non-Tax =
O | | NWILES-FULL (10162014 4368 USD Employes + | Non-Tax +
[ | | NWILES-FULL « 10172014 4368 USD Employes + | Non-Tax +
I -

Add: Mew Expense

Check For Errors

- OK Copy Selected Expense(s).

Delete Selected Expense(s) |

& Intemet | Protected Mode: Off
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»~~_VERMON Expense Training Guide

Employee/Delegate

Step | Action [@ e - Windous e

Kl &) htips/finst:d.crp.statet.us/psp/ TRAINING/EMPLOYEE/ERP/s/Y
3. TO flnd Supply expense File Edit View Favorites Tools Help

types i Favorites | gl @] Web Slice Gallery +

, | @ crene |_| G- v 2] @ v Pagev Sa

Click the Down Arrow ORACLE

button of the scrollbar Favogies

EBLB_FUNCT] ~ ) | 43| X [k Bing

AGRIC HORT WILDLIFE Mew Window | Help | g
AUTO REPAIRS
Create |AUTO SUPPLIES
————{BOOKS SUBSCRIFTIONS LIl
EXpelcLoTHING
DATAWIRELESS MOBILE |
Alice Ali 5o 75% PER DIEM OUTST| | [SeLlefaults ReportiD: 0000397394

DOC FULL PER DIEM OUTS|
B e con pov-crenmear | [

FOOD - GROUP MTG

*Report Family Reference:

*Busines Family Preservation Support - Comment:
Finger Printing B

Default | poster parent Damage Claim || @

Foster Parent Food

Foster Parent Recruitment
Default 4Foster Parent Reward-Recog ply Cash Advance(s More Options: - EI
Foster Parent Support Misc

¥ Foster Parent Training

First Bl 1.4 o a B 1ast

GASOLINE
IN AIR TRANSP
IN BREAKFAST [ -
IN COMMUTER MILE “Expense Date = Spent *Billing Type
IN CONFITRAIN REGIST e -
IN DINNER 101512014 [+1) 4368 USD Employee + | Non-Tax ~ |*Detail
IN INCIDENTALS
Jal INLODGING 10/16/2014 4388|USD Employee + | Non-Tax + |“Detail
IN LUNCH —
w IN WILEAGE ADAPTvan || - [§10/17/2014 4368|USD Employee Non-Tax v *Detail
Add: New Expense - OK Copy Selected Expense(s). Delete Selected Expense(s) |

Check For Errors

€ Intemet | Protected Mode: Off

Step | Action ‘&
" 3 g hittps://finsbx3.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIE FUNCT] ~ G | 3 [ X Il® 8ing

4, Click the SUPPLIES - Fle Edt Viw Favortes Toos Help

OFFICE list item. i Favorites | 5l @] Web Slice Gallery + -
7|9Crsats | | B - ~ [ @ - Pagew Sl

OrACLe

Favorites 2in Menu
WEMBERSHIP DUES A
MOVING EXPENSES Hew Window | Help | g
OUT AIR TRANSP
Create |OUT BREAKFAST
———OUT COMMUTER MILE
EXpPelouT CONFITRAIN REGIST
OUT DINNER
Alice Alij 6T INCIDENTALS [ser Defaults ReportiD: 0000397304
OUT LODGING
L out Cuncr I
+Report [OUT MILEAGE ADAPTVAN [ e — 1
OUT MILES - FULL
+Busines| OUT MILES REDUCED RATE - Comment:
OUTTRANSPORT OTHER |
Default [ T VEHICLE RENTAL i L
PHONE SERVICE - GELL
PHONE SVC NON-CELL
Default 4PHOTOCOPIES ply Cash Advance(s) More Options: - EI
POSTAGE
e ) Payroll Bank Service Charge
RECOGNITION AWARD

First Bl 1.4 o a B 1ast

S| [“Expense Date e *Billing Type

SUPPLIES-OTHER GEMNERA — —
(] SUPPORT OF PERSONS 10152014 [3i] 4368|USD Employee = | Non-Tax - |*Detail
TELECOM DATA SERVICE
TUITION - EMPLOYEE 10/16/2014 4368 USD Employee ¥ | Non-Tax w *Detail

VSH PER DIEM IN ——
| llwork Boots & Shoes _|[1ort7i2014 4368 USD Employee Non-Tax ~ *Datail

O

Add: New Expense > OK Copy Selected Expense(s). Delete Selsmsdapenss(sjl

Check For Errors

€ Intemet | Protected Mode: Off
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Expense Training Guide
Employee/Delegate

Step

Action

Enter the Expense date or
select date using the
calendar. To use the
calendar,

Click the Choose a date
Calendar Icon button.

://finsb3.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERI

EBLIB_TE_NAV.WEBLIE_FUNCT] ~ & | 43| X Il 8ing

File Edit View Faverites Tools Help

& Favorites | gl @] Web Slice Gallery +

7|@Craate | | B - ~ [ i v Pagew Sl

OrACLe

Favorites . Main Menu

Mew Window | Help | d

Create Expense Report

Expense Report Entry

Alice Alice User Defaults ReportiD: 0000397394
~ Enter Report Information

*Report Description: Annual Meeting Reference:
*Business Purpose: Meeting - Comment:

Default Location: BURLINGTON VT Q

Default Accounting For Report Apply Cash Advance(s More Options: > GO

Enter Expense Lines

Customize | Find | \

“Expense Type *Amount Spent *Currency *Pavment Tvpe
IN MILES - FULL - | 101512014 [5] 4368 USD ‘Employee  ~ | Non-Tax = *Delail
IN MILES - FULL - [10r18r2014 5 43.68 USD Employee - | Non-Tax = “Detall
IN MILES - FULL - |[10r17r2014 43.68 USD Employee + | Mon-Tax = “Detall
SUPPLIES - OFFICE - [[1or17r2014] 000/ [usD @ ~ | Non-Tax = “Defail
Add: New Expense - ok Copy Selected Expense(s).. | Delete Selected Expense(s) |
Check For Errors

& Intemet | Protected Mode: Off

Step

Action

Click the desired date.

File Edit View Faverites Tools Help

i Favorites | gl @] Web Slice Gallery +

7|gCrEatE | | B - ~ [ i - Pagew Sl

OrACLe

Favgrites . Main Menu

Mew Window | Help | g

Create Expense Report

Expense Report Entry
Alice Alice User Defaults ReportiD: 0000397394
~ Enter Report Information
*Report Description: Annual Meeting Reference:
*Business Purpose: Meeting - Comment:
Default Location: BURLINGTON VT Q
Default Accounting For Report Apply Cash Ad Sl + GO

Enter Expense Lines

October

Expense Type

IN MILES - FULL - | 10/15/2014 s e 7 5 3 101 e ~ | MNon-Tax » ‘Delail
IN MILES - FULL ~ 101162014 1213 14 15 18 17 18 ee ~ | MNon-Tax + [“Delail
19 20 21 22 23 24 25
IN MILES - FULL - 101172014 ee ~ | Non-Tax » “Delail
26 27 28 29 30 N
SUPPLIES - OFFICE ~ 1011772014 ~ | Non-Tax » “Delail
Add: New Expense ~ 0K Cop| @] CurrentDate [B) cted Expense(s)
Check For Errors
Done & Intemet | Protected Mode: Off
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Expense Training Guide
Employee/Delegate

Action

Enter the amount spent into
the Amount Spent field.

Action

Click the Detail link.

£] hitps://finsb3.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIE FUNCTI v & |44 | X [IlD Bing

File Edit View Favorites Tools Help

e Favorites | g &) Web Slice Gallery =

| @ create ] Y v B) v 0 g v Pagew Safetyv Tookw @v
ORACLE’ . .
Hoge || AddioFovodes | Skmodt

Favorites © Main Menu

New Window | Help | Customize Page | B, ~

Create Report

Expense Report Entry

Alice Alice User Defauits ReportiD: 0000397394

~ Enter Report Information

“Report Description:  Annual Meeting Reference: =
“Business Purpose:  Meeting - Comment:

Default Location: BURLINGTON VT Q

Default Accounting For Report ApDly Cash Advance(s More Options: + G0

[ || INMILES-FULL ~ | 10118/2014 [5) 43.68 USD Employee ~ | Non-Tax v |*Detail
[ || INMILES-FULL ~ |[101612014 [5) 4368 USD Employee + | Non-Tax v |*Detail
[] | | INMILES-FULL ~ [10A7/2014 [5) 43.68 USD Employee ~ | Non-Tax v |*Detail
[] | SUPPLIES -OFFICE ~ 10512014 [5) [ 5.00JusD Employee + | Non-Tax | *Detail |+
Ada: New Expense - 0K Copy Selected Expensefs)... | Delete Selected Expense(s) |
Check For Errors
P e — 2
@ Internet | Protected Mode: Off A v ®10% ~

Step

Action

NOTE: The State of
Vermont doesn't list
Preferred Merchants.

Enter the vendor the supplies
were purchased from into
the Non-preferred field.

Kl &) https//finst:d crp.statet.us/psp/ TRAINING/EMPLOYEE/ERI
Ko

File Edit View Favorites Tools Help

EBLIB_TE_NAV.WEBLE_FUNCT] ~ & | 43| X Il 8ing

i Favorites | gl @] Web Slice Gallery +

J(éCrEatE | | 5~ ~ [Z] dm v Pagev Sa

OrAcLe

Favorites . Main Menu

Hew Window | Help | g
Create Expense Report
Expense Detail for SUPPLIES - OFFICE (Line 4)
Alice Alice Report ID: 0000397394

|About This Expense
*Expense Date: homsizo14 5

*Payment Type: Employee + [CIHoReceipt
*Billing Type: Non-Taxable - Internal +  [nonReimbursable
*Merchant {Choose One)
Preferred: hd
I Non-preferred: | I
*Description:
*Amount Spent: 5.00
*Currency: UsD
*Exchange Rate: 1.00000000 % [
Default Rate
Reimbursement Amt: 500 USD

Exception Comments

Location Amount: |

No Receipt: [

Accounting Detail

Dnenint @niit

Done & Intemet | Protected Mode: Off
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Employee/Delegate

Step | Action

KOl &) htips//finst:d crp.statet.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLIE FUNCT! + @ |43 | x ||l Bing

10. Enter a descrlptlon Of What File Edit View Favorites Tools Help

SupplieS were purchased into i Favorites | gl @] Web Slice Gallery + - e e E
.. . @ Create * B v & v Pegev S

the Description field. @ L R

OrAcLe

Favorites . Main Menu

Hew Window | Help | g
Create Expense Report
Expense Detail for SUPPLIES - OFFICE (Line 4)
Alice Alice Report ID: 0000397394

|About This Expense
“Expense Date: 10152014 [

*Payment Type: Employee = [INoReceipt
*Billing Type: Non-Taxable - Internal - [INonReimbursable
*Merchant {Choose One)

Preferred: e

Non-preferred: ,SIap\es\—
*Description: I I
*Amount Spent: | 5.00
*Currency: USD
*Exchange Rate: | 100000000 7 B

Default Rate
Reimbursement Amt: 500 USD

Exception Comments

Location Amount: |

No Receipt: [

Accounting Detail

Done & Intemet | Protected Mode: Off

Step | Action

KOl &) htips//finst:d.crp.statet.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLIE FUNCT! + @ |4y | x |2 Bing

11. CIle the Return to File Edit View Favorites Tools Help
Expense Report link. i Favorites | g @] Web Slice Gallery + -

& Create 5~ ~ [Z] dm v Pagev Sa
Return to Expense Repo I L
Refum to Eense Repori ORACLe

Favorites . Main Menu

You might have to scroll
. 1 nse Date: 10/15/2014
down the screen if you don’t | | e

*Payment Type: Employee + [INoReceipt
see the link. “Billing Type: Non-Taxable - Internal -~ [INon-Reimbursable

*Merchant {Choose One)

Preferred: hd

Non-preferred: |staples
*Description: Markers for meeting
*Amount Spent: ,7500
*Currency: UsD
*Exchange Rate: | 100000000 7 B

Default Rate

Reimbursement Amt: 5.00 USD

Exception Comments

Location Amount: |

No Receipt: [

Accounting Detail
Receipt Split

Check Expense For Erors

Done & Intemet | Protected Mode: Off
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Employee/Delegate

Change default accounting for report

If you have split funding or your

accounting information is going to be

different than your default
accounting, it can be changed by
clicking on the Default Accounting
For Report link. This will need to be
done prior to adding any expense

lines.

Step

Action

1.

Click the Default

Accounting For Report
link.
[Default Accounting For Reporf

File Edit View Faverites Tools Help

i Favorites | gl @] Web Slice Gallery +

J?Creats | | 5~ ~ [Z] dm v Pagev Sa

OracLe

Favgrites . Main Menu

Mew Window | Help | d

Create Expense Report
Expense Report Entry

Alice Alice

User Defaults
~ GO
~ Enter Report Information

ReportiD:  NEXT

Start Your Report With: ABlank Report

*Report Description: Annual Meeting Reference:
*Business Purpose: Meeting - Comment:
Default Location: BURLINGTON VT Q
JDefaut Accounting For Report | Apply Cash Advance(s More Options: ~ GO

Enter Expense Lines

a4
| H| FH] F

Add: New Expense Copy Selected Expense(s). Delete Selected Expense(s) |

Check For Errors

& Intemet | Protected Mode: Off

Step

Action

NOTE: The GL unit should
never be changed.

To add another chartfield
line,

Click the Add Chartfield
Line button.

Add ChartField Line

File Edit View Favorites Tools Help

i Favorites | @] Web Slice Gallery +

| & creste

v B - [0 &= v Pagew Sa

ORACLE’

Favorites © Main Menu

New Window | Help | ]

Create Expense Report
Accounting Defaults
Alice Alice

Report 1D: NEXT

Accounting Summary irst B 4 o1 B Last

Set Personalizations | Find | B |

General Ledger Chartfields

*GL Unit |Fund

huuu 01110 @ [10000 Q [111000300, Q Q Q Q [=]

I Add ChartField Line I Load Defaults | User Defaults
oK

Done € Internet | Protected Mode: Off
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Expense Training Guide
Employee/Delegate

Step

Action

Update the percentage and
chartfield information for the
first line

Step

Action

Update the percentage and
chartfield information for
the second line

File Edit View Favorites Tools Help

i Favorites | gy @] Web Slice Gallery +

7|§Crsate | | B - ~ [ @ ~ Pagew Sal

OrACLe

Favorites . Main Menu

Mew Window | Help | g

Create Expense Report

Accounting Defaults
Alice Alice Report ID: MEXT

Accounting Summary Set Personalizations | Find | PO | B First B0 1.0 072 B st

*GLUnit  Fund Dept  |Program |Class  |Project Affiliste

01110 Q@ f10000 @ [111000300 2, Q Q Q Q [=]
01110 @ J10000 @ [111000200Q, Q Q Qj qQ [=]
Add ChartField Line | Load Defaults | User Defaults
OK
Done & Intemet | Protected Mode: Off

Step

Action

Click the OK button.

</WEBLIB_TE_NAV.WEBLIB_FUNCT] ~

File Edit View Faverites Tools Help

i Favorites | gy @] Web Slice Gallery ~

7|§Crsate | | B - ~ [ @ v Pagew Sal

OrACLe

Favorites . Main Menu

Mew Window | Help | g

Create Expense Report

Accounting Defaults
Alice Alice Report ID: MEXT

Accounting Summary Set Personalizations | Find | PO | B First B0 1.0 072 B st

*GL Unit |Fund Project

B [omo @joow Qpnocwa| @& & @ Q)
50 01110 | [22005 @, [111000200Q Q Q [sY a [=]

Add ChartField Line | Load Defaults | User Defaults

& Intemet | Protected Mode: Off
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Copy an Expense report / Start from Existing Report

Expense Training Guide
Employee/Delegate

Step

Action

Starting a report from an
existing report will copy
forward the information
from a prior report. This can
save time when entering
expenses.

Reminder: If a Travel
Authorization was created
for the trip, the report must
be started from the Travel
Authorization.

Click the Start Your
Report With list.

ABlank Repaort -

oG

A3 AN

&) https://finsbd crp.statevt.us/psp/ TRAINING/EMPLOVEE/ERP/s/WEBLIS_TE NAV.WEBLIE FUNCT] ~ & | 4 | x [l Bing

File Edit View Faverites Tools Help

r Favorites | gl @] Web Slice Gallery +

| & Create

Favgrites . Main Menu

Create Expense Report

T v B v~ = & v Pagev Sa

OracLe

Mew Window | Help | g

Expense Report Entry
Bella Stella User Defaults ReportiD:  MEXT
Start Your Report With: A Blank Report - EI
~ Enter Report Information
*Report Description: Reference:
*Business Purpose: - Comment:
Default Location: Q
Default Accounting For Report Apply Cash Advance(s’ More Options: > GO

Enter Expense Lines

-
-
-
-
Add: New Expense - ok| Copy Selected Expense(s).. | Delete Selected Expense(s) |
Check For Errors
Done & Intemet | Protected Mode: Off

Step

Action

Click the An Existing
Report list item.
An Existing Repon |

e

\

&) https://finsbid.crp.statevt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE NAV.WEBLIEFUNCT] ~ & | 4 | x [l Bing

File Edit View Faverites Tools Help

r Favorites | gl @] Web Slice Gallery ~

| & Create

Favgrites . Main Menu

Create Expense Report

%~ B -~ = & v Pagev Sa

OracLe

Mew Window | Help | g

Expense Report Entry
Bella Stella

“Report Description: A o) Autho on
*Business Purpose: An Existing Report
[Entries rom My Wallet |
Default Location:

User Defaults

Report ID:

NEXT

Reference:

Comment:

Default Accounting For Report

Apply Cash Advance(s!

More Options:

*Expense Date | *Amount Spent |*Currency

-
-
-
-
Add: New Expense 'ﬁl Copy Selected Expense(s). Delete Selected Expense(s) |
Check For Errors
Done &P Intemet | Protected Mode: Off
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Employee/Delegate

Action

Click the GO button.

B e Vinioweiie

K=l €| https://finsbia erp.state vtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIE_FUNCT) + FIEIE EX28

File Edit View Favorites Tools Help

i Favorites | ] Web Slice Gallery +

| & create

ORACLE

Favorites © Main Menu

M v B - [ &= v Pagew Sa

New Window | Help | ]

Create Expense Report

Expense Report Entry

Bella Stella User Defaults ReportID:  NEXT
Start Your Report With:

*Report Description: Reference:

*Business Purpose: - Comment:

Default Location: Q

Default Accounting For Report Apply Cash Advance(s More Options: > GO

Enter Expense Lines

Customize | Find | Al &) First BN 14 ora B Last

2Amount Spent|*Currency |*Payment Type

-
-
-
-
Add: New Expense - ok Copy Selected Expense(s).. | Delete Selected Expense(s) |
Check For Errors
Done

&P Internet | Protected Mode: Off

Step

Action

Click the Select button next
to the report you want to
start from.

If you don't see the report
you are looking for, it might
be necessary to adjust the
date range to include the
report

[& Creste - Windows Int

R 5
KTl €] htps/finstd.erp.statet.us/psp/TRAINING/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLIB_FUNCT] ~ % 4| x B eing

File Edit View Favorites Tools Help

& Favorites | gl @] Web Slice Gallery ~

7|gCreate | | B - ~ [ i - Pagew Saf

OrACLe

Favorites . Main Menu

Mew Window | Help | d
Create Expense Report
Copy From an Existing Expense Report

Bella Stella Report ID: NEXT
From Date: boizo1z H 1 [2z012014  H  searcn |
Description Business Purpose Created
Select | 0000397398 Trip to Florida ‘Conference Submitted  11/21/2014
Select | 0000397397 Trip to Florida Conference Pending 112112014
Select | 0000397396 Trip to Florida Conference Submitted  11/19/2014
Select | 0000397395 Trip to Florida Conference Submitted  1117/2014

I Select I0000397394 Annual Meeting Meeting Submitted  11/05/2014

Return to Expense Report Entry

Done € Intemet | Protected Mode: Off
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Employee/Delegate

Step | Action [ Ceate_Windows i

()l 2 fttps/finsb3.=rp.statevtus/psp/ TRAINING/EMPLOYEE/ERP/</WEBLIE_TE_NAV.WEBLIE FUNCT) + £ | 43| x D ing

5. The information from the Fle Edt View Favoites Took Help =
copied report will have o Formies |y ] et S oy -

carried forward and changes | | £ : ﬁ' AL AEIAE
will need to be made to ORACLE

Favovrites MainvManu
reflect the current expenses.

New Window | Help | ]

Create Expense Report

Reminder: Saving Expense Report Entry
o Bella Stell User Defaults Report ID:
frequently is important when
- ¥ Enter Report Information

enterl ng eXpenSeS- *Report Description: Annual Meeting Reference: ]
*Business Purpose: Meeting - Comment:
Default Location: BURLINGTON VT Q
Default Accounting For Report Apply Cash Advance(s! More Options: A EI

Enter Expense Lines

*Expense Date

7] | | INWILES-FULL - [10M52014 [ 4353/USD  Employee v | Mon-Tax ~ “Detal

| | mwes-Fu « [[10r1er2014 ) 4368|UsD Employee v | Non-Tax = “Detail

[ | | mwes-Fu « [1017:2014 i) 4388|USD Employee v | Non-Tax = “Detail
Add: New Expense - ok Copy Selected Expense(s)... | | Delete Selected Expense(s) |

Check For Errors
Expense Report Totals

Dene

& Internet | Protected Mode: Off
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Employee/Delegate
Start Expense Report from a Travel Authorization

Step | Action

WEBLIB_TE_NAV.WEBLIE_FUNCT] ~ &

1. When a Travel ||a Edit View Faverites Tools Help
Authorization was created il vl P e ity

. @ Create %~ B -~ = & v Pagev Sa
for a trip, the report must be LK - L -
started from the Travel _ORACLE R
Authorization. T Mew Window | Hep |

Create Expense Report
Click the Start Your Expense Report Entry
Report Wlth Iist Bella Stella User Defaults ReportD:  NEXT
. Start Your Report Witl
A Blank Report - |
*Report Description: Reference: ]
*Business Purpose: - Comment:

Default Location: Q

Default Accounting For Report Apply Cash Advance(s’ More Options: + GO

Enter Expense Lines

*Expense Date

-
-
-
Add: NewExpense v OK| Copy Selected Expense(s).. | Delete Selected Expense(s) |
Check For Errors
Done & Intemet | Protected Mode: Off

=

=

Step Action
() JRll & rttps//finsbid.peaplesoftstate.v.us/psp/ FMSEX4/EMPLOVEE/ERP/=/WEBLIB_TE NAVWEBLI FL ~ i [ 49 | x [[[[=] ging
CAS =

2. Click the A Travel T [ Ao

Authorization list item. | @ e | Bv D & Pwes s
[A Travel Authorization | ORACLE'

Favorites | Main Menu

Mew Window | Help | J

Create Expense Report
Expense Report Entry

Bella Stella User Defaults ReportiD:  NEXT

Start Your Report With: A Blank Report

* Enter Report Informatica Blank Report
A Tampiale

a4 iDtion:  paeiiaaila 2
HeporHiE=CIpTE A Travel Authorization BEEEICES
*Business Purpose: A 15UNg Kepo - Comment:
Entries from My Wallet | E—
Default Location: Q
Default Accounting For Report Apply Cash Advance(s' More Options: + GO

- )
Enter Expense Lines Customize | Find | View Al | 2] B8 First B0 40 ora B Last

*Payment Type

=
-
-
-
Add: NewExpense v OK| Copy Selected Expense(s).. | Delste Selected Expense(s) |
Check For Errors
Done & Intemet | Protected Mode: Off
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Employee/Delegate

Step

Action

Click the GO button.

¢ Favorites 55 @] Web Slice Gallery

| & create

ORACLE’

Favorites | Main Menu

Create Expense Report

| [ ~ [ = = Page= Sal

New Window | Help | J

Bella Stella

Expense Report Entry

Start Your Report With: | ENTEIEIATI =000 ~

User Defaults ReportiD:  MNEXT

~ Enter Report Information
*Report Description: Reference:
*Business Purpose: - Comment:
Default Location: Q
Default Accounting For Report Apply Cash Advance(s’ More Options: + GO

Enter Expense Lines

)
Customize | Find | View Al | 2] B8 First B0 40 ora B Last

Check For Errors

*Expense Type “';74&:: *Currency *Payment Type Eﬁ
-
-
-
M
Add: New Expense - ﬁl Copy Selected Expensals). Delete Selected Expense(s) |

Done

& Intemet | Protected Mode: Off

Step

Action

Click the Select button next
to the Travel Authorization
associated with this Expense
Report.

If you don't see the Travel
Authorization you are
looking for, it might be
necessary to adjust the date
range to include the Travel
Authorization.

¢ Favorites 5% ] Web Slice Gallery ~

| & create

ORACLE’

Favorites | Main Menu

Create Expense Report

|7 % v B - & v Pagev Sa

New Window | Help | J

Populate From A Travel Authorization

Bella Stella

Description Business Purpose Date from  |To
Conference 09/18/2012  09/21/2012
Select | Conference in Mass EXP-31 Conference 09/17/2012  09M7i2012

Return to Expense Report Entry

Report 1D: NEXT

From Date: 071712012 H 10 11172012 ([ Search

& Intemet | Protected Mode: Off
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Employee/Delegate

Step | Action

5. | The Travel Auth ID
appears in the bottom
right corner of the Enter
Report Information box.
The Expense Report is
populated with the data
from the Travel
Authorization.

NOTE: It is best to save
for later and then make
any necessary changes.

¢ Favorites 5 @] Web Slice Gallery ~

[@ crete | B 0D & Pwes s
ORACLE ﬁ

Favarites | Main Menu

New Window | Help | J

Create Expense Report
Expense Report Entry

Bella Stella User Defaults ReportiD:  NEXT
~ Enter Report Information
*Report Description: F_XF'-ZQJ Reference:
*Business Purpose: Conference - Comment:

Default Location: FLORIDA Q

I Travel Auth ID: 0000000026 I

Default Accounting For Report Apply Cash Advance(s More Options: v GO

First B 17 o7 B Last

AP
&

Select *Expense Date *Billing Type
] | | oUTLODGING + [oomei2012 W 38400 |USD Employee v | NonTax + ‘*Detail
B QUT LUNCH + [oonsro12 [H | 7.25 USD Employee = | Mon-Tax = |ZDetail
| OUT LUNCH + [09r9r2012 [ | 7.25 USD Employee » | Mon-Tax = |2Detail
&) OUT DINNER + [09r9rz012 [ | 18,50 |USD Employee « | Non-Tax = |*Detail
& OUT DINNER + 09202012 i | 18,50 |USD Employee » | Non-Tax = |*Detail
0 OUT DINNER ~ (092112012 G | 1850 |USD Employee « | Non-Tax = |*Detail
0 OUT INCIDENTALS + 091912012 ) | 2,00 |USD Employee - | Non-Tax = |*Detail
Done & Intemet | Protected Mode: Off
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Expense Training Guide
Employee/Delegate

Step

Action

1.

To choose a cash advance to
apply,

Click the Apply Cash
Advance link

I] Apply Cash Advance(s) [I

i Favorites

% &] Web Slice Gallery =

| & create

ORACLE’

Favorites |

Main Menu

Create Expense Report

M v B - & &= v Pagew Sa

New Window | Help | J

Expense Report Entry
Bella Stella

~ Enter Report Information

User Defaults ReportiD:  MEXT

*Report Description: F_XF'-ZQJ Reference:
*Business Purpose: Conference - Comment:
Default Location: FLORIDA Q
Travel Auth ID: 0000000026
Default Accounting For Report I Apply Cash Advance(s I More Options: v GO

Enter Expense Lines

&
&

“Expense Type

*Expense Date

[ || ouTLODGING ~ (0011812012 [+ 384.00 |USD Employee + | Non-Tax ~ *Detail
[£] || OUTLUNCH + 09nsr2012 [ | 7.25 |USD Employee v | Non-Tax + ZDetail
[l || oUTLUNCH + [09r9r2012 [ | 7.25 |USD Employee v | Non-Tax ~ “Detail
[0 || OUTDINNER + |oarerz012 |5 | 18.50 |USD Employee + | Non-Tax + 7Detail
[7] || OUTDINNER ~ |oiz0r2012 5] | 18.50 |USD Employee v | Non-Tax + 7Detail
[ || OUTDINNER ~ |osi21:2012 5] | 18.50 |USD Employee + | Non-Tax + 7Detail
0 OUT INCIDENTALS + |osrierz012 5 | 2,00 |USD Employee « | Non-Tax = |*Detail
Done € Intemet | Protected Mode: Off
Step | Action ORACLE'
H Favorites  Main Menu
2. Click the Look up Advance - -

ID button.

Sy

Create Expense Report

MNew Yindow | Help | cy

Apply Cash Advance(s)
Bella Stella
*Advance 1D Advance Amount

0.000

Add Cash Advance |

Undate Tatals |

Total Advance Applied:
Total Employee Expenses:
Total Due Employee:

OK

Report ID: MEXT
Balance Exchange Rate Total Applied
0.00 000 usp [
0.00 USD
0.00 USD
0.00 USD

Dane

& Internet | Protected Mode: Off
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Employee/Delegate
Step | Action ORACLE
3. | Select the Cash Advance e e
that was created from
the Travel Authorization
that was populated to the
Expense Report
Look Up Advance ID
Search by: Advance D poyinc iy
Look Up | Ganeel |Advaﬂced Lookup
Search Results
- First [JEl 1011 | Last
& Internet | Protected Mode: Off
Step | Action ORACLE
4. | Toapply a lower amount, im0

enter that amount in the
Total Applied field. The
amount applied can't be
more than the Total
Employee Expenses or the
cash advance amount.

NOTE: See your
department Expense
Coordinator if you still
have a balance on the cash
advance after it is applied.

Create Expense Report

Apply Cash Advance(s)

Eella Stella Report ID: NEXT

‘Advance ID Advance Amount Balance Exchange Rate Total Applied
pDDDDDDDDZ Q 27500 000 UsSD 1.00000000 a7500fusn [=]

Add Cash Advance | Undate Totals |
Total Advance Applied: 27500 USD
I Total Employee Expenses: 27500 USD I
Total Due Employee: 0.00 UsD

OK

MNew Yindow | Help | cy

& Internet | Protected Mode: Off
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Employee/Delegate

Step | Action ORACLE’

5. | Click the OK button. e el

MNew Yindow | Help | cy

Create Expense Report
Apply Cash Advance(s)
Bella Stella Report ID: NEXT

*Advance 1D Advance Amount Balance Exchange Rate Total Applied

pDDDDDDDDZ Q 27500 000 UsSD 1.00000000 27500 UsD [=]

Add Cash Advance | Undate Totals |

Total Advance Applied: 27500 USD
Total Employee Expenses: 27500 USD
Total Due Employee: 0.00 UsD

& Internet | Protected Mode: Off

Step | Action ‘R

[ Ceste - Windows

&l Create - Wi
€ Q & hittps://finsbxd.peoplesoft statevt.us/psp/FMSEX4/EMPLOYEE/ERP/5/WEBLIE_TENAV.WEBLIBFL ~ G | 45 [ X Bing
AN =

6. | The Expense Report totals rar=Te——
are updated to reflect the | @ cene
cash advance amount ORACLE

Favorites H Man Menu

applied and the total that L — ‘

iS due tO the employee | Default Accounting For Report Apply Cash Advance(s! More Options: A EI ‘

Enter Expense Lines

select *Expense Date
[ || ouTLobemG ~ [09r18i2012 [ | 384.00 |USD Employee ~ | Non-Tax + |‘Detail
o || ourLunck ~ [09rei2012 [ | 725 |usD Employee « | Non-Tax + |Detai
|| outLunck ~ [osr9i2012 [ | 725 |usp Employee « | Non-Tax + |'Detail
|| outomner ~ [osr9i2012 [ | 1850 |USD Employes ~ [ Non-Tax ~ [Detail
|| out oinnER ~ [0or202012 [ | 1850 |USD Employee + [ Non-Tax ~ [Detail
[ || out oinER ~ [0o212012 i) | 1850 | USD Employee v [ Non-Tax + [Detail
[ || ouT NcIDENTALS ~ [09r19r2012 [ | 200 |usD Employee | Non-Tax = |'Detai

Add: New Expense - ok Copy Selected Expense(s).. | Delete Selected Expense(s) |

Check For Errors

Expense Report Totals
Employee Expenses: 456.00 USD Due Emplo 181.00 USD

Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD i
= Definition of Totals Update Totals
Employee Credits: 0.00 USD e
its: Total Taxable Expenses: 0.00 USD
\Cash Advances Applied: 275.00 USD (applicable taxes will be withheld fram your pay)
Save For Later | Finish and Submit |

Printable View

& Intemet | Protected Mode: Off
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Employee/Delegate
Modify an Expense Report
An Expense Report can be modified if it has been saved for later or sent back for revision.

Please refer to Bulletin 3.4 (http://aoa.vermont.gov/bulletins) and your department’s policy regarding
Expense Reports.

Step | Action

1. Click the Main Menu G Favores

button_ | & Employee-facing registry content B - v [5] dh v Pagev Sa

Main Menul ORACLE

Personalize Content | Layout

5 ] Web Siice Gallery v

> My Favorites
> Employee Self-Service

— Change My Password
|- My Personalizations
— My System Profile

— My Dictionary

& Internet | Protected Mode: Off

Step | Action

) IRl 2 s finsbrt poplesoftstatetuspsp/FMSB/EMPLOYEE/ERP/h/tab=DEFAULT - 4 [B] 4| x M= 6ing

2. | Click the Employee Self- PP S—
Service menu. | @ Employee facing registry content ] B v B v & v Pager S

I {3 Employee Self-Service ORACLE

Favorites : Main Menu

Search Menu:

Personalize

& I 3 Employee Selff-Service 4 I
Change My Password

- Change My System Profile
by Persel [5] My Dictionary

ly Syster

Wy Diclionary

& Internet | Protected Mode: Off
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Employee/Delegate

Step | Action
€ e | 2] https://fintraining.erp.statet.us/psp/ TRAINING/EMPLOYEE/ERP/ h/Ttab= DEFAULT

3. Click the Travel and =
Expense Center menu.
| =] Travel and Expense Center

View Favorites Tools Help

i Favorites | 5 ] Web Slice Gallery =

& Employee-facing registry content - = [ @= v Pagew Safe

ORACLE’

Favorites © Main Menu

Search Menu: Personalize Content | Layy

Mens N

Search:

(1 Employee Self-Service
— [E change My Password [ _Travel and Expenses »
o Er!:nployez [E My Personalizations Travel and Expense Center

— Change My System Profile

— MyPersol [=] My Dictionary

— My Syster.

— Wy Dictionary |

& Internet | Protected Mode: OFf

https://fintraining.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_PTPP_St

Step | Action

KAIE IRl 2| https://finsbid.erp.statevt.us/psp/ TRAINING /EMPLOYEE/ERP /s WEBLIB_PTPP_SCHOMEPAGEFie ~ 1 | 43| x |t Bing
\ ST —

4, Under the EXpense Report Fle Edit View Favorites Tooks Help

S Favorites | 4l ] Web Slice Gallery =
menu, | o

| & Travel and Expense Center

Click the Modify link. ORACLE

Favovrites MainvMenu + Employee Self-Service : Travel and Expense Center

M v B - [ &= v Pagew Sa

Home | Addto

Main Menu > Employ e

Travel and Expense Center
Employee Travel and Expense Center

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

Travel Authorization
Create, modify, print, view, cancel or delste a Travel

Cash Advance
'@ Create, modify, print, view and delete|

Authorization E] Create
=l create =] Modify
= Modify = Print
=] Print 2 More...
3 Wore.
@ Print Reports = é’ Review Payments

Frint any one of your expense transactions Review history of expense payments

= Expense Report =l Review Expense History

=] Travel Authorization =l Review Pavments

= Cash Advance

Done € Internet | Protected Mode: Off
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Employee/Delegate

Step | Action

5. |f there IS more than one File Edit View Favorites Tools Help
I’epOI’t in the npendingu & Favorites | 5l @] Web Siice Gallery + - _
. | @ Modity B~ v (2] d® v Pagev Sa
status, you will need to

choose the report you wish | [ OFRACEE
to make adjustments to. ) )

Mew Window | Help | d

Expense Report

For this example there was Expense Report Entry

. - Alice Alice User Defaults ReportID: 0000394150
only one pending report so it
brought us right into the
report.

| Sent Back for Revision by: Dillon, Dillen Please change the fund from general to federal 22005 for t

~ Enter Report Information

*Report Description: NT Conference Reference:
*Business Purpose: Conference - Comment:

Default Location: BURLINGTON VT Q

Report Status: Pending Created On: 10/02/2014 By  VISTRN1

Post Status: Not Applied LastUpdated:  10/02/2014 By: VISTRNZ

Default Accounting For Report Apply Cash Advance(s More Options: A EI

Enter Expense Lines

Customize | Find | View A1l E1] First Bl 1.2 012 B Last

*Expense Date | “Amount Spent |*Currency [*Payment Type =Billing Type

0 IN MILES - FULL - [oor01/2014 [ 4368 USD Employee « | Non-Tax + |Detail
[[] | | SUPPLIES-OFFICE ~ [oar012014 [ | 5.00 USD Employee ~ | Non-Tax +
Add: New Expense - ok| Copy Selected Expense(s).. | Delste Selected Expensa(s) |

Check For Errors

& Intemet | Protected Mode: Off

Step | Action

6. | Acomment is required When | [re e vev foere reos e
sending a report back for i Fovortes | i @] b i ol -

revision and it will show part | =" :
of the comment at the top of | | ORACEE
the report. i ’

-0 -

f= ~ Page~ Sa

Mew Window | Help | d

Expense Report

i Expense Report Ent

To see the entire comment, xpense Rep ¥
Alice Alice User Defaults ReportID: 0000394150

CIiCk the Comment Iink | Sent Back for Revision by: Dillon, Dillen Please change the fund from general to federal 22005 for t
~ Enter Report Information
*Report Description: NT Conference Reference:
*Business Purpose: Conference - Comment:
Default Location: BURLINGTON VT Q
Report Status: Pending Created On: 10/02/2014 By  VISTRN1
Post Status: Not Applied Last Updated: 10/02/2014 By: VISTRN2
Default Accounting For Report Apply Cash Advance(s! More Options: - EI

Enter Expense Lines

Customize | Find | View A First Bl 1.2 012 B Last

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

IN MILES - FULL 09/01/2014 [ 4368 USD Employee ~ | Non-Tax +

B SUPPLIES - OFFICE ~ |ogro1/zo14 [ | 5.00 |USD Employee - | Mon-Tax +
Add: Mew Expense ~ OK Copy Selected Expense(s). Delete Selected Expense(s) |

Check For Errors

& Intemet | Protected Mode: Off
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Employee/Delegate

Step

Action

Review the comment to see
what changes need to be
made to the report.

File  Edit

View Favorites Tools Help

¢ Favorites | gl @] Web Siice Gallery +

| & Modity
ORACLE

Favorites | Main Menu
Add: Mew Expense

Check For Errors

- oK)

Expense Report Totals

Employee Expenses:
Non-Reimbursable Expenses:
Prepaid Expenses:

Employee Credits:

Vendor Credits:

Cash Advances Applied:

Copy Selected Expense(s)... |

% v B v = & v Pagev Sa

Delete Selected Expense(s) |

4868 USD Due Employee:

0.00 USD Due Vendor:

0.00 UsD Definition of Totals

0.00 USD

0.00 USD Total Taxable Expenses:
0.00 USD

4868 USD
0.00 USD

Update Totals

0.00 USD

(applicable taxes will be withheld from your pay)

Save For Later | Finish and Submit |

Current Approval Status

Routing

‘Originator Alice Alice
Approver 1 Dillon,Dillon
Pre-Pay Auditor

Approval Detail

Submitted
Sent Back for Revision

Printable View

Hame Status Date

10/02/2014
10/02/2014

Frst Bl 1 or2 O ast

Name: Dillen,Dillon
e
Comment: Please change the fund from general to federal 22005 for the mileage.

Return to Travel and Expense Center

& Intemet | Protected Mode: Off

Step

Action

Changes can be made to the
expense report like you
would if you were entering
the report. See entering
expenses for more
instruction. If an expense
type needs to be changed,
the line will need to be
deleted and reentered with
the correct expense type.

/5/WEBLIB_TE_NAV.WEBLIE_FUNCT] ~ G |43 | X Il 8ing

File Edit View Favorites Tools Help

& Favorites | 5l @] Web Siice Gallery +

| & Modity
ORACLE

Favorites

Main Menu

Enter Expense Lines

i v B v (= & v Pagev Sa

Expense Type

*Expense Date

*Amount Spent | *Currency [*Payment Type

[ | INMILES-FULL - [oar01/2014 [ 4368 USD Employee - | Non-Tax ~ |Det
B SUPPLIES - OFFICE - “09101/2014 = 5.00 |USD Employee ~ | Non-Tax ~ |Detail

Add: Mew Expense

Check For Errors

Expense Report Totals

Employee Expenses:
Non-Reimbursable Expenses:
Prepaid Expenses:

Employee Credits:

Vendor Credits:

Cash Advances Applied:

Copy Selected Expense(s).

Delete Selected Expense(s)

43.68 USD Due Employee:

0.00 USD Due Vendor:

C.0cqUSY) Definition of Totals

0.00 USD

0.00 USD Total Taxable Expenses:
0.00 USD

4868 USD
0.00 USD

Update Totals

0.00 USD

(applicable taxes will be withheld from your pay)

Save For Later | Finish and Submit |

Tent Approval Status

Originator Alice Alice
Approver 1 Dillon Dillon
Pre-Pay Auditor

Approval Detail

Nama: Nillan Nillan

Erintable View

Status Date

Submitted
Sent Back for Revision

Find | View All

10/02/2014
10/02/2014

First Bl 4 o2 O Last

& Intemet | Protected Mode: Off
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Employee/Delegate
View Expense Reports

Step | Action

1. Click the Main
Menu button . | @ Employee-facing registry cont [

= Giv B - Paev S
TR ORACLE ﬁ

Personalize Content | Layout

i Favorites 95 ] Web Slice Gallery ~

Search:

\ ®
[> My Favorites

[> Employee Self-Service

— Change My Passward

- My Personalizations

- Wy System Profile

- Wy Dictionary

& Intemet | Protected Mode: Off

Step | Action

2. Click on Employee Self- S ) e Sice Glly =
Service. (Pr—— |

- fi~ B -2 & - Page Sa
| 1 Employee Self-Service 4 ORACLE’

Favorites . Main Menu

Personalize ‘s“m" LoD ®
ST (3 Employee Self-Service »
Change My Passwori

- Change I My System Profile
- MyPersol [=] My Dictionary

— My Syster

- Wy Dictionary

& Intemet | Protected Mode: Off
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Expense Training Guide
Employee/Delegate

Step

Action

Click the Travel and
Expense Center link.

Travel and Expense Center

File Edit View Favorites Tools Help

& Favorites | 5l @] Web Slice Gallery ~

& Employee-facing registry content

Favorites : Main Menu
Search Menu:

Search:
SEAEE [ Employee Seff-service

£~ B -~ = mh v Pagev Safef

= ®

> My Favori [E] change My Password [ Travel and Expenses »
b E:nploygg [ My personalzations I T Travel and Expense Canter _I

Personalize Content | Lay

— Change h My System Profile

—MyPersol [5] My Dictionary
— My Syster.

— My Dictionary

https://fintraining erp statevt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEBLIE_PTPP_S(

& Intemnet | Protected Mode: Off

Action

Click the 2 More... link.

s/WEBLIB_PTPP_SC.HOMEPAGEFie ~ i | 3 [ X Il® Bing

File Edit View Favorites Tools Help

& Favorites | gl @] Web Slice Gallery +

| @ Trovel and Expense Center |

% v B v~ = & v Pagev Sa

ORACLE’

Favorites

Main Menu > Employee Self-Service =

ﬁ Travel and Expense Center

Employee Travel and Expense Center

Expense Report
{E) Create, modify, print, view or delete an Expense Report
[ Create
E Modify
=l

@ Print Reports

Print any one of your expense transactions.
F=| Expense Report
= Travel Authorization
=l Cash Advance

Main Menu > Emp\nyee§e?f—5&rvlce » Travel and Expense Center

Home | Addto

Travel Authorization
Create, modify, print, view, cancel or delete a Travel

Cash Advance
Create, modify, print, view and delete|

Authorization E Create

El Create El Modify

E Modify E print

=l print 2 More...
3 More...

é Review Payments

Review history of expense payments
=l Review Expense History
= Review Payments

€ Intemet | Protected Mode: Off
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Employee/Delegate

Step

Action

Click the View link.

[ Trovt ar Expenee =

KOGl &1 htips/finstd crp.statent.us/psp/ TRAINING/EMPLOYEE/ERP/s/ WEBLIE_PTPP_SC.HOMEPAGEFic + @ | 49 | X |2 Bing

LS ANV,

File Edit View Favorites Tools Help

i Favorites | gl @] Web Slice Gallery ~

| @ Travel and Expense Center

%~ B -~ = & v Pagev Sa

ORACLE’

Favgrites . Main Menu

Create
Create an Expense Report

= e

Tew B Expense Report

Employee §Erf—52rv|ce » Travel and Expense Center

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

=| Modify =| Print
Modify an Expense Report Print an Expense Report

Delete
Delete an Expense Report

Done

& Intemet | Protected Mode: Off

Step

Action

If you know the expense
report # it can be entered
here. To view all expenses
click the Search button.

Search

Note: The system will return
a maximum of 300. If you
have more than that amount
the advanced search link
next to the Search button can
be used to narrow down to a
date range.

i Favorites 5% ] Web Slice Gallery ~

| & view

ORACLE’

Expense Report

Find an Existing Value

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

|7 % v B - &= v Pagev Sa

Favovrites MainvMenu 5 Employee Self-Service > Employee T&E Center > Expense Report > View

New|

Search by: ReportiD

jAdvanced Search

Maximum number of rows to return (up to 300): |300

~ begins with

<

T

Done

& Intemet | Protected Mode: Off
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Employee/Delegate

Action

Select the Report Id you
would like to view.

o Favorites |+ ) Web Slice Gallery ~
| & view
ORACLE’

Favovrites MainvMenu 5 Employee Self-Service > Employee T&E Center > Expense Report > View

Expense Report

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

Find an Existing Value

Maximum number of rows to return (up to 300): 300
Search by: ReportiD - bagmswwlh|

Search Clear |pasicSearch [E Save Search Criteria

Search Results

Report Descrip pl ID|Report Status
0000299690 Meeting ,Bella 60885 Submitied  10M171/2012
0000299689 Skiing Training Stella,Bella 60885 Submitted 101112012
0000299688 Expense Training Stella Bella 60885 Submitted 101112012
0000299587 Expense Training Stella Bella 60885 Submitted 10102012
raining Stella Bella 60885 Submitted  10/02/2012
0000299679 Meeting EXP-98-2 Stella Bella 60885 Submitted  0919/2012

& Intemet | Protected Mode: Off

Step

Action

All fields will be grayed out
when viewing a report. The
report status will be located
in the Enter Information
Section.

r Favorites | g jg] Web Slice Gallery v

| & view M ~ [ e v Pagev Sl

ORACLE’

Favovntes MalﬂvMEﬂu > Emp\weeéef-SeNlcE > Employee I&ECentEr > Expeﬂngepwt > View

Mew Window | Help | d

View Expense Report
Expense Report Detail

Bella Stella User Defaults ReportID: 0000299689
~ Enter Report Information
Report Description: Skiing Training Reference:
Business Purpose: Training Comment:
Default Location: WAITSFIELD
Report Status: Created On: 10/11/2012 By: BSTELLA
Post Status: Not Applied Last Updated: 10/11/2012 By: BSTELLA
Accounting Date: 101112012
Default Accounting For Report More Options: | [N ~ cO

Enter Expense Lines

*Expense Date | *Amount Spent

NT IN ST MILEAGE 1010412012 1110/USD  Employes WL ERD
Expense i
NT OFFICE SUPPLIES 10/0412012 50.00|USD Employee Non-billable |0 i
Expense i
Expense Report Totals
Employee Expenses: 61.10 USD Due Employee: 6110 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD

Nafinifinn of Totals

& Internet | Protected Mode: Off
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Expense Training Guide

Employee/Delegate

Step

Action

The Current Approval Status
is toward the bottom of the
screen and it shows the
status date and the approver.

In this example, the expense
report has been submitted
but the supervisor has not
approved the expense report
yet.

S Favorites 9 ] Web Slice Gallery

| @ view

ORACLE’

Favovrites MainvMenu 5 Employee Self-Service > Employee T&E Center > Expense Report > View

Enter Expense Lines

First Bl 1.2 o2 B Last

*Amount Spent

NT IN ST MILEAGE 1010412012 1110/USD  Employee Non-billable |1
Expense e
NT OFFICE SUPPLIES 1010412012 50.00|USD Employee Non-billable |0 ;.
Expense i

Employee Expenses:
Non-Reimbursable EXpenses:
Prepaid Expenses:

Employee Credits:

Vendor Credits:

‘Cash Advances Applied:

0.00 USD
0.00 USD
0.00 USD
0.00 USD
0.00 USD

Expense Report Totals

61.10 USD

Due Employee: 61.10 USD
Due Vendor: 0.00 USD

Definition of Totals

Total Taxable Expenses: 0.00 USD
(applicable taxes will be withheld from your pay)

Current Approval Status

‘Qriginator Stella,Bella
Approver 1 Cullin,Edward
Pre-Pay Auditor

Printable View

Status Date

‘Submitted 101112012

Return to Expense Report

LAReturn to Search | ] Previous in List | 4E] Next in List | [=] Notify |

& Intemet | Protected Mode: Off
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Print an Expense Report

Expense Training Guide
Employee/Delegate

Expense reports are available to view in the system and it is not necessary to print them.

Step | Action PR =
‘:Q £ https//finsbxd.peoplesoft state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/h/tab=DEFAULT - 8| B4|x emg
1. | Click the Main E—

Menu button.

Jr Favorites | gl jg] Web Slice Gallery v

| & Employee-facing registry cont |

ent i ~ B v = & v Pagev Sa
e

Personalize Content | Layout

> My Favorites

> Employee Self-Service
— Change My Password
- My Personalizations

— My System Profile

|~ My Diclionary

& Internet | Protected Mode: Off

Step | Action

2. Click on Employee Self-
Service.

o
o _ -
‘-‘e £ https://finsbxd.peoplesoft state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/h/?tab=DEFAULT - g B+ X Bing

Jr Favorites | g ] Web Slice Gallery v

| & Employee-facing registry cont |

| 1 Employee SelfService

ent fr ~ B v = & v Pagev Sa
oraLe |

Favorites : Main Menu
Search Menu:

[ ®
ﬂl 3 Employee Selff-Service 4 I

|5 Change My Password

[> My Favoril _—
 Employee D My Personalizations

- Change & My System Profile
- MyPersol [£] My Dictionary

- My Syster.

- My Dictionary

Personalize

& Internet | Protected Mode: Off
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Expense Training Guide
Employee/Delegate

Step

Action

Click the Travel and
Expense Center link.

Travel and Expense Center

& https://fintraining.crp.statevt.us/psp/TRAINING/EMPLOYEE/ERP/ h/?tab=DEFAULT

File Edit

View Faverites Tools Help

& Favorites | 5l @] Web Slice Gallery ~

i ~ B -~ = ® v Pagev Safef

| @ Employee-facing registry content

Favorites : Main Menu
Search Menu:

= I

Search:

Personalize Content | Lay

1 Employee Seff-Service
S [E change My Password (] Travel and Expenses »
1 E:nployes [2 My Personaizations Travel and Expense Center

— Change h [E] My system Profile

~ MyPersol [ my Dictionary

— My Syster.

— My Dictionary |

& Intemnet | Protected Mode: Off

https://fintraining erp statevt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEBLIE_PTPP_S(

Step

Action

Under the Expense Report
menu

Click the Print link.

View Favorites Tools Help

& Favorites | gl @] Web Slice Gallery ~
| @ Trovel and Expense Center | | B - ~ [ i v Pagew Sl

ORACLE’

Favorites  Main Menu > Emp\wee;ef—sw\nce » Travel and Expense Center

Main Menu > Employee Service >
ﬁ Travel and Expense Center
Employee Travel and Expense Center

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

Travel Authorization
Create, modify, print, view, cancel or delete a Travel

Cash Advance
@ Create, modify, print, view and delete|

Authorization E Create
El Create ] Modify
] Modify ] print
= Print 2 More.
3 More.
@ Print Reports ;é' Review Payments

Print any one of your expense transactions. Review history of expense payments

=] Expense Report =l Review Expense History

= Travel Authorization = Review Payments

= Cash Advance

Done € Intemet | Protected Mode: Off
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Expense Training Guide
Employee/Delegate

Step

Action

If you have a Report ID #
that you want to print you
can enter the number into the
Report Id field or you can
search to select.

Click the Search button.
Search

¢ Favorites 5% 4] Web Slice Gallery

| & pint
ORACLE’

Favorites | Main Menu

Expense Report

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

Find an Existing Value

Maximum number of rows to return (up to 300): |300
Search by: ReportiD ~ begins with |

w

< mn

Done & Intemet | Protected Mode: Off

Step

Action

Select the report you want to
print.

¢ Favorites 5 ] Web Slice Gallery

| & piint

ORACLE’

Favorites | Main Menu

Expense Report

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

Find an Existing Value

Maximum number of rows to return (up to 300): |300
Search by: ReportiD - bagmswwlh|

Search | Advanced Search

Search Results

Report Description Hame Empl ID|Report Status |Creation Date |
0000336361 Test Comment field when print. Stella,Bella 60885 Approved 02/13/2013
0000235360 Expense Conference Stella,Bella 60885 Pending 02/06/2013
penseTrammg Stella,Bella 60885 Pending 02/06/2013

& Intemet | Protected Mode: Off
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Expense Training Guide
Employee/Delegate

Step

Action

A printable version of the
report will be available on
the screen.

Follow the instructions you
currently use to print from
your browser.

¢ Favorites 5 ] Web Slice Gallery ~

| & print

ORACLE’

Favorites | Main Menu

Bella Stella

Expense Report || Expense Receipt
To print this report, please use your browser's print feature.

#~~ VERMONT
Expense Report 0000336359

New Window | Help |

10

EmplID: 60885

Report Date:
Description:
Business Purpose:

Comment:

02142013 3:50:19PM Status: Pending

Expense Training

Training

01/31/2013 IN MILEAGE

Date Expense Type Merchant Location Amount Currency Taxable

Expense Report Totals

BURLINGTON VT 113 UsD

Employee Expenses: 113 USD Total Due Employee: 1.13 USD
Non-Reimbursable Expenses: 0.00 USD Total Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 USD

ar = il

Done

&P Intemet | Protected Mode: Off
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Employee/Delegate

Delete an Expense Report

Expense reports can be deleted only when they are in a pending status. Expense Reports might need to be
deleted when it is a duplicate, no longer needed, or not completed before month end closing.

Note: If the report is valid but needs to be deleted for month end closing, it can be copied and the old
report can then be deleted.

Step | Action

& | hitpsi//finsbid.peoplesoft.statevt.us/psp/FMSBX4/EMPLOYEE/ERE/h/ *tab= DEFAULT

1. Click the Main s P A
Menu button. | @ Employee facing registry content fi - B - & - Pager Sa

Main Menu ORACLE

Personalize Content | Layout

> Employee Self-Service
— Change My Password
|- My Personalizations

— My System Profile
— My Dictionary

& Internet | Protected Mode: Off

Step | Action

2. Click on Employee Self- G Favores - 3 8] Web Sice Galry
Service. | @ Employee facing registry content % v E) v 2 d v Pagew Sa
| £ Employee Seff-Service 4 ORACLE’

Favorites : Main Menu

Search Menu:

Personalize

& I 3 Employee Selff-Service 4 I
Change My Password

- Change My System Profile
by Persel [5] My Dictionary

ly Syster

Wy Diclionary

& Internet | Protected Mode: Off
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Expense Training Guide
Employee/Delegate

Step

Action

Click the Travel and
Expense Center link.

Travel and Expense Center

K3\l 21 https:/ffintraining.erp.state vt.us/psp/ TRAINING/EMPLOYEE/ERP/h/2tab=DEFAULT

A AN

File Edit View Favorites Tools Help

& Favorites | 5l @] Web Slice Gallery ~

& Employee-facing registry content

Favorites : Main Menu
Search Menu:

Search:
SEAEE [ Employee Seff-service

£~ B -~ = mh v Pagev Safef

= ®

&> My Favori [5] change My Password [ Travel and Expenses R
b E:nploygg [ My personalzations Travel and Expense Center

Personalize Content | Lay

— Change h My System Profile
— MyPersal [ My Dictionary

— My Syster.

— My Dictionary

https://fintraining erp statevt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEBLIE_PTPP_S(

& Intemnet | Protected Mode: Off

Action

Click the 2 More... link.

WEBLIB_PTPP_SC.HOMEPAGEFic ~ & | 45 | X [It® Bing

File Edit View Favorites Tools Help

& Favorites | gl @] Web Slice Gallery +

| @ Trovel and Expense Center |

% v B v~ = & v Pagev Sa

ORACLE’

Favorites

Main Menu >

Main Menu > Employee Self-Service =

ﬁ Travel and Expense Center
Employee Travel and Expense Center

Expense Report
{E) Create, modify, print, view or delete an Expense Report
[ Create
E Modify
=l

@ Print Reports

Print any one of your expense transactions.
F=| Expense Report
= Travel Authorization
=l Cash Advance

Employee §Ef—5&r\rlce » Travel and Expense Center

]

Home

Add to

Travel Authorization
Create, modify, print, view, cancel or delete a Travel

Cash Advance
Create, modify, print, view and delete|

Authorization E Create

El Create El Modify

E Modify E print

=l print 2 More...
3 More...

Review Payments

Review history of expense payments
=l Review Expense History

= Review Payments

€ Intemet | Protected Mode: Off
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Expense Training Guide

Employee/Delegate

Step | Action

5. Click the Delete link.

File

Edit View Favorites Tools Help

X B Windows Live  Live Search B -

What'sNew  Profile  Mail Photos Calendar MSN  Share | 5~
i Favorites | B Suggested Sites ~ @] Web Slice Gallery =

| & Base Navigation Page

ORACLE’

Favorites

-0 &

Main Menu

in Menu > Employee ervice > Travel and Expense Center =

Expense Report

Create, modity, print, view or delete an Expense Report

E" Create Modify E Print
Create an Expense Report Modify an Expense Report Print an Expense Report
= =M

View an Expense Report

Betete an Expense Report

Done

oo

Page~ Sa

| Addtg

€ Intemet | Protected Mode: Off

Step | Action

[@ petete - Windows Intermet Explore

6. Any report thatis in a
pending status will show up
available to delete.

If the report you are looking
for isn't showing up, double
check the status to confirm
that it is pending.

2] https://finsba.erp.state vt.us/psp/ TRAINING/EMPLOVEE/ERP/s/WEBLIS_TE Nav.weBLE FUNCT) = A [ 42| x [l &ing
File Edit View Favorites Tools

Favorites © Main Menu

Delete an Expense Report
Alice Alice

Select |ReportiD |Report Description

[C] 0000386078 VT Conference

Creation Date

Amount [Currency

08/05/2014 4200 USD

[C] 000038E07E VT Conference 08/05/2014 42.00 USD

Delete Selected Report(s)

Return to Expense Report

Done

New Window | Help | ]
Travel and Expense

Help

X B¥ Windows Live  Live Search B~ What'sMew  Profile  Mail Photos  Calendar MSN  Share |gv [~ ag

Jr Favorites | f B Suggested Sites ~ @] Web SI\(EGaHEr.yv

| @ peete [ B~ B v @ v Pagev S
ORACLE

D Intemet | Protected Mode: Off
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delete,

O

Select the report you want to

Favorites © Main Menu

Travel and Expense

File View Favorites Tools Help

X B¥ Windows Live  Live Search @B - What'sNew  Profile  Mail  Photos  Calendar MSN  Share |gv [Fl » ag

Jr Favorites | f B Suggested Sites ~ @] Web SI\(EGaHEr.yv

| @ peete [ B~ B v @ v Pagev S
ORACLE

New Window | Help | ]

Delete Selected Report(s)

Return to Expense Report

Done

Delete an Expense Report
Alice Alice

Creation Date Amount |Currency
| ("] | 0000386078 VT Conference 0840512014 42,00 USD

[C] 000038E07E VT Conference

08/05/2014 42.00 USD

D Intemet | Protected Mode: Off

Step | Action

Click the Delete Selected
Report(s) button.

[@ Detete - Windows Interet Explore

File Edit View Favorites Tools

2] https://finsba.erp.state vt.us/psp/ TRAINING/EMPLOVEE/ERP/s/WEBLIS_TE Nav.weBLE FUNCT) = A [ 4| x [l &ing

Help

X B WindowsLive  Live Search

What'sNew  Profile  Mail Photos  Calendar  MSN  Share |gv B~ a

Jr Favorites | % B Suggested Sites ~ @] Web Slice Gal\er‘y -
| Delete Selected Report(s) | | |0
ORACLE’

Favorites © Main Menu

Travel and Expense

ﬁvvm @;vpagev Saf

New Window | Help | ]

Alice Alice

0000386078 VT Conference
[C] 0000386076 VT Conference

Delete Selected Report(s)

Return to Expense Report

Done

Delete an Expense Report

Report Description

Creation Date

Amount [Currency
08/05/2014 4200 USD

08/05/2014 42.00 USD

& Intemet | Protected Mode: Off
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Step | Action :

9. Click the OK button.

&) https://finsba.erp.state vt.us/psp/ TRAINING/EMPLOVEE/ERP/s/WEBLIS_TE Nav.weBLE FUNCT) i [ 42| x [l &ing

File Edit View Favorites Tools Help

X B Windows Live  Live Search B - What'sNew  Profile  Mail  Photos  Calendar MSN  Share |gv £l » ag
- i Favorites | % Bl Suggested Sites ~ @] Web SI\(EGaHEr.yv

| & pelete

B~ B -0 @ v Pagev S
ORACLE

Favorites © Main Menu

New Window | Help | ]
Travel and Expense
Save Confirmation
Alice Alice

“ The Save was successful

<1

Done

n

& Intemet | Protected Mode: Off

Step | Action [@ oo Vinsoms e o

KOl € htips //finsbid erp.stateat.us/psp/TRAINING/EMPLOVEE/ERP/s/WEBLIE_TE_NAV.WEBLIB FUNCT) ~ 3 | 45| X [Jto 5ing

The deleted expense report e W e e s
W||| no |0nge|’ be ava”able to x B WindowsLive  Live Search [ ~ | WhatsNew Profile  Mail Photos  Calendar MSN  Share | & Eov o
VieW m0d|fy or pl’int & Favorites | ¢ Bl Suggested Sites v ] Web Siice Gallery =

|| @ pelete ] i~ B - = & v Pagev Sa
Cracle

Favorites | Main Menu

Help

Hew Window | Help | J
Travel and Expense
Delete an Expense Report
Alice Alice

Select |Report ID Report Description

[T] 0000386076 VT Conference

Creation Date

Amount |Currency

08i05/2014 42.00 USD

Delete Selected Report(s)

Return to Expense Report

& Internet | Protected Mode: Off
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TRAVEL AUTHORIZATIONS

Entering Travel Authorizations

CREATE Travel Authorization from Blank

Procedure
The Basics:

Please refer to Bulletin 3.4 (http://aca.vermont.gov/bulletins) and your department's policy regarding
Travel Authorizations.

1. Economy, prudence, and necessity are of primary concern when planning and paying for travel and
expenses.

2. Preferred payment methods- Whenever possible, Purchasing Cards (P-Cards) and direct vendor
payments should be used to minimize employee reimbursements.

3. Clear cache- To minimize errors, delete temporary files and cookies by pressing
Ctrl+Shift+Delete. This shortcut works in Internet Explorer, Firefox, and Chrome.

4. Save for Later- After every couple lines on your travel authorization, click the "Done" button to return
to the Summary page and click the "Save for Later" button to prevent the "data inconsistent with
database™ error that will not allow you to save or submit.

5. An approved on-line Travel Authorization is required for all cash advance requests.

6. Third Party Payments/Reimbursements- The supplemental form “Authorization of Employee
Expenses to be Paid by a Third-Party Organization” may be required when expenses are to be paid by
another party.

7. Encumbrance- All travel authorizations completed within VISION create an encumbrance of
funds against an appropriation of the employee’s department.
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Step | Action

1. | Click the Main e
Menu button. | @ Employee-facing registry content * % v B v & v Pagev Sa

Main Menu ORACLE
Favovntes

Personalize Content | Layout

Search:

\ ®
[> My Favorites

[> Employee Self-Service

— Change My Passward

- My Personalizations

- Wy System Profile

- Wy Dictionary

& Intemet | Protected Mode: Off

Step | Action

2. | Click on Employee Self- T
Service_ | & Employee-facing registry content B b~ v [ ¢ v Pagev Sa
| 1 Employee Self-Service 4 ORACLE’

Favorites - Main Menu
Search Menu:

[ (@)

ST (3 Employee Self-Service »
Change My Passwori

E g:n;?;yu:: D My Personalizations

- Change ) [E] My System Profie

— My Persol D My Dictionary

— My Syster

- Wy Dictionary

Personalize

& Intemet | Protected Mode: Off
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Step

Action

Click the Travel and
Expense Center link.

Travel and Expense Center

File Edit View Favorites Tools Help

& Favorites | 5l @] Web Slice Gallery ~

| @ Employee-facing registry content

Favorites : Main Menu

Search Menu:

Search:
e 1 Employee Seff-Service

i ~ B -~ = ® v Pagev Safef

> My Favori [E] change My Password [ Travel and Expenses »
b E:nploygg [ My personalzations I T Travel and Expense Canter _I

— Change h [E] My system Profile

—MyPersol [5] My Dictionary
— My Syster.

— My Dictionary

Personalize Content | Lay

https://fintraining erp statevt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEBLIE_PTPP_S(

& Intemnet | Protected Mode: Off

Step

Action

Under the Travel
Authorization menu, Click
the Create link.

=

€ [ 2] nttps//finsbia.crp.state vtus/ psp/ TRAINING/EMPLOVEE/ERP/5/WEBLIB_PTPP_SC.HOMEPAGEFi: = G | 41| X [Ilo 8ing

File Edit View Favorites Tools Help

& Favorites | gl @] Web Slice Gallery +

| @ Trovel and Expense Center |

% v B v~ = & v Pagev Sa

ORACLE’

Main Menu > Employee Self-Service =
ﬁ Travel and Expense Center

Employee Travel and Expense Center

Expense Report
Create, modify, print, view or delete an Expense Report
[ Create
=] Modify
= print
2 More.

@ Print Reports

Print any one of your expense transactions.
F=| Expense Report
= Travel Authorization
=l Cash Advance

Favorites  Main Menu > Emp\wee;ef—sw\nce » Travel and Expense Center

Travel Authorization

é Review Payments

Review history of expense payments
=l Review Expense History
= Review Payments

reate, modify, print, view, cancel or delete a Travel

Cash Advance
Create, modify, print, view and delete|
= Create
= Modify
=] Print

2 More.

Done

€ Intemet | Protected Mode: Off
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5. Enter a short, meaningful

(Wicill €| https://finsbi.erp.state.vt.us/psp/TRAINING/EMPLOVEE/ERP/s/WEBLIE_TE_NAV.WEBLIE FUNCT] ~ 8 | 43| X & 8ing
File Edit View Favorites Tools Help
description for the trip into i Frvrker | 5 ] Wes e allry -

the Description field. @ e -

%~ B -~ = @ v Pagev Sa

OrAcLe

Favorites . Main Menu

Mew Window | Help | g
Request a Travel Autherization
General Information
Bella Stella

Travel Auth ID:  NEXT
Copy From Travel Authorization
Authorization Details

*Description:

*Date From:

*Business Purpose:

Default Location:

Comment:

Continue

GOTO yser Defaults

Accounting Defaults

Done

& Intemet | Protected Mode: Off

Step | Action
6. | Enter the date the trip will e

File Edit View Favorites Tools Help

start on into the Date from i Favorites | gl @] Web Slice Gallery +
- (& Create
field. L '

41| X > Bing

| %~ B -~ = & v Pagev Sa

: ORACLE' ﬂ
Step | Action

7. Enter the end date of the trip

Mew Window | Help | g
Request a Travel Autherization
into the Date To field. General Information
Bella Stella

Travel Auth ID:  NEXT

Copy From Travel Authorization
NOTE: Travel dates must Authorization Details
- *Description: [Trip to Florida
be in the T:JItu re. 1I'Ihe worom:. e 5] oeerofEE ]
SyStem will not allow

*Business Purpose:

Default Location: | Q
dates in the past.

Comment:

Continue

GOTO yser Defaults

Accounting Defaults

& Intemet | Protected Mode: Off
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Step

Action

Click the drop down arrow
to choose the Business
Purpose.

KBl &) https://finsbic.erp.statetus/psp/ TRAINING/EMPLOVEE/ERP/s/WEBLIB_TE Nav.weBLIE FUNCT) = @ [ 4| x [l &ing

File Edit View Favorites Tools Help

i Favorites | gl @] Web Slice Gallery +

7|@Crsats | | B - ~ [ i v Pagew Sl

OrACLe

Favgrites . Main Menu

New Window | Help |
Request a Travel Autherization
General Information
Bella Stella Travel Auth ID: NEXT

Copy From Travel Authorization

Authorization Details

*Description: Trip to Florida

*Date From: 121114 [H “Date To: [12/2114] [
*Business Purpose: - I
Default Location: &
Comment:

Continue

GOTO yser Defaults
Accounting Defaults

& Intemet | Protected Mode: Off

Step

Action

Select the option that most
closely identifies the purpose
of the trip.

[@ create - Windows Interet Explore

|2 https://finsba.erp.state vt.us/psp/ TRAINING/EMPLOVEE/ERP/s/WEBLIS_TE Nav-weBLE FUNCT) A [ 41| x [l &ing

File Edit View Favorites Tools Help

i Favorites | gl @] Web Slice Gallery +

7|@Crsats | | B - ~ [ @ v Pagev Sl

OrAcLe

Favorites . Main Menu
Mew Window | Help | g
Request a Travel Autherization
General Information
Bella Stella Travel Auth ID: NEXT

Copy From Travel Authorization

Authorization Details

*Description: [Trip to Floriga

*Date From: 12114 [ *Date To: 1213114 [+

*Business Purpose:

Default Location: Aud\t-lnsp!e"(\:trlruns-L\censmg
Conference

Comment: Economic Development
Emergency Response
General Expenses
Hazardous Material Cleanup
Judicial Assignment
Legal - Law Enforcement
Legislator

Meeting

School Visit

Training

Continue

GOTO yser Defaults
Accounting Defaults

& Intemet | Protected Mode: Off
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NOTE: Location searches in VISION search on a shortened name. It is best to enter the first few
letters of the location and click the magnify glass. The list includes all towns in Vermont, all
States and Territories, and Out of Country. For the purposes of Bulletin 3.4, Hawaii and Alaska

are considered Out of Country

Entering a Default Location is
optional. It will populate the
destination location field on each
expense line for you.

Step | Action

10. | Enter the first three letters
into the Default Location
field.

Step | Action

11. | Click the Look up Default
Location button.

[@ Cme Vo

KBl & ttps://finsbi.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE NAV.WEBLIB FUNCT) ~ [ | 43| x [l Bing
€ —

File Edit View Favorites Tools Help

i Favorites | ] Web Slice Gallery =

[ crente | Bov DO & R S
orace

Favorites © Main Menu

New Window | Help |

Request a Travel Authorization
General Information
Bella Stella Travel Auth ID:  NEXT

Copy From Travel Authorization
Authorization Details

*Description: [Trip to Florida
*Date From: 12114 *Date To: |12/314 Ell
*Business Purpose: -

Default Location: I Q I

Comment:

Continue

GO0 yser Defaults
Accounting Defaults

€ Internet | Protected Mode: Off

Step | Action

12. | Select the location link.

B o vingont
\E_: £ itps: /b crpstoteatus/psp TRAINING/EMPLOYEF/ERR/s WEBLIS TE NAVWEBLBAUNCT) ~ & | | x o sing
File Edit View Favorites Tools Help

i Favorites | g ] Web Slice Gallery +

| & creste % v B v & v Page~ S
ORACLE

Favorites © Main Menu

Look Up Default Location

Search by: Expense Location ~ begins wim|

LookUp | Cancel |agwanced Lookun

Done & Internet | Protected Mode: Off
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S, & https://finsbx3.erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT] ~ g 45| X meg
The comment f|e|d iS Where you can File Edit View Favorites Tools Help
add comments for Pre-Paid or Direct | | & eeieco-

; ) B B8O 8 e s
Paid costs for the Trip. Example L " -

comment: Flight charged to P-Card F?r“ff"e @
for $350. S

Mew Window | Help | g
g Request a Travel Authorization
Step Action General Information
- - Bella Stell Travel Auth ID: NEXT
13. | Click the Continue button. e
Copy From Travel Authorization
Continue Authorization Details

*Description: [Trip ta Floriga

“Date From: 12012014 [ *Date To: [12/03/2014 [+

*Business Purpose: Conference

Default Location: ~ [FLORIDA Q

Comment:

GOTO yser Defaults

Accounting Defaults

& Intemet | Protected Mode: Off

L g hittps://finsbx3. erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIE FUNCT] ~ & |43 [ X [l ® 8ing
The Modify Report Information link N N Y
can be used at any time to bring you ez vud et - )
R | @ create | | B~ - 2] d® v Pagew Sa
back to the General Information page | | p——
to save, submit for approval, delete A
lines or make changes to the ) ) Hew Window | ol |
Description, Date Fields, Business Request a Travel Authorization
Travel Authorization Summary
Purpose, and Comments. Bl Stela Travel Auth D: HEXT
Step Action Genela \f:-rmatit-n
Description: Trip to Florida
14. | To choose the expense type, b e omtemee

Add Expense

Click the Expense Type list. | | Sooem= —— |

Transaction Date

ooousp  [=]
Save For Later | Submit For Approval |

Go To: | Modify Report Information
User Defaults
Accounting Defaults

* Required Field

Return to Travel and Expense Center

& Intemet | Protected Mode: Off
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Expense Types are listed in
alphabetical order. See Bulletin 3.4
and the Expense Type list for
guidance on Expense types. For Out-
of-State travel, the Expense Type
should be an "OUT" Expense type

Step | Action

15. | Select the appropriate
Expense Type from the list
provided.

The down arrow can be
used to scroll through to
see all available options.

GRIC HORT WILDLIFE
&| hitps //finshx| AUTO REPAIRS EE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT! ~ £ | 43 | X [llt> 8ing
_ AUTO SUPPLIES —

BOOKS SUBSCRIPTIONS LIB-ED

- - ~—|CLOTHING

i Favorites | i3 ] Web Sl| DATA WIRELESS MOBILE =

P DOC 75% PER DIEM QUTST

| & Create DOC FULL PER DIEM OUTST

Econ Dev - Client Meal

ORACLE' FOOD - GROUP MTG

Family Preservation

T I e Family Preservation Support

hd - Finger Printing

Foster Parent Damage Claim

Foster Parent Food

quugst a Travel Autho Foster Parent Recruitment

— . . |FosterParentReward-Recagnitn

Travel Authorizati roster Parent Support Misc
Foster Parent Training

Bella Stella

File Edit View Favorites

M v B - [ &= v Pagew Sa

.

New Window | Help | d]

GASOLINE Travel Auth ID:  NEXT
Geneatemaion (oY E——
IN BREAKFAST
Description: IN COMMUTER MILE
T | Date From: IN CONF/TRAIN REGIST
ravelbate From: IN DINNER
Business Purpose: IN INCIDENTALS
IN LODGING
Add Expense IN LUNGH
IN MILEAGE ADAPT VAN ! Add
Expense Type:

Transaction Date  |Merchant

Currency
ooouso [
Save For Later Submit For Approval

GoTo:  Modify Report Information
User Defaults
Accounting Defaults

Fquuired Field

Return to Travel and Expense Center

& Internet | Protected Mode: Off

Step | Action

16. | Click the Add button.
Add

File Edit View Favorites Tools Help

i Favorites | ] Web Slice Gallery =

| & creste

G-8-o

f= v Page~w Sa

ORACLE’

Favorites © Main Menu

New Window | Help | d]

Request a Travel Authorization
Travel Authorization Summary
Bella Stella Travel Auth ID:  NEXT

Description: Trip to Florida

Travel Date From: 12/01/2014 To: 12/03/2014

Business Purpose: Conference
Add Expense

Expense Type: OUT MILES - FULL - Add

Transaction Date  |Merchant

Currency
ooouso [
Save For Later Submit For Approval

GoTo:  Modify Report Information
User Defaults
Accounting Defaults

Fquuired Field

Return to Travel and Expense Center

& Internet | Protected Mode: Off
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Step

Action

17.

Enter the number of miles
for the trip into
the Miles field.

Note: The mileage rate of
reimbursement is updated
and maintained in
accordance with the State's
negotiated agreements.

iy Favorites | g @] Web Slice Gallery +

Jg(}sats | | B~ - (2] g v Pagew Sa

ST ————— |
Home | Addlo

Favorites . Main Menu

Mew Window | Help | g

Request a Travel Autherization

Add Expense - OUT MILES - FULL
Bella Stella

Travel Auth ID:  NEXT

Please fill in the following fields for this expense transaction. You can then add additional expense items, if
desired, at the bottom of this page of retum to the main page by pressing Done’

Expense Information | currentExpenses |
*Date: 12/01/2014 Date Expense Type Amount
Payment Type: Employee - 120172014  OUT MILES - FULL 0.00
*Billing Type: Non-Taxable - =

Miles: osson  CalcMieagd ™
(Originating Location: FLORIDA Q,

1o Location: FLORIDA Q

*Description: ‘

Update

Add Another Expense

Expense Type: - _Add

Amount: JUusb

Copy Current Expense

Done

& Intemet | Protected Mode: Off

Step

Action

18.

Enter a few letters of where
you started your trip into the
Originating Location field.

7| & Create | |

i Favorites | g @] Web Slice Gallery +

%~ B -~ = @ v Pagev Sa

Step

Action

19.

Click the Originating
Location button.

=

ST ————— |
Home | Addlo

Favorites . Main Menu

Mew Window | Help | g

Request a Travel Autherization

Add Expense - OUT MILES - FULL
Bella Stella

Travel Auth ID:  NEXT

Please fill in the following fields for this expense transaction. You can then add additional expense items, if
desired, at the bottom of this page of retum to the main page by pressing ‘Done’

Expense Information Current Expenses

*Date: 121012014 Date Expense Type  Amount
Payment Type: Employes - 12/01/2014  OUT MILES - FULL 0.00
*Billing Type: MNon-Taxable - =

Wiles: 38 5 gssgp  CFCMIeaE] L o 0.00
Originating Location: HON|
fon Location: FLORIDA Q

*Description: ‘

Amount: 0 usD Update

Add Another Expense

Expense Type: - _Add

Copy Current Expense

Done

GoTe

Done

& Intemet | Protected Mode: Off

NOTE: A default Originating location can be set through the User Profile

Employee Self-Service > Travel and Expenses > Review Edit Profile Click on the User Defaults tab.
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Step

Action

20.

Click the location link to
select.

File Edit View Favorites Tools Help

i Favorites | gl @] Web Slice Gallery +

JgCrEatE | | B - ~ [ i - Pagev Sl

ORACLE’

Favorites . Main Menu

Search by:  Originating Location ~ begins with

LookUp | Cancel |Auuan:eu Lookup

Search Results
First [ 14ota Jf Last
[Oriinating Location [Descrigtion
MONKTOM YT
MONTANA
MONTGOMERY VT
MONTPELIER ¥T

€ Intemet | Protected Mode: Off

Step

Action

21.

Enter the Destination
location if a Default
location wasn’t selected or it
isn’t needs to be changed.
This location should be the
furthest point travelled
during the trip

Step

Action

22.

Enter an explanation of
what this trip will be for
into the Description field.

AP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT] ~ g

File Edit View Favorites Tools Help

i Favorites | gl @] Web Slice Gallery +

JgCrEatE | | B - ~ [ @ v Pagew Sl

OrAcLe

Favorites . Main Menu

Mew Window | Help | g

Create Expense Report
Expense Detail for IN MILES - FULL (Line 1)

Alice Alice Report ID: NEXT
“Expense Date: 10152014 [

*Payment Type: Employee - No Receipt

~Billing Type: ‘MNon-Taxable-Internal - |L_|Non-Reimbursable
“Miles: [ 78/ x oss00
+Originating Location:  |MONTPELIER VT Q
“Destination Location: |BURLINGTON VT Q|

Description: |
*Amount Spent: 43.51
*Currency: ’ﬁq
*Exchange Rate: 1.00000000| % B
Default Rate
Reimbursement Amt: 4368 USD

Exception Comments
Location Amount: |

No Receipt: [

Accounting Detail

& Intemet | Protected Mode: Off
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Step

Action

23.

To add another expense line,

Click the Expense Type list.

File Edit

View  Favorites

Tools  Help

& Favorites | gl @] Web Slice Gallery ~

& Create

ORACLE’

Favorites

Main Menu

i~ B -~ = @ v Page~ Safef

Request a Travel Autherization

Bella Stella

desired, at the bottom of th

Add Expense - OUT MILES - FULL

Travel Auth ID: NEXT

Please fillin the following fields for this expense transaction. You can then add additional expense items, if

is page or return to the main page by pressing ‘Done".

Expense Information Current Expenses
*Date: 12/01/2014 [ Date Expense Type Amount
Payment Type: Employee - 12012014 OUTMLES-FULL 2128
*Billing Type: Non-Taxable - =
Wiles: 3 xpsepn  ColCHieasy Lo 228
Originating Location: WMONTPELIER VT Q
Location: BURLINGTON VT Q

*Description:

Amount:

Expense Type:

Done

‘Trip to airport

2128 ysp Update

\Add Another Expense

Copy Current Expense

Mew Window | Help | Cul

& Intemnet | Protected Mode: Off

Step

Action

24.

Select the appropriate
Expense Type from the list
provided.

The down arrow can be
used to scroll through to
see all available options.

7% cove Wrsow e

‘ https://fin

Explore:

sbi3.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUN ~

4 4| x [l sing

File Edit View Favorites Tools Help

& Favorites | gl @] Web Slice Gallery +

& Create

ORACLE’

Favorites . Main Menu

Request a Travel Ay
Add Expense -
Bella Stella

Please fillin the following
desired, at the bottom of t

Expense Information
*Date:

Payment Type:
*Billing Type:

Miles:

‘Originating Location:
*Destination Location:
*Description:

Amount:

Expense Type:

Done

IN MILES - FULL -

i~ B -~ = ® v Page~ Safef

IN MILES REDUCED F
IN TRANSPORT OTHE
IN VEHICLE RENTAL
INTERNET ACCESS
ITENS FOR RESALE
LEG NT 50+ Wi
(EGNTPERDIEMME  |LL
LEG NT PER DIEM RO
LEG TXLESS 50 MI

LEG TX PER DIEM ME:
LEG TX PER DIEM RO |[S2CHiON. You can then add additional expense items, if

LICENSE - ATTORNEY—fin page by pressing ‘Done’.

LICENSE - CDL Current Expenses
MEMBERSHIP DUES

MOVING EXPENSES Date Expense Type Amount
OUT AIR TRANSP - 1200172014 OUTMLES-FULL 2128
QUT BREAKFAST L
OUT COMMUTER MILE[™

OUT CONFITRAINRE( |5
OUT DINNER 2RI MIA%E] el Auth Tota 728

OUT INCIDENTALS
OUT LODGING — Q
OUT LUNCH B
OUT MILEAGE ADAPT
OUT MILES - FULL

OUT MILES REDUCEL
OUT TRANSPORT OTH

Travel Auth ID: NEXT

Update

OUT VEHICLE RENTA
\Add Another Expense PHONE SERVICE - CE =

- Add

Copy Current Expense

Mew Window | Help | Cul

& Intemnet | Protected Mode: Off
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Employee/Delegate

Step

Action

25.

Click the Add button.
Add

Continue adding details
for the expense line.

File Edit View Favorites Tools Help

& Favorites | gl @] Web Slice Gallery ~

& Create

i~ B -~ = @ v Pagev Safef

ORACLE’

Favorites . Main Menu

Request a Travel Autherization

Mew Window | Help | Cul

Add Expense - OUT MILES - FULL
Bella Stella

*Date: 120012014 5
Employee -
Non-Taxable - =

Payment Type:
*Billing Type:

Originating Location: MONTPELIER VT Q
Location: BURLINGTON VT a

‘Trip to airport

*Description:

Add Another Expense

[ouronmer T I

Copy Current Expense

Expense Type:

Done

Travel Auth ID: NEXT

Please fill in the following fields for this expense transaction. You can then add additional expense items, if
desired, at the bottom of this page or return to the main page by pressing ‘Done".

Expense Information Current Expenses

Wiles: 38 gseon  CalcMileagd

Travel Auth Total 2128

Amount: 2178 ysp Update

ExpenseType  Amount
OUT MILES - FULL 2128

& Intemnet | Protected Mode: Off
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Copy an expense line for a Travel Authorization

Expense Training Guide
Employee/Delegate

Step

Action

Copying expense lines can
save time.

To copy an expense line,

Click the Copy Current
Expense link.

Copy Current Expense

(6 Creste - Windons intere

t Explore

g, https://finsbic.crp state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLE FUN ~ & | 45 | X Il 8ing

File Edit View Favorites Tools Help

& Favorites | gy @] Wel

b Slice Gallery =

& Create

ORACLE’

Favorites . Main Menu

i~ B -~ = @ v Page~ Safef

Request a Travel Autherization

Bella Stella

*Date:
Payment Type:

*Billing Type:
Miles:

Add Expense - OUT MILES - FULL

Travel Auth ID: NEXT

Please fill in the following fields for this expense transaction. You can then add additional expense items, if
desired, at the bottom of this page or return to the main page by pressing ‘Done".

Expense Information Current Expenses

12/01i2014  [3]

Date Expense Type

Employee R 1210172014 OUT MILES - FULL
Non-Taxable - =
38 x gspop  CalcMieage] o auth Total

Amount:

Expense Type:

Done

Originating Location: MONTPELIER VT Q
fon Location: BURLINGTON VT Q
*Description: ‘Trip to airport

Update

2178 ysp

Add Another Expense

Copy Current Expense

Home | Addiof

Mew Window | Help | Cul

Amount
2128

2128

& Intemnet | Protected Mode: Off

The Current Expenses will list the
additional expense line. If you want
to go back to a previous line, click
the link for the expense type in the
Current Expenses box

Step

Action

2.

Update the expense
information for the copied
line

Step

Action

After changes are made to
the line, the Update button
will need to be clicked

File Edit View Favorit

e Tools Help

e Favorites | gl @] Web Slice Gallery ~

| & Create

ORACLE’

Favorites . Main Menu

i~ B -~ = @ v Pagev Safef

Request a Travel Autherization

Bella Stella

Add Expense - OUT MILES - FULL

Travel Auth ID: NEXT

Please fill in the following fields for this expense transaction. You can then add additional expense items, if
desired, at the bottom of this page or return to the main page by pressing ‘Done".

Expense Information

Current Expenses

Home | Addiof

Mew Window | Help | Cul

~Date: 120012014 [5) Date ExpenseType  Amount

Payment Type: Employee - 12/01/2014  OUT MILES - FULL 2128

~Billng Type: Non-Taxabls - = 120172014 OUTMLES-FULL 2128

Miles: 3k psep  CalcHleage] | o 255
Originating Location: WONTPELIER VT Q
1on Location: BURLINGTON VT Q

*Description:

Amount:

Expense Type:

Done

‘Trip to airport

2128 ysp Update

\Add Another Expense

- Add

Copy Current Expense

Done

& Intemnet | Protected Mode: Off
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Expense Training Guide
Employee/Delegate

Save a Travel Authorization for Later

Step

Action

When entering travel
authorizations it is important
to save often. We
recommend saving after
every one to two lines to
avoid losing any work

Click the Done button.

4 4| x I sing

File Edit View Favorites Tools Help

e Favorites | gl @] Web Slice Gallery +
| @ create | | B~ v (2] e v Page~w Safef

ORACLE’

Favorites

Main Menu

Mew Window | Help | Cul

Request a Travel Autherization
Add Expense - OUT MILES - FULL

Bella Stella Travel Auth ID:  NEXT

Please fill in the following fields for this expense transaction. You can then add additional expense items, if
desired, at the bottom of this page or return to the main page by pressing ‘Done".

Expense Information Current Expenses
*Date: 12/03/12014 [ Date Expense Type Amount

Payment Type: Employee - 12/01/2014  OUT MILES - FULL 21.28
12/03/2014  QUT MILES - FULL 21.28
*Billing Type: Non-Taxable - «

iles: Calc Mileage|
Miles: 38 x 05600 —gl Travel Auth Total 4256

(Originating Location: BURLINGTOMN VT Q
Location: MONTPELIER VT a
*Description: ‘MlLEAGE HOME FROM AIRPORT

Amount: 2178 ysp Update
Add Another Expense

Expense Type: - _Add

Copy Current Expense

& Intemet | Protected Mode: Off

Step

Action

Click the Save For Later
button.

Save For Later I

4 4| x [l sing

File Edit View Faverites Tools Help

& Favorites | gl @] Web Slice Gallery ~
| @ create | | B~ v (2] @ v Page~w Safef

ORACLE’

Favorites . Main Menu

AddioF

Mew Window | Help | Cul

Request a Travel Autherization
Travel Authorization Summary

Bella Stella Travel Auth ID:  NEXT
(General Information

Description: Trip to Florida

Travel Date From: 12/01/2014 To: 1210312014

Business Purpose: Conference
\Add Expense

Expense Type: e

OUT MILES -FULL 120112014 2128 USD =

OQUT MILES -FULL 12i03/2014 2128 UsD =l
I Save For Later I Submit For Approval

GoTo:  Modify Report Information
User Defaults
Accounting Defaults

FRequired Field

Return to Travel and Expense Center

Done & Intemnet | Protected Mode: Off
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Employee/Delegate

Step

Action

Click the OK button.

File Edit View Favorites Tools Help

i Favorites | g @] Web Slice Gallery ~

| & Create

ORACLE’

Favorites . Main Menu

Request a Travel Autherization

Mew Window | Help | Cul

Save Confirmation
Bella Stella

“ The Save was successful

Travel Auth ID:  NEXT

n

& Intemnet | Protected Mode: Off
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Expense Training Guide

Employee/Delegate

Delete expense line(s) for a Travel Authorization

Step

Action

If you need to delete any
expense lines you will need
to return to the Travel
Authorization Summary

page.

Click the Done button.
Cone

File Edit View Favorites Tools Help

e Favorites | gl @] Web Slice Gallery +

& Create

ORACLE’

Favorites . Main Menu

Request a Travel Autherization
Add Expense - OUT MILES - FULL

Bella Stella Travel Auth ID:  NEXT

Please fill in the following fields for this expense transaction. You can then add additional expense items, if
desired, at the bottom of this page or return to the main page by pressing ‘Done".

Expense Information Current Expenses

*Date: 12/03/12014 [ Date Expense Type Amount

Payment Type: Employee - 1210172014  OUTMLES-FULL 2128
*Billing Type: Non-Taxable - + 12032014 OUTMLES-FULL 2128
iles: Calc Mileage|
tes: ¥ x 05600 9% Travel Auth Tota 255
(Originating Location: BURLINGTOMN VT Q
Location: MONTPELIER VT Q
*Description: [MILEAGE HOME FROM AIRPORT

Amount: 2178 ysp Update
Add Another Expense

Expense Type: - _Add

Copy Current Expense

Mew Window | Help | Cul

& Intemet | Protected Mode: Off

Step

Action

Click the Delete row for the
line you want to delete.

File Edit View Faverites Tools Help

& Favorites | gl @] Web Slice Gallery ~

(& Create

h-8-0

f= ~ Page~ Safef

ORACLE’

Favorites . Main Menu

Request a Travel Autherization
Travel Authorization Summary

Bella Stella Travel Auth ID:  NEXT
(General Information

Description: Trip to Florida

Travel Date From: 12/01/2014 To: 1210312014

Business Purpose: Conference
\Add Expense

Expense Type: I Add

OUT MILES -FULL 120112014 2128 USD

OQUT MILES -FULL 12i03/2014 2128 UsD
Save For Later Submit For Approval

GoTo:  Modify Report Information
User Defaults
Accounting Defaults

FRequired Field

Return to Travel and Expense Center

Amount |Currency

AddioF

Mew Window | Help | Cul

=]

Done & Intemnet | Protected Mode: Off
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Employee/Delegate

Action

Click the OK button.

statet.us/psp/T] MPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB FUN = [ | 43| X I 8ing
—

File Edit View Favorites Took Help
i Favorites | gl @] Web Slice Gallery ~

@& Create %~ B - = & v Pagev Saf

Delete Confirmation

Delete current/selected rows from this page? The delete will occur when the transaction is

saved.

e

Done & Intemet | Protected Mode: Off

Step

Action

The line will no longer exist
on the Travel Authorization.

(el 2 https://finsbid.erp.statevt.us/ psp/ TRAINING/EMPLOYEE/ERP/5/WEBLIB_TE_NAV.WEBLIB FUN v i | 44| x o 8ing
e

File Edit View Favorites Tools Help
e Favorites | gl @] Web Slice Gallery ~

@& Create
ORACLE’

Favorites . Main Menu

-

% v B v = #h ~ Pagev Safef

Mew Window | Help | Cul
Request a Travel Autherization
Travel Authorization Summary

Bella Stella Travel Auth ID:  NEXT
General Information

Description: Trip to Florida

Travel Date From: 12/01/2014 To: 12i03/2014

Business Purpose: Conference

Add Expense
Expense Type: I - Add
T

OUTMILES -FULL 120112014 2128 USD =

Save For Later Submit For Approval

GoTo:  Modify Report Information
User Defaults
Accounting Defaults

FRequired Field

Return to Travel and Expense Center

Done & Intemnet | Protected Mode: Off L
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Expense Training Guide

Employee/Delegate

Add Lodging Expenses (Only when P-Card or Direct Bill is not possible)

Step

Action

To add lodging expenses,
Click the Expense Type list.

NOTE: Every effort should
be made to use a P-Card or
direct vendor payment for
lodging to avoid the need for
reimbursement.

File Edit View Favorites Tools Help

e Favorites | g @] Web Slice Gallery +

| @& Create | |

i~ B -~ = ® v Page~ Safef

ORACLE’

Favorites . Main Menu

Request a Travel Autherization
Travel Authorization Summary
Bella Stella Travel Auth ID: 0000001645

(General Information

Description: Trip to Florida
Travel Date From: 12/01/2014 To: 12i03/2014
Business Purpose: Conference

Add Expense

I - I Add

Expense Type:

Transaction Date Merchant

Mew Window | Help | Cul

OUT MILES - FULL 12i01/2014 2128 USD =
OQUT MILES -FULL 12i03/2014 2128 UsSD =
‘Qriginator Stella,Bella In Process 11/26/2014
Approver 1 Dillen,Dillon
| Approval Detail
Name: Dillen Dillon
Comment:
Done & Intemnet | Protected Mode: Off

Expense Types are listed in
alphabetical order. See Bulletin 3.4
and the Expense Type list for
guidance on Expense types. For Out-
of-State travel, the Expense Type
should be an "OUT" Expense type.

Step

Action

2.

Select the OUT LODGING
expense type from the list
provided.

The down arrow can be
used to scroll through to
see all available options.

€| hitps//fin<bs! |TENS FOR RESALE

EE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUN ~ g 4% ie Bing

LEG NT 50+ MI

File Edit View Favorites LEG NT PER DIEM MEAL

LEG NT PER DIEM ROOM

LEG TXLESS 50 MI

LEG TX PER DIEWM MEAL

LEG TX PER DIEW ROOM
LICENSE - ATTORNEY

LICENSE - CDL

MEMBERSHIP DUES

MOVING EXPENSES M

i Favorites | g @] Web Sl
| & creste

ORACLE’

Favorites © Main Menu

OUT AIR TRANSP

OUT BREAKFAST

OUT COMMUTER MILE
Request a Travel Authd o T conFTRAIN REGIST

547 OUT DINNER
Travel Authorizati OUT INCIDENTALS
Bella Stella Travel Auth ID: 00000071645

OUT LODGING
(General Information OUT MILEAGE ADAPT VAN J_

n

OUTLUNGH
- OUT MILES - FULL.
Description: OUT MILES REDUCED RATE
Travel Date From: OUT TRANSPORT OTHER
OUT VEHICLE RENTAL

Business Purpose: PHONE SERVICE - CELL
Add Expense PHONE SYC NON-CELL
PHOTOCOPIES

Expense Type:

Transaction Date

Merchant

Amount Currency

% v Bl v [0 i - Page~ Safef

e

New Window | Help | Cul

OUT WILES -FULL 120172014 21.28 USD [=]
OUT MILES -FULL 12/03/2014 2128 UsSD =
Travel Authorization Status
Routing Name Approval Status Date
Originator Stella,Bella In Process 11/26/2014
Approver 1 Dillon,Dillon
[Approval Detail First KM 1.or1 BN Last
HName: Dillen,Dillan
Comment:
Done & Internet | Protected Mode: OFf
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Expense Training Guide
Employee/Delegate

Action

Click the Add button.

File Edit View Favorites Tools Help

e Favorites | g @] Web Slice Gallery ~

& Create

ORACLE’

Favorites . Main Menu

i~ B -~ = ® v Page~ Safef

AddioF

Mew Window | Help | Cul

Request a Travel Autherization
Travel Authorization Summary

Bella Stella Travel Auth ID: 0000001645
(General Information

Description: Trip to Florida

Travel Date From: 12/01/2014 To: 1210312014

Business Purpose: Conference
Add Expense

OUT MILES -FULL 120112014 2128 USD =

OQUT MILES -FULL 12i03/2014 2128 UsSD =

Travel Authorization Status

pproval Status
‘Qriginator Stella,Bella In Process
Approver 1 Dillen,Dillon

[Approval Detail

Name: Dillon Dillon
Comment:

& Intemnet | Protected Mode: Off

Step

Action

NOTE: The State of
Vermont doesn't list
Preferred Merchants.

Enter the place you will be
staying into the Non-
preferred field.

EBLIB_TE_NAV.WEBLE_FUNCT] ~ & | 43| X Il 8ing

File Edit View Favorites Tools Help

i Favorites | gl @] Web Slice Gallery +

J(éCrEatE | | 5~ ~ [Z] dm v Pagev Sa

OrAcLe

Favorites . Main Menu

Mew Window | Help | g

Create Expense Report

Expense Detail for SUPPLIES - OFFICE (Line 4)

Alice Alice Report ID: 0000397394
*Expense Date: homsizo14 5

*Payment Type: Employee + [[INoReceipt
- [CINon-Reimbursable

*Billing Type: Non-Taxable - Internal
*Merchant {Choose One)
Preferred: hd
I Non-preferred: | I
*Description:
*Amount Spent: ,7500
*Currency: USD
*Exchange Rate: ,m R
Default Rate
Reimbursement Amt: 500 USD

Exception Comments

Location Amount: |

No Receipt: [

Accounting Detail

Dnenint @niit

Done & Intemet | Protected Mode: Off
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Expense Training Guide
Employee/Delegate

Action

Enter the estimated amount
for the lodging for that night.

Action

Make any other adjustments
needed for the expense line.

el £ htips /finstia crp.statet.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLE FUNCT! + 3 |41 | x o ing

File Edit View Favorites Tools Help

&y Favorites | g @] Web Slice Gallery +

Jg(}sats | | B~ - (2] d® v Pagew Sa

ORACLE’

Favorites . Main Menu

Mew Window | Help | d
Request a Travel Autherization

Add Expense - OUT LODGING

Bella Stella Travel Auth ID: NEXT

Please fill in the following fields for this expense transaction. You can then add additional expense items, if
desired, at the bottom of this page of retum to the main page by pressing Done’

Expense Information | currentExpenses |
*Date: 12/01/2014 Date Expense Type Amount
Payment Type: Employee - 12012014 OUT MILES - FULL 2128
*Billing Type: Non-Taxable - = 12/03/2014  OUT MILES - FULL 2128
Originating Location: MONTPELERVT @ 12012014  OUTLODGNG 0.00
*Merchant:

Travel Auth Total 4258
) Preferred -

& Non-preferred COMFORT INN|
+Location: FLORIDA Q

UsSD Update

Add Another Expense
Expense Type: | had

Amount:

Copy Current Expense

Done

& Intemet | Protected Mode: Off

Step

Action

Copy the expense line to any
additional dates you will be
staying overnight and make
any necessary changes.

File Edit View Favorites Tools Help

&y Favorites | gl @] Web Slice Gallery +

|9CrEatE | | 5~ ~ [Z] dm v Pagev Sa

ORACLE’

Favorites . Main Menu

Mew Window | Help | g
Request a Travel Autherization
Add Expense - OUT LODGING

Bella Stella Travel Auth ID: NEXT

Please fill in the following fields for this expense transaction. You can then add additional expense items, if
desired, at the bottom of this page of retum to the main page by pressing Done’

Expense Information Current Expenses
*Date: 12/01/2014 Date Expense Type Amount
Payment Type: Employee - 12/01/2014  OUT MILES - FULL 2128
12/03/2014  QUT MILES - FULL 21.28
"Biling Type: I—Nnn-‘raxame —. 12/01/2014  OUT LODGING 100.00
‘Originating Location: MONTPELIER VT aQ
“Merchant: Travel Auth Total 14258
) Preferred -
@ Mon-preferred COMFORT INN
~Location: FLORIDA Q

Amount: 100.00 ysp _Update
[add AnotherExpense |
Expense Type: = Add
[Eoocumpom: |
Done

& Intemet | Protected Mode: Off
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Expense Training Guide
Employee/Delegate

Verify/Change accounting detail for expense line(s)

Step

Action

The accounting detail link is
located toward the bottom of
screen on the Add Expense

page

Click the Accounting
Details link.

[An:n::nunting Details

N

)
[
File Edit View Favorites Tools Help

g https://finsb:3.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT] ~ 5

41| X > Bing

& Favorites | g @] Web Slice Gallery +

|| @ Modity L v B - 2 @ v Pagew So

ORACLE
Home | Addlo

Favorites . Main Menu
UESHEU, JLUIE DULOITI U IS DAY OF TEWII W (e (10 PAgE Uy PIESSINgG Lune

*Date: 12/03/2014 Date Expense Type  Amount
Payment Type: Employee - 12/01/2014  OUT MILES - FULL 2128
“Billing Type: Non-Taxable- « 120032014 OQUTMLES-FULL 2128
L S WQ 1210112014 OUT LODGING 100.00
Oniginating Location: BURUNGTONVT | 1200212014 QUT LODGING 100.00
*Location: BURLINGTON VT Q 1210112014 OUT DINNER 18.50
Amount: 1850 ysp Update| 12/02/2014  OUT DINNER 1850
1210342014 OUT DINNER 18.50

(Add Another Expense

Travel Auth Total.

298.06
Expense Type: ~| _Add

Copy Current Expense

Done

GoTo
User Defaults
Accounting Details

* Required Field

Done & Intemet | Protected Mode: Off

Step

Action

Lines can be added by
clicking the Add
Chartfield button and they
can be deleted by clicking
the minus button next to
the line.

NOTE: The account code
and GL Unit should never
be changed.

File Edit View Faverites Tools Help

i Favorites | gl @] Web Slice Gallery ~

J?Creats | | 5~ ~ [Z] dm v Pagev Sa

OrAcLe

Favorites . Main Menu

Mew Window | Help | g

Request a Travel Autherization
Accounting Detail
Bella Stella

Travel Auth ID: 0000001644

This is the accounting detail for expense type QUT MILES - FULL with a fransacfion
date of 2014-12-01 in the amount of 21.28 USD. If changes are made inadvertently,
you may reset the default accounting values by hitting the 'Restore Defaults' button.

Restore Defaults

First B 1 or 1 B Last

Set Personalizations | Find | G 3

Accol Fund Dept Program |Class Project Affiliate

01110 Q518500 O o000 Q. [111000300 2 Q Q Q

Add ChariField Line

N
ta
2

Next Expense |

Done & Intemet | Protected Mode: Off

Page 75 of 130




7~ _VERMONT

Expense Training Guide
Employee/Delegate

Step

Action

To see the accounting
detail for the next line,

Click the Next Expense
button.

Mext Expense

& Create - Windows Inte

K)ol €] htips//finst:d crp.statent.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLIE FUNCT! + & | 43 | X [l ing

File Edit View Faverites Tools Help

i Favorites | gl @] Web Slice Gallery +

7|§Crsats | | B - ~ [ i~ Pagew Sl

OrACLe

Favorites . Main Menu

New Window | Help |
Request a Travel Autherization
Accounting Detail
Bella Stella Travel Auth ID: 0000001644

This is the accounting detail for expense type QUT MILES - FULL with a fransacfion
date of 2014-12-01 in the amount of 21.28 USD. If changes are made inadvertently,
you may reset the default accounting values by hitting the 'Restore Defaults' button.

Restore Defaults

First B 1 or 1 B Last

Amount |*GL Unit Acc Fund Dept Program |Class Project Affiliate

p12s 01110 G 518500 Q@ [10000 G 111000300 3 Q Q Q a [=
Add ChariField Line

Brey Gus x|

Next Expense

Done & Intemet | Protected Mode: Off

Step

Action

Once all the accounting
details have been reviewed,

Click the OK button.
OK

& Create - Windows Inte

K)ol €] htips//finst:d crp.statent.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLIE FUNCT! + & | 43 | X |2 £ing

File Edit View Faverites Tools Help

i Favorites | gl @] Web Slice Gallery ~

7|§Crsats | | B - ~ [ @ v Pagew Sl

OrAcLe

Favorites . Main Menu

New Window | Help |
Request a Travel Autherization
Accounting Detail
Bella Stella Travel Auth ID: 0000001644

This is the accounting detail for expense type OUT LODGING with a transaction date
of 2014-12-01 in the amount of 100 USD. If changes are made inadvertently, you
may reset the default accounting values by hitting the 'Restore Defaults' button.

Restore Defaults

First B 1 o1 B Last

Amount |*GL Unit Acc Fund Dept Program |Class Project Affiliate

100.00 (01110 C 518530 Q [10000 & [111000300 Q% Q Q Q a [=
Add ChariField Line

Previous Expense | Next Expense |

]

Done & Intemet | Protected Mode: Off
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Submit for Approval

Expense Training Guide
Employee/Delegate

Step

Action

1.

To submit the authorization
for approval,

Click the Done button.

<1®

€ https://finsk.crp.state.vt.us/psp/ TRAINING/EMPLOVEE/ERP/+/WEBLIB_TE_NAV.WEBLIB_FUNCT! + i | 43 | % Il Bing

File Edit View Favorites Tools Help

& Favorites | gl @] Web Slice Gallery +

#® v Pagev Sa

Lh-8-=

7| & Create | |
ORACLE’

Main Menu

Favorites

Request a Travel Autherization

Edit Expense - OUT LODGING
Bella Stella

[2/01i2014

*Date:
Payment Type: Employee -
*Billing Type: Non-Taxable - =

‘Originating Location:
*Merchant:
) Preferred -

@ Mon-preferred COMFORT INN

*Location:

Amount:

Expense Type: | had

Copy Current Expense

MONTPELIER VT Q

FLORIDA [
10000 ysp  Update

Add Another Expense

Travel Auth ID: 0000001644

Date
1210142014
12/022014
1210142014
12/02/2014
1210112014
12/02/2014
12/03/2014

Please fill in the following fields for this expense transaction. You can then add additional expense items, if
desired, at the bottom of this page of retum to the main page by pressing Done’

Expense Information Current Expenses

ExpenseType  Amount

OUT MILES - FULL
QUT MILES - FULL

OUT LODGING
QUT LODGING
OUT DINNER
QUT DINNER
OUT DINNER

Travel Auth Total

2128
21.28
100.00

Mew Window | Help | g

Done

& Intemet | Protected Mode: Off

Step

Action

Click the Submit For
Approval button.

| Submit For Approval I

You might have to scroll
down the screen if you
don’t see the button.

K)ol €] htps/finsbid crp.statent.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLIE FUNCT! + 5 | 43 | X [l ing
Fie Edit View Favortes Tools Help

iy Favorites | gl @] Web Slice Gallery +

#® v Pagev Sa

Lh-8-=

|@ Create | |
ORACLE’
Favorites . Main Menu
OUT DINNER 12i01/2014
OUT DINMNER 12/02/2014
OUT DINMER 12/03/2014

Travel Authorization

Originator
Approver 1

ella,Bella
Dillen,Dillon

|Approval Detail

HName: Dillon Dillon

Comment:

Save For Later | I Submit For Approval I

GoTo

Madify Repart Information
User Defaults
Accounting Defaults

FRequlred Field

Return to Travel and Expense Center

18.50 USD
18.50 USD
18.50 USD

First Bl 1 o7 1 Bl Last

[0

& Intemet | Protected Mode: Off
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Employee/Delegate

Step | Action

3. Aﬁer reading the File Edit View Favorites Tools Help
certification statement, click [ | e i elvesecio B ]
the OK button i ] B8O & e s

OrAcLe
oK

Favorites . Main Menu

Mew Window | Help | g

Request a Travel Authorization
Submit Confirmation
Bella Stella

Travel AuthID: 0000001644

V Click OK to submit, or click Cancel to return to the travel authorization without submitting.

| certify that the information provided above is an accurate estimate of travel-related costs that are to
be incurred by me.

Cancel

Done

& Intemet | Protected Mode: Off

Step | Action

3. erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_MAV.WEBLIE_FUNCT] + g

4, CIle the OK button_ File Edit View Favorites Tools Help =
oK & Favorites | g @] Web Slice Gallery +

| & Create |_|

% v B v~ = & v Pagev Sa

OrAcLe

Favorites . Main Menu

Mew Window | Help | g

Request a Travel Autherization
Submit Confirmation
Bella Stella

Travel Auth ID: 0000001644

& he submitwas successiul

Done

& Intemet | Protected Mode: Off

The Travel Authorization has been routed to your supervisor for approval.
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Change default accounting for Travel Authorization

& Create - Windows Intemet Explore

If you have split funding or your
accounting information is going to be
different than your default
accounting, it can be changed by
clicking on the Accounting Defaults
link on the General Information page.

NOTE: This will need to be done
prior to adding any expense lines.

\ e <bid.erp.statevt.us/psp/ TRAINING/EMPLOVEE/ERP/</WEBLIB_TE_NAV.WEBLIE_FUNCT] ~ % 4| X I Bing
File Edit View Favorites Tools Help

i Favorites | @] Web Slice Gallery +

| & creste
ORACLE

Favorites © Main Menu

Request a Travel Authorization

General Information
Bella Stella

Travel Auth ID:  NEXT

Copy From Travel Authorization
Authorization Details

Step

Action

[Trip to Florida

12/01/2014

*Business Purpose: Conference

*Date From:

“Date To: 12/03/2014 [

1.

Click the Accounting
Defaults link.

Lﬂxccnu nting Defaults

Default Location:  [FLORIDA Q

Comment:

Continue

GO TO: yser Defaults

Accounting Defaults

€ Internet | Protected Mode: Off

Step

Action

Make any necessary changes
to the chartfields.

NOTE: The GL unit should
never be changed.

Step

Action

To add an additional expense
line,

Click the Add ChartField
Line button.

Add ChartField Line |

(7R . A I 11 2 I A\
Kk ) Sl €| https://finshia.erp.state vtus/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIE_FUNCT) + % 43| X I Bing
File Edit View Favoiites Tools Help

i Favorites | i @] Web Slice Gallery +
| & creste

v B - [ &= v Pagew Sa

ORACLE’

Favorites © Main Menu

New Window | Help |

Request a Travel Authorization

Accounting Defaults
Bella Stella

Travel AuthID:  NEXT
Accounting Summary

Set Personalizations | Find | B |

First B 1 or1 B Last

Dept Affiliate

mnn 01110 Qo n Q. 1110003000 2, Q B aQ Q a [=]
I Add ChartField Line I Load Defaults |

OK

GoTo: User Defaults

Done & Internet | Protected Mode: Off
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Employee/Delegate

Step | Action

4. | Update the percentage and e £t i foram 1o o

chartfields for each line ;:::“ e 1

T+ B v~ = & v Pagev Sa

OrACLe

Favorites . Main Menu

Mew Window | Help | g
Request a Travel Autherization

Accounting Defaults
Bella Stella

Travel AuthID:  NEXT

Accounting Summary

ons | Find | B0 First Bl 12 or2 I Last

General Ledger Chartfields

% | GLunit Fund

0
111n Q10000 @ 1110003000 O Q o

Add ChartField Line | Load Defaults |

OK

GoTo: User Defaults

[ laE

& Intemet | Protected Mode: Off

Step | Action

2®
5. CIiCk the OK bUttOI’] File Edit View Favorites Tools

i Favorites | gy @] Web Slice Gallery ~
OK |@ Create |_|

Help

T+ B v~ = & v Pagev Sa

OrACLe

Favorites . Main Menu

Mew Window | Help | g
Request a Travel Autherization

Accounting Defaults
Bella Stella

Travel AuthID:  NEXT

Accounting Summary

sonalizations | Find | B | First Bl 12 or2 I Last

% *GL Unit Fund Dept Program Class Project Affiliate
s0 (01110 [10000 4 [1110003000 O Q Q Q Q [=]

50 (01110 @ [22005  [1110003000 @ Q Q Q a =

Add ChartField Line | Load Defaults |

GoTo: User Defaults

& Intemet | Protected Mode: Off
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Step

Action

Expense Training Guide

Employee/Delegate

o

1.

Copying from an existing
Travel Authorization will
copy the information from a
prior Travel Authorization
into a new one. This can
save time when entering
expenses.

Click the Copy From
Travel Authorization link.

[Copy From Travel Authorization

K9

LS AN

File Edit View Favorites Tools Help

g‘ https://finsh3.erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/</WEBLIB_TE_NAV.WEBLIB_FUNCT] ~ % X meg

Favorites © Main Menu

Request a Travel Authorization

i Favorites | @] Web Slice Gallery +
| & creste - ~ [ = v Pagew Saf
ORACLE

New Window | Help | ]

General Information
Bella Stella

Copy From Travel Authorization

Authorization Details

Travel Auth ID:

*Description: |

*Date From:

*Business Purpose:

Default Location: |

Comment:

“Date To: e

a

NEXT

Continue

GO0 yser Defaults

Accounting Defaults

Step

Action

2.

Next to the Travel
Authorization you want to
copy,

Click the Select button.
Select

Favorites © Main Menu

Request a Travel Authorization

Done € Internet | Protected Mode: Off
€ Create - Windows Intc
’¢:—‘ 3 a https://finsbi3.erp.statevt.us/psp/TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCT] ~ % 43| % | 8ing
If you don't see the authorization you | [ e view Fasies Tool ey
are looking for, it might be necessary | | ™ & &leseci )
. | & creste - v O] dm v Pagew Sa
to adjust the date range. p—

New Window | Help |

Copy From an Existing Travel Authorization
Bella Stella

Travel Auth ID:  NEXT

From Date:

09/01/2014 1 [ow0n2015 B

Description

Business Purpose

Select Trip to Florida Conference
Select I rip to Flarida Conference

Return to General Information

Search

Date From

12i01/2014  12/03/2014

12/01/2014  12/03/2014

&P Internet | Protected Mode: Off
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Step | Action
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Employee/Delegate

3. | Enter the date the trip will

start on into the Date from
field.

File Edit View Favorites Tools Help

i Favorites | gl @] Web Slice Gallery +

| & Create |_

| T+ B v~ = & v Pagev Sa

Step | Action

OrAcLe

Favorites . Main Menu

4, Enter the end date of the trip
into the Date To field.

NOTE: Travel dates must
be in the future. The
system will not allow
dates in the past.

Mew Window | Help | g
Request a Travel Autherization
General Information
Bella Stella

Travel Auth ID:  NEXT

Copy From Travel Authorization
Authorization Details

*Description: [Trip to Floriga

*Business Purpose: Conference

Default Location:  [FLORIDA

Comment:

Continue

GOTO yser Defaults

Accounting Defaults

& Intemet | Protected Mode: Off

Make any other changes needed to
the General Information page

Step | Action

5.

Click the Continue button.
Continue

4| x |5 eing
File Edit View Favorites Tools Help

i Favorites | gl @] Web Slice Gallery +
|@ Create

| | T v B v~ = & v Pagev Sa
ORACLE' ﬂ

Favgrites . Main Menu

Mew Window | Help | g
Request a Travel Autherization
General Information
Bella Stella

Travel Auth ID:  NEXT

Copy From Travel Authorization
Authorization Details

*Description: [Trip ta Floriga

*Date From: 1214 [ *Date To: 1211214 [+

*Business Purpose: Conference

Default Location:  [FLORIDA

Q

Comment:

GOTO yser Defaults

Accounting Defaults

& Intemet | Protected Mode: Off
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Step

Action

The information from the
copied Travel Authorization
will have carried forward
and changes will need to be
made to reflect the current
request.

Reminder: Saving
frequently is important when
entering expenses.

KTl £ htps/finstd.crp.statet.us/psp/TRAINING/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLIB_FUNCT] ~ % 4| x 1B 8ing

File Edit View Favorites Tools Help

& Favorites | g @] Web Slice Gallery ~

Jg(}eate | | B~ - 2] d® v Pagew Sa

ST ———— |
Home | Addlo

Favorites . Main Menu

Mew Window | Help | d

Request a Travel Autherization

Travel Authorization Summary
Bella Stella Travel Auth ID:  NEXT

Description: Trip to Florida

Travel Date From: 12/09/2014 Tor 121212014

Business Purpose: Conference

Expense Type: I - Add

Transaction Date Merchant ! Currency

OUT MILES -FULL 12/01/2014 2128 UsSD =
OUT MILES -FULL 12i03/2014 21.28 UsSD =
OUT LODGING 12i01/2014 COMFORT INN 100.00 USD [=]
OUT LODGING 12/02/2014 COMFORT INM 100.00 USD =
OUT DINNER 12i01/2014 18.50 USD =]
OUT DINMNER 12i02/2014 18.50 USD =
OUT DINMER 12/03/2014 18.50 USD =

Save For Later Submit For Approval

GoTo:  Modify Report Information

Done & Intemet | Protected Mode: Off
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Employee/Delegate
Modify a Travel Authorization

A Travel Authorization can be modified if it has been saved for later or sent back for revision.

Please refer to Bulletin 3.4 (http://aoa.vermont.gov/bulletins) and your department's policy regarding
Travel Authorizations.

Step | Action

1. Click the Main Menu s P A
button. | @ Employee facing registry content N

Main Menul ORACLE

Personalize Content | Layout

I & hittps://finsbid.peoplesoft state.vt.us/psp/FMSBX4/EMPLOYEE/ERE/h/ ?tab=DEFAULT e

> Employee Self-Service
— Change My Password
|- My Personalizations
— My System Profile

— My Dictionary

& Internet | Protected Mode: Off

Step | Action

‘-‘e £ hitps://finshid.pecplesoft.state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/h/?tab=DEFAULT - g =)

2. Click the Employee Self- G Favores - 3 8] Web Sice Galry
Service menu. e m

I {3 Employee Self-Service ORACLE

Favorites : Main Menu

Search Menu:

Personalize

& I 3 Employee Selff-Service 4 I
Change My Password

- Change My System Profile
by Persel [5] My Dictionary

ly Syster

Wy Diclionary

& Internet | Protected Mode: Off
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Step

Action

Click the Travel and
Expense Center menu.

K3l & hitps/fintraining.erp statewt.us/psp/ TRAINING/EMPLOYEE/ERP/h/Ttab=DEFAULT

File Edit View Favorites Tools Help

i Favorites | 5 ] Web Slice Gallery =

| |=] Travel and Expense Center

& Employee-facing registry content

ORACLE’

Favorites © Main Menu
Search Menu:

e ©

Search:

(1 Employee Self-Service

[» Employee

SR [E change My Password [ Travel and Expenses »
s [E] My Personalizations I Travel and Expense Center I

ﬁvvg @vpagev Safe]

Personalize Content | Layy

— Change My System Profile
— MyPersol [Z] My Dictionary

— My Syster.

— Wy Diclionary

https://fintraining.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_PTPP_St

& Internet | Protected Mode: OFf

Step

Action

Under the Travel
Authorization menu,

Click the Modify link.

|€ Travel and Expense C findov

KOl & ttps://finsbi. erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_PTPR_SC.HOMEPAGEFie ~ 1 | 43| X [t Bing
= e

File Edit View Favorites Tools Help

i Favorites | i ] Web Slice Gallery +

| & Travel and Bxpense Center

ORACLE

Main Menu > Emplovee Self-Service >

Travel and Expense Center
Employee Travel and Expense Center

Expense Report
Create, modify, print, view or delete an Expense Report
= Create
[E] Modify
F= Print
2 More..

@ Print Reports

Print any one of your expens transactions,
] Expense Report
E Travel Authorization
[E] Cash Advance

Favovrites MainvManu > Employee Self-Service > Travel and Expense Center

]

3 v B -~ [0 &= v Pagew Sa

Travel Authorization Cash Advance
Create, modify, print, view, cancel or delete a Travel '@ Create, modify, print, view and delete]
Authorization E] Create
&d =l Modify
= Print
2 More...

Review Payments

Review history of expense payments
= Review Expense History

= Review Pavments

Dene

€ Internet | Protected Mode: Off
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Step

Action

Clicking the search button
will list all authorizations in
a pending status or if there is
only one, it will bring us
right into the authorization.

Click the Search button.
Search

&) https://finsba.erp.state vt.us/psp/ TRAINING/EMPLOVEE/ERP/s/WEBLIS_TE Nav.weBLE FUNCT) ~ ) [ 42| x [l &ing

File Edit View Favorites Tools Help

|| @ vodty L |

& Favorites | g @] Web Slice Gallery +

%~ B -~ = @ v Pagev Sa

OrAcLe

Favorites . Main Menu
New|

Travel Authorization
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300): |300

~ begins with

Search by: Travel Authorization ID

fudvanced Search

Find an Existing Value \ Add a New Value

o il

Done & Intemet | Protected Mode: Off

Step

Action

A comment is required when
sending an authorization
back for revision. The
comment will be at the
bottom of the screen. You
might need to scroll down if
you don’t already see it on
your page.

File Edit View Favorites Tools Help

& Favorites | gy @] Web Slice Gallery +
| @ Modity | | B~ ~ [Z] g v Pagew Sa

ORACLE
Home | Addlo

Favorites . Main Menu

12i18/2014

INMILES - FULL 21.28 UsSD =
OUT LODGING 12/15/2014 Comfortinn 100.00 USD [=]
OUT LODGING 12/16/2014 Comfort Inn 100.00 USD =

Travel Authorization Status
Routing Name
Originator Stella,Bella
Approver 1 Dillon,Dillon

Approval Status Date

Submitted 12/05i2014
Sent Back for Revision 12/05i2014

First I 1 o 1 I Last

|Approval Detail Find | View All

Please change mileage to OUT-Mileage because it is an out of
state trip.

Submit For Approval |

Hame:

Comment:

Save For Later

GoTo:  Madify Report Information
User Defaults
Accounting Defaults

FRequlred Field

Return to Travel and Expense Center

& Intemet | Protected Mode: Off

Changes can be made to the Travel Authorization like you would if you were entering the
authorization. See Entering a Travel Authorization for more instruction. If an expense type
needs to be changed, the line will need to be deleted and reentered with the correct expense type.
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Employee/Delegate
View Travel Authorization

Step | Action

1. Click the Main
Menu button . | @ Employee-facing registry cont [

= Giv B - Paev S
TR ORACLE ﬁ

Personalize Content | Layout

i Favorites 95 ] Web Slice Gallery ~

Search:

\ ®
[> My Favorites

[> Employee Self-Service

— Change My Passward

- My Personalizations

- Wy System Profile

- Wy Dictionary

& Intemet | Protected Mode: Off

Step | Action

2. Click on Employee Self- S ) e Sice Glly =
Service. (Pr—— |

- fi~ B -2 & - Page Sa
| 1 Employee Self-Service 4 ORACLE’

Favorites . Main Menu

Personalize ‘s“m" LoD ®
ST (3 Employee Self-Service »
Change My Passwori

- Change I My System Profile
- MyPersol [=] My Dictionary

— My Syster

- Wy Dictionary

& Intemet | Protected Mode: Off
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Step

Action

Click the Travel and
Expense Center link.

Travel and Expense Center

File Edit View Favorites Tools Help

& Favorites | 5l @] Web Slice Gallery ~

i ~ B -~ = ® v Pagev Safef

| @ Employee-facing registry content

Favorites : Main Menu
Search Menu:

= I

Search:

Personalize Content | Lay

1 Employee Seff-Service
S [E change My Password (] Travel and Expenses »
1 E:nployes [2 My Personaizations Travel and Expense Center

— Change h [E] My system Profile

~ MyPersol [ my Dictionary

— My Syster.

— My Dictionary |

& Intemnet | Protected Mode: Off

https://fintraining erp statevt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEBLIE_PTPP_S(

Action

Under the Travel
Authorization Menu,

Click the 3 More... link.

File Edit View Favorites Tools Help

& Favorites | gl @] Web Slice Gallery +
| @ Trovel and Expense Center | | B - ~ [ @ v Pagev S

ORACLE’

Favgrites  Main Menu > Emp\wee;ef—sw\nce » Travel and Expense Center

Main Menu > Employee Self-Service =
ﬁ Travel and Expense Center
Employee Travel and Expense Center

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

Travel Authorization
reate, modify, print, view, cancel or delete a Travel

Cash Advance
Create, modify, print, view and delete|

[ Create Authorization = Create
| Modify El Create ] Modify
= Print ] Modify ] print

2 More =! 2 More

eview Paymenis
Review history of expense payments

@ Print Reports

Print any one of your expense transactions.

F=| Expense Report =l Review Expense History
= Travel Authorization = Review Payments

= Cash Advance

€ Intemet | Protected Mode: Off
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Step

Action

Click the View link.

File Edit View Favorites Tools Help

i Favorites | g @] Web Slice Gallery ~

| @ Travel and Expense Center | | B~ - 2] d® v Pagew Sa

ORACLE’

Favgrites  Main Menu > Emp\uyeegef{iemce » Travel and Expense Center

Main Menu > Employee Self-Service > Travel and Expense Center =

5| Travel Authorization

Create, modify, print, view, cancel or delete a Travel Authorization

= Create = Modify =| Print
Create a Travel Authorization Modify a Travel Authorization

Print a Travel Authorization

E— Delete ] Cance!

View a | ravel Authorization Delete a Travel Authorization Cancel a Travel Authorization

& Intemet | Protected Mode: Off

Step

Action

If you know the Travel
Authorization # it can be
entered here. To view all
expenses click

the Search button.

Search

Note: The system will return
a maximum of 300. If you
have more than that amount
the advanced search link
next to the Search button can
be used to narrow down to a
date range.

¢ Favorites 5% ] Web Slice Gallery ~

|_rgv‘ew |7 M- ~ [ = = Page= Sal
ORACLE

Favorites | Main Menu

New|

Travel Authorization

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

Find an Existing Value
Maximum number of rows to return (up to 300): |300

Search by: Travel Authorization ID ~ begins with
fudvanced Search

o il

Done

& Intemet | Protected Mode: Off
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Action

Select the Travel
Authorization you would
like to view.

o Favorites | ) Web Slice Gallery ~
| & view
ORACLE’

Favorites | Main Menu

Travel Authorization

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

Find an Existing Value

Maximum number of rows to return (up to 300): |300
Search by: Travel Authorization ID ~ begins wnh‘

Search | Advanced Search

Search Results

ID|Travel Auth Description Name Empl ID|Travel Autl

0000000049 Off-site meeting on Expenses Stella Bella 60885 Submitted 101572012
0000000048 Training for Expenses Stella,Bella 60885 Submitted 101212012
0000000044 test error again Stella,Bella 60885 Submitted 09/18/2012
0000000042 test Stella,Bella 60885 Submitted 09/18/2012
0000000035 Conference in Mass EXP-31 Stella Bella 60885 Approved 091712012
0000000029 EXP-29-10 Stella,Bella 60885 Submitted 09/14/2012
0000000028 EXP-29-9 Siella Bella 60885 Submitted 0911472012
0000000027 EXP-29-8 Stella,Bella 50885 On Hald 09/14/2012
0000000026 EXP-29-7 Btella Bella 60885 Approved 0811412012
4 .

Done € Intemet | Protected Mode: Off

Step

Action

All fields will be grayed out
when viewing an
authorization. The status
will be located in the Travel
Authorization Status section.

Jr Favorites | g jg] Web Slice Gallery v

| & view M ~ [ e v Pagew Sl

ORACLE’

Favorites  Main Menu > Emp\weeéef-SeNlcE > Employee I&ECentEr > vae\Aushonzat\on > View

Mew Window | Help | d

View Travel Authorizaticn
Travel Authorization Summary

Bella Stella Travel Auth ID: 0000000049
(General Information
Description: Off-site meeting on Expenses
Travel Date From: 1012312012 Ta: 10i25/2012
Business Purpose: Off-site Meeting
Status: Submitted
Amount |Currency
NTOUT STAIRTRANSE  10/23/2012 Burlington Airport 250.00 USD
NT OUT ST LODGING 10i23/2012 Haotel 6 140.00 USD
Total Expenses: 380.00 USD
Less Non-Approved Expenses: 0.00 USD
Total Travel Authorization: 390.00 USD

Travel Authorization Status

Routing Name Approval Status Date
‘Originator Stella,Bella ‘Submitted 10/15/2012
Approver 1 Cullin Edward

[Approval Detail

Name: Cullin Edward

Done & Internet | Protected Mode: Off
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Print a Travel Authorization
Travel Authorizations are available to view in the system and it is not necessary to print

Step | Action PR =
‘:Q £ https//finsbxd.peoplesoft state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/h/tab=DEFAULT - 8| B4|x emg
1. | Click the Main E—

Menu button.

Jr Favorites | gl jg] Web Slice Gallery v

| & Employee-facing registry cont |

ent i ~ B v = & v Pagev Sa
e

Personalize Content | Layout

> My Favorites

> Employee Self-Service
— Change My Password
- My Personalizations

— My System Profile

|~ My Diclionary

& Internet | Protected Mode: Off

Step | Action

2. Click on Employee Self-
Service.

o
o _ -
‘-‘e £ https://finsbxd.peoplesoft state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/h/?tab=DEFAULT - g B+ X Bing

Jr Favorites | g ] Web Slice Gallery v

| & Employee-facing registry cont |

| 1 Employee SelfService

ent fr ~ B v = & v Pagev Sa
oraLe |

Favorites : Main Menu
Search Menu:

[ ®
ﬂl 3 Employee Selff-Service 4 I

|5 Change My Password

[> My Favoril _—
 Employee D My Personalizations

- Change & My System Profile
- MyPersol [£] My Dictionary

- My Syster.

- My Dictionary

Personalize

& Internet | Protected Mode: Off
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Step

Action

Click the Travel and
Expense Center link.

Travel and Expense Center

File Edit View Favorites Tools Help

& Favorites | 5l @] Web Slice Gallery ~

| @ Employee-facing registry content

Favorites : Main Menu
Search Menu:

Search:
e 1 Employee Seff-Service

> Employee

i ~ B -~ = ® v Pagev Safef

= ®

> My Favori [E] change My Password [ Travel and Expenses »
4 [ my personalzations [T Tovetend Bense cencer |

Personalize Content | Lay

— Change h [E] My system Profile

—MyPersol [5] My Dictionary
— My Syster.

— My Dictionary

https://fintraining erp statevt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEBLIE_PTPP_S(

& Intemnet | Protected Mode: Off

Action

Under the Travel
Authorization menu

Click the Print link.

File Edit View Favorites Tools Help

& Favorites | gl @] Web Slice Gallery +

| @ Trovel and Expense Center |

%~ B v~ = # v Pagev Sa

ORACLE’

Mzin Menu > Employes Self-Service >
ﬁ Travel and Expense Center

Employee Travel and Expense Center

Expense Report

Create, modify, print, view or delete an Expense Report
[ Create
] Modify

=l print
2 Hore

@ Print Reports

Print any one of your expense transactions.
F=| Expense Report
= Travel Authorization
=l Cash Advance

Favgrites  Main Menu > Emp\wee;ef—sw\nce » Travel and Expense Center

Travel Authorization
reate, modify, print, view, cancel or delete a Travel

Cash Advance
Create, modify, print, view and delete|

Authorization = Create
El Create E Modify
= ] Print

2 More...

Review Payments

Review history of expense payments
=l Review Expense History

= Review Payments

Done

€ Intemet | Protected Mode: Off
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Step

Action

If you have the Travel
Authorization # that you
want to print you can enter
the number into the Travel
Authorization Id field or you
can search to select.

Click the Search button.
Search

i Favorites

i ] Web Slice Gallery v
| & print Il - ~ ] dm ~ Pagev Sa
ORACLE’
Favorites | Main Menu

Travel Authorization

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

Find an Existing Value

Maximum number of rows to return (up to 300): |300

Search by: Travel Authorization ID ~ begins with
dvanced Search
O m
Done & Intemet | Protected Mode: Off

Step

Action

Select the Travel
Authorization you want to
print.

i Favorites

| & print
ORACLE

Favorites

% &) Web Slice Gallery =

Main Menu

Travel Authorization
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

Maximum number of rows to return (up to 300): |300

Search by: ~ begins with

Travel Authorization ID

Search | Advanced Search

Search Results

ID|Travel Auth Description Name Empl ID|Travel Auth

Test Comment field when print. Stella,Bella 60885 Closed 02/13/2013
Meeting on Expenses StellaBella 808285 Submitted 02132013
0000000008 Expense Training Stella,Bella 60885 Submitted 02/08/2013
0000000007 Expense Training Stella,Bella 60885 Pending 02/08/2013
0000000006 s'ad flasdf Siella Bella 60885 Submitted 02/08/2013
0000000005 Test printing a TA Stella,Bella 60885 Closed 02/07/2013

& Intemet | Protected Mode: Off
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Step

Action

A printable version of the
Authorization will be
available on the screen.

Follow the instructions you
currently use to print from
your browser.

’(?Q &) https//finsbd.peoplesoft state.vtus/psp/FMSBX4/EMPLOYEE/ERP/5/WEBLIE_TE_NAV.WEBLIBFL = G [ 4] X

To print this report, please use your browser's print feature.
-~ VERMONT

Travel Authorization
Bella Stella

Bing
i Favorites  : 5l @] Web Slice Gallery
| & print : Page~ Sa
Home | Addto
Favorites | Main Menu

Report Date:  02/14/2013
Report Time: 8:37:14AM

New Window | Help | J

Travel Authorization ID: 0000000009 EmplID: 60885

Description: Meeting on Expenses Status:  Submitted

Business Purpose: Meeting

Date From: 02/25/2013 Date To: (02/26/2013

Comment: Meeting is to discuss Configuration changes.

Date Expense Type Merchant Location Amount Currency

02/25/2012 QUT AIR TRANSP Delta NY 200.00 USD

02/25/2013 OUT LODGING Holtel & NY 75.00 USD
Total Travel Authorization Amt: 275.00 USD
Less Non-Approved Expenses: 0.00 USD
Total Travel Authorization: 275.00 USD

| certify that the information provided above is an accurate estimate of travel-related costs
that are to be incurred by me

€ Intemet | Protected Mode: Off
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Delete a Travel Authorization

Travel Authorizations can only be deleted when they are in a pending status. Travel Authorizations might
need to be deleted when it is a duplicate, no longer needed, or not completed before month end closing.
Note: If the authorization is valid but needs to be deleted for month end closing, it can be copied and the
old authorization can then be deleted.

Step | Action

‘._-.‘e £ hitps://finshxd.peoplesoft.state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/h/?tab=DEFAULT -~ L % 5| X Bing
1. Click the Main s P A
Menu button. [t =

Main Menu ORACLE
Favn'ntes

Personalize Content | Layout

> Employee Self-Service
— Change My Password
|- My Personalizations
— My System Profile

— My Dictionary

& Internet | Protected Mode: Off

Step | Action

2. Click on Employee Self- G Favores - 3 8] Web Sice Galry
Service. | @ Employee facing registry content B % v B - [ & v Pagev So
| £ Employee Seff-Service 4 ORACLE’
Favorites : Main Menu
Personalize Search Menu:
\ &
- I 3 Employee Selff-Service 4 I

|5 Change My Password

- Change My System Profile
by Persel [5] My Dictionary

ly Syster

Wy Diclionary

& Internet | Protected Mode: Off
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Step | Action

3. Click the Travel and
Expense Center link.

Travel and Expense Center

File Edit View Favorites Tools Help

& Favorites | 5l @] Web Slice Gallery ~

i ~ B -~ = ® v Pagev Safef

& Employee-facing registry content

Favorites : Main Menu
Search Menu:

= I

Search:

Personalize Content | Lay

1 Employee Seff-Service
S [E change My Password (] Travel and Expenses 3
1 E:nployes [2 My Personaizations I Travel and Expense Center I
— Change h My System Profile

— MyPersal [ My Dictionary

— My Syster.

— My Dictionary |

https://fintraining erp statevt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEBLIE_PTPP_S( @ Intemet | Protected Mode: Off

Step | Action

4, Under the Travel File Edit View Favorites Tools Help
Authorization menu, &y Favorites | gl @] Web Slice Gallery + -

| & Trovel and Expense Center

H H ORACLE’
Click the 3 More... link.
Favorites  Main Menu > Emp\weeéef-SeNlcE > Travel and Expense Center

£ v B v & v Pagev Sa

Home | \workist | Addte

ﬁ Travel and Expense Center
Employee Travel and Expense Center

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

Travel Authorization
Create, modify, print, view, cancel or delete a Travel

Cash Advance
@ Create, modify, print, view and delete]

[E Create Authorization = Create
= Modify El Create = Modify
= Print ] Modify ] Print

2 Wore = Print 2 More.

Review Payments
Review history of expense payments

@ Print Reports

Print any one of your expense transactions.

= Expense Report = Review Expense History
= Travel Authorization = Review Payments

= Cash Advance

Done € Intemet | Protected Mode: Off
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Step | Action

[@ Travel and Expense Center - Windows Interet Explor

5. Click the Delete link.

N
EI®

&) https://finsba.erp.statevtus/psp/ TRAINING/EMPLOVEE/ERP/s/WEBLIS_PTPP_SCHOMEPAGEFi: = & | 42| x [l Bing

File Edit View Favorites Tools Help

Jr Favorites | gl @] Web Siice Gallery +

R % v B -2 ® v Pagev Sa

| @ Travel and Expense Center

ORACLE’

Favorites  Main Menu > Emp\uyeeéef-SemcE > Travel and Expense Center

Home | orkist | Addto

Travel and Expense Center >

Main Menu > Employee Self-Service >

5| Travel Authorization

Create, modify, print, view, cancel or delete a Travel Authorization

= Create = Modify = Print
= Modify a Travel Authorization Print a Travel Authorization

Create a Travel Authorization

= View = Cancel
= =

E View a Travel Authorization Delete a Travel Authorization Cancel a Travel Authorization

& Intemet | Protected Mode: Off

Done

Any Travel Authorization that is in a
pending status will show up available
to delete.

If the authorization you are looking
for isn't showing up, double check
the status to confirm that it is
pending.

Step | Action

6. Select the authorization you
want to delete,

&

File Edit View Favorites Tools Help

&y Favorites | gl ] Web Slice Gallery +

| @ pelete | @ v Pagev Sa

ORACLE’

Favories . Main Menu

Home | \orkist | Addte

Mew Window | Help | d

Travel and Expense
Delete a Travel Authorization
Alice Alice

Date To
1011712014

Date From
10/15/2014

Business Purpose
Conference

Travel Auth 1D Travel Auth Name

0000001560 Conference

Delete Selected Authorizationis)

Return to Travel Authorization

Done €D Intemet | Protected Mode: Off
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Step | Action -
KOl £ htips/finsbia crp.statet.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLE FUNCT! + 5 |41 | x o ing
7. CIICk the DEIEte SE|ect6d File Edit View Favorites Toos Help
Authorization(S) button. i Favorites | s 8] Web Slice Gallery =

| @ petete ]

£~ B - = @ v Pagev Sa
[oieeseecesninmitions) | |10 o o m—

Favories . Main Menu

Mew Window | Help | d
Travel and Expense

Delete a Travel Authorization
Alice Alice

Travel Auth 1D Travel Auth Name

Business Purpose Date from  |Date To

0000001560 Conference Conference

Delete Selected Authorizationis)

Return to Travel Authorization

10/15/2014 101712014

€D Intemet | Protected Mode: Off

Step | Action

Il & hitps://finsbid. erp.state.vt.us/psp/ TRAINING/EMPLOVEE/ERP/s/WEBLIB_TE_NAV.WEBLIE_FUNCT] ~ G [ 41| x [ 8ing
8. CIle the OK button_ File Edit View Favorites Tools Help
¢ Favorites | g @] Web Slice Gallery +
OK | @ petete ]

T v B v (2 ® v Pagev Sa
orace

Favorices . Main Menu
Mew Window | Help | d
Travel and Expense

Save Confirmation
Alice Alice

v The Save was successful

<1

n

Done

& Intemet | Protected Mode: Off
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Employee/Delegate

[€ peise - Windonsioemet Eclors

Step | Action e

& Delete - Wi
I

&) hittps://finsbid.crp.statevt.us/ psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB FUNCT ~ G | 41 | X [l 8ing

9. The dEIEtEd TraVEI File Edit View Favorites Tools Help
Authorization will no longer | | =™ |t ] eosiceGalery -

. . Y @ Delete B %~ B -~ # v Pagev S
be available to View, Moy, |1~
or print.

Favorites . Main Menu

Mew window | Help | d

Travel and Expense

Delete a Travel Authorization
Alice Alice

Select | Travel Auth ID Travel Auth Hame

O

Business Purpose

Delete Selected Authorizationis)

Return to Travel Authorization

€D Intemet | Protected Mode: Off
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Cancel a Travel Authorization

Travel Authorizations can only be cancelled when they are in an approved status. Travel Authorizations
will need to be cancelled if the trip has been cancelled or the Authorization is no longer needed.

Step | Action

1. | Click the Main e
Menu button. | @ Employee-facing registry content * % v B v & v Pagev Sa

Main Menu ORACLE
Favnvntes

Personalize Content | Layout

[> My Favorites

[> Employee Self-Service
— Change My Password
- My Personalizations

- Wy System Profile

- Wy Dictionary

& Intemet | Protected Mode: Off

Step | Action

<1

& hitpsi//finsbid.peoplesoft. state.vt.us/psp/FMSBX4/EMPLOYEE/ERE/h/ *tab= DEFAULT - 4|B 45 | x [ Bing
2. Click on Employee Self- s P g
Service. | @ Employee facing registry content B % v B - [ & v Pagev So
| 1 Employee Self-Service 4 ORACLE’

Favorites : Main Menu
Search Menu:

\ &

Personalize

Seaichd Y & Employee Seff-Service 3 |

Change My Password
My Personalizations

[ My Favarit H
[» Employee
- Change | My System Profile
MyPersol [5] My Dictionary

Iy Syster:

My Dictionary

& Internet | Protected Mode: Off
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Step

Action

Click the Travel and
Expense Center link.

Travel and Expense Center

K3l & hitps/fintraining.erp statewt.us/psp/ TRAINING/EMPLOYEE/ERP/h/Ttab=DEFAULT

File Edit View Favorites Tools Help

i Favorites | 5 ] Web Slice Gallery =

& Employee-facing registry content

ORACLE’

Favorites © Main Menu
Search Menu:

e ©

Search:

(1 Employee Self-Service

[» Employee

SR [E change My Password [ Travel and Expenses »
s [E] My Personalizations I Travel and Expense Center I

— Change My System Profile
— MyPersol [Z] My Dictionary

— My Syster.

— Wy Diclionary

ﬁvvg @vpagev Safe]

Personalize Content | Layy

https://fintraining.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_PTPP_St

& Internet | Protected Mode: OFf

Step

Action

Under the Travel
Authorization menu,

Click the 3 More... link.

KAl 2 tttps://finsbi. erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_PTPR_SC.HOMEPAGEFie ~ 1 | 43| x [l Bing
= e

File Edit View Favorites Tools Help

i Favorites | 5 &] Web Slice Gallery =

| @ Travel and Expense Center

ORACLE

Favorites

Main Menu > Employ -

Travel and Expense Center
Employee Travel and Expense Center

Expense Report
Create, modify, print, view or delete an Expense Report
= Create
=] Modify
= Print
2 More..

@ Print Reports

Print any one of your expense transactions.
= Expense Report
= Travel Authorization
= Cash Advance

MainvMenu + Employee Self-Service : Travel and Expense Center

Travel Authorization

Authorization
=l create

=] Modify

= Print

= é’ Review Payments
Review history of expense payments
= Review Expense History
=l Review Pavments

Create, modiy, print, view, cancel or delste a Travel

3 v B - [ &= v Pagew Sa

Home | rkist | Addto

Cash Advance
=) Create, moory, print view and deiete
= Create
=] Modify
B Print
2 More...

Dene

€ Internet | Protected Mode: Off
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Step | Action

[@ Travel and Expense Center - Windows Interet Explor

5. Click the Cancel link.

N

s
€ oy
File Edit View Favorites Took Help
Jr Favorites | gl @] Web Siice Gallery +

&) https://finsba.erp.statevtus/psp/ TRAINING/EMPLOVEE/ERP/s/WEBLIS_PTPP_SCHOMEPAGEFi: = & | 42| x [l Bing

| @ Travel and Expense Center

ORACLE’

Favorites  Main Menu > Emp\uyeeéef-SemcE > Travel and Expense Center

Main Menu > Employee Self-Service >

£~ B - = @ v Pagev Sa

Home | orkist | Addto

Travel and Expense Center >

5| Travel Authorization
Create, modify, print, view, cancel or delete a Travel Autherization

E" Create

Create a Travel Authorization

Modify
Modify a Travel Authorization

Print
Print a Travel Authorization

=
ancel a rravel Authorization

E" View E Delete
View a Travel Authorization Delste a Travel Authorization

Done & Intemet | Protected Mode: Off

All the approved Travel
Authorizations that are not completed
will be listed.

If the authorization you are looking
for isn't showing up, double check
the status to confirm that it is
approved.

Step | Action

6. | Select the report you want to
delete,

O

[B Coe - i

File Edit View Favorites Tools Help
&y Favorites | 5l @] Web Slice Gallery +
| @ cancel

ORACLE’

Favorices . Main Menu

| dm v Pagev Sal

Home | \orkist | Addte

Mew Window | Help | d

Travel and Expense

Cancel Approved Travel Authorization
Alice Alice

Travel Auth Name

Date From
10/14i2014

Date To

Conference 1017/2014

Cancel Selected Travel Authorization(s)

Return to Travel Authorization

Done

€D Intemet | Protected Mode: Off
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Step | Action
g hittps://finsbx3. erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIE FUNCT] ~ G |43 [ X [l® 8ing

7. CIICk the CanCEI SE|ect6d |a Edit View Favorites Tools Help
Travel Authorization(s) i Favrtes | €] e e Gaery -

@ Cancel R B~ v [ @ v Pagev Sa
button. | |

— ORACLE
| Cancel Selected Travel Authorization(s) I

Favorices . Main Menu

Mew Window | Help | d
Travel and Expense

Cancel Approved Travel Authorization
Alice Alice

Select |Travel Auth ID Travel Auth Name

Date From

0000001559 Conference 10/14i2014 101712014

I Cancel Selected Travel Authorization(s) I

Return to Travel Authorization

Done

€D Intemet | Protected Mode: Off

Step | Action

Il & hitps://finsbid. erp.state.vt.us/psp/ TRAINING/EMPLOVEE/ERP//WEBLIB_TE_NAV.WEBLIE_FUNCT] ~ G | 41| x [ 8ing
8_ CIle the OK button_ File Edit View Favorites Took Help
Gy Favorites | g @] Web Slice Gallery +
OK @ cancel ]

i v B v (2 @ v Pagev Sa
orace

Favories . Main Menu
Mew Window | Help | d
Travel and Expense

Save Confirmation
Alice Alice

v The Save was successful

<1

n

Done

€ Intemet | Protected Mode: Off
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Step | Action
g hitps://finsbx3.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIE FUNCT] ~ G | 3 [ X [l © 8ing

9. The CanCEIIEd TraVEl |a e s Help

Authorization should now be ; Fc. | 45 ] Web sice Gallry +
in a closed status.

Expense Training Guide
Employee/Delegate

| & Cancel - Windows Intemet Explores
@

] i

* B v (= @ v Pagev Sa
oA —

Favorites . Main Menu

Mew window | Help | d
Travel and Expense

Cancel Approved Travel Authorization
Alice Alice

Select |Travel Auth ID

Travel Auth Name

Cancel Selected Travel Authorization(s)

Return to Travel Authorization

Done

€D Intemet | Protected Mode: Off
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CASH ADVANCES

CREATE Cash Advance (approved TA in VISION required)

Procedure
The Basics:

Please refer to Bulletin 3.4 (http://aca.vermont.gov/bulletins) and your department's policy regarding
Cash Advances.

1. Economy, prudence, and necessity are of primary concern when planning and paying for travel and
expenses.

2. Preferred payment methods- Whenever possible, Purchasing Cards (P-Cards) and direct vendor
payments should be used to minimize employee reimbursements.

3. Clear cache- To minimize errors, delete temporary files and cookies by pressing
Ctrl+Shift+Delete. This shortcut works in Internet Explorer, Firefox, and Chrome.

4. Save for Later- Save often while working in the expense module, click the "Save for Later" button to
prevent the "data inconsistent with database" error that will not allow you to save or submit.

5. Minimum advance amount $200- The amount of the advance must not exceed the Travel
Authorization and must be over $200.

6. Taxable over 120 days- Any advance in excess of actual expenses that is not re-paid within 120 days
after the expenses were paid or incurred will be treated as taxable income to the employee and department
in accordance with IRS Accountable Plan rules.

7. Advances may be issued no sooner than 30 days prior to trip start date

8. An Approved Travel Authorization in VISION is required to submit a Cash Advance.

9. Cash advances will be deposited into your direct deposit (balance or 999) account.

10. An Expense Report will need to be completed after the travel occurs starting with the
Travel Authorization and applying the cash advance.
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Step | Action

Click the Main
Menu button.

[@ Erpioyes acng
£le

£ hitps://finsbxd.pecplesoft.state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/h/?tab=DEFAULT

Jr Favorites | gl jg] Web Slice Gallery v

| & Employee-facing registry cont

Personalize Content | Layout

Search:

\ ®
> My Favorites

> Employee Self-Service

— Change My Password

- My Personalizations

— My System Profile

|~ My Diclionary

= i fi v B - v Pager s
e

& Internet | Protected Mode: Off

Step

Action

Click on Employee Self-
Service.

| 1 Employee SelfService

£ hitps://finshid.pecplesoft.state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/h/?tab=DEFAULT

Jr Favorites | g ] Web Slice Gallery v

| & Employee-facing registry cont

Favorites : Main Menu

Personalize Search Menu:

ent fr ~ B v = & v Pagev Sa
oraLe |

®

ﬂl 3 Employee Seff-Service

|5 Change My Password

- Change & My System Profile
- MyPersol [£] My Dictionary

- My Syster.

- My Dictionary

& Internet | Protected Mode: Off
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Step

Action

Click the Travel and
Expense Center link.

Travel and Expense Center

& https://fintraining.crp.statevt.us/psp/TRAINING/EMPLOYEE/ERP/ h/?tab=DEFAULT

File Edit

View Faverites Tools Help

& Favorites | 5l @] Web Slice Gallery ~

| @ Employee-facing registry content

Favorites : Main Menu

Search Menu:

i ~ B -~ = ® v Pagev Safef

Search:
e 1 Employee Seff-Service

D Change My Password
I Wy Favorit
I Emplayee [E] My Personalzations
— Change h [E] My Systam Profile

—MyPersol [5] My Dictionary
— My Syster.

— My Dictionary

@ Personalize Content | Lay

(] Travel and Expenses »
I Travel and Expense Center I

https://fintraining erp statevt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEBLIE_PTPP_S(

& Intemnet | Protected Mode: Off

Step

Action

Under the Cash Advance
menu,

Click the Create link.

[@ Travel and Expense &
()

File Edit View Favorites Tools Help

& Favorites | gl @] Web Slice Gallery +

| @ Trovel and Expense Center

ORACLE’

Main Menu > Employee Self-Service =
ﬁ Travel and Expense Center
Employee Travel and Expense Center

Expense Report

[ Create
| Modify
=l print

2 More

@ Print Reports

Print any one of your expense transactions.
F=| Expense Report
= Travel Authorization
= Cash Advance

Favgrites  Main Menu > Emp\wee;ef—sw\nce » Travel and Expense Center

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

v=| Travel Authorization
Create, modify, print, view, cancel or delete a Travel
Authorization
El Create
=] Modify
= print
3 More.

é’ Review Payments

Review history of expense payments
=] Review Expense History
= Review Payments

€ Intemet | Protected Mode: Off
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Step

Action

Type a brief meaningful
explanation in the
Description field.

¢ Favorites 5% ] Web Slice Gallery ~

| & create
ORACLE’

Favorites © Main Menu >

Request Cash Advance

Bella Stella User Defaults AdvancelD:  NEXT

(General Information

*Business Purpose: v

“Travel Auth #: \ Q

Date From: Date To:
Add Advance
*Source Description *Amount Currency
- 000 USD =

Cash Advance Total: 0.00 USD

Save For Later | SubmnFnrAppmva\l

* Required Fiskd

Return to Cash Advance

M v B - 2 &= v Pagew Sa

New Window | Help | J
Cash Advance

& Intemet | Protected Mode: Off

Step

Action

Click the drop down arrow
to choose the Business
Purpose.

IRl | rttps:/finskad peoplesoft state-vt.us/psp/FMSEX4/EMPLOYEE/ERP/=/WEBLIB_TE NAV.WEBLIB FL ~ (& | 4y | x [{[=] ging
s E

e Favorites | % ) Web Slice Gallery ~
| & create

ORACLE’

Favorites  Main Menu >

New Window | Help | J
Cash Advance
Request Cash Advance
Bella Stella

User Defaults Advance ID: NEXT

(General Information

*Description: \Upcnmmg Conference
*Business Purpose: 1 ~|
“Travel Auth #: [ aQ
Date From: Date To:
*Source

Description *Amount Currency

0.00 USD =]

-

Cash Advance Total: 0.00 USD
Save For Later | Submit For Approval |

* Required Field

Return to Cash Advance

& Intemet | Protected Mode: Off
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Step

Action

Select the entry in the list
that most closely identifies
the purpose of the trip.

¢ Favorites 5% 4] Web Slice Gallery

| & create |

M v B - &= v Pagew Sa
orace

Favorites © Main Menu >

New Window | Help | J
Cash Advance
Request Cash Advance
Bella Stella

User Defaults Advance ID: NEXT

(General Information

*Description: \Upcnmmg Conference

*Business Purpose:

*Travel Auth #:

Off-site Meeting
Training

Add Advance

*Source Description

-

*Amount Currency

000 USD =
Cash Advance Total:

0.00 USD
Save For Later | Submit For Approval |

* Required Fiskd

Return to Cash Advance

& Intemet | Protected Mode: Off

Step

Action

You can enter a Travel Auth
# if you know the number, or
you can search for available
Travel Authorizations #s.

Click the Look up Travel
Auth # button.

Sy

K3 (Bl € htps//finsbd peoplesoft state.vt.us/psp/FMSBXS/ EMPLOYEE/ERP/</WEBLIB_TE_ NAV.MWEBLBFL + 4 [ 49| X
s E

¢ Favorites 5% ] Web Slice Gallery ~

| & create [

M v B - &= v Pagew Sa
orace

Favorites  Main Menu >

New Window | Help | J
Cash Advance
Request Cash Advance
Bella Stella User Defaults

Advance ID: NEXT

(General Information

*Description: \Upcnmmg Conference
*Business Purpose: Caonference -
“Travel Auth # [ = |
Date From: Date To:
2Source Description =Amount Currem

- 0.00 USD =]

Cash Advance Total: 0.00 USD
Save For Later | Submit For Approval |

Return to Cash Advance

* Required Field

& Intemet | Protected Mode: Off
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Step | Action

9. Select Travel Authorization
ID

: i Favorites 5 ] Web Slice Gallery v

| @ create
ORACLE’

Favorites | Main Menu >

Look Up

Look Up Travel Auth #

Search by:  Travel Authorization D~ hegins with

LookUp | Caneel |agvanced Lookup

Search Results

First g 12012 | Lest
jon ID [Travel Auth Descrintion

Conference in Mass EXP-31
0000000048 Upcoming Canference

& Intemet | Protected Mode: Off

The dates of travel are populated
from the Travel Authorization.

NOTE: Cash Advances cannot be
requested more than 30 days
before the trip!

Step | Action

10. | Next, the Source will have to
be selected.

Click the Source list.

hitps://finshid. peoplesoft state.vt.us/psp/FMSBXA/EMPLOYEE/ERP/s/WEBLIB_TE NAV.WEBLBFL ~ [ | 43 | X [I[=] 8ing
=

: i Favorites 5 ] Web Slice Gallery v

| @ creae
ORACLE’

Favorites  Main Menu >

2@--9 d= v Pagev Sa

New Window | Help | J

Cash Advance
Request Cash Advance

Bella Stella User Defaults AdvancelD:  NEXT

(General Information

*Description: \Upcnmmg Conference
*Business Purpose: Caonference -
*Travel Auth #: pocoooooss a
I Date From: 10/25/2012 Date To: 10/21/2012 I

Add Advance

0.00 USD =]

Cash Advance Total:

0.00 USD
Save For Later | Submit For Approval |

* Required Field

Return to Cash Advance

& Intemet | Protected Mode: Off
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Step | Action

11. | Select the Cash Advance -
AP list item. [@ Cese

| % v B v ] é= v Pagev Sa
Cahions e ] || orsce

Favorites © Main Menu >

¢ Favorites 5% ] Web Slice Gallery

New Window | Help | J

Cash Advance

Request Cash Advance

Bella Stella User Defaults AdvanceID:  NEXT
(General Information

*Description: \Upcnmmg Conference

*Business Purpose: Caonference -

“Travel Auth # [ooooooo04s a

Date From: 10/25/2012 Date To: 10/31/2012

Add Advance
*Source Description *Amount Currency

I~ 000/ USD B

D ———
(Cash Advance - AP

0.00 USD
Save For Later | Submit For Approval |

* Required Fiskd

Return to Cash Advance

& Intemet | Protected Mode: Off

Step | Action

12. | Enter an explanation in the T [ Ao
Description field | @ crene

|7 % v B - &= v Pagev Sa
Step | Action ORACLE m

Favorites © Main Menu >
13. | Enter an Amount that is less

New Window | Help | J

Cash Advance
than O.r equal to the Request Cash Advance
aSSOClatEd TraVEI Bella Stella User Defaults AdvancelD:  NEXT
Authorization.
*Description: \Upcnmmg Conference
. *Business Purpose: Caonference -
NOTE: You cannot - e .

exceed the amount of the
Travel Authorization and

the minimum amount is
$200.

Date From: 10/25/2012 Date To: 10/31/2012

Cash Advance - AP v NAdvance for Conference

Cash Advance Total:

0.00 USD

Save For Later Submit For Approval

* Required Fiskd

Return to Cash Advance

& Intemet | Protected Mode: Off
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Employee/Delegate

Step

Action

=

7

14.

If you are not ready to
submit, the Advance can be
Saved for later.

To Complete,

Click the Submit For
Approval button.

Submit For Approval

€

l #£] https://finsbxd.peoplesoft state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_ FL + 5 3| X
| =

e Favorites |+ ) Web Slice Gallery ~
| & create

ORACLE’

Favorites  Main Menu >

Cash Advance

Request Cash Advance
Bella Stella User Defaults

Advance ID: NEXT

(General Information

*Description: \Upcnmmg Conference
*Business Purpose: Caonference -
“Travel Auth # [ooo0o0ooss Q

Date From: 10/25/2012 Date To: 10/31/2012

Add Advance

Cash Advance - AP ~  |Advance for Conference 456, UU\ usD =]

Cash Advance Total:

Save For Later |I Submit For Approval I

0.00 USD

* Required Fiskd

Return to Cash Advance

M v B - 2 &= v Pagew Sa

New Window | Help | J

& Intemet | Protected Mode: Off

Step

Action

rn

=
.

15.

After reading the
certification statement, click
the OK button.

oK

€

#] https://finsbxd.peoplesoft state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_ FL + g 3| X
b =

¢ Favorites 5% ] Web Slice Gallery

| & create
ORACLE’

Favorites © Main Menu >

Cash Advance

Submit Confirmation
Bella Stella

Advance ID: NEXT

V Click OK to submit, or click Cancel to return to the cash agvance without submiting.
By signing and submitting this form | agree that the funds advanced to me will be used for the
purposes stated in this form

| understand that this note is due and payable on or before the tenth business day following my return
fram this trip and that this amount must be applied to my expense report submitted upen my return

If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the

difference. The department will seek payment of any delinguent loan frem me and will not grant any
more advances until the delinquent loan is repaid.

OK Cancel

M v B - &= v Pagew Sa

New Window | Help | d

Done

& Intemet | Protected Mode: Off
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Employee/Delegate

Step | Action

’(?Q £] hitps://finsbxd.peoplesoft.state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIBFL + £ | 4| X
16. | Click the OK button. T [ B e
e | & creste

: | M v B - &= v Pagew Sa
------- oracle

Favorites © Main Menu >

New Window | Help | J
The Advance iS nOW ‘;t;rj:'i‘tla(;:nﬂrmation
submitted and is waiting Bella Stella
for Expense Coordinator
approval. If any changes
are needed now, the
Advance will have to be
sent back to you by the
Expense Coordinator for
revision.

Advance ID: NEXT

V' The Submit was successiul

Done

& Intemet | Protected Mode: Off
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Employee/Delegate

A Cash Advance can be modified if it has been saved for later or sent back for revision.

Please refer to Bulletin 3.4 (http://aoa.vermont.gov/bulletins) and your department’s policy regarding

Cash Advances.

Step | Action

1. Click the Main Menu
button.

Jr Favorites | gl jg] Web Slice Gallery v

| & Employee-facing registry content | B ~ ] e v Pagev Sal
ORACLE’

Personalize Content | Layout

> Employee Self-Service
— Change My Password
- My Personalizations

— My System Profile

|~ My Diclionary

& Internet | Protected Mode: Off

Step | Action

2. Click the Employee Self-
Service menu.

Jr Favorites | g ] Web Slice Gallery v

I 3 Employee Self-Service

| & Employee-facing registry content | B ~ ] e v Pagev Sal
ORACLE’

Favorites : Main Menu
Search Menu:

[ ®
ﬂl 3 Employee Selff-Service 4 I

|5 Change My Password

[> My Favoril _—
 Employee D My Personalizations

- Change & My System Profile
- My Persol [5] My Dictionary

- My Syster.

| My Dictionary

Personalize

& Internet | Protected Mode: Off
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Employee/Delegate

Step | Action

K3l & hitps/fintraining.erp statewt.us/psp/ TRAINING/EMPLOYEE/ERP/h/Ttab=DEFAULT

3. | Click the Travel and ——
Expense Center menu.
| |=] Travel and Expense Center

Help

i Favorites | 5 ] Web Slice Gallery =

& Employee-facing registry content - = [ @= v Pagew Safe

ORACLE’
Favorites : Main Menu
Search Menu: Personalize Content | Layy

Mens N

Search:

(1 Employee Self-Service
— [E change My Password [ _Travel and Expenses »
o Er!:nployez [E My Personalizations Travel and Expense Center

— Change My System Profile

— MyPersol [=] My Dictionary

— My Syster.

— Wy Dictionary |

& Internet | Protected Mode: OFf

https://fintraining.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_PTPP_St

€ Travel and Expense C findow

KOl €1 hips//finsbid cerp.stateat.us/psp/ TRAINING/EMPLOVEE/ERP/s,

Step | Action

WEBLIB_PTPP_SCHOMEPAGEFie ~ (& | 44 | X [IfD Bing
—

4, Under the CaSh Advance Fle Edit View Favorites Tooks Help
menu i Favorites | ] Web Slice Gallery +

3 v B - [ &= v Pagew Sa

| & Travel and Bxpense Center

Click the Modify link. ORACLE
Favovrites MainvManu S Emp\nyaeéa?f—sarvica » Travel and Expense Center

Main Menu > Emplovee Self-Service >

Travel and Expense Center
Employee Travel and Expense Center

Expense Report
Create, modify, print, view or delete an Expense Report
E Creste Authorization £ Create

Travel Authorization
Create, modify, print, view, cancel or delete a Travel

Cash Advance
'@ Create, modify, print, view and delete]

E Modify ElCreate
= Print = Modify ™
ZMore.. =l punt
3lore.
@ Print Reports é Review Payments
Print any one of your expense fransactions. Review history of expense payments
E] Expense Report | Review Expense History
E Travel Authorization ] Review Pavments

= Cash Advance

Done € Internet | Protected Mode: Off
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Employee/Delegate

Make any necessary changes. If the
Advance was sent back for revision
the reason will be listed in the
comment section.

Step | Action

5. Click the Submit For
Approval button.

Submit For Approval

i Favorites 5% ] Web Slice Gallery

| & Modity
ORACLE

*Source De: *Amount Currency

Cash Advance-AP v 456.00 USD =
Cash Advance Total: 456.00 USD
Advance Status
Status: Pending Post Status: Mot Applied
Created On: 10/18/2012 By: BSTELLA

Last Updated: 10/18/2012 By: BSTELLA

Cash Advance Status

Routing Name Approval Status Date

Originator Stella,Bella In Process
Pre-Pay Auditor

[Approval Detail

Name:

Comment:

Save For Later |I Submit For Approval I

* Required Field

Return to Cash Advance

Favovrites MainvMenu 5 Employee Self-Service > Employee T&E Center > Cash Advance > Modify

d= v Pagev Sa

Gh-8-=

Done

& Intemet | Protected Mode: Off

Step | Action

6. After reading the
certification statement, click
the OK button.

oK

rn

=
.

Favorites © Main Menu >

Cash Advance

Submit Confirmation
Bella Stella Advance ID:  NEXT

V Click OK to submit, or click Cancel to return to the cash agvance without submiting.
By signing and submitting this form | agree that the funds advanced to me will be used for the
purposes stated in this form

| understand that this note is due and payable on or before the tenth business day following my return
fram this trip and that this amount must be applied to my expense report submitted upen my return

If my expense report is not sufficient to cover the full amount of the advance, | agree to pay the

difference. The department will seek payment of any delinguent loan frem me and will not grant any
more advances until the delinquent loan is repaid.

OK Cancel

€ @] httpsi//finsbxd peoplesoft statevtus/psp/FMSEX4/EMPLOVEE/ERP/5/weBLIE_TE NavweeLB FL = G [ 4| x [I[=] &ing
A=A R =
e Favorites | ) Web Slice Gallery ~
| @& create N % v B v & v Pagev S

New Window | Help | d

Done

& Intemet | Protected Mode: Off
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Employee/Delegate

Step | Action

’(?Q &) hittps://finsbxd.peoplesoft statevt.us/psp/FMSBX4/EMPLOYEE/ERP/5/WEBLIE_TENAV.WEBLIBFL ~ £ | 45 [ X
7. CIle the OK button. ¢ Favorites 55 ] Web Slice Gallery ~

| & creste |

M v B - &= v Pagew Sa
oracle

Favorites © Main Menu >

HeTfrYeT)

New Window | Help | J
. Cash Advance
The AdVance IS how Submit Confirmation
Submltted and IS Waltlng Bella Stella AdvancelD:  NEXT

for Expense Coordinator
approval. If any changes
are needed now, the
Advance will have to be
sent back to you by the

Expense Coordinator for
revision.

V' The Submit was successiul

Done

& Intemet | Protected Mode: Off
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Employee/Delegate
View Cash Advances

Step | Action

1. Click the Main
Menu button . | @ Employee-facing registry cont [

= Giv B - Paev S
TR ORACLE ﬁ

Personalize Content | Layout

i Favorites 95 ] Web Slice Gallery ~

Search:

\ ®
[> My Favorites

[> Employee Self-Service

— Change My Passward

- My Personalizations

- Wy System Profile

- Wy Dictionary

& Intemet | Protected Mode: Off

Step | Action

2. Click on Employee Self- S ) e Sice Glly =
Service. (Pr—— |

o B8O e s
| £3 Employee Seff-Service ORACLE ﬁ

Favorites . Main Menu

Search Menu:

[ (@)

Personalize

- Change I My System Profile
- MyPersol [=] My Dictionary

— My Syster

- Wy Dictionary

& Intemet | Protected Mode: Off
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Employee/Delegate

Step | Action

& https://fintraining.crp.statevt.us/psp/TRAINING/EMPLOYEE/ERP/ h/?tab=DEFAULT

3. Click the Travel and
Expense Center link.

Travel and Expense Center

File Edit View Favorites Tools Help

& Favorites | 5l @] Web Slice Gallery ~

| @ Employee-facing registry content B - - [ g v Pagev Safc

Favorites : Main Menu

Search Menu:

= ®

Search:

Personalize Content | Lay

1 Employee Seff-Service
S [E change My Password (] Travel and Expenses 3
1 E:nployes [2 My Personaizations I Travel and Expense Center I
— Change h [E] My Systam Profile

—MyPersol [5] My Dictionary
— My Syster.

— My Dictionary |

https://fintraining erp statevt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEBLIE_PTPP_S( @ Intemet | Protected Mode: Off

(@t o g
=

Step | Action
Il & hitps://finsbxd.crp.state.t.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIS_PTPP_SCHOMEPAGEFic ~ G | 41| x I Bing
4, Under the CaSh Advance File Edit View Favorites Tools Help
menu & Favorites | gl @] Web Slice Gallery ~
! | @ Trovel and Expense Center | | B - ~ [ @ v Pagev S

Click the 2 More... link. ORACLE

Favgrites  Main Menu > Emp\wee;ef—sw\nce » Travel and Expense Center

Main Menu > Employee Self-Service =

ﬁ Travel and Expense Center

Employee Travel and Expense Center

%2\ Travel Authorization
Create, modify, print, view, cancel or delete a Travel

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

Cash Advance
@ Create, modify, print, view and delete|

[ Create Authorization = Create
| Modify El Create ] Modify
= Print E] Modify =i

2 Wore =l print
3 More.
@ Print Reports é’ Review Payments
Print any one of your expense transactions. Review history of expense payments
[E] Expense Report =] Review Expense History

= Travel Authorization = Review Payments
= Cash Advance

€ Intemet | Protected Mode: Off
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Employee/Delegate

Step

Action

Click the View link.

7

findows Internet Exg
Gl @ https://finski.crp.state.vt.us/psp/ TRAINING/EMPLOVEE/ERP/s/WEBLIB_PTPP_SC.HOMEPAGEFic + % 4| x B 8ing
File Edit View Favorites Tools Help

& Favorites | gl @] Web Slice Gallery +

7| {@ Travel and Expense Center ]

%~ B -~ = @ v Page

- Sa

ORACLE’

Favgrites  Main Menu > Emp\uyeegef{iemce » Travel and Expense Center

in Menu > Employe:

53 Cash Advance

Create, modify, print, view and delete a Cash Advance.

Create
Create a Cash Advance

rvice > Travel and Expense Center =

Modify
Modify a Cash Advance

Print
Print a Cash Advance

=0
Delete a Cash Advance

Add to

Done

& Intemet | Protected Mode: Off

Step

Action

If you know the cash
advance # it can be entered
here. To view all cash
advances click

the Search button.

Search

i Favorites
| @ view
ORACLE

Favorites

% &] Web Slice Gallery =

Cash Advance

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

Find an Existing Value

MainvMenu 5 Employee Self-Service > Employee T&E Center > Cash Advance > View

Maximum number of rows to return (up to 300): 300
Search by: AdvancelD

Search JAdvanced Search

~ begins W\Ihl

< mn

Done

& Intemet | Protected Mode: Off
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Employee/Delegate

Action

Select the Cash Advance
you want to view.

EBLIB_TE_NAV.WEBLEFL ~ & |43 | X Bing
=

i Favorites 5 ] Web Slice Gallery

| & view

ORACLE’

Favovrites MainvMenu 5 Employee Self-Service > Employee T&E Center > Cash Advance > View

Cash Advance

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

Find an Existing Value

M v B v &= v Pagew Sa

Maximum number of rows to return (up to 300): |300

Search by: AdvancelD ~ begins W\Ihl

Search | Advanced Search

Search Results

lAdvance ID |Advance Description |Hame Es dvance Status |Creation Date|
00000000178 Jpcoming Conference Stella Bella 60885 Submitted 10/18/2012
0000000016 Conference Stella Bella 60885 Submitted 10/18/2012

& Intemet | Protected Mode: Off

Step

Action

All fields will be grayed out
when viewing a cash
advance. The advance status
will be located in the
Advance Status section.

o Favorites 9 ] Web Slice Gallery ~

| & view

ORACLE’

Favovrites MainvMenu 5 Employee Self-Service > Employee T&E Center > Cash Advance > View

Cash Advance
View Cash Advance
Bella Stella User Defaults AdvanceID: 0000000017

(General Information

Conference

*Description:

“Business Purpose: ‘C“"TE'E”EE 'l

“Travel Auth # [ooooooo04s a

Date From: 10/25/2012 Date To: 10/31/2012

Add Advance

*Source De: 2Amount Currency |Apply Tax
Cash Advance - AP Advance for Training 456.00 USD

Cash Advance Total: 456.00 USD
Advance Status

Status: Submitted Post Status: Mot Applied

Created On: 10/18/2012 By: BSTELLA

Last Updated: 10/18/2012 By: BSTELLA

Accounting Date:  10/18/2012 Accounting Template: STANDARD

M v B [ &= v Pagew Sa

New Window | Help | J

& Intemet | Protected Mode: Off
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Employee/Delegate

Cash Advances are available to view in the system and it is not necessary to print

Step | Action

1. Click the Main
Menu button.

Jr Favorites | gl jg] Web Slice Gallery v

| & Employee-facing registry cont

Personalize Content | Layout

> My Favorites

> Employee Self-Service
— Change My Password
- My Personalizations

— My System Profile

|~ My Diclionary

ent i ~ B v = & v Pagev Sa
e

& Internet | Protected Mode: Off

Step | Action

2. Click on Employee Self-
Service.

| 3 Employee Self-Service

Jr Favorites | g ] Web Slice Gallery v

| & Employee-facing registry cont

Favorites : Main Menu
Search Menu:

Personalize

®

ent fr ~ B v = & v Pagev Sa
oraLe |

ﬂl 3 Employee Seff-Service

|5 Change My Password

[> My Favoril _—
 Employee D My Personalizations

- Change & My System Profile
- MyPersol [£] My Dictionary

- My Syster.

- My Dictionary

& Internet | Protected Mode: Off
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Employee/Delegate

Step

Action

Click the Travel and
Expense Center link.

Travel and Expense Center

& https://fintraining.crp.statevt.us/psp/TRAINING/EMPLOYEE/ERP/ h/?tab=DEFAULT

File Edit View Favorites Tools Help

& Favorites | 5l @] Web Slice Gallery ~

@ Employee-facing registry content - - [ @ v Pagev Safef

Favorites : Main Menu

Search Menu:

= ®

Search:

Personalize Content | Lay

1 Employee Seff-Service
S [E change My Password (] Travel and Expenses 3
1 E:nployes [2 My Personaizations I Travel and Expense Center I
— Change h [E] My Systam Profile

—MyPersol [5] My Dictionary
— My Syster.

— My Dictionary |

https://fintraining erp statevt.us/psp/ TRAINING/EMPLOYEE/ERP/</WEBLIE_PTPP_S( @ Intemet | Protected Mode: Off

Action

Under the Cash Advance
menu

Click the Print link.

(@t o g
=

| 2] nttps://finshia.erp.state.vt.us/ psp/ TRAINING/EMPLOVEE/ERP/s/WEBLIB_PTPP_SC.HOMEPAGEFie ~ & | 41| X [IbD 8ing

File Edit View Favorites Tools Help

& Favorites | gl @] Web Slice Gallery ~

| @ Trovel and Expense Center | | B - ~ [ @ v Pagev S

ORACLE’

Favorites

Home | Addto

Main Menu > Emp\nyee§e?f—5&rvlce » Travel and Expense Center

Main Menu > Employee Self-5 8=

ﬁ Travel and Expense Center

Employee Travel and Expense Center

%2\ Travel Authorization
Create, modify, print, view, cancel or delete a Travel

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

Cash Advance
@ Create, modify, print, view and delete|

[ Create Authorization E Create
=] Modify El Create =
) Print ] Modify
2 More. = Print
3 More.
@ Print Reports .| Review Payments
Print any one of your expense transactions. %ﬁ Review history of expense payments
[E] Expense Report =l Review Expense History

= Travel Authorization = Review Payments
= Cash Advance

Done € Intemet | Protected Mode: Off
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Employee/Delegate

Step

Action

If you have the Cash
Advance # that you want to
print you can enter the
number into the Advance Id
field or you can search to
select.

Click the Search button.

i Favorites 5% 4] Web Slice Gallery

|_’gprmt | M- ~ ] dm ~ Pagev Sa
orace

Favarites | Main Menu

New|

Cash Advance

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

Find an Existing Value

Maximum number of rows to return (up to 300): |300
Search Search by: Advance D ~ begins witn|
Advanced Search
< m
Done & Intemet | Protected Mode: Off
Step | Action

Select the Cash Advance
you want to print.

S Favorites 5 ] Web Slice Gallery

| & pint [ % v B v & v Paev Sa
e S

Favorites | Main Menu
New|

Cash Advance

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

Find an Existing Value

Maximum number of rows to return (up to 300): |300
Search by: AdvancelD ~ begins W\Ihl

Search | Advanced Search

Search Results

Fist [ 1-2or2 [ Lasi

JAdvance ID |Advance Description Name Empl ID|Advance Status |Creation Date|
0000000002 Conference Stella,Bella 60885 Submitted 0214/2013
0000000001 Training Stella,Bella 60885 Approved 02/07/2013

& Intemet | Protected Mode: Off
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Employee/Delegate

Step

Action

A printable version of the
Cash Advance will be
available on the screen.

Follow the instructions you
currently use to print from
your browser.

’(?Q &) https//finsbd.peoplesoft statevtus/psp/FMSEX4/EMPLOYEE/ERP/5/WEBLIE_TE_NAV.WEBLIBFL = G [ 4] X Bing

i Favorites gl ] Web Slice Gallery +
| & print

d= v Pagev Sa

Ghi-8-2

ORACLE’

Favorites | Main Menu

New Window | Help | J

To print this report, please use your browser's print feature.

o

7~ VERMONT

Cash Advance Report Date: 021412013

Bella Stella Report Time: 3:11:04PM
Advance ID: 0000000002 EmplID: 60885
Description: Conference Status:  Submitted

Business Purpose: Conference

Reference Number:

Comment:
Advance Source Description Amount
Cash Advance - AP 275.00 USD
Travel Authorization ID: 0000000012 Cash Advance Total: 275.00 USD
Submission Date: 02H4/2013 Less Nonpayable Amount: 0.00 USD
Approval Date: 02/14/2013 Amount Due Employee: 275.00 USD

By signing and submitting this form | agree that the funds advanced to me will be used for
the purposes stated in this form. | understand that this note is due and payable on or before
the tenth business day following my return from this trip and that this amount must be
applied to my expense report submitted upon my return. If my expense report is not sufficient

Done € Intemet | Protected Mode: Off
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Employee/Delegate
Delete a Cash Advance

Cash Advances can only be deleted when they are in a pending status.

Step | Action @ oy ncing ~
SALQ & https://finsbxd.peoplesoft.state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/h/ ?tab=DEFAULT e IR S Bing
1. Click the Main r——

i Favorites 95 ] Web Slice Gallery ~

Menu button . | @ Employee-facing registry cont [

= Giv B - Paev S
Tam Menn ORACLE ﬁ

Personalize Content | Layout

Search:

\ ®
[> My Favorites

[> Employee Self-Service

— Change My Passward

- My Personalizations

- Wy System Profile

- Wy Dictionary

& Intemet | Protected Mode: Off

Step | Action £ -
¢:Q £ https://finsbxd.peoplesoft.state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/h/?tab=DEFAULT > OB+ X Bing
2. Click on Employee Self-

Jr Favorites | g ] Web Slice Gallery v

Service. | € Employee facing regty cont i

ent i~ B - (2 & v Pager Sa
| 1 Employee Self-Service 4 ORACLE’

Favorites : Main Menu

Search Menu:

[ ®
ﬂl 3 Employee Selff-Service 4 I

|5 Change My Password

Personalize

- Change & [E) My system Profile
- MyPersol [£] My Dictionary

- My Syster.

- My Dictionary

& Internet | Protected Mode: Off
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Employee/Delegate

Step | Action

| 2] https://fintraining.erp.statet.us/psp/TRAINING/EMPLOYEE/ERP/n/7tab=DEFAULT

3' CIICk the Travel and \e \t View Favorites Tools Help
Expense Center link. G Fovorites | 5 ] Web Sice Galery ~

Travel and E:':FIEFIEE Center | @ Employee-facing registry content

Favorites © Main Menu

Search Menu:

e ©

Search:

Personalize Content | Layy
(1 Employee Self-Service
S— [E change My Password [ _Travel and Expenses +
g Er!:nployez D My Personaizations I Travel and Expense Center I
— Change } D My System Profile
— MyPersol [=] My Dictionary

— My Syster.
— Wy Diclionary |

https://fintraining.<rp state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_PTPP_S¢ & Internet | Protected Mode: OFf

Step | Action A

€ Travel and Expense C

| @] hittps//finsbid. erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB PTPP_SC.HOMEPAGEFie ~ [ | 43| X It Bing

4, Under the CaSh Advance Fle Edit View Favorites Tooks Help

S Favorites | 5 & Web Slice Gallery =
menu, |

| & Travel and Expense Center

Click the 2 More... link. ORACLE

Favovrites MainvMenu + Employee Self-Service : Travel and Expense Center

M v B v [ &= v Pagew Sa

Home | rkist | Addto

Main Menu > Employ:

e

Travel and Expense Center

Employee Travel and Expense Center

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

Travel Authorization
Create, modify, print, view, cancel or delste a Travel

Cash Advance
'@ Create, modify, print, view and delete|

= Creste Authorization E] Create
=] Modify =l create =] Modify
= Print = Modify = print
2 More., = Print
3 Wore.
@ Print Reports = é’ Review Payments
Frint any one of your expense transactions Review history of expense payments
= Expense Report = Review Expense History
=] Travel Authorization =l Review Pavments

= Cash Advance

€ Internet | Protected Mode: Off
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Step

Action

6 Tt B
)

Click the Delete link.

G

& hittps://finsbid.crp statevt.us/ psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIE_PTPP_SC.HOMEPAGEFic ~ G | 41 | X [l Bing

File Edit View Favorites Took Help
I Favorites | 5l @] Web Siice Gallery +

| & Trovel and Expense Center

ORACLE’

Favorites  Main Menu > Emp\uyeeéef-SemcE > Travel and Expense Center

£~ B ~ = @ v Pagev Sa

Home | Workiist
Main Menu = Employee Self-Service = Travel and Expense Center >
=

% Cash Advance

Create, modify, print, view and delete a Cash Advance.

= Create = Modify = Print
= Create a Cash Advance Modify a Cash Advance

Print a Cash Advance

View = !De\ele
E View a Cash Advance E

DETETe 7 cash Advance

& Intemet | Protected Mode: Off

Any Cash Advance that is in a
pending status will show up available
to delete.

If the Cash Advance you are looking
for isn't showing up, double check
the status to confirm that it is
pending.

Step

Action

6.

Select the Advance you want
to delete,

O

'€ Delete - Windows Inte
’¢-‘ - g https://finsbx3. erp.state.vt.us/psp/TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIE FUNCT! ~ 4 | 3 [ X [l 8ing

File Edit View Favorites Tools Help

i Favorites | 5 &] Web Slice Gallery =
| & Delete

ORACLE’

Favorites | Main Menu

M3 v B - [ &= v Pagew Sa

Home | orkist | Addto

New Window | Help | df
Travel and Expense
Delete a Cash Advance
Alice Alice

Select |Advance ID

C |Advance Description Creation Date Amount |Currency
| 1 |poooooozsz v conference 0972612014 180.00 USD

[C] 0000000361 VT CONFERENCE 09/23/2014 64126 USD

Delete Selected Advance(s)

Return to Cash Advance

Done €D Internet | Protected Mode: Off
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'€ Delete - Windows Inte

7. Click the Delete Selected
Advance(s) button.

| 2] https/finsbid.erp statewt.us/ psp/ TRAINING/EMPLOYEE/ERP/</WEBLIB_TE_NAV.WEBLIE FUNCT) + £ | 43 | x [lllD ing
File Edit View Favorites Tools Help

Delete Selected Advance(s)

Favorites © Main Menu

i Favorites | 5 &] Web Slice Gallery =
| @ Delete [ B v B v & v Paev S
ORACLE

Travel and Expense

New Window | Help | df

Alice Alice

Advance ID

0000000362

[C] 0000000361

Return to Cash Advance

Dene

Delete a Cash Advance

Delete Selected Advance(s)

|Advance Description

Creation Date

Amount |Currency
VT Conference 08/26/2014 180.00 USD
VT CONFERENCE 09/23/2014 64126 USD

&€ Internet | Protected Mode: Off

Step | Action

& Delete - Windows Inte

8. Click the OK button.
oK

File Edit View Favorites

| 2] https/finsbid.erp statet.us/ psp/ TRAINING/EMPLOYEE/ER/5/WEBLIB_TE_NAV.WEBLIE FUNCT) + £ | 43 | x [l ing

Favorites © Main Menu

Travel and Expense

Tools Help

i Favorites | 5 &] Web Slice Gallery =

| @ Delete [ v B v & v Paev Sa
ORACLE

New Window | Help | df

Save Confirmation
Alice Alice

“ The Save was successful

=]

!

e

Dene

€ Internet | Protected Mode: Off
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Employee/Delegate
Step | Action

& Delete - Windows Inte; xplore
()

I g https://finsbx3.erp.state.vt.us/psp/ TRAINING/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIE FUNCT] ~ G |43 [ X [l ® 8ing
9. The dEIEtEd CaSh Advance File Edit View Favorites Tools Help
will no longer be available to | | =™ |t ] e e Gl -

. A . {@ Delete R
view, modify, or print. | |

£~ B -~ = @ v Pagev Sa
orace

Favorites . Main Menu

Mew Window | Help | d
Travel and Expense
Delete a Cash Advance
Alice Alice

Select |Advance ID

|Advance Description

Creation Date

Amount |Currency

[F] 0000000361 WT CONFERENCE 09i23/2014 64126 USD

Delete Selected Advance(s)

Return to Cash Advance

Done

& Intemet | Protected Mode: Off
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