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/Q\VERMONT Expense Training Guide

Supervisor/Approver

SUPERVISOR/APPROVER

The Basics:

e Supervisors/Approvers are responsible for being knowledgeable of Bulletin 3.4 and department
policies regarding expenses

o Expense transactions will automatically reroute to the supervisor’s supervisor after 7 days

e Supervisors need to set up an alternate approver prior to extended known absences (See Set up
Alternate Approver)

o Expense transactions should never be placed on hold. If a transaction is placed on hold, it will
need to be sent back for revision for the employee to resubmit

Expense Reports
Review Expense Report
Procedure

The Basics:

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

As a Supervisor (Approver) it is your responsibility to review the Expense Report for accuracy and policy
following Bulletin 3.4. Only if the Expense Report meets the appropriate standards is it ready for
approval.

Basic questions to ask prior to approval:

1. Is there a Travel Authorization for this trip?

2. Was the Expense Report created from the Travel Authorization?
3. Was there a Cash Advance for this trip?

4. Was the Cash Advance applied to the Expense Report?

5. Are all items substantiated?

6. Are expense lines charged to the correct chartfields?

7. Does the report comply with Bulletin 3.4?
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/Q\VERMONT Expense Training Guide

Supervisor/Approver

Step | Action

1. Supervisors can see reports
ready for approval by either
using their Worklist or by EIE
navigating through the o ®

O My Favorites
[ Employee Selt-Service

men u. [ Manager Sel-Service

[ Commitment Control
[ Worklist

— Change My Password
— My Personalizations

Click the Main Menu e
button.

Personalize Content | Lavout ? Help

i »

Step | Action

2| ik e Manager ot
Service menu. Home | Workist | | AddtoFavor

Favorites | Man Menu

. Search Menu: Personalize Content | Lay
| £3 Manager Seff-Service — ®
lenu o
ok L Employes Soff 2 1]
BT [ _Manager Seif-Service 14
DE#DT;;E’,E 3 Commitment Control :

> Manager (3 Workist
I Commitr 5] Change My Password

> Workdist lizati
e [E] My Personalizations
— My Persol My System Profile
— My Syster [£] My Dictionary

— My Diclion_.
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Expense Training Guide
Supervisor/Approver

Action

Click the Travel and
Expense Center menu.

| &I Traveland Expense Center

Favorites = Main Menu
Search Menu:

pderpsta. O~ @ B C X | @ Employee-facing registry c... %

Home | Workist | | AddtoFavor

Personalize Content | Lay

[enu—

Search:
———— [ Employee Self-Service
ST EE ] (1 Manager Self-Service
'S E?ﬂployez 3 Commitment Control
I> Manager £ Workist

I Commitrr [5] Change My Password

[> Worklist
— Change | |1 My Personalizations
— My Persol My System Profile

— My Syster [5] My Dictionary
— My Diclion..

®

»

Iﬁ Travel and Expense Center I
b

m

Step

Action

Under the Manager
Approvals menu,

Click the Expense Reports
link.

xpense Reporty

ffinstd.erp state... 2 = @ € X | & Travel and Expense Center %

Manager Travel and Expense Center

[=L.5! Manager Approvals
VA ansactions

= Travel Autherizations

Favovntes MalnvManu > Managersve Service > Travel and Expense Center

ﬁ Travel and Expense Center

’i Bugaet Check
B Request buaget check, review budget exceptions and
cancel approved travel authorizations
= Request Budaet Check
=] Views Exceptions - Travel Auth
= View Exceptions - Expense Rot

'—'75 Review Payments
Review history of expense payments.

[E] Review Expense History
[E Review Payments
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Expense Training Guide
Supervisor/Approver

Action

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

To see all Expense Reports
that are available to you for
review,

Click the Search button.

wdepstate.. £ ~ @ O X | @ Approve Expense Reports X

ORACLE'

Home | Workist || AddtoFavorites | Signout
Favortes : Main Menu > Manager Sef-Service

& NewWindow P Help B hitp
Approve Expense Report
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

[~ Search Criteria

Searchby: ReportiD + begins with|
Limitthe number of results to (up to 300): {300

dvanced Search

Step

Action

Select the report you would
like to review

pprove Expense Reports

Home | ‘Workist || AddtoF:

Favorites  Main Menu > Manager Self-Service

& New Window

Approve Expense Report

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

Find an Existing Value

~ Search Criteria

Search by: ReportiD ~ begins with|
Limit the number of results to (up to 300): |200

Search | Advanced Search

Search Results

iew All First [4] 1-2of9 [3] Last
ReportlD  Report Description Name Empl ID Report Status Submission Date Resubmission Date
0000493399 Expense Report Alice Alice 00002 Submitted  12/24/2015 (Dlank)
BTz wense Report Alice Alice 00002 ‘Submitted 1212412015 | (blank)
0000493396 Expense Report Alice Alice 00002 Submitted 12/24i12015 (blank)
0000493397 Expense Report Alice Alice 00002 Submitted 12/24/12015 (blank)

Page 5 of 28



»~ VERMONT

Expense Training Guide
Supervisor/Approver

If an expense report has a Travel
Authorization applied, the Travel
Auth Id will be located in the Report
Information section

Step | Action

7. | The Expense Report Totals
section will show whether a
cash advance has been
applied to the report.

To see the cash advance that
has been applied,

Click the View Cash
Advance link.

shd.erpstate... O ~ @ & X | @ Approve Expense Reports %

- ) ps:/
ORACLE’
Home | ‘Workist || AddtoFs

Favovntes MalﬂvMEnu > MaﬂagerS_e?f—Serwce

Approve Expense Report

Expense Report Summary
Alice Alice ReportiD: 0000436745

~ Report Information

Report Description: Conference Reference: Employee Base: Office
Business Purpose: Conference Comment:

Report Status: Submitted

Accounting Date: 1212212015 Created On: 1212212015 By: VISTRN1

LastUpdated: 121222015 By: VISTRNL

IraVeIAlllrl\Dl 0000002646 I

More Options: + GO

Default Accounting For Report

|V\ew Cash l\dvancel

Expense Line tems Personalize | Find | 1| #
Expense Type Date Reim"'ﬁ Currency
OUT MILES - FULL 12/17/2015 106.95 USD
OUT MILES - FULL 12/19/2015 106.95 USD
OUT BREAKFAST 1211712015 6.25 USD
OUT BREAKFAST 12/18/12015 625 USD
OUT BREAKFAST 12/19/2015 6.25 USD
OUT DINNER 1211712015 18.50 USD
OUT DINNER 12/18/2015 18.50 USD
OUT DINNER 12/18/2015 18.50 USD
Expense Report Totals
Employee Expenses: 330,65 USD Due Employee: 80.65 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
E:;aofeixcpree?“e: g gg Egg Definition of Totals
ite: 000 USD Total Taxable Expenses: 28.75 USD
I Cash Advances Applied: 250.00 USD I (applicable taxes will be withheld from your pay)

Step | Action

8. The View Cash Advance
page shows the amount of
the cash advance and the
amount that was applied to
the expense report.

If the advance amount is
more than the total applied,
the employee will owe the
balance.

Click the Ok button.
OK

shd.erpstate... O ~ @ & X | @ Approve Expense Reports %

ORACLE

Favovntes Malﬂyenu > MaﬂagerS_e?f—Serwce

Home | ‘Workist || AddtoFs

) New Window ? Help E/,F’ersnnz

Approve Expense Report
View Cash Advance

Alice Alice Report ID: 0000436745
*Advance 1D Advance Amount Exchange Rate Total Applied
0000000530 SD 1.00000000 250.00QJSD
Total Advance Applied: 250.00 USD

Total Employee Expenses: 28815 USD

Total Due Employee: 3815 USD

£\ Returnto Search | =] Notify
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Expense Training Guide
Supervisor/Approver

Step | Action

« @ https://finsb3 erp state... O ~ @ © X | @ Approve Expense Reports %

9. | Each line detail should be —
TEViewed for aCCUfaCy and Favovrites Main'Menu > Managersve?f—Serw:e el
compl iance. Expense Report Summary
Alice Alice ReportiD: 0000436745
. .
To VleW detalls’ Report Description: Conference Reference: Employee Base: Office
- Business Purpose: Conference Comment:
CIICk the OUT M I LES - Report Status: Submitted
FU LL ||nk Accounting Date: 1212212015 Created On:  12/22/2015 By:  VISTRNL

LastUpdated:  12/22/2015  By: VISTRN1
Travel Auth ID: 0000002646

Default Accounting For Report View Cash Advance More Options: = |E|
Expense Line tems Persnnahzel@l@l

Expense Type Date % Currency

1211712015 106.95 USD

OUT MILES -FULL 121812015 106.95 USD
G2 DUT BREAKFAST 1211712015 10.00 USD
(‘R QUT BREAKFAST 1201712015 10.00 USD

OUT BREAKFAST 12/18/2015 625 USD

OUT BREAKFAST 12/19/2015 625 USD

OUT DINNER 121712015 1850 USD

OUT DINNER 12/18/2015 1850 USD

OUT DINNER 12/18/2015 1850 USD
Q INMILES - FULL 09/01/2015 2875 UsD
Employee Expenses: 33065 USD Due Employee: 80.65 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
:::;‘:eitpre;is ggg Ezg Definition of Totals
Vendor Credits: 0.00 USD Total Taxable Expenses: 28.78 USD

Step | Action »
€5 T ——

10. | The Expense Dgtall page T —
allows you to view detailed Foverees | Mo ienu > Menager 5o senvce
information for each expense | | assrove Expense Report

Home | ‘Workist || AddtoFe

“ne Within an Expense Expense Detail for OUT MILES - FULL (Line 1)
Alice Alice Report ID: 0000436745
Report.
Expense Date: 121712015
H H Payment Type: Employee "I No Receipt
TO reVIeW the nEXt Ilne’ Billing Type: Non-Taxable - Internal DNon.Rein?bnrsable

Click the Next Expense e 185 x 05750

Originating Location: MONTPELIER VT

button. Destination Location:  NEW YORK
Description: trip to conference
I Mext ‘EH:DE’I"IS =] | Amount Spent: 106.95 USD
Exchange Rate: 1.00000000 B [7] Default Rate
Reimbursement Amt: 106.95 USD
Start time: End time:
12:00AM 11:59PM

Set Personalizations | Find | (2

‘General Ledger ChartFields

Amount  “GLUnt  Monetary Amount g:;eﬂ %ﬁ Account  Fund Dept Program  Class Project Affili;
106.95 01115 106.95 USD 1.00000000 518500 59300 1115001000

Update Accounting Detail

[/] Approve Expense

| Previous Bxpenze | | NextExpense |

Return to Expense Report

|&L Retumn to Search [ Notify |
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Expense Training Guide
Supervisor/Approver

Step

Action

11.

To return to the Expense
Report Summary page,

Click the Return to
Expense Report link.
Eeturn to Expense Repor]

LRGN © nttps./sfinsbi.erp state... O = @ € X | @ Approve Bpense Reports %

ACLE

Favovntes MalﬂvMEnu > MaﬂagerS_e?f—Serwce

Home | ‘Workist || AddtoFs

Approve Expense Report

Expense Detail for OUT MILES - FULL (Line 2)

Alice Alice Report ID: 0000436745
About This Expense

Expense Date: 12119/2015

Payment Type: Employee [no Receipt

Billing Type: Non-Taxable - Internal [" Non-Reimbursable

Miles: 186 x 0.5750

Originating Location: NEW YORK
Destination Location: MONTPELIER VT

Description: trip home from conference
Amount Spent: 106.95 USD
Exchange Rate: 1.00000000 B [7] Default Rate
Reimbursement Amt: 106.95 USD
Start time: End time:
12:00AM 11:59PM
Set Personalizations | Find | (2]
Amount  ‘GLUN  Monetary Amount CUNSICE DXSRANGE  acoount  Fund  Dept Progmm  Class  Project Al
106.95 01115 106.95 USD 1.00000000 518500 59300 1115001000

Update Accounting Detall

[/] Approve Expense

| Previous Expense || NextExpense

|& Retumn to Seareh | [Z] Notify |

Step

Action

12.

Any line that has been
flagged by the system as an
exception will have an
exception bubble next to it.

To see line exceptions,

Click the Exceptions button.

EME N & huips//inshd epstate... O~ @G X

ACLE

(& Approve Expense Reports %

Home | ‘Workist || AddtoF:

Favovntes Maiﬂ'Menu > Maﬂagersverf-Serw(e

@Newwmdow “? Help E,-/F’ersnna

Approve Expense Report
Expense Report Summary

Alice Alice ReportiD: 0000436745

Report Description: Conference Reference: Employee Base: Office
Business Purpose: Conference Comment:

Report Status: Submitted

Accounting Date: 1212242015 Created On: 1212212015 By: VISTRN1

LastUpdated:  12/22/2015  By: VISTRN1
Travel Auth ID: 0000002648

Default Accounting For Report View Cash Advance More Options: = |E|
Expense Line ltems Persnnahzelwl
Expense Type Date % Currency
QUT MILES - FULL 1211712015 106.95 USD
BUTHITESFULT 121912015 106.95 USD
[E curereskeast 1211712015 10.00 USD
G2 OUT BREAKFAST 1211712015 10.00 USD
OUT BREAKFAST 1211812015 6.25 USD
OUT BREAKFAST 12/19/2015 6.25 USD
OUT DINNER 1201712015 18.50 USD
OUT DINNER 12/18/2015 18.50 USD
OUT DINNER 12119/2015 18.50 USD
G INMILES - FULL 09/01/2015 28.75 USD

Expense Report Totals
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/\C;\VERMONT Expense Training Guide

Supervisor/Approver

The View Exceptions Comments page will show all exceptions for the report. Below are the most
common exceptions and what they mean. If you have any questions, you will need to work with your
department expense coordinator:

Duplicates Exist: The system has found another expense line with the same information. The comment
column lists the line and sheet for the other line that has the same information. Verification will need to
be done to see if this line is valid.

Taxable billing type: Expense lines that are over 60 days old and taxable expense types require a taxable
billing type. An example of a taxable expense type is commuter mileage. The expense will need to be
verified that it should have a taxable billing type.

Amount Exceeded: The amount entered for the meal is over the negotiated meal maximum amount. For
more information on meal reimbursements please consult "Expenses Reimbursement" and "Meal
Reimbursement” in the current Collective Bargaining Agreements, as well as Bulletin 3.4.

Step | Action
»d.erpstate.. 2 - @ C X | @ Approve Expense Reports
13. | To return back to the
Expense Report Summary ST e
page’ & New Window “? Help [,/F’ersona
Approve Expense Report
Click the Return To View Exception Comments
Expense Report Iink Alice Alice Report ID: 0000436745

General Information

Report Description: Conference

Return To Expense Repor]

Business Purpose: Conference

Reference:

| Line|ExpenseTyoe lEweption ____|Commenst |
3 OUT BREAKFAST Amount Exceeded breakfast
Expense line is a duplicate of Line 4, Sheet Id
3 OUT BREAKFAST Duplicates Exist 0000436745
4 OUT BREAKFAST Amount Exceeded breakfast
Expense line is a duplicate of Line 3, Sheet Id
4 OUT BREAKFAST Duplicates Exist 0000436745
13 IN MILES - FULL Taxable billing type. Taxes will be withheld from pay.
Hefum To Bxpense Repord

£ Retun to Search [ Nofity
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Send an Expense Report back for revision
The expense report needs to be revised or needs to be deleted.

Expense Training Guide
Supervisor/Approver

Step

Action

14.

To send a report back for
revision a comment is
required.

Enter what revisions need to
be made to the report into the
Comment field.

Step

Action

15.

Click the Send Back for
_Revision button.

Send Back for Revision

Favorites

OUT BREAKFAST
OUT BREAKFAST
OUT DINNER
OUT DINNER
OUT DINNER

G INMILES -FULL

MEIH'ME!NJ > Manager S'erf-Serw(e

O - @& © X | & Approve Expense Reports

1211812015
12i19/2015
1201712015
121812015
1211912015
09/01/2015

6.25 USD
6.25 USD
18.50 USD
18.50 USD
18.50 USD
2875 UsD

| workist ||

Expense Report Totals

Employee Expenses: 33065 USD Due Employee: 80.65 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Pi id E: :
Elr:;ao‘yeetpfe':ls\te: ggg Egg Definition of Totals
Vendor Credits: 0.00 USD Total Taxable Expenses: 2875 USD
Cash Advances Applied: 250.00 USD (applicable taxes will be withheld from your pay)
Current Approval Status
Routing Name Status Date
Originator Alice Alice Submitted 122212015
Approver 1 Dillon,Dillon

Pre-Pay Auditor

Approval Detail Find | view Al First £l 10f2 B Last

Name: Dillon,Dillon
‘Comment:
Budget Status:  Not Chik'd Budget Checking is required before the Expense Report can be Approved. Please click on
Budget Options the Budget Options hyperlink.
Appraye,Report Hold Send Back for Revision Save

Retumn to Travel and Expense Center

£\ Return to Search | [Z] Notify

Add to F

Step

Action

16.

Click the OK button.
(5]

b erpstate... O - @ G X | @ Approve Expense Reports

ORACLE"

Favorites

Approve Expense Report

Main Menu > Manager Seff-Service

x

Save Confirmation
Alice Alice

Report ID:

0000436745

Home | ‘Workist ||

Add to F:

@ newwindow ? Help [ Persona

Expense Report Totals

Due Employee:
Due Vendor:

Employee Expenses:
Hon-Reimbursable Expenses:
Prepaid Expenses:

Employee Credits:

Vendor Credits:

Cash Advances Applied:

33065 USD
0.00 USD
0.00 USD
000 USD
000 USD

250.00 USD

V This report will be sent back for revision

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

Cancel

8065 USD
0.00 USD

2875 USD
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Expense Training Guide

Supervisor/Approver

Step

Action

17.

Click the OK button.

LoBIE R © nttps./sfinsbi.erp state... O = @ € X | @ Approve Bpense Reports %

ACLE

Favorites

Malﬂyenu > Manager S_E?f—Serwce

Approve Expense Report
Save Confirmation
Alice Alice Report ID: 0000436745

“ The Save was successful

|£4 Return to Search | [=] Notify |

Hor workiist || Addto Fi

) New Window ? Help [ Persona

Step

Action

18.

The employee will receive
an email notification letting
them know the report has
been sent back for revision.

L @ hitps://Finsb3 0O~ & ¢ X | @ Approve Expense Reports

ORACLE
Home |
Favorites — Main Menu » Manager SeffService

Approve Expense Report
Expense Report Summary

Alice Alice ReportID: 0000436745

Report Description: Conference Reference: Employee Base: Office
Business Purpose: Conference Comment:

Report Status: Pending

Accounting Date: 121222015 Created On: 12/22/2015 By: VISTRN1

LastUpdated: 12/22/2015 By:  VISTRNL
Travel Auth ID: 0000002646

Default Accounting For Repert View Cash Advance More Options: - |eo|

Expense Line tems

Reimburse:

Expense Type Date Ayt Currency

OUT MILES - FULL 1211712015 106.95 USD

OUT MILES - FULL 121972015 106.95/USD

OUT BREAKFAST 121712015 625 USD

OUT BREAKFAST 1211812015 6.25USD

OUT BREAKFAST 1211972015 6.25USD

OUT DINNER 12172015 18.50 USD

OUT DINNER 1211812015 1850 USD

OUT DINNER 1211912015 18.50/USD

Expense Report Totals.

Employee Expenses: 288.15 USD Due Employee: 38.15 USD

Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

Prepaid Expenses: 0.00 USD

Employee Credits: 000 USD ‘Definiion of Totale

Vendor Credits: 000 LISn Total Taxable Expenses: 000 USD
b SOUOL LI, AL — —_—

ENewwindow  ? Help [ Personalize Page R nitp =

Workist | | Add o Favorites |
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Expense Training Guide
Supervisor/Approver

Approve an Expense Report

The expense report has been reviewed and ready to be approved.

If the Approve Report button is
grayed out, the report either hasn't
been budget checked or itis in
budget error. If it is in error, contact
your expense coordinator.

Step

Action

19.

If the report has a Budget
Status of Not Chk'd, it is
going to have to budget
checked.

Click the Budget Options
link.

NOTE: Expense
transactions are budget
checked in a nightly batch
process or manually.

& C X | & Approve ExpenseReports %

Home | workist || AddtoFe
Favorites | Main Menu > Manager Seff-Service

OUT MILES - FULL 12/17/2015 106.95 USD

OUT MILES - FULL 12/19/2015 106.95 USD

OUT BREAKFAST 12/17/2015 625 USD

OUT BREAKFAST 12/18/12015 625 USD

OUT BREAKFAST 12/18/2015 6.25 USD

OUT DINNER 12/17/12015 1850 USD

OUT DINNER 1211812015 18.50 USD

OUT DINNER 12/18/2015 18.50 USD

Expense Report Totals
Employee Expenses: 288.15 USD Due Employee: 3815 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD
Employee Credits: 0.00 USD Deflnllon of Totsls

Vendor Credits: 0.00 USD Total Taxable Expenses: 0.00 USD
Cash Advances Applied: 250.00 USD (applicable taxes will be withheld from your pay)

Current Approval Status

Routing Name Status Date

Criginator Alice Alice Resubmitted 122212015

Approver 1 Dillon,Dillon

Pre-Pay Auditor

»_Approval History

Approval Detail Find | view a1l First £l 10f2 B Last
Name: Dillon,Dillon

Comment:

Budget Status: | Mot Chkd Budget Checking is required before the Expense Report can be Approved. Please click on
Fudqet Options the Budget Options hyperiink.
ApproveReport Hold Send Back for Revision Save

Batum tn Traval and Evnanca Cantar

Step

Action

20.

Click the Budget Check
button.

| Budget Check |

d.erpstate... O~ @ C X | @ Approve Expense Reports %

ORACLE’

Favovntes MEIH'MEHU > Maﬂagersverf-Serwce

Home | ‘Workist || AddtoF:

@ New Window ? Help [ Persona

Commitment Control

‘Commitment Control Details
Source Transaction Type: Expense Sheet
Budget Checking Header Status: Not Budget Checked

‘Commitment Control Amount Type: Encumbrance

 Budget Check |

oK Cancel

Go to Transaction Exceptions  Go To Activity Log
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Expense Training Guide
Supervisor/Approver

Step

Action

21.

The report should now have
a Valid Budget Check. If
not, contact your department
expense coordinator to work
with you on figuring out
why it is in error.

Click the OK button.

ok ]

LoBIE R © nttps.sfinsbi.erp state... O = @ € X | @ Approve BpenseReports %

ACLE

Favovntes Malﬂyenu > MaﬂagerS_e?f—Serwce

Home | ‘Workist || AddtoFs

@ New Window ? Help E-,/F’ersnnz

Commitment Control

Commitment Control Details

Source Transaction Type: Expense Sheet

Budget Checking Header Status: Valid Budget Check

‘Commitment Control Amount Type: Encumbrance

‘Commitment Control Tran ID: 0023151489

‘Commitment Control Tran Date: 1212212015
\Eudgﬂ\ Go to Transaction Exceptions £ 1.0 ACivity Log

] o

Step

Action

22.

Click the Approve Report
button.

| Approve Report |

LGl © https:/ffinsh.erpstate... O~ @ & X | @ Approve Expense Reports

—
X
ACLE
Home Wi || AddtorF:

Favorites  Main Menu > Manager Self-Service

WUt mies - PO 1220 1wo.90 | UBL

OUT BREAKFAST 12M7i2015 6.25 USD

OUT BREAKFAST 12M8/2015 625 USD

OUT BREAKFAST 12M8/2015 6.25USD

OUT DINNER 12M7/2015 18.50|USD

OUT DINNER 12182015 18.50|USD

OUT DINNER 1218/2015 18.50|USD

Expense Report Totals
Employee Expenses: 288.15 USD Due Employee: 3815 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
::mg:;ﬁs ggg 323 Definition of Totals
Vendor Credits: 0.00 USD Total Taxable Expenses: 0.00 USD
Cash Advances Applied: 250.00 USD (applicable taxes will be withheld from your pay)

Routing Hame Status Date

Originator Alice Alice Resubmitted 122212015

Approver 1 Dillen,Dillon

Pre-Pay Auditor
»_Approval History
Approval Detail Find | View Al First o2 0 Last

Name: Dillen,Dillon
Comment:
Budget Status: Valid Budget Checking completed. Report is ready for Approval/Posting.

Budaet Options

| Approve Report | Hold | | SendBackfor Revision || Save

£\ Returnto Search | =] Notity |
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Expense Training Guide
Supervisor/Approver

Step

Action

23.

Click the OK button.

— o |

LBl @ nitps:/finshc.emstate... O~ @& X

RACLE

Favovntes MalﬂvMEnu > MaﬂagerS_e?f—Serwce

(& Approve Expense Reports %

Home | ‘Workist || AddtoFs

@ New Window ? Help E-,/F’ersnnz

Approve Expense Report

Save Confirmation

Alice Alice Report ID: 0000436745
Expense Report Totals
Employee Expenses: 288.15 USD Due Employee: 38.15 USD
Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD Definifion of Totals
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD Total Taxable Expenses: 0.00 USD
Cash Advances Applied: 250.00 USD (applicable taxes will be withheld from your pay)

& This report will be approved

By approving this expense report | certify under the pains and penalties of perjury that, to the best of
my knowledge, the reported information reflects actual expenses (or per diem if applicable) and the
employee is legally entitled to reimbursement. (This certification exclusively applies to the Executive
Branch of State government.)

e

Step

Action

24,

Click the OK button.

LGl © nttps:/ffinshc.erpstate... O - @ & X | @ Approve Expense Reports %

Home Workiist || Add to F:

Favorites  Main Menu > Manager Self-Service

2 New Window  ? Help & Personz

Approve Expense Report
Save Confirmation
Alice Alice Report ID: 0000436745

“ The Save was successful

|24 Returnto Search | =] Motity |
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Supervisor/Approver
Travel Authorizations

Review Travel Authorizations

Procedure

The Basics:

As a Supervisor (Approver) it is your responsibility to review the Travel Authorization for accuracy and
policy following Bulletin 3.4. Only if the Travel Authorization meets the appropriate standards is it ready
for approval.

Basic questions to ask prior to approval:

1. Is the appropriate payment method being used for the expenses? Are direct vendor payments or a
purchasing card being used when possible?

2. If expenses are being paid by a third party organization, did the employee fill out the Expenses to be
paid by a third-party organization form located on the Finance & Management site? (Applies to non-
state/federal government organizations)

3. Are all items necessary?

4. Are expense lines charged to the correct chartfields?

5. Does the authorization comply with Bulletin 3.4?

Step | Action
25. Supervisors can see Travel
Authorizations ready for
approval by either using e EDE

their Worklist or by
navigating through the
menu.

Click the Main Menu
button.

Page 15 of 28




Expense Training Guide
Supervisor/Approver

Step

Action

26.

Click the Manager Self-
Service menu.

Home | Workist | | AddtoFavor
Favorites = Main Menu

| £3 Manager Seff-Service

Search Menu:

Personalize Content | Lay

o @

search:
—— [ _Emplgyes Seff-Service
b My Favor LJ_Manager Self-Service
L Erﬂployez 3 Commitment Control
I Manager 3 Worklst

> Commitn [5] Change My Password
Eucv'?::gm;n |1 My Personalizations
 MyPersay ) My System Proflle
— My Syster [5] My Dictionary
by Diclion—..

~ =l=]- o

m

Step

Action

217.

Click the Travel and
Expense Center menu.

| =] Travel and Expense Center

O - @ B¢ X | @ employee-facing registy c.. %

Home | Workist | | AddtoFavor

Favorites | Main Menu
Search Menu:

@ Personalize Content | Lay

3 Employee Self-Service 14
(1 Manager Self- @
Eg!’m;?;;e"‘; 3 Commitrment Control 115 Travel and Expense Center |
> Manager (3 Workist 3
I Commitr 5] Change My Password

> Worklist lizati
e [E] My Personalizations
— My Persol My System Profile
— My Syster [£] My Dictionary

— My Diclion .

mm
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Supervisor/Approver

Step | Action

o » : -
LBl © nitps:fiintraining.erp.st.. O ~ @ & X | 8 Travel and Expense Center X

28. | Under the Manager
Approvals menu, v' i u > Managarsve?f-Servi:e > Traveland Expense Center e b

Main Menu > Manager

CI ICk the Travel ﬁ Travel and Expense Center

Wanager Travel and Expense Center

Authorizations Iink. =13 Manager Approvals Eﬁ;@ﬂndgetcheck ’%Jﬁewew Payments

%32 Approve expense transactions. Request budget check, review budget exceptions and Review history of expense payments

— e Te—— cancel approved fravel authorizations e
[ravel Authorizationg] I ReauestBudt Check 2 Reviow Poymants

=] View Exceptions - Travel Auth
=] View Exceptions - Expense Rpt

Step | Action

| & nitps://finsbc.epstate... O~ @ © X | @ Approve Expense Reports

29. | This I_|nk can _be _saved asa —

faVOflte by Cllelng the Add Favnvrrres Ma\nvMenu > Managersve}f—Serv\ce
to Favorites link in the upper e 7 iy Ritp
right hand corner. Approve Sxpense Repor

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

To see all Travel
R
Authorizations that are —

available to you for to Searchby: fesonD v pegreum|
- Limit the number of results to (up to 300). W
review,

Home | Workist || AddtoFavorites | Sign out

dvanced Search
Click the Search button.

Search |
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Action

Select the authorization you
would like to review

& Approve Travel Authorizati... %

Home | Workist || Addto Fav|

B Mew Window
Approve Travel Authorization
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value
~ Search Criteria

Search by: Travel Authorization ID ~ begins with|
Limit the number of results to (up to 300): |200

[ Search |acvanced Search

Search Results
iew All First [4] 1-2of2 [j] Last
ization ID Travel Auth Description Name Empl ID Travel ization Status Submission Date ion Date

000026 Trip for Conference Alice Alice 00002 Submitted 12/10/2015 (blank)
0000002642 Conference Alice Alice 00002 Submitted 12/09/2015 (blank)

Step

Action

31.

Each line detail should be
reviewed for accuracy and
compliance.

Click the OUT
BREAKFAST link.

LGl @ nttps/fintraining erp.st... © ~ & ¢& X | @ Approve Travel Authorizati... %

RACLE

Favorites | Main Menu > Manager Self-Service

|| Addto Fav|

@ NewWindow ? Help [5 Personaliz

Approve Travel Authorization
Travel Authorization Summary

Alice Alice Travel Auth ID: 0000002642
General Information
Description: Conference
Travel Date From: 12/10/2015 To: 12113/2015
Business Purpose: Conference
Status: Submitted
e e
OUT BREAKFAST 12/10/2015 8.00 USD (/]
OUT BREAKFAST 1211112015 6.00/USD =
OUTMILES - FULL 12/10/2015 115.00 USD |
OUTMILES - FULL 12/12/2015 115.00 USD |
OUT DINNER 12i10/2015 18.50|USD |
OUT DINNER 12/10/2015 18.50|UsSD |
OUT DINNER 1211212015 18.50|USD |
Total Expenses: 299.50 USD
Less Non-Approved Expenses: 0.00 USD
Total Travel Authorization: 299.50 USD

Travel Authorization Status
Routing Hame Approval Status Date
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Supervisor/Approver

The View Expense page allows you
to view detailed information for each
expense line. Verify that all
expenses submitted comply with
Bulletin 3.4

The expense line links in the Current
Expenses section can be used to go
between expense lines.

Step

Action

32.

To review the accounting
details,

Click the Accounting
Details link.

LSRGl & https:/fintraining epst... O ~ & & X | @ Approve Travel Authorizati... X

ORACLE"
Home | Workist || Addto Fav|

Favorites  Main Menu > Manager Self-Service

& New Window 7 Help [/,F’ersnnahz

Approve Travel Authorization

View Expense - OUT BREAKFAST

Alice Alice

Travel Auth ID: 0000002642

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”

Exgenoe wiomaton

*Date: Date Expense Type ~ Amount
12010/2015  OUT BREAKFAST 200

Payment Type:
IR —— 120112015 OUT BREAKFAST 600
o fypes o 1201002015 OQUTMILES-FULL  115.00
Originating | ocation: = 12122015 OUTHILES-FULL 11500
*Location: HEW voRE 12102015 OUT DINNER 18.50
Amount: usD 12010/2015  OUT DINNER 18.50
1211212015 QUT DINNER 18.50

Done
Travel Auth Total 299.50
Go To

View Exception Comments
User Defaults
Accounting Detaild

* Required Field

£l Return to Search __ /=] Previousin List _+

Step

Action

33.

The Previous Expense
button and Next Expense
button can be used to see the
accounting information for
other lines,

When finished verifying
accounting information,
Click the OK button.

LBl & https://fintraining.erpst.. O + @ & X | @ Approve Travel Authorizati... %

ORACLE"
Home | wWorkist || AddtoFay]

Favovntes MalﬂvMEﬂu > Manager S'e?f-Servlce

) New Window ? Help [# Personaliz

Approve Travel Authorization
Accounting Detail
Alice Alice

This is the accounting detail for expense type OUT BREAKFAST with a transaction
date of 2015-12-11 inthe amount of 6 USD

Travel AuthID: 0000002642

St Personalizations | Find | 211 85 Frst £ 1011 17 Lot

‘General Ledger ChariFields T

Amount *GL Unit Account Fund Dept Program Class Project Affiliate

p.00/[o1110 @ [518520 '@ [10000 /@ [111000300Q, aQ a Q Q|=

Add ChartField Line

I Previous Expense

Next Expense I

&£\ Return to Search  #[5 PreviousinList  +[] 10 [Z] MNotify
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Step

Action

34.

If the authorization has any
exceptions, a "View
Exception Comments" link
will be available.

Click the View Exception
Comments link.

View Exception Comments

LSRGl & https:/fintraining epst... O ~ & & X | @ Approve Travel Authorizati... X

ORACLE"
Home | Workist || Add to Fav|

Favorites  Main Menu > Manager Self-Service

& New Window 7 Help [/,F’ersnnahz

Approve Travel Authorization

View Expense - OUT BREAKFAST

Alice Alice

Travel Auth ID: 0000002642

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”

*Date: m Date Expense Type Amount
payment Type: 12102015 OUT BREAKFAST 200
12112015 OUT BREAKFAST 6.00
"Billing Type: 12102015 OUTMILES-FULL  115.00
Originating | ocation: LroRe 12122015 OUTHILES-FULL 11500
*Location: 12102015 OUT DINNER 18:50
Amount: usD 12102015 OUT DINNER 18.50
121202015 OUT DINNER 18:50
Done |

: Travel Auth Total 299.50

Go To

View Exception Commenis]
User Defaults
Accounting Details

* Required Field

L Return to Search |_ /=] PreviousinList 5| licviinlist

The View Exceptions Comments page will show all exceptions for the authorization. Below is the most

common exception and what it means:

Amount Exceeded: The amount entered for the meal is over the negotiated meal maximum amount. For
more information on meal reimbursement please consult "Expenses Reimbursement™ and "Mileage
Reimbursement™ in the current Collective Bargaining Agreements, as well as Bulletin 3.4.

Step

Action

35.

Click the Return to Travel
Authorization Summary
link.

Return to Travel Authorization Summar]

LSl & nitps: intraining.erp.st.. O ~ @ & X | @ Approve Travel Authorizati... %

ORACLE"
Home | Workist || AddtoFav]

Favovntes MalﬂvMEﬂu > Manager S'E?f—Servlce

) New Window ? Help [# Personaliz

Approve Travel Authorization
View Exception Comments
Alice Alice

Travel Auth ID: 0000002642

General Information

Description: Conference
Date From: 12/10/2015 To: 12/13/2015
Business Purpose: Conference

1 OUT BREAKFAST Amt Exceeded
2 OUT BREAKFAST None
3 OUTMILES -FULL MNone
4 QUTMILES -FULL MNone

breakfast at hotel

Mo exceptions associated with this line.
Mo exceptions associated with this line.
Mo exceptions associated with this line.

5 OUT DINNER MNone Mo exceptions associated with this line.
6 OUT DINNER MNone Mo exceptions associated with this line.
7 QUT DINNER None Mo exceptions associated with this line.

Eetum 1o Travel Authorization Summaﬁ‘l

&L Returnto Search  #[5] PreviousinList <= 1= 0 L= [Z] Notify
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Supervisor/Approver

Send a Travel Authorization back for revision
The Travel Authorization needs to be revised or needs to be deleted

Step | Action = e
€S

36. | Tosend an authorization P— :
back for revision a comment | [[F i re -t soroene e

is required_ OUT MILES - FULL 12/12/2015 115.00 USD
OUT DINNER 121012015 18.50 USD

. OUT DINNER 121012015 18,50 USD

Enter what revisions need to OUT DINNER 1211212015 18,50 USD
_be made to the authquzatlon T T e v
into the Comment f|6|d. Less Non-Approved Expenses: 0.00 USD
Total Travel Authorization: 299.50 USD

Step | Action

Travel Authorization Status

37. | Click the Send Back for Boutng tams toalsaus e
P Originator Alice Alice Submitted 12/08/2015
ReVISIOI"I button. Approver 1 Dillon,Dillon

Approval Detail

| Send Back for Revision |

Name: Dillon,Dillon

Comment: Please update amount on line 1 ‘
Budget Status: Mot Chk'd Budget Checking is required before the Travel Authorization can
Budaet Options ‘be Approved. Please click on the Budget Options hyperiink.

[ Approve:Reguest| [ BenyRequests:| I Hold | Save |

GoTo: View Report Information

View Exception Comments
User Defaults

Accounting Defaults

Step | Action

- )| € g niseining st 0 - @ € X | 5 approve Trovel uthorzai.. |}
38. | Click the Yes button.

Message

This report will be sent back for revision. (10502,247)

Ne
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Action

Click the OK button.

2 Approve Travel Authorizati... %

Home | Workist || Addto Fav|

& New Window 7 Help [& Personali

Approve Travel Authorization
Save Confirmation
Alice Alice Travel Auth ID: 0000002642

“ The Save was successiul.

| &8 Returnto Search | |+E] Previous inList | [4E] 1=t n List | ] Hotify |

Step

Action

40.

The employee will receive
an email notification letting
them know the authorization
has been sent back for
revision.

-
LSRGl & https:/fintraining crpst.. © ~ @ €& X | @& Approve Travel Authorizati... x

RACLE

Favorites © Main Menu > Manager Seff-Service
LT s -

General Information

Add to Fav

Description: Conference

Travel Date From: 12/10/2015 To: 12/13/2015
Business Purpose: Conference

Status: Pending

I
OUT BREAKFAST 1211012015 8.00 USD ]|
OUT BREAKFAST 1201112015 6.00 USD ]
OUT MILES - FULL 1211012015 115.00 USD |
OUT MILES - FULL 1201212015 115.00 USD ]
QUT DINNER 121012015 18.50 USD |
OUT DINNER 121012015 18.50 USD ]
OUT DINNER 1211212015 18.50 USD |
Total Expenses: 299.50 USD
Less Non-Approved Expenses: 0.00 USD
Total Travel Authorization: 29950 USD

Travel Authorization Status

Routing Name Approval Status Date
Originator Alice Alice Submitted 1211012015
Approver 1 Dillon,Dillon Sent Back for Revision 121102015

1 First KN 4 of 1 O Last

Name: Dillon,Dillon

Comment: Please update amount on line 1
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Approve a Travel Authorization

The Travel Authorization has been reviewed and ready to be approved

If the Approve Request button is
grayed out, the authorization either
hasn't been budget checked or it is in
budget error. If it is in error, contact
your expense coordinator.

Step

Action

41.

If the authorization has a
Budget Status of Not Chk'd,
it is going to have to budget
checked.

Click the Budget Options
link.

NOTE: Expense
transactions are budget
checked in a nightly batch
process or manually.

//fintraining.erpst.. O ~ @ & X | & Approve Travel Authorizati... %

ORACLE"
Home | Workist || Addto Fav

Favovrrtas Mavaenu > Manager S:elf—Serwce

OUT MILES - FULL 1212/2015 115.00/USD

OUT DINNER 12110/2015 18.50|USD

OUT DINNER 12/10/2015 18.50|USD

OUT DINMER 12H12/2015 18.50|USD
Total Expenses: 29950 USD
Less Non-Approved Expenses: 0.00 USD
Total Travel Authorization: 29950 USD

Travel Authorization Status

Routing Hame Approval Status Date

Originator Alice Alice Submitted 12/09/2015

Approver 1 Dillon,Dillon

Approval Detail Find | View A1l First & 4of1 1 Last
Hame: Dillen,Dillon

Comment:

Budae af Mot Chicd
Budget Optiong

Budget Checking is required before the Travel Authorization can
be Approved. Please click on the Budget Options hyperiink.

: DenyReguest: Hold ‘Send Back for Revision Save

GoTo: View Report Information

View Exception Comments
User Defaults

Accounting Defaults

Step

Action

42.

Click the Budget Check
button.

ORACLE"
Home | Workist || AddtoFay]

Favovntes MalﬂvMEﬂu > Manager S'e?f-Servlce

) New Window ? Help [& Personaliz

Commitment Control

‘Commitment Control Details

Source Transaction Type: Travel Authorization

Budget Checking Header Status: Mot Budget Checked

‘Commitment Control Amount Type: Encumbrance

| Budget Check ;

Go to Transaction Exceptions G To Activity Log
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Step

Action

43.

The authorization should
now have a Valid Budget
Check. If not, contact your
department expense
coordinator to work with
you on figuring out why it is
in error.

_Click the OK button.

QK |

training.erpst... O ~ @ & X | @ Approve Travel Authorizati... %

Home | Workist || Addto Fav|

Favorites  Main Menu > Manager Self-Service

& New Window 7 Help [& Personali

Commitment Centrol

Commitment Control Details

Source Transaction Type: Travel Authorization
Budget Checking Header Status:
Commitment Control Amount Type: Encumbrance
Commitment Control Tran ID: 0023151485
Commitment Control Tran Date: 12110/2015

BudgetGhesks

Goto Transaction Exceptions o To Aclvity Log

Step

Action

44,

Click the Approve Request
button.
Approve Request |

-
LSRGl & https:/fintraining epst... © ~ @ & X | @ approve Travel Authorizati... x

ACLE’

Favorites . Main Menu > Manager Self-Service

Home | Workist || AddtoFav|

OUT DINNER 12/10/2015 18.50 USD

OUT DINNER 1201212015 1850 USD
Total Expenses: 28950 USD
Less Non-Approved Expenses: 0.00 USD
Total Travel Authorization: 299.50 USD

Travel Authorization Status

Routing Name Approval Status Date
Originator Alice Alice Submitted 12/10/2015
Approver 1 Dillon,Dillon

Approval Detail

Name: Dillon,Dillon

Comment:

Budget Status: Valid Budget Checking completed. Report is ready for

Budget Options Approval/Posting.

Approve Request DenyReguest Hold ‘Send Back for Revision Save

GoTo:  View Report Information
View Exceplion Comments
User Defaults
Accounting Defaults

Fquulred Field
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Action

_Click the OK button.

& Approve Travel Authorizati... %

Home | Workist || Addto Fav|

& New Window 7 Help [& Personali

Approve Travel Authorization
Save Confirmation
Alice Alice Travel Auth ID: 0000002644

“ The Save was successiul.

| &8 Returnto Search | [+ Freviousin st | 4E] Nextinlist | |[=] Notify |

Step

Action

46.

The Travel Authorization is
now ready for the employee
to use when they return from

travel.

-
LSRGl @ https:/fintraining crpst.. O ~ @ €& X | @ Approve Travel Authorizati... x

RACLE

Favorites . Main Menu > Manager Self-Service

LT ALS Hiaver s

General Information

Add to Fav

Description: Conference

Travel Date From: 12/10/2015 To: 12/13/2015
Business Purpose: Conference

Status: Approved

I
OUT BREAKFAST 121012015 8.00 USD ]|
OUT BREAKFAST 1201112015 6.00 USD ]
OUT MILES - FULL 12i10/2015 115.00 USD |
OUT MILES - FULL 1201212015 115.00 USD ]
QUT DINNER 121012015 18.50 USD |
OUT DINNER 121012015 18.50 USD ]
OUT DINNER 1211212015 18.50 USD |
Total Expenses: 299.50 USD
Less Non-Approved Expenses: 0.00 USD
Total Travel Authorization: 29950 USD

Travel Authorization Status

Routing Name Approval Status Date
Originator Alice Alice Submitted 1211012015
Appraver 1 Dillon,Dillon Approved 121102015

1 First KN 4 of 1 O Last

Name: Dillon,Dillon
Comment:
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Supervisor/Approver
Set up Alternate Approver

Procedure

The Basics:

» An Alternate Approver is set up by a supervisor during an extended absence. When an alternate
approver is set up, only the alternate approver will have access to approve the reports for the time period
designated.

« Alternate Approvers are for use ONLY in the case of extended absence.

» Worklists need to be clear of all pending transactions before an alternate is set up. (Designating an
alternate does not re-direct transactions waiting for your review).

« Alternates are required to have Approver level security. Assigning an alternate does not grant that
person security.

» The Alternate Approver should be someone in your organization who is either a peer or superior, not a
subordinate.

* You will need to know the employee’s VISION user ID to designate them as an alternate approver.

Step | Action & Employee-facing registy conter s Iternet Explr
@ . 2| https://finsbxd peoplesoft.statent.us/psp/FMSBX4/EMPLOYEE/ERP/h/7tab=DEFAULT
1. . Click the Main i Favartes s 5] Web Sice Gollry -

Menu button. | @ Employee-facing registy content [ fi v B v O @ v Page~ Safety~ Took~ @~

Main Menu ORACLE fome | o romces | Smos
Favorites -

Personalize Content | Layout Help

Menu

Search:
\ ®
[> My Favorites

- Employee Self-Service

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

Done @ Internet | Protected Mode: Off v Ri10% -
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Step

Action

Click on My System
Profile

i Favorites

o ] WebSlice Gallery =

(@ Employee-facing registry content

] - - [ fe v Pagev Safetyv Toolsv @+

ID My Systemn Profile

ORACLE' 1

Favorites . Main Menu

Search Menu: Heln
| ®

Search:

3 Employee Self-Service
[E] change My Password

&> My Favoril | o oo

[ Employeg

- Change b

— My Persol

1 onalzation
[=] My System Profila

[=] My Dictionary
— My Syster.
-y Dictionary |

Done @ Internet | Protected Mode: Off 45~ R10% ~

Step

Action

Enter the VISION
User ID for the
employee that is
going to be your
alternate into the
Alternate User ID
field.

Step

Action

Enter dates in the
From Date and To
Date fields. The
From Date should
be the first day of
your absence and
the To Date should
be the date before
you return to work

’(:Q @] hitps,//finsbxd peoplesoft.statevtus/ psp/FMSBX4/EMPLOYEE /ERP/c/MAINTAIN SECURITV.USER » 4 [41] &
— = _

¢ Favorites  © i @] Web Slice Gallery =

| @ My System Prcfile [ v B - 0 & v Pagew Sefetyr Tools~ v

ORACLE’

Favovntes Ma\n'Menu 5 My System Profile

New Window | Help | Customize Page | B~

General Profile Information
Bella Stella

Password

Change password
Chanqe or set up forgotten password help

Personalizations
My preferred language for PIA web pages is English

My preferred language for reports and email is: English -

oo la

_ - [ aQ
Alternate User

I you will be temporarily unavailable, you can select an alternate user to receive your routings.

Currency Code:

Alternate User ID: ‘ Q 1l
From Date: B (example-12/31/2000)
To Date: [ (example:12/31/2000)

Workflow Attributes

Email User [ Worklist User

Miscellaneous User Links

First K 1 or 1 I st

7]
Customize | Find | (1] #

Done & Intemnet | Protected Mode: Off fa v ®10% -
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Step | Action

5. Scroll down to view
the bottom of the

page.

My System

& https://finsbed.peoplesoft.statevt.us/psp/FMSBX4/EMPLOYEE/ERR/c/MAINTAIN_SECURITV.USER = 4 |45 | X [I= 8ing
=

- ol
o~

i Fovorites % ] Web Slice Gallery +

‘ & Wy System Profile |

- - [0 e v Pagev Safety~ Took~ @+

ORACLE

Favorites . Main Menu > My System Profile

General Profile Information

Bella Stella

Password

Change password
Change or set up forgotten password helo

Personalizations

My preferred language for PIA web pages is English

My preferred language for reports and email is: English -
Currency Code: usD @

Default Mobile Page: | Q

Alternate User

Mew Window | Help | Customize Page | B, 2

il

6. Click
the Save button.

B save

I you will be temporariy unavaiiable, you can select an alternate user to receive your routings.
Alternate User ID: [s1o0 Q i
From Date: [08re2015 [ (example:12/31/2000)
To Date: [08r2712015 (example: 12/31/2000)
Email User
Miscellaneous User Links
Done & Internet | Protected Mode: Off v RI0% ~
Step | Action %‘Y Qe =
O- ] https://finsbd.peoplesoft.state:vt.us/psp/ FMSBX4/EMPLOYEE/ERP/c/MAINTAIN_SECURITY.USER ~ (3 | 43 | X [fI[] Bing p -

File Edit View Favorites Tools Help

<l Favorites | & My System Profile
ORACLE

Favorites  Main Menu > My System Profile
Alternate User

1fyou will be temporariy unavaiiable, you can Select an aternate USEr to receive your routings.

Alternate User ID: [ Q
From Date: (example:12/31/2000)
To Date: [ (example:12/31/2000)

Workflow Attributes

Email User

Miscellaneous User Links

Email customize | Find | 0] First B 1 or 1 I Last

Erimary Email Email Address

Account
Business v |bellastella@state vtus| =]

B~ v [ M v Page Safetyv Toolsv @

m

& Internet | Protected Mode: Off da v ®mI10% -
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