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Introduction
This module contains information regarding the State of Indiana's Travel and Expense Travel

Authorization and Expense Report entry and policies. The Travel and Expense User Guide is

divided into three lessons:
1) Travel Authorization (Form G10)
2) Expense Report (Travel Voucher)
3) Miscellaneous Procedures
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Manager Process - ER & TA

Budget Check an Expense Report & Travel Authorization

Procedure

3 Employee-facing registry content - Micrasoft Internet Explorer provided by F55A - State of Indiana

File Edit View Favorites Tool  Help

Qe - ) - (%] & T ‘ ) seareh /"¢ Favortes €¢3| R - JE S

Address [{€] hitps:devfin.gnis. in.govpspifsupl [EVPLOYEE/ERF hihab=DEFALLT | s |unks >

Development

Personalize Content | Layaut Help
=

Menu
Search:

®
[+ My Favorites
> Employee Self-Service
[- Manager Sel-Service
> Supplier Contracts
[ Customers
[ Products
[ Promotions
[ Custarner Contracts
[ Order Managerment
(> Pricing Configuration -
[ Custamer Returns

[ ltems

[ Cost Accounting

[ Vendors

> MAMWDBE Repositary

> Purchasing

[+ Inventary

[ Procurement

[- Services Procurement
> Sourcing

- Engineering

> Manufacturing Definitions
[ Production Gontral

- Configuration Modeler
- Product Configurations
- Quality

[ Dernand Planning

(> Inventary Policy Planning
> Supply Planning

[+ Grants

> Program Management
> Project Costing LI

|4&] https:f/devfin.gmis.in.gowlpspjFsup1 [EMPLOYEE JERP]s{WEBLIE_PTRP_SC.HOMEPAGE FieldFormula. Icript_AppHP7PE_fname=CO_MANAGER_SELF

istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | (] Microsoft Excel - Test Em... | [ €] Employee-facing rei...

T T [8 @ mustedsies
[ o0 ] 1009

Step

Action

From the main menu, click the Manager Self-Service link.

|I> ManagerSeIf—Sewice|
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7} Base Navigation Page - Microsoft Internet Explorer provided by FSSA - State of Indiana RS

File Edt View Favorites Took  Help ‘ i

Qe - Q- %] 2 \’h‘psaarch /"% Favaries @| R - S

Address [{€] hitps: devfin.gnis. in.govpspifsupl [EMPLOYEE ERF s/ WEBLIE_PTPP_SC HOMEPAGE FicldFormula I5cript_AppHP?pt_mame=CQ_MANAGER,_SELF_SERVICEZ&FolderPathe

Development

n
I* Budgets

I Procurement ﬁ Manager Self-Service Edit "Manaer Self-Service" Falder

[ Assets

— Review Forecasted Time

— Travel and Expense Center = Review F Time ri Travel and Expense Center - W Budgets

- = Change stalus, or print or review forecasted Manager Trawel and Expense Certer Aooess BLGgets
[> Supplier Contracts time. = Budget Search
> Gustomers Elhiotity Preferences
[> Products
> Promotions Procurement Assets
> Customer Contracts .I\:nar\s.ga reguisitions, receiveing and schedule Llsde tl’\ise\’;sarvic:tmsr\sger role to manacge
interviews a department's assets.

b Orderenagemet | T Ve Do et
v EUE e RS =] Approve Change Requests = Approve Asset Transfer
[ lterns
> Cost Accounting
[> Vendors B

> MAMWIDBE Repositary

> Purchasing

> Inwentary

I eFracurement

[» Bemvices Procurement

> Sourcing

> Engineering

> Manufacturing Definitions
[» Production Control

> Configuration Modeler

> Product Configurations
[ Quality

> Demand Planning

> Inwentory Paolicy Flanning
I Supply Flanning

[> Grants

[ Program Management

I Praject Costing =1

I Pranneal Mananamant

T T [8 @ mustedsies
distart| | & (%) (~ (@ | [~ mbox - Mcresoft outook | (] Mirosoft Excel - Test En...| [ Base Navigation Page... T Fr

Step Action

2. Click the Travel and Expense Center - M link.
M

avel and Expense C
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2} Travel and Expense Center - M - Microsoft Internet Explorer provided by FSSA - State of Indiana RS

File Edt View Favorites Took  Help ‘ w

Qe - © - %] 2 \’h‘psaarch /"2 Favorites @| R - JE B

Adress [{€] hitps:devfin.gnis. in.govpspifsupl [EMPLOYEE ERF s/ WEBLIE_PTPP_SC HOMEPAGE FicldFormula Iscript_AppHP?scname=EP_MANAGER_TE_CENTERSPORTALPARAM_F1 7] [EJ S0

Development

I~ Manager SelF-Service

I* Budgets

I Procurerment ﬁ Travel and Expense Center - M

- Assets

_ Review Forecasted Time Manager Travel and Expercse Center

-{3 Approvals Budget Check @ Manage Security
W5 Approve expense transactions @/Jﬁaquest budget check, review buget Autharize users, Setup approvers and
© Supplier Contracts B Approve Transactions exceptions and cancel approved travel reassion wark
B L RIS tons authorizations 5 Authorize Expense Users
b Products E View Excentions - Travel Suth = Update Emplovee Profile
= Wiew Excptions - Expense Rit
[> el = Cencel Travel Mutharizalions
[> Customer Contracts
I> Order Management [kl Analysis P| t Reports eview Payments
[ Pricing Corfiguration R, Access analysis tools for tine and expense <4 Print management reports for Iravel expenses Review histary of expense payments
1> Customer Returns ertries ElCorporste Card Report ElReview Expense History
I terns FElview Predicted Expense Summary = Emplovee Data by Department = Review Payments
1> Gost Accounting 5l iew Forecasted Tine FEIEmpiovee Data by Business Unt FEIReview Pavroll Paymerts
> vendars B e 1 e e e Shiore..
:; gm‘ﬁi‘?ﬂiﬂﬂﬂsmw T s and Preferences
b il Manage your personal, organizational and
financial details for travel and expense

> eProcurement reporting
[ Serices Procurement EIReview/Edt Profils
[ Sourting I Delegate Etry Authority
1> Engineering EFiter tobile Data
> Manufacturing Definitions
[> Praduction Contral
> Configuration Modeler
I Product Configurations
> Quality
[» Demand Planning
[ Inwentory Palicy Planning
> Supply Planning
[> Grants
> Program Management
[ Project Costing LI
[{&] https:fjdevfin.gmis.in.gow/pspjFsup1 [EMPLOYEE JERP/c /APPROYE_EXPENSE_TRANSACTIONS.EX_APPRVL_WORKLIST.GEL?PORTALPARAM PTCNAv=E | | | [ [ [@ Trosted stes

distart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | (5] Microsoft Excel - Test Em...|[&] Travel and Expense C...

Step Action

3. Click the Approve Transactions link.
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2} Approve Transactions - Microsoft Internet Explorer provided by FSSA - State of Indiana RS

File Edit View Favorites Tool  Help ‘ "J.

eﬁack - Q) - d @ \h‘/;jSearch 5.7 Favariss €¢3| 2~ ; i = J Fe i) §

Address [{€] hitps:devfin.gnis. in.govpspifsupl [EMPLOYEE ERF c/APFROVE_EPENSE_TRANSACTIONS. EX _APPRIL_WWORKLIST GELTPORTALPARAM_PTCNAY=EP_EX_aLL_arpR_sro x| [EJ &0

Development

Hiome

~ Approve Transactions =] New Window | & =

[ Overview Y Expense Reports | Time Reports § Time Adjustments | Travel Authorizations |~ Gash Advances | Emars |,

Transactions

> Manage Emplovee >
Infarmation b
[ Load External Information

[> Manage Expenses A
Banu?\w f SelectAll [ ClearAll Approve Send Back Eludgetcheck| Refresh List |

- Process Expenses

> Manage Accounting Transactions to Approve

[» Real-Time Analysis . . I Transaction Date
T Select Alert Transaction Type Total Unit Name Employee ID  Description D Submt
-C
— A e iaEE [ | Jily Expense Report 30,000 USD Holtzelaw Howard 10000068359 test 0000002433 04/07
Center - Expense Report 4.500 USD Holtzelaw,Howard 10000068959 Test 04/07 £:35 0000002451 0407
[ Billing
b Accounts Receivable r Expense Report 7.000 USD Holtzelaw,Howard 10000068959 Test Travel Processes 10:42 0000002453 04/08
EA;EE;"TE P?VEU‘E A Expense Report 1192.000 USD Holzelaw,Howard 10000068959 Test15 0000002459 05113
eSetlements
I Asset Management r Expense Report 80.000 USD Able Daniel 10000066607 Meeting 0000002461  09/21
[ IT Azzet Management
b Banking r Travel Authorization 137.000 USD Holtzelaw Howard 10000068959 Out of State Test 12:49 0000000186 0407
[ Cash Management r Travel Authorization 434000 USD Holtzelaw Howard 100000688549 Test Out of State 041609 0000000189 0416

> Deal Management
© Risk Management r Travel Authorization 7.000 USD Holtzelaw,Howard 10000063859 Test 04117108 8:55 0000000162 04017

[> Financial Gatewar
[ VAT and Imrastaty SelectAll [T ClearAl Approve Send Back Budget Gheck Refresh List

[» Excise and Sales TawVAT
IND s

[> Commitment Cantrol —

> General Ledger

[: Allocations Emplovee Expense History

[» Statutory Reports

> SCM Integrations Return to Travel and Expense Center- M —
13 E?,I,UF Financials/Supply ~|4] | »
|&] Done [ B @ tustedsies

#istart]| | @ (%) [~ [ | [~ Inbox - Microsoft outook | [ Microsoft Excel - Test Em... | [&] Approve Transaction... (¢, [M] 10:09 M

Step Action

4. The first approver(s) in the workflow routing is designated to perform the budget
check process in conjunction with approval of the document. This reserves funds
for upcoming travel (Travel Authorization) or employee reimbursement (Expense
Report).

Approvers not responsible for the budget check process need only be concerned
with reviewing the document as required by the approval role.

The Approve Transactions page provides an Overview tab that displays all
transactions, while the other tabs organize them according to the transaction type.

Click the Expense Reports tab for this example.
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2} Approve Transactions - Microsoft Internet Explorer provided by FSSA - State of Indiana RS

File Edit View Favorites  Tools  Help ‘ "J.

Qe - ) - %] &) &h‘/_j Search 5|7 Favaries €¢3| -2 - LK 33

Address [{€] hitps:devfin.gnis. in.govpspifsupl [EMPLOYEE ERF c/APFROVE_EPENSE_TRANSACTIONS. EX _APPRIL_WWORKLIST GELTPORTALPARAM_PTCNAY=EP_EX_aLL_arpR_sro x| [EJ &0

Development

Hiome

< Approve Transactions = e Window | 5

u | overview | Expense Repoits Y Time Reports | Time Adjustments | Travel Authorizations ) CashAdvances | Emors |
> Manage Emplovee >
Infarmation b
[ Load External Information
[ Manage Expenses i
Banu?\w (o Select Al [ Clear Al MI Send Back Eludgetcheck| Refresh List |
- Process Expenses
[> Manage Accaunting Transactions to Approve
[» Real-Time Analysis Budget . Transaction  Date
T Select Alert  Total Amount Curt c o " Name: Employee ID  Description Submitted
-C
— A e iaEE [ | Jily 30000 USD Valid  Holtzelaw Howard 10000068859 test 0000002433 04074200
Center - 4.500 USD Valid  Holelaw Howard 10000068959 Test O4/07 2:35 Q000002451 040702001
[ Billin:
DA‘:‘:DEHIS Receivable r 7.000 USD Valid  Holtzelaw, Howard 10000068959 Test Travel Processes 10042 0000002453 04/08i200¢
AT P A 1192000 UsD N Holtzclaw,Howard 10000063959 Test1s 0000002456 051 3/200¢
I> eSetilements = Chig  olEclaw, Rowarn Testis oooonLeod 1
> Asset Management Nt
[> IT Asset Management - 80.000 USD Chkd Able,Daniel 10000066607 Meeting DOQO002461 0572172008
> Banking
[ Cash Management Approve Send Back Budget Check Refresh List
© Dasi Managerment Select Al [ Clear Al
> Risk Managerment -
> Financial Gateway
[» VAT and Intrastat
[ Extise and Sales TadVAT Owerview | Expense Reports | Time Reports | Time Adjustments | Travel Authorizalions | Cash Advances | Errors
IND
[> Commitment Cantrol
> General Ledger
[+ Allocations
[» Statutory Reports
[> SCM Integrations
> Set Up Financials/Supply ~|4] | _’I
& [ B @ tustedsies

distart| | @ (X (~ (@ | [~ Inbox - Microsaft Outlook | [ Microsoft Excel - Test Em...| [ €] Approve Transaction... ¢ D, [M] 10:10 M

Step Action

5. Option 1: BUDGET CHECK FROM OVERVIEW TABS

The Budget Check process that reserves funds for the transaction may be run from
the Expense Report tab or from the document itself during review/approval. Each
transaction must have a valid budget check status before it can be approved.

Let's look at Budget Check from the Expense Reports tab first.

Click the Select checkbox next to the transaction to be budget checked.
Notice the Budget Status column. The status is currently Not Chk'd.
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File Edit View Favorites

3 Approve Transactions - Microsoft Internet Explorer pravided by F55A - State of Indiana

Tools

Help

Q= -0 A7

-LJid 3

\h ‘ }’7 Search \i\\?Favnrites €¢3| sz. ; i

Address [{€] hitps: devfin.gnis. in.govpspifsupl JEMPLOYEE ERFc/APPROVE_EPENSE_TRANSACTIONS. EX _APPRIL_IWORKLIST GELTPORTALPARAM_PTCNAYV=EP_EX_ALL_PPR_SRC x|

Development

New Window | &

__"r"ﬂd‘ A' roved Overview | Expense Reports {_Time Reports | Time Adjustments | Travel Authorizations |~ Gash Advances | Erars |,
Transactions
> Manage Emplovee >
Infarmation b
[ Load External Information
[ Manage Expenses i
Banu?\w f Select Al [ Clear Al Apprave Send Back Eludgetcheck| Refresh List |
- Process Expenses
> Manage Accounting Transactions to Approve
[» Real-Time Analysis Budget . Transaction  Date
T Select Alert  Total Amount Curt c o " Name: Employee ID  Description D Submitted
— A e iaEE [ | Jily 30000 USD Valid  Holtzelaw Howard 10000068859 test a0pnn02433  04/07i200¢
Center - 4.500 USD Valid  Holelaw Howard 10000068959 Test O4/07 2:35 Q000002451 040702001
[ Billin:
DA‘:‘:DEHIS Receivable r 7.000 USD Valid  Holtzelaw, Howard 10000068959 Test Travel Processes 10042 0000002453 04/08i200¢
I Accounts Payable A Mot )
I aSetilements [l 1182.000 USD Chkd Holtzelaw Howard 10000068959 Test1s DO00002453 0511352008
> Asset Management Nt
[> IT Asset Management 2 80.000 USD Chkd Able,Daniel 10000066607 Meeting DOQO002461 0572172008
> Banking
[ Cash Management Approve Send Back Budget Check Refresh List
> Deal Management Selecta [0 Cleara
> Risk Managerment -
> Financial Gateway
[» VAT and Intrastat
[ Extise and Sales TadVAT Owerview | Expense Reports | Time Reports | Time Adjustments | Travel Authorizalions | Cash Advances | Errors
IND
[> Commitment Cantrol
> General Ledger
[+ Allocations
[» Statutory Reports
[> SCM Integrations
> Set Up Financials/Supply ~|4] | _’I
) [ B @ tustedsies
distart| | @ (X (~ (@ | [~ Inbox - Microsaft Outlook | [ Microsoft Excel - Test Em...| [ €] Approve Transaction... J#/®,[M] 1

Step Action

6. Click the Budget Check button to launch the budget check process.

Budget Check
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2} Approve Transactions - Microsoft Internet Explorer provided by FSSA - State of Indiana RS

File Edit View Favorites Tool  Help ‘ "J.

eﬁack - Q) - \ﬂ @ \h‘/;jSearch \i\\?Favnrites €¢3| 2~ ; i = J Fe i) §

Adress [{€] hitps:fdevfin.gnis. in.govpspifsupl [EMPLOYEE [ERF ¢ /APFROVE_EPENSE_TRANSACTIONS. EX _APPRIL_WWORKLIST GELTPORTALPARAM_PTCNAYV=EP_EX_ALL_arpR_sre x| B

Development

< Approve Transactions = e Window | 5

u | overview | Expense Repoits Y Time Reports | Time Adjustments | Travel Authorizations ) CashAdvances | Emors |
> Manage Emplovee >
Infarmation b
[ Load External Information
[ Manage Expenses i
Banu?\w (o Select Al [ Clear Al MI Send Back Eludgetcheck| Refresh List |
- Process Expenses
[> Manage Accaunting Transactions to Approve
[» Real-Time Analysis Budget . Transaction  Date
T Select Alert  Total Amount Curt c o " Name: Employee ID  Description Submitted
—%nd e [ | Jily 30000 USD Valid  Holtzelaw Howard 10000068859 test a0pnn02433  04/07i200¢
Center - 4.500 USD Valid  Holelaw Howard 10000068959 Test O4/07 2:35 Q000002451 040702001
[ Billin:
DA‘:‘:DEHIE Receivable r 7.000 USD Valid  Holtzelaw, Howard 10000068959 Test Travel Processes 10042 0000002453 04/08i200¢
I Accounts Payable A Mot )
I aSetilements [l 1182.000 USD Chkd Holtzelaw Howard 10000068959 Test1s DO00002453 0511352008
E?ﬁ:ggﬁg:ﬁ:;ﬁ:‘em r 80,000 USD Valid  Akls,Danisl 10000066607 Masting 0000002461 05421200
[> Bankini :
b Cash Mganagement Selectall [ Clear All MI Send Back Budget Check Refresh List
> Deal Management
I> Risk Managerment [
> Financial Gateway
E;’:;::grm?;g; TanfiaT Ouwerview | Expense Reparts | Time Reparts | Time Adjustments | Travel Authorizations | Cash Advances | Errors
IND
[> Commitment Cantrol
> General Ledger
[+ Allocations
[» Statutory Reports
[> SCM Integrations
> Set Up Financials/Supply ~|4] | _’I
& [ B @ tustedsies
distart| | @ (X (~ (@ | [~ Inbox - Microsaft Outlook | [ Microsoft Excel - Test Em...| [ €] Approve Transaction... (¢, [M] 10:25 AM

budget checking is complete. Be patient as this may take several minutes.

After the process has been launched, click the Refresh List button every 30
seconds or so. When the process is complete, the Expense Report will reappear on
the list.

If the process is successful, the Budget Status column will indicate Valid.
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2} Approve Transactions - Microsoft Internet Explorer provided by FSSA - State of Indiana RS
File  Edit View Favorites  Took  Help ‘ o

Qe - ) - %] &) &h‘/_j Search 5|7 Favaries €¢3| -2 - LK 33

Address [{€] hitps:devfin.gnis. in.govpspifsupl [EMPLOYEE ERF c/APFROVE_EPENSE_TRANSACTIONS. EX _APPRIL_WWORKLIST GELTPORTALPARAM_PTCNAY=EP_EX_aLL_arpR_sro x| [EJ &0

Development

~ Approve Transactions

_"r"nd‘ A' roved Overview | Expense Reports {_Time Reports | Time Adjustments | Travel Authorizations |~ Gash Advances | Erars |,
ransactions
> Manage Emplovee >
Infarmation b
[ Load External Information
[ Manage Expenses i
Banu?\w (o Select Al [ Clear Al MI Send Back Eludgetcheck| Refresh List |
- Process Expenses
[> Manage Accaunting Transactions to Approve
[» Real-Time Analysis Budget . Transaction  Date
T Select Alert  Total Amount Curt c o " Name: Employee ID  Description Submitted
-C
— A e iaEE [ | Jily 30000 USD Valid  Holtzelaw Howard 10000068859 test a0pnn02433  04/07i200¢
Center - 4.500 USD Valid  Holelaw Howard 10000068959 Test O4/07 2:35 Q000002451 040702001
[ Billin:
DA‘:‘:DEHIE Receivable r 7.000 USD Valid  Holtzelaw, Howard 10000068959 Test Travel Processes 10042 0000002453 04/08i200¢
I Accounts Payable Mot
I aSetilements & 1182.000 USD Chkd Holtzelaw Howard 10000068959 Test1s DO00002453 0511352008
> Asset Management Nt
[> IT Asset Management - 80.000 USD Chkd Able,Daniel 10000066607 Meeting DOQO002461 0572172008
> Banking
[ Cash Management Approve Send Back Budget Check Refresh List
© Dasi Managerment Select Al [ Clear Al
> Risk Managerment -
> Financial Gateway
[» VAT and Intrastat
[ Extise and Sales TadVAT Owerview | Expense Reports | Time Reports | Time Adjustments | Travel Authorizalions | Cash Advances | Errors
IND
[> Commitment Cantrol
> General Ledger
[+ Allocations
[» Statutory Reports
[> SCM Integrations
> Set Up Financials/Supply ~|4] | _’I

B New Window | &

&

IEStartl | @ (% [~ [# | [~ Inbox - Microsoft Outlook | [ Microsaft Excel - Test Em...l £ Approve Transaction...

T T [8 @ mustedsies

o [M] 10:10 M

Step

Action

8.

Option 2: BUDGET CHECK FROM THE DOCUMENT

The second method for running budget check is most recommended because it
allows the approver to review the document and complete the budget check in the
same procedure.

Approvers not responsible for the budget check follow the same path, but exclude
the budget checking procedures.

Open the document to be budget checked and approved by clicking the
appropriate link in the Description or Transaction ID column.
0000002461]

[Meeting
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2} Approve Transactions - Microsoft Internet Explorer provided by FSSA - State of Indiana RS

File Edit View Favorites  Tools  Help ‘ '.J.

Qe - ) - %] 2] ;h‘/"? Search 5|7 Favarites €¢3| 3- iz - LK 33

Address [{€] hitps:fdevfin.gmis. in.govpspifsupl [EMPLOYEE ERFc/APFROVE_EPENSE_TRANSACTIONS. EX_APPRUL_WWORKLIST GELTPORTALPARAM_PTCNAY=EP_EX_ALL_arpR_sro x| B

Development

~ Approve Transactions Mew Window | Help | Customize Pane | & 2]

Transactions
> Manage Emplovee

Approve Expense Report

Information Expense Report Summary
[ Load External Information .
I Manage Expenses Daniel Able Report ID: 0000002461
Security
- Process Expenses =
[ Manage Accaunting Report Description: Meeting Reference: Employee Base: Office
[» Real-Time Analysis .
— Travel and Expense Center Business Purpose: Business - In State Comment:
€ - Report Status: Submitted for Approval
— Tand E Administration -
Center Accounting Date: 05i2142009 Created On: 05/21/2008 By:  DOGBEBOT
& Billing Accounting Template:  STANDARD Last Updated:  05/21/2009 By:  D0GEG0T

[> Accounts Receivahle
I Accounts Payable Default Location: FartWayne, IN
[+ eSeftlements

> Asset Management

[ IT Azzet Management
[> Banking Attachments
> Cash Management

Moreoptions: [ =] oo |

= S e s Attached file description Attached File
> Risk Managerment 1 El
I Financial Gateway _______________________________________________________________|
[» VAT and Intrastat
[» Excise and Sales TawVAT
IND ™ Receipts Recelved
[> Commitment Cantrol
I General Ledger ‘fou can deny individual expenses and still approve or send back the overall report.
[+ Allocations Expense Line ltems
[» Statutory Reports
[> SCM Integrations Expense L Receipt Receipt Approve
> Set Up Financials/Supply LI Tvpe Date Activity Amt Currency Verified Required Expense LI
) [ B @ tustedsies

istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | [ Microsoft Excel - Test Em...|[€] Approve Transaction... D, [M] 10:104M

Step Action

9. The link opens a summary view of the Expense Report.

Each of the Expense Types listed beneath Expense Line Items is a link that will
display more detail about the expense, including the accounting/chartfield
information.

To run Budget Check, scroll to the bottom of the Expense Report.
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2} Approve Transactions - Microsoft Internet Explorer provided by FSSA - State of Indiana RS

File Edit View Favorites  Tools  Help ‘ '.J.

Qe - - %] 2 \h‘f"j Search 5|7 Favarites €¢3| S -LJE S

Address [{€] hitps:devfin.gnis. in.govpspifsupl [EMPLOYEE ERFc/APFROVE_EPENSE_TRANSACTIONS. EX _APPRIL_WWORKLIST GELTPORTALPARAM_PTCNAYV=EP_EX_aLL_arpR_sro x| [EJ &0

Development

~ Approve Transactions o] [AuunurUSlEE i) =

Name

Transactions
[> Manage Employee Ahle Daniel Submitted 05/21/2009 8:25:44AM

Infarmation
[ Load External Information =
[* Manage Expenses

Security LI@
- Process Expenses j
> Manage Accounting
[» Real-Time Analysis

= T?ve\ and Expense Center Budget Status: Mot Ghikd m.dge:'chfg:}g is 'r‘eyzmrlgr:(hefore the Expense Report can be Approved. Please click on
= e Budge! ions hyperlink.
- Tend E Administration Eudeet Onfions
Centet
[ Billing

[> Accounts Receivable Approve Send Back Save

> Accounts Payable
[+ eSeftlements

I Asset Management Return to Anpraval List Previous in List
[ IT Azzet Management
> Banking

> Cash Management

> Deal Management

> Risk Managerment

> Financial Gateway

[» VAT and Intrastat

[» Excise and Sales TawVAT
IND

[> Commitment Cantrol

> General Ledger

[+ Allocations

[» Statutory Reports

[> SCM Integrations

> Set Up Financials/Supply LI

e T T [8 @ mustedsies
i#istart| | @ (% [~ [@ | [ mbox - icrosoft Outiook | [ Mirasoft Excel - Test Em... |[&] Approve Transaction... ere el

Step Action

10. Notice the Budget Status is currently Not Chk'd.

An Expense Report cannot be approved until the Budget Status is Valid.
Click the Budget Options link.

Budiet O
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2} Approve Transactions - Microsoft Internet Explorer provided by FSSA - State of Indiana RS

File Edit View Favorites  Tools  Help ‘ '.J.

OBack - - E] @ \h‘;jSearch *Favnrites {‘M f:<v ;, - Jid 33

Address [{€] hitps:devfin.gmis. in.govpspifsupl [EMPLOYEE ERF ¢ /APFROVE_EPENSE_TRANSACTIONS. EX _APPRUL_WWORKLIST GELTPORTALPARAM_PTCNAYV=EP_EX_sLL_arpR_sre x| [EJ &0

Development

~ Approve Transactions =] Mew Window | Help | Customize Pag Saved

Commitment Control

Transactions

[> Manage Employee Commitment Control Details

Infarmation N
> Load External Information Source Transaction Type: Expense Sheet
L4 g:zjﬁs Expenses Budget Checking Header Status: Mot Budget Ghecked
I Process Expenses Commitment Control Amount Type: Encumbrance

> Manage Accounting

[» Real-Time Analysis

— Travel and Expense Center
C

— A e iaEE I~ override Transaction €3
Center
[ Billing
[> Accounts R
[> Accounts Payable MI Goto Transaction Exceptions  Go To Activity Log
[+ eSeftlements
[> Asset QK | Cancel |
[ IT Azzet Management
> Banking

> Cash Management

> Deal Management

> Risk Managerment

> Financial Gateway

[» VAT and Intrastat

[» Excise and Sales TawVAT
IND

[> Commitment Cantrol

> General Ledger

[+ Allocations

[» Statutory Reports

[> SCM Integrations

> Set Up Financials/Supply LI

e T T [8 @ mustedsies
istart| | @ (%) [~ (@ | [~ mbox - Mcrosoft outook | (] Mirosoft Excel - Test Em...| [Z] Apprave Transaction... Do G

Step Action

11. The Commitment Control page will open.

Click the Budget Check button.

Budget Check
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2} Approve Transactions - Microsoft Internet Explorer provided by FSSA - State of Indiana RS
File  Edit View Favorites  Took  Help ‘ o

Qe - ) - (%] & 0 ‘ ) seareh /"¢ Favortes €¢3| 2 i

IR

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERF ¢ /APFROVE_EPENSE_TRANSACTIONS. EX _APPRUL_WWORKLIST GELTPORTALPARAM_PTCNAY=EP_EX_sLL_arpR_sre x| [EJ &0

Development

~ Approve Transactions =]

Transactions
> Manage Emplovee
Infarmation
[ Load External Information
[* Manage Expenses

MNew Window | Help | Customize Page | ,En

Commitment Control

Commitment Control Details

Source Transaction Type: Expense Sheet

Budget Checking Header Status: Walid Budget Check

[ Asset

Security
I Process Expenses Commitment Control Amount Type: Encumbrance
> Manage Accounting . .
I ReakTime Analysis Commitment Control Tran ID: 0002036868
- Tgave\ and Bxpense Center [ Control Tran Date: 0572112009
— T and E Administration I” override Transaction €3
Center
[ Billing

[> Accounts Receivahle
> Accounts Payable
[+ eSeftlements

Budget Check

QK | Cance\l

Goto Transaction Exceptions  Go To Activity Log.

> Banking

IND

[+ Allocations

[ IT Azzet Management

> Cash Management

> Deal Management

> Risk Managerment

> Financial Gateway

[» VAT and Intrastat

[» Excise and Sales TawVAT

[> Commitment Cantrol
> General Ledger

[» Statutory Reports
[> SCM Integrations
> Set Up Financials/Supply LI

&

istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | (] Microsoft Excel - Test Em...| [ €] Approve Transaction...

T T [8 @ mustedsies

v 0O [M] 10:15 AM

Step

Action

12.

When the process has completed successfully, the Budget Checking Header Status
will indicate Valid Budget Check.

Click the OK button to return to the Expense Report Summary.
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2} Approve Transactions - Microsoft Internet Explorer provided by FSSA - State of Indiana RS

File Edit View Favorites  Tools  Help ‘ '.J.

Qe - ) - %] 2] \h‘;jSearch Siprmones €2 | 00 s v - JE B

Address [{€] hitps:devfin.gnis. in.govpspifsupl [EMPLOYEE ERF ¢ /APPROVE_EPENSE_TRANSACTIONS. EX _APPRIL_WWORKLIST GELTPORTALPARAM_PTCNAY=EP_EX_aLL_arpR_sro x| [EJ &0

Development

MNew Window | Help | Customize Page | & 2]

— Modify Approved
Transactions

> Manage Emplovee

Approve Expense Report

Information Expense Report Summary
[ Load External Information .
I Manage Expenses Daniel Able Report ID: 0000002461
Security
- Process Expenses =
[ Manage Accaunting Report Descrip Meeting Reference: Employee Base: Office
[» Real-Time Analysis .
— Travel and Expense Center Business Purpose: Business - In State Comment:
= o Report Status: Submitted for Approval
— Tand E Administration -
Center Accounting Date: 05i2142009 Created On: 05/21/2008 By:  DOGBEBOT
[> Billing . 3
e e o Accounting Template: STANDARD Last Updated:  05/21/2009 By:  K229479
[> Accounts Payable Default Location: Fartwayne, N
[+ eSeftlements
I Asset Management | More Options: «| GO |
[ IT Azzet Management
[» Banking Attachments

[ Cash Managerment Attached file descr Attached File
> Deal Management

> Risk Managerment
I Financial Gateway _______________________________________________________________|
[» VAT and Intrastat

[» Excise and Sales TawVAT

IND ™ Receipts Recelved
[> Commitment Cantrol
I General Ledger “fou can deny individual expenses and still approve or send back the overall report.
[+ Allocations
[» Statutory Reports
[> SCM Integrations Expense N L Reil Receipt Rec Approve
> Set Up Financials/Supply LI Tvpe Date Business Project Activity Amt Currency Verified Required Expense

— T T T [B @ usted sies
#istart| | @ (% [~ [@ | [ Ibox - picrosoft Outiook | [ Mirasoft Excel - Test Em... [ approve Transaction... [~ 90 wisan

Step Action

13. Scroll to the bottom of the Expense Report.
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2} Approve Transactions - Microsoft Internet Explorer provided by FSSA - State of Indiana RS

File Edit View Favorites  Tools  Help ‘ '.J.

Qe - ) - %] 2] ;h‘/"? Search 5|7 Favarites €¢3| 3-d2 - LK 33

Address [{€] hitps:devfin.gnis. in.govpspifsupl [EMPLOYEE ERF ¢ /APFROVE_EPENSE_TRANSACTIONS. EX _APPRIL_WWORKLIST GELTPORTALPARAM_PTCNAY=EP_EX_aLL_arpR_sro x| [EJ &0

Development

AULIUT Ul DlEL WU a

~ Action History E )| First [ 1 of 1 0 Last
Profile Name Date Time

Transactions
[> Manage Employee Ahle Daniel Submitted 05/21/2009 8:25:44AM

Infarmation
[ Load External Information =
[* Manage Expenses

Security LI@
- Process Expenses j
> Manage Accounting
[» Real-Time Analysis
- T—p—?ve\ and Expense Center Budget Status:  valid Budget Checking completed. Report is ready for ApprovalPosting.

- T and E Administration Budeel Options

Center
[ Billing
[> Accounts Receivable Apprave Send Back Save
> Accounts Payable
[+ eSeftlements

I Asset Management Return to Anpraval List Previous in List
[ IT Azzet Management
> Banking

> Cash Management

> Deal Management

> Risk Managerment

> Financial Gateway

[» VAT and Intrastat

[» Excise and Sales TawVAT
IND

[> Commitment Cantrol

> General Ledger

[+ Allocations

[» Statutory Reports

[> SCM Integrations

> Set Up Financials/Supply LI

e T T [8 @ mustedsies
istart| | @ (%) [~ (@ | [~ mbox - Mcrosoft outook | (] Mirosoft Excel - Test Em...| [Z] Apprave Transaction... EoSm e

Step Action

14. The Budget Status on the Expense Report Is now Valid.
Once review of the expenses is complete, the options are Approve or Send Back.

Any revisions required must be done by the employee and the transaction
resubmitted.

If Send Back is selected, an explanation describing the problem and/or what
changes are necessary must be entered in the Comments field.

Click the Approve or Send Back button. If approved, the document will route to
the next designated approver(s).
Walid

15. End of Procedure.
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Approve/Send Back an Expense Report

Procedure

Airrounlt intermet Eplarer provided by FSGA - Stake of indians

[ My Favarites.

[ 0
o Bbrdces Proturemant
- Bourcing

C: Qusaity
> Demand Flanning

[~ Supphy Planning
- Grants

:. 1T Assol Management
& B
& Cash Managamant

- Dol anagemen]
G Managarent

&3 cial
2. VAT and Inlracstal

disant| | (3 @

Trpinuring
& Marwtsciuting Definibions.

& Inveniony Paley Planeing

2 Fatiun wna Sates TastiaT e

=

1ot .| Employes facng ek

Step

Action

1. From the main menu, click the Manager Self-Service link.

|- Manager Seli-Service|
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sl nk ermet Prplor ided by PSS - State of Tndisns

-y x!_ ., o
G - o

_PIFR S MOMIPAGE Pl orrrada Iire_ACrbEInE_Frare=CO MBNAGIR_SELF_SRVICESS sdararhel 2] B

Manager Self-Service

[ Be Enrocasted Time [ Trzmest o Expeniae Contes - M
M ECW stafn, oF (it of reiew forecasied time. LEW Teawed and Expenae Center
o Bupplier Confracts.
o Customars
- Produsts i -
- Promotons. Lr J Precuroment '[* | Ansets
E: Cusiomar Convcs - e < Lt e seif-service manager ok bo manage & deparmenl's

- Crdlar Mamagament
[+ Pricing Contguation
- Custoenar Febams

aszes
i

[ Boma
o it Aceoumting
o vendars
© RAWDSE Repository
" Furchasing
ireento

| Configuraten Modular
¢ Proguet Configurations.

Fskourts Manageenant
[ Livase Administration

SHing
© Traved and Empanses
- i

- Caen Managernent
© Desi Managoment
- Risk Managemant
[ VAT and Intrstst

[ Esrise and Sales TadT =]

T e B e RS i it 1 i G e

@istant| | (3 @ | 5]ttt test .|| Base Navigation Page... | o 2 pEE

Step Action

2. Click the Travel and Expense Center - M link.
|! ravel and Expense Center - M|
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£ Travel and Expense Center

L g8 Traed and Expenen Corker -M

# - ticroanlk Inkesret Explorer provided by FS5A - Stake of Indisna

=lg
ol-

_HIFR S MOMIPAGE Pl orrala Iiirge_AoohE anamanty AR TE_COMIERRpORTALPRRaM PTom] B |20 | 2 | [

£ - - - b - o
Development

- Warsager Balf Service
& Budgets

& Procurement [ ravel and Expenge Center -M
» Assets
It

Matager Tiovvrs wrd Eaperim Covter

3{3 e ,lxlﬁ Manane Sucurity
"8 Apgrove nxpenss rarsactions X
= aggrivey Trsenmgo
T Mhoskty Apwwrved Traspstons

& augurie Bttt Ut
T eaiaie Evgizuee Prone

L oy
s Access snafyms tools for tme

=
T Bevirw hitory of expense paymerts

\i@ Pradlics and PEfOLoceEs
'Manage your peszanal,

el and expense &

= Bt Tvoe

et Tranciad detsie t

e ard Sales Taval =]

T [ = [
l?nu“;;ﬂ | 3] Ml o - Tt .|| % Travel and Bxpense

Step Action

3. Click the Approvals link.
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# - ticroanlk Inkesret Explorer provided by FS5A - Stake of Indisna

_HIFR_SC MOMEPAGE Pl crralda Iiirge_AochEranamanty MANAGTE_TL_COMIERRPORTALPRRAM PToz] B || %0 | % | [ 0.

B £ - b ot

7 oty Ao Teansactions
B

- Corfiguratcn Modnine
. Prudusct Configuratinns.

[ Demand Flanning

[ imemminry Policy Fianeing

[ Guppty Mlanning

- Grants

[ Program Managoment

- Projact

[ Prupess Managemen

- Maintonase Msnsgombn

[ Resource Managemant

[ Luass adminisiration
Saaing

o st Macragarmseeit
o 1T Assel Management
[ Ban

¢ Cash Managemant
R ——
0 Risk Managemant.
[ Financial Gateway
[ VAT and Intrastat
- Extise ana Saes Twsvar =] N . I

devl : £ BT} EX_APIN_WORSLIST | FTEHAV—EP E [ I = [E T e =

disuaet| | (3 @ | oot ten - Test B[ Travel and Enpense C | o 2 pEE

Step Action

4. Click the Approve Transactions link.
Eggrwe Transactions|
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[« J@ RN T PN _TRANSAL 108 1% AEPENL_WCREL ST ik POt AP prcranvetr s aevee_ssiciz] 0 || %0 | = | [

T

Ingemation
¢ Lnas Bt Inform e S
v xmmnn Dudged Chick Refresh List |

¢ Pmongs Eonsos
£ Mamige Astounting

Date:
Skt At Tramsaction Ty Total Linit. Namee o g S Hol

T b Esmpense Rupod 30000 UED MotrhawHoward 10000082550 (st QODO0NIEE  BAOPFRO0G Aoproval Frscal A

r Espence Feport £500 UED HomzclawHowsrd 10000065550 Topt (4007 &35 (000002458  QUONIID0Y Agproval  Fracal A

r Exmense Raport 7,000 LISD Hotctaw Howse 10000069357 Tes! Trosl Frotesses 1042 (090002453 OAGRI00R Aoproval  Fiscal d

P & Eperse Repon 1I02.000 LUSD MotitiewHowaed 10000068950 Tes11% OOODUZASE DEMWIONN  Susenimed for Approvel  Fracal Appro]
3 r Espurrce Ruport B0.000 UED Abte, Dianiel 1000008E%0T Mpiten QOOOOUIART  OSEXIFEO00 Aoproval Frscal A
o 1T Assul Managemart
¢ !,T,;; . o Ewpense Foport 1000000.000 WED Abie, Daniel 10000066607 Moging QOOO00I48E OSUIN08  Submimedfordporoval  Frecal A
i g::\:;ﬂ:rmm (e 137 000 USD Holzciaw Howad 10000068959 Oyt of S1ate Tes1 1748 (000000186 CAOTIF0DR Approval  Frecal Ay
- Fisk Managemant r 434000 UBD MotsclwMowsnd  100000BSA50 Tes ot of Glate 049600 QOOODODIGS OAMEIO0D  Subeniied for Approval  Frazal Appreove
B nanstM sy, r 1000 USD Holzttim Hiwin T (st I MOOONNNTET B4 HZO0Y Aoprvst  Fracal &
VAT and Infrastat 2 : :
. el and Salas T

R e Dol T ¥ Zalscia Appenn | song Back | Busgricnock|  Romsnist |

 Commitment Conrol P
[ General Ladgar - C

o Allocations.
i Fuports
i mguﬁm Employes Boanas Hislon
FmaneialaGy
:‘.L: er i ERElUIn 0 Anprovals
. Enfbpnes Companents
[ Covernment Fesource Owerview | Espense Reeors | Tine Bepens | Time Adessaments | el Authonzations | Sash Agvacies | Engrs

Diiraciony
[ Dackgreund Processes
[ Warkiat

r =]l I .
Wy B . =N
Y e e T == 1 N el tranet e -

v (B8 = 1ot [[ agprove Tronsaction._ |o ¢ 0EE

Step Action

5. The Approve Transactions page provides an overview tab that displays all pending
transactions, while the other tabs organize them according to the transaction type.

Approval of the Travel Authorization and/or the Expense Report is performed
using the same process.

For this example, click the Expense Reports tab.
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~iscrnandl tnkrrnet Fplores provided hy TSGA - State of Indans

......

WAL TRANGAL TI08G 13 _AFPEL_WORKLERT GIL POR TALPRRAM PTORN=EP It _seve sacim] B [1%0 ([

[ warkil

[ Tres Manags:
- Reperting Tools
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1 Wi

My Gvstem Piufile
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i vy [ O o Pospoets _Time T 5 ) Tenw Adjusireents | Trwe] Authorzations | [ Wmars
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b1

o Bl R Send Dk Dt Chack Fakush List

© Process Expenses. I : " : I
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m & 30000 USD Vahd  HoRxlew, Howarnd 10000088949 jes] 0000007433 0&MFF2009  Submitied for Approval  Fiscal Approves

Al r 4500 UBD Valld  HoRzslaw,Howard 10000066559 Tegt0am? §:35 Q000003451 DAMTR00%  Gubmitied forApproval  Fiscal Approver
- Baling

¢ Areouses Recanable r 7000 USD Valid  HoRnclaw, Howard 10000064%59  TestTravel Pcesses 1047 D4AMAZ00E Approval

= & 1457000 USD E:L“ MRl Howars 100000RRSSS  Test15 DNNOOZ45R DSMII008  Submitied Sr Approval Fiscal Anprover

3 Management

:#A‘::alalm!:q.mﬂ L #0000 USD Valki  AsieDianial 10000066607 Masting 052172008 Approval
fg.n"nmnnwum o 1000000 000 sD 19 asis Dl 100000GGEAT  Mesting OD00GOZ4E2 OS7102008  Submitted o Aproval FIScal Anprove
L Apy Send Back Dudged Chack Redash List
- Risk Managsenént # ooy O Coese an provs_| — [Dudgeichock] | medeshii_|
0 Finaneisl Gateway
[ VAT and Intrastat & Commens -
¢ Fxcinn and Salus TashvAT

¢ Eommitment Sartml Covertay | Fepenas Reports | Tine Aeisrts | Time Adsstments | Tomel Autharizations | SashAdonses | Enors
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- Etatutory Ruports
* SCM Inogratons
[ SeUp FmaneialaGunnl

Chain
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Diiraciony
[ Dackgreund Processes
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- Deveiopmant Ut
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= TIRAEUIY PIOLRSSING Conoer
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- Eubimil § GHIE 3uig
— Cleinay Ms Pagpzenrd
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{35 pwrosa e~ Tt B, |[ 8 Approve Transaction._. |w 2 BEE

Step

Action

6.

Locate the appropriate transaction in the list of Expense Reports.

Click the Description or Transaction ID link to open a summary of the Expense
Report and access the details of each expense line item.
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=il
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ey Wi agemmen
Garies
- TIEAEUNY PIOCESSING Conie [ Mame
L ot FERAFireal Approver Poolad
R Supbrisor DureJames
| FS8ATrvel Dapt Poalad)
= T M el naranes BT
dostat| (3 @ | [0l fxcel - Test ... | [ Approve Transaction... w 2 =G

Step

Action

7.

The Expense Report Summary provides a view of the travel document.

Each of the Expense Types listed in the Expense Line Items section is a link that
will display more detail about each individual expense including the
accounting/chartfield information.
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Step Action

8. Once review of the expenses is complete, the options are Approve or Send Back.

Any revisions required must be done by the employee and the transaction
resubmitted.

If Send Back is selected, an explanation describing the problem and/or what
changes are necessary must be entered in the Comments field.

Click the Approve or Send Back button.
| Approve | Send Back I
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Step

Action

9.

To continue with more approvals, click the Return to Approval List link.

Feturn to Anproval List

10.

End of Procedure.
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User Preferences

3 Employee-facing registry content - Micrasoft Internet Explorer provided by F55A - State of Indiana

File

Edit

View Favorltes Tools Help

Qe - © - %] 2 \h‘f"j Search 5|7 Favarites €¢3| K- LJE S

Adress [{€] hitps:devfin.gnis. in.govpspifsupl [EVPLOYEE/ERF hiThab=DEFALLT | Eso |unks >

Development

Personalize Content | Layaut

2 =

Search:

®
[+ My Favorites
> Employee Self-Service
> Manager Self-Service
> Supplier Contracts
[ Customers
[ Pariners
[ Products
> Catalog Managerment
[ Promotions
[ Custarmer Contracts
- Order Management

(> Pricing Configuration
[ Custarner Returns

[ ltems

> Cost Accounting

[ Vendors

> MAWDBE Repositary
> Purchasing

[+ Inventary

[ Procurement

[- Services Procurement
> Sourcing

[ Engineeting

- Manufacturing Definitions
[ Production Gontral

- Configuration Modeler
[ Product Conflgurations
[ Gluality

> Demand Planning

[+ Inventary Policy Planning
> Supply Planning

[+ Grants

=

€0 I
fistart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | [ Microsoft Excel - Test Em...|[&] Employee-facing reqi... L7 Test Scripts |

|8 @ Trusted sites

o (M, 12:31 P

Step

Action

From the main menu, click the Employee Self-Service link.
[ Employee Self-Service]
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File Wieww  Favorites

Tools

Help

3 Base Navigation Page - Microsaft Internet Explorer provided by FS5A - State of Indiana
Edit

Qe - @ - %] 2 \’h‘psaarch /"2 Favories @| R - ) -

3

Development

b P-Card

I» Service Request
[ Procurement

[ Assets

[ Travel and E

P

Employee Self-Service

Open Resource Requests

— Open Resource Requests

Open Resource Requests

— Etafling Appl

O Prnitjreview expense reports, cash advance requests, or

— Travel and Expente Center
-E
> Manager Self-Service
> Supplier Contracts
[ Customers
[ Partners
[ Praducts
> Catalog Management
[> Pramotions
[> Customer Contracts
[ Order Management
[> Pricing Configuration
[ Customer Returns
[ lterns
> Cost Accounting
[ endors
> MAMIDBE Repository
> Purchasing
> Inwentory
[ eProcurement
[ Services Procurement
> Sourcing
> Engineering
I Manufacturing Definitions
[> Praduction Contral
> Configuration Modeler

[> Product Configurations
I b

=

travel authorizations.
Tie|

~

ravel and Expense Center - E
Employes Travel and Expense Center

Procurement

Manage reguisitions, receiveing and scheduls
interviews

[ElManage Requistions

ElRecsiving

Elview Scheduled Intervigws:

2

1
Aecess the key aress for entering and
wiewing project team member information

P-Card
Frocurement Cards

FElty P-Card transactions
EHow to Reconcile P-Cards

Assets

Use the self-service employes role to manage
assets.

[ElviewiTransfer Assets

Address [{€] hitps:devfin.gmis. in.govpspifsupl [EMPLOYEE ERF s/ WEBLIE_PTPP_SC HOMEPAGE FicldFormula I5cript_AppHP?pt_mame=C0_EMPLOYEE_SELF_SERWICESFolderPath=

2

Edit "Employee Self-Servi older

Staffing Apply Online
Staffing Apply Online

Service Request

il o manage self-service Service
Reduests

=lService Requsst Vizard

[l Service Request

My Service Requests

Travel and Expenses
Submitheview expense reports, cash
advance requests, or travel autharizations.
CiUger Preferences
[CIExpense Report
by wisllet

Ehlore...

|4&] https:/devfin.gmis.in.gow/pspjFsup1 [EMPLOYEE JERP/s WEBLIE_PTPP_SC.HOMEPAGE FieldFormula. IScript_AppHP?pt_friame=EPTE_TRAVEL_AND

distart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | [ Microsoft Excel - Test Em...|[&] Base Navigation Page... L7 Test Scripts

|

|8 @ Trusted sites

| M, 1zmzem

Step Action

2.

|!|mre| and Expenses |

Click the Travel and Expenses link.
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7} Base Navigation Page - Microsoft Internet Explorer provided by FSSA - State of Indiana RS

File Edt View Favorites Took  Help ‘ v

Qe - @ - %] 2 \’h‘psaarch /"2 Favories @“ 2w -

Adress [{€] hitps: devfin.gmis. in.govpspifsupl JEVPLOYEE ERF s/ WEBLIE_PTPP_SC HOMEPAGE FicldFormula I5cript_AppHP?pt_mame=EPTE_TRANEL_AHD_EXPENSESSFolderPatl

Development

[ Uger Preferences
I Expense Report ﬁ Travel and Expenses Edlt "Travel and Expenses"” Folder
— My allet
My Wallet Restore STt Evieve ExXpENSe reports, CASH AdvaNGE MeqUESts, O travel AUthorizations
— Review Payments User Preferences Expense Report My Wallet
— Review Payroll Payments| iz Create, Update, Review, Delste or Print & =l Access the walet.
— Print Bar Code Recsipt EIFilter Mokile Data Expense Report
Eorm FElcreateipdate User Templats
— Review Expense Histony [ElDeleqate Ertry Authorit
— Review/Edit Prafile o e T
= : allet Restore = Review Payinents eview Payroll Payments
Open Resource Requests by Wallet Restore
B e ICaTTE Resstore = celeted My Wallet receipt b I 6 G s o | | oty e omse gl
Employee Project Cenler
_ Staffing Apply Online particular smployee. payments for a particular employee
— Travel and Expense Center
-E P . . ) : _ .
= ) rint Bar Code Receipt Form = Review Expense Histor Review Edit Profile
1> Manager Self Service =] Frit e cacie recept form Review: a history of expense tansactions for =] Manags persanal, financia, and
[ Bupplier Contracts & particular employee. organizational details
[ Customers
[> Partners
[ Products

I Catalog Management
[> Promations

[> Customer Contracts
> Order Management
> Pricing Configuration
[» Customer Returns

[ lterns

> Cost Accounting

[ Yendors

> MAMIDBE Repository
> Purchasing

> Inwentary

[> eProcurement

[> Services Procurement

I Sourcing
B Ersftersfirn ]
[{&] https:/devfin.gmis.in.gow/psc/fsup | JEMPLOVEE ERP/s/WEBLIB_PTPP_SC.HOMEPAGE. FieldFormula. IScript_appHP?scname=EPTE_TRAVEL_AND_E [ [& @ Trusted sites

@istart]| | @ (%) [~ [ | [~ Inbox - Microsoft Outook | [ Micrasoft Excel - Test Em... | [&] Base Navigation Page... (it Test Scripts | v MR, 12:32PM

Step Action

3. Click the Review/Edit Profile link.
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2} review/Edit Profile - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File Edit View Favorites  Tools  Help ‘ "J.

Qe - ) - %] 2] \h‘;jSearch Sigrmones 62| 00 s v - | JEL B

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERFc/MATNTAIN_EMPLOYEE_DATA.EX_EE_PROFILE. GELPPORTALPARAM_PTCHAI=EP_EX_EE_PROFILE_GELEEOPP.5cNe | [Eg S0

Development

< Travel and Expenses = Mew Window | Help | Customize Page | ., ]
[ User Preferences

[» Expense Report
— My Wallet

{ Employee Data {_ Qrganizational Data_j User Defaulls | Bank Accounts |~ Gorporate Card Information |

— My ¥allet Restore
e Parmenis Howard Holtzclaw

— Review Payroll Payments|
— Print Bar Code Receipt
Farm

Personnel Status: Employes

Histol

= Teleph INTI4EZ-TE14  Home Based
elephone: -
— Open Resource Requests ! & Office Based

— Emplovee Project Center Expense Role:
— Staffing Apnly Online
— Travel and Expense Center  Home Address
£ € Wailing Address
[> Manager Self-Service
> Supplier Contracts
[ Customers
[+ Partners Country: UEA United States
[ e Address 1: 1768 N Jarmes Blvl
> Catalog Management
[> Promaotions Address 2:
[ Customer Cantracts
> Order Managerment
[ Pricing Configuration Address 4:
[ Customer Retumns City: Greenfield
[ ltemns
1> Cost Accounting Courny: Hancock ZIP code: 16140
[ Vendors
> MAWWIDBE Repositary State: N
[> Purchasing
> Inwentory
[> EFEBUGERET] Country: Lsa United States
[+ Services Procurerment
> Sourcing LI Address 1: 871 E Davis Rd LI

& Done T T8 @ tustedeis
#istart]| | @ (%) [~ (@ | [~ Inbox - Microsoft Dutook | (5] Micrasoft Excel - Test Em... | [&] Review/Edit Profile - . | (i} Test Seripts | MR, 12:33PM

Address 3:

Indiana

Step Action

4. The Employee Profile page will open.

Entering information specific to each individual traveler will save time and data
entry efforts by populating portions of the Expense Report by default. It may be
changed if necessary when the Expense Report is created.

Click the User Defaults tab.

IJser Defaults
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3 Review/Edit Profile - Micrasoft Internet Explorer provided by F55A - State of Indiana

File Edit View Favorites Tool  Help

eﬁack - Q) - \j @ &h ‘ f_j Search \:\\"(Favnrites €¢3| 2~ ; i = J Fe i) §

Address [{€] hitps:devfin.gnis. in.govpspifsupl [EMPLOYEE ERFc/MATNTAIN_EMPLOYEE_DATA.EX_EE_PROFILE. GELPPORTALPARAM_PTCHAI=EP_EX_EE_PROFILE_GELEEOPP.5cNe | [Ed S0

Development

= Travel and Expenses ;I New Window | Help | Customize Page | & 2]
[ User Preferences
EAEAXD;[E:IREW" | Emplayee Dala | Organizational Data_ | User Defaults | Bank Accounts | Corporate Gard Information |
— My Wallet Restore
e Parmenis Howard Holtzclaw
— Review Payroll Payments|
— Print Bar Code Receipt
Farm

— Review Expense History

= > rifile ‘Expense Report: |Open a Blank Report

— Open Resource Requests *Time Report: IOpEn a Blank Report

— Emplovee Praject Center

— Staffing Apgly Orline “Travel Authorization: |Open a Blank Authorization

— Travel and Expense Center

Expense Report: Qpen a Blank Report

Time Report: Open a Blank Report

Ll Lef 1

“E
[> Manager Self-Service

[ Supplier Contracts Entry Method: Occasional User B i
[ Customers

Report D iption: Per Diem Range: hd
|; E?Drgqugcr‘g; eport Description: |Frequent user er Diem Range:
| Catalng Managsment Business Purpose: Billing Type: =2
I Promotions Originating Location:  [46122 Q Expense Location: Q
[ Customer Cantracts

Payment Type: Q Credit Card: v

> Order Managerment

[ Pricing Configuration Transportation ID: aQ Number of Nights:
[> Customer Retumns
[ ltemns d

I Cost Accounting
[ Vendors y
Paymennt Type 0 Tvpe
> MAWIDBE Repository
> Purchasing I j I ﬂ I j EI
> Inwentory

[» eProcurement

[+ Services Procurerment
I Sourcing TSRS

|&] Done [ B @ tustedsies

#istart]| | @ (%) [~ (B | [~ Inbox - Microsoft Dutook | (5] Micrasoft Excel - Test Em... | [&] Review/Edit Profile - . | (i} Test Seripts | MR, 12:33PM

Step Action
5. Default Creation Method

The Online section under this title, the Expense Report, Time Report, and Travel
Authorization should be set to "Open a Blank" (report or authorization). The
Mobile - Laptop section will also be set to "Open a Blank Report."

Expense Defaults

Click the Entry Method list.

Select Occasional User.

6. Click the Report Description field.

The Report Description field is not currently used and should be left blank.
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3 Review/Edit Profile - Micrasoft Internet Explorer provided by F55A - State of Indiana

File Edit View Favorites Tool  Help

Qe - ) - %] &) \h‘;jSearch /"2 Favories €¢3| R - JE 3

Adress [{€] hitps:devfin.gmis. in. govpspifsupl JEMPLOYEE ERFc/MATNTAIN_EMPLOYEE_DATA.EX_EE_PROFILE. GELPPORTALPARAM_PTCHAI=EP_EX_EE_PROFILE_GELEEDPP. 50N 7|

Development

= Travel and Expenses =] Mew Window | Help | Customize Page | ., ]
[ User Preferences
[» Expense Report
— Iy Wallet

| Emplayee Dala | Organizational Data_ | User Defaults | Bank Accounts | Corporate Gard Information |

— My ¥allet Restore
e Parmenis Howard Holtzclaw

— Review Payroll Payments|

— Print Bar Code Receipt
Eorm

— Review Expense History

‘Expense Report: |Open a Blank Report

— Open Resource Requests *Time Report: IOpEn a Blank Report
— Emplovee Praject Center
— Staffing Apply Onling “Travel Authorizati
— Travel and Expense Center
E —

[> Manager Self-Service

[ Supplier Contracts Entry Method: Occasional User B
[ Customers
[: Partners Report Description: Per Diem Range: hd

Expense Report: Qpen a Blank Report

Time Report: Open a Blank Report

Ll Lef 1

|Open a Blank Authorization

[+ Products " .

3 =] - In Stat: B 3 =2
5 @i e R Business Purpose: uginess - In State Billing Type:
I Promotions Qriginating Location; Expense Location: Q
> Customer Contracts -
(e h—— Payment Type: Credit Card: -
[ Pricing Configuration Transportation ID: Number of Nights:
[> Customer Retumns
> ltermns [Expense Type Defaulis
I Cost Accounting
[ Vendors illi

Payment Type Billing Type

> MAWIDBE Repository
I Purchasing |A\rfare j |Prepa|d j |Prepa|d j =
:; ‘;;?;:Exmgm |Gruund Transportation j |Emmuyee Faid j |\n State-Billahle j El
I Services Pracurement [Mileage =] [Employee Paid =] [in State-Billable =l = =
> Sourcing -4 | »
) [ B @ tustedsies
#istart]| | @ (%) [~ (B | [~ Inbox - Microsoft Dutook | 5] Micrasoft Excel - Test Em... | [&] Review/Edit Profile - . | (i} Test Scripts | v MR, 12:51 M

Step Action

7. Click the Business Purpose list.

Select Business - In State
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2} review/Edit Profile - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File Edit View Favorites  Tools  Help ‘ '.J.

Qe - ) - %] &) \h‘;jSearch /"2 Favories €¢3| R - JE S

Address [{€] hitps:devfin.gmis. in.govpspifsupl JEMPLOYEE ERFc/MATNTAIN_EMPLOYEE_DATA.EX_EE_PROFILE. GEL7PORTALPARAM_PTCHAI=EP_EX_EE_PROFILE_GELEEDPP. 5 7| B

Development

= Travel and Expenses ;I New Window | Help | Customize Page | & 2]

[ User Preferences

[» Expense Report

— My Wallet

— My Wallet Restore

e Parmenis Howard Holtzclaw

— Review Payroll Payments|

— Print Bar Code Receipt
Eorm

-R

| Emplayee Dala | Organizational Data_ | User Defaults | Bank Accounts | Corporate Gard Information |

E Histol

‘Expense Report: [Onen a Blank Report Expense Report:  Qpen a Blank Report

— Open Resource Requests *Time Report: |0pena Blank Report Time Report: Open a Blank Report

— Emplovee Praject Center
— Starfing Apsly Gnline “Travel Authorization: |Open a Blank Authorization
— Travel and Expense Center

E —

[> Manager Self-Service

[ Supplier Contracts Entry Method: Occasional User B
[ Customers
[ Partners Report Description: Per Diem Range: B
[+ Products " .

3 =] - In Stat: B 3 B
| Catalng Managsment Business Purpose: uginess - In State Billing Type:
[> Pramations Qriginating Location: Q Expense Location: Q
[ Customer Cantracts =
I Order Management Payment Type: Q ook Up Originating Location (Al+5) 2|
[ Pricing Configuration Transportation ID: aQ Number of Nights:

[> Customer Retumns

Ll Lef 1

> lterms Expense Type Defaults
[ Cost Accaunting Expense Type | hierchant
[ Vendors y —
Expense Type Payment Type Billing Type
> MAWIDBE Repository
[> Purchasing |A\rfare j |Prepa|d j |Prepa|d
> Inwentory = = -
& eProcurament [Ground Transportation =] [Empioyee Faid =] [In state-ginabie
[> Senices Procurement |Mi\eage j |Emmoyee Faid j |\n State-Billable ﬂ = -
> Sourcing ~|4] | D
|{&] javascript:submitiction_winO(document.wind, £X_EE_USER_PREF_TRAVEL_FROM$prompt; [ B @ tustedsies

#istart]| | @ (%) [~ (B | [~ Inbox - Microsoft Dutook | (5] Micrasoft Excel - Test Em... | [&] Review/Edit Profile - . | (i} Test Seripts | v MR, 12:47 PR

Step Action

8. Click the Orginating Location list.

The Originating Location field should identify the location from where the
traveler typically begins a trip. Locations in Travel and Expenses are organized by
zip code.

Click the Look Up (magnifying glass) icon to select the Originating Location.
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File Wieww  Favorites

3 Review/Edit Profile - Micrasoft Internet Explorer provided by F55A - State of Indiana
Edit

Tools

Help

Q=0 A 7

\h ‘ ;? Search *Favnrites €¢3| f:<v ; i = J a3

Address [{€] hitps: fdevfin.gris.in,

Gov/pspifsup ] JEMPLOYEEJERP/c/MAINTAIN_EMPLOYEE_DATA.EX_EE_PROFILE.GEL7PORTALPARAM_PTCHAYV=EP_EX_EE_PROFILE_GBLEEOPP.5CHC | [EJ 6o

Development

 Travel and Expenses
[ User Preferences
[» Expense Report
— My Wallet

— My Wallet Restore
— Review Payments
— Review Payroll Payments|
— Print Bar Code Receipt

Eorm
-R

E Histol

=

Look Up Originating Location

Newindow | Helo | &,

Search by: [Originating Location 7] begins WITh|

Look Up

Search Results

- Ouen Resource Requests Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results.
e EAEHATELE LN Wiew All 1100 of 300 [p] Last
— Staffing Apnly Online —
— Travel and Expense Center Originating L ocation Description
=E 00501 Holtsville, MY
- Manager Sel-Service 00601 Adjuntas, PR
> Supplier Contracts 00801 5t Thomas, VI
';g:;“ﬂl’ge’ﬁ o0ant San Juan, PR
© Products 01001 Agawam, MA
I Catalog Management o Springfield, MA
> Promotions 01201 Pittsfield, MA
> Customer Contracts 01301 Greenfield, MA
> Order Managerment 01501 Auburn, MA
[> Pricing Canfiguration 01601 Worcester, MA
EE:;‘SD'“WRQM"S 01701 Framingham, WA
I Cost Accounting 01801 \Waburn, WA
b TS 01901 Lynn, MA
> MAWDBE Repository 02101 Boston, MA
[> Purchasing 02201 Boston, MA
[ Inwentory 02301 Brockton, MA
[ eProcurement 02601 Hyannis, MA
[+ Services Procurerment 02801 Adarnswille, Rl
[ Sy | =] 2001 Frovidence, RI B
) [ B @ tustedsies
istart]| | @ (%) [~ [ | [~ Inbox - Microsoft Dutook | 5] Micrasoft Excel - Test Em... | [&] Review/Edit Profile - . | (i} Test Seripts | v (MR, 12:47 P

Step

Action

9.

Click the down arrow in the Search By field.

The search criteria options are Description (search by city name) or Originating
Location (search by zip code).

Select either Description or Orginating Location, enter the city or zip code, and
click the Look Up button.
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File Edit View Favorites  Tools

3 Review/Edit Profile - Micrasoft Internet Explorer provided by F55A - State of Indiana

Help

Qe - - %] 2] \h‘;ﬁ Search 5|7 Favaries €¢3|

e G- 8

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERFc/MATNTAIN_EMPLOYEE_DATA.EX_EE_PROFILE. GELPPORTALPARAM_PTCHAV=EP_EX_EE_PROFILE_GELEEOPP.5cNe | [Eg S0

Development

 Travel and Expenses
[ User Preferences
[» Expense Report
— My Wallet
— My Wallet Restore
— Review Payments
— Review Payroll Payments|
— Print Bar Code Receipt

Eorm

— Review Expense History

blew Window | Helo | )&,

Look Up Originating Location

Search by: [Originating Location 7] begins WITh|

Look Up | Cancel |Advamcen Lookup

Search Results

~ Ooen Resource Requests Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results.
e EAEHATELE LN Wiew All 1100 of 300 [p] Last
— Staffing Apnly Online — —
— Travel and Expense Center Originating L ocation Descripi
=F oo&a01 Haoltsville, WY
[> Manager SelfF-Service 00GD1 Adjuntas, PR
[> Supplier Contracts 00801 5tThomas, Vi
I;g:?n?:m 00801 San.Juan, PR
I Products oot Agawarm, MA
I Catalog Management oot Springfield, MA
[> Pramations 01201 Pittsfigld, Ma
> Customer Contracts 01301 Greenfield, MA
> Order Management 01501 Auburn, MA
[ Pricing Configuration 01601 Worcester, MA
PG REE 1701 Frarninghamm, W
I Cost Accounting ma01 \Woburn, MA
b vendors 01901 Lyni, MA
> MAWIDBE Repository 02101 Baoston, MA
[> Purchasing 02201 Boston, MA
[ Inwentory 02301 Brockton, MA
[> eProcurement 02601 Hyannis, MA
[+ Services Procurerment 02801 adamsville, RI
[ Sy | =] 2001 Frovidence, RI B
€ [ B @ tustedsies
#istart]| | @ (%) [~ [ | [~ Inbox - Microsoft Dutook | (5] Micrasoft Excel - Test Em... | [&] Review/Edit Profile - . | (i} Test Seripts | MR, 12450

Step Action

10. Using the Advanced Lookup is another option.

Click the Advanced Lookup link.
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3 Review/Edit Profile - Micrasoft Internet Explorer provided by F55A - State of Indiana

Wiet

Favorltes Tools  Help

Qe - ) - (%] & T ‘ ) seareh /"¢ Favortes €¢3| 2 i

SR

Address [{€] hitps:devfin.gnis. in.govpspifsupl [EMPLOYEE/ERFc/MATNTAIN_EMPLOYEE_DATA.EX_EE_PROFILE. GELPPORTALPARAM_PTCHAI=EP_EX_EE_PROFILE_GELEEOPP.5cNe | [Ed S0

— My Wallet

Development

 Travel and Expenses
[ User Preferences
[» Expense Report

— My Wallet Restore
— Review Payments
— Review Payroll Payments|

Newindow | Helo | &,

Look Up Originating Location

SetiD:
Orii

STIND

Farm

-R E:

=5

[ Customers
[+ Partners
[+ Products
[ Promations

> Order Manage

[ ltemns

[ Vendors

[> Purchasing
> Inwentory

[» eProcurement

> Sourcing

— Print Bar Code Receipt

— Open Resource Requests
— Emplovee Praject Center
— Staffing Apnly Online

— Travel and Expense Center

[> Manager Self-Service
> Supplier Contracts

> Catalog Management
[ Customer Cantracts

[ Pricing Configuration
[> Customer Retumns

I Cost Accounting

> MAWIDBE Repository

[+ Services Procurerment

Location:| hegins with ]|
Description: [baging with =]

Histol

Look Up | Clear | Cancel |Bagic\_oukuu

Search Results
Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results.
Wiew All 1100 of 300 [p] Last

[Origi g Location Description

00501 Hi 'Y
00601 Adjuntas, PR
00201 StThamas, ¥l

00901 SanJuan PR
01001 Adavarn, bl
ont o101 Saringfield s
01201 Pittsfield, h#
01301 Greenfield, hA
01501 fuburn, WA
01601 Worcester, bA
01701 Erarningharm, bl
01201 Woburn, hA
01901 Lynn, WA
02101 Boston, WA
02201 Boston, WA
- 2221 e -

& Done

distart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | (5] Microsoft Excel - Test Em...|[&] Review/Edit Profile - .. L7 Test Scripts

I II

|8 @ Trusted sites

v o (WD, 12:48 P

Step

Action

11.

The Advanced Lookup offers the same criteria options as the Basic Lookup, but
additionally provides operators to allow searching with less specific information.

Click the down arrow in the Description field.

hegins with *
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File Edit View Favorites  Tools  Help ‘ "J.

OBack - - E] @ \h‘;jSearch *Favnrites {‘M f:<v ;, - Jid 33

Address [{€] hitps:devfin.gmis. in.govpspifsupl [EMPLOYEE ERFc/MATNTAIN_EMPLOYEE_DATA.EX_EE_PROFILE. GEL7PORTALPARAM_PTCHA=EP_EX_EE_PROFILE_GELEEDPP. 5N 7| (&

Development

= Travel and Expenses =] Hew indaw | Helo | B 2]
[ User Preferences

I E Ri rt - - -
et Look Up Originating Location
- e Walel Restore
— Review Payments SetiD: STIND

— Review Payroll Payments| Origil Location: i -
— Print Bar Code Receipt -|beg|n5W\th|

Farm Description: [bagins with =
_Feveu Bxoense ks

Basic Logkup

— Open Resource Requests

— Emplovee Praject Center

— Staffing Apnly Online

— Travel and Expense Center
=5

ped. Enter more information abave and search again to reduce the number of search results.

= [B00 [»] Last
[> Manager Self-Service
> Supplier Contracts
> Customers in
[ Partners 00601 Adjuntas, PR
[ Pl 00201 StThomas, i
> Catalog Management 00801 San.Juan PR
[ Promations 00
[ Customer Cantracts Q1001 Anawam. WA
[> Order Management UELY Sarincfield. A
[ Pricing Configuration 01201 Eittsfield, A
1> Customer Retums ois0t Greenfield, M
[ ltemns 01501 fuburn, WA
[ Cost Accounting 01601 Warcester, A
[ HEmRIEI 01701 Eramingharm, MA
> MAWIDBE Repository 01201 Woburn, MA
[> Purchasing _01901 TN
> Inwentory —— Lunin, WA
1> eProcurement LAY Boston, MA
1> Services Procurement 2201 Boston, A
[ Sourcing Ll 02301 Brockion, A Ll
&) Done [ B @ tustedsies

#istart]| | @ (%) [~ (@ | [~ Inbox - Microsoft Dutook | 5] Micrasoft Excel - Test Em... | [&] Review/Edit Profile - . | (i} Test Scripts | MR, 12450

Step Action

12. Select Contains as the operator for the Description search option.
Enter the city name in the Description field.

For demonstration, enter Danville.
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 Travel and Expenses
[ User Preferences
[» Expense Report
— My Wallet
— My Wallet Restore
— Review Payments
— Review Payroll Payments|

Bewtindow | Helo | B, 2

Look Up Originating Location

— Print Bar Code Receipt
Farm

— Review Expense History

— Open Resource Requests
— Emplovee Praject Center
— Staffing Apnly Online
— Travel and Expense Center
=5

[> Manager Self-Service

> Supplier Contracts

[ Customers

[+ Partners

[+ Products

> Catalog Management

[ Promations

[ Customer Cantracts

> Order Managerment

[ Pricing Configuration

[> Customer Retumns

[ ltemns

I Cost Accounting

[ Vendors

> MAWIDBE Repository

[> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment

=

SetlD: STIND

Origi Location: [begins with = ||

Description: [bagins with =] [Damwile
Look Up | Clear | Cancel | Basic Lookup

Search Results
Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results.
Wiew All 1100 of 300 [p] Last

scription
Haltsville, MY

00601 Adjuntas, PR
00201 StThamas, ¥l
00901 SanJuan PR
01001 Adavarn, bl
01101 Springfield, MA
01201 Pittsfield, h#
01301 Greenfield, hA
01501 fuburn, WA
01601 Worcester, bA
01701 Erarningharm, bl
01201 Woburn, hA
01901 Lynn, WA
02101 Boston, WA
02201 Boston, WA
02301 Brockion, b

-

distart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | (5] Microsoft Excel - Test Em...|[&] Review/Edit Profile - .. L7 Test Scripts |

T T [8 @ mstedsies

v o (WD, 12:48 P

Step

Action

13.

Click the Look Up button.
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= Travel and Expenses = Mew Window | Hel | &
[ User Preferences

[» Expense Report

— M Wallet Look Up Originating Location
— My Wallet Restore
— Review Payments SetiD: STIND
— Review Payroll Payments| fainati on: "
— Print Bar Cods Receipt o Location:[begins W‘mjl
Farrn Description: Ihgging W\lh;”Danwlle
— Review Expense History
Edit Profile
- Open Resource Requests LookUp | Clear | Cancel | Basic Lookup
— Emplovee Praject Center
— Staffing Apnlv Online Search Results
— Travel and Expense Center 126tz
> MeFEager SelfSemice Originating L ocation Description
[> Supplier Contracts B1833 Danville, IL
[ Customers 46127 Danwille, IN
[+ Partners
[+ Products

> Catalog Management
[ Promations

[ Customer Cantracts
> Order Managerment
[ Pricing Configuration
[> Customer Retumns

[ ltemns

I Cost Accounting

[ Vendors

> MAWIDBE Repository
[> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment
> Sourcing LI

) [ B @ tustedsies

#istart]| | @ (%) [~ [ | [~ Inbox - Microsoft Dutook | (5] Micrasoft Excel - Test Em... | [&] Review/Edit Profile - . | (i} Test Scripts | MR, 12430

Step Action

14. To select a location from the list of search results, click either the zip code link in
the Originating Location column, or the city/state in the Description column.
46123

15. Click in the Payment Type field.

The Payment Type field is not currently used and should be left blank.

16. Click in the Transportation 1D field.

The Transportation ID field is not currently used and should be left blank.

Page 37




ENCOMPASS Training Guide

Travel and

Expense User Guide

File Edit  View

3 Review/Edit Profile - Micrasoft Internet Explorer provided by F55A - State of Indiana

Favorltes Tools  Help

Qe - ) - %] &) \h‘;j Search 5|7 Favarites ¢3| 2 i

R

Address [€] hitps

1 J{ckeyfin,amis.in. gowfpsp/FsupL [EMPLOYEE/ERPc/MATNTAIN_EMPLOYEE_DATA,EX_EE_PROFILE.GELPPORTALPARAM_PTCHAV=EP_Ex_EE_PROFILE_GELEEOPP.5Chc = | [EJ &0

[ User Prefel

— My Wallet

Farm

-R E:
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[ Customers
[+ Partners
[+ Products

[ Promations
[ Customer Can

[ ltemns

[ Vendors

[> Purchasing
> Inwentory

[» eProcurement

> Sourcing

Development

 Travel and Expenses
[» Expense Report
— My Wallet Restore
— Review Payments

— Review Payroll Payments|
— Print Bar Code Receipt

— Open Resource Requests
— Emplovee Praject Center
— Staffing Apnly Online

— Travel and Expense Center

[> Manager Self-Service
> Supplier Contracts

> Catalog Management

> Order Managerment
[ Pricing Configuration
[> Customer Retumns
I Cost Accounting

> MAWIDBE Repository

[+ Services Procurerment

=

MNew Window | Help | Customize Page | & 2]

rences

| Emplayee Dala | Organizational Data_ | User Defaults | Bank Accounts | Corporate Gard Information |

Howard Holtzclaw

Histol

‘Expense Report: [Onen a Blank Report Expense Report:  Qpen a Blank Report

Ll Lef 1

“Time Report: [Onen a Blank Report Time Report: Open a Blank Report

“Travel Authorization: |0pen a Blank Authorization

Entry Method: Occasional User 2 L.
Report Description: Per Diem Range: B

Business Purpose: Business - In State hd Billing Type: hd

Qrig g Location:  |46122 Q Expense Location: aQ
tracts

Payment Type: Q Credit Card: v

Transportation ID: | aQ Number of Nigh

[Expense Type Defaults

Billing Type

=

Payment Type

dmE

=

=]l

&

istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | ] Microsoft Excel - Test Em... | [&] Review/Edit Profile - .. L Test Scripts

I II

|8 @ Trusted sites

o (M, 12:34 P

Step

Action

17.

Click the Per Diem Range field.

The Per Diem Range field is not currently used and should be left blank.

[

18.

Click the Billing Type field.

The Billing Type field is not currently used (as a default) and should be left blank.
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Development

= Travel and Expenses = Mews Window | Help | Customnize Page | & =]
[ User Preferences
EAEAXD;[E:IREW" | Emplayee Dala | Organizational Data_ | User Defaults | Bank Accounts | Corporate Gard Information |
— My Wallet Restore
e Parmenis Howard Holtzclaw
— Review Payroll Payments|
— Print Bar Code Receipt
Farm
— Review Expense History
= > rifile ‘Expense Report: |Open a Blank Report
— Open Resource Reguests *Time Report: |0pena Blank Report
— Emplovee Praject Center
— Staffing Apply Onling “Travel Authorization: |0pen a Blank Authorization
— Travel and Expense Center
£
[> Manager Self-Service

[ Supplier Contracts Entry Method: Occasional User B i
[ Customers
[ Partners Report Description: Per Diem Range: B
[+ Products " .
o [Busrsssmsee 7] N o

5 @i e R Business Purpose: uginess - In State Billing Type:
I Promotions Originating Location:  [46122 Q Expense Location: Q
[ Customer Cantracts

Payment Type: Q Credit Card:

> Order Managerment
Q

[ Pricing Configuration
[> Customer Retumns

Expense Report: Qpen a Blank Report

Time Report: Open a Blank Report

Ll Lef 1

Transportation ID: Number of Nigl

> lterms [Expense Type Defaults
[ Cost Accaunting Expense Type | hierchant
[ Vendors y —
Expense Type Payment Type Billing Type
> MAWIDBE Repository
[> Purchasing I j I ﬂ | j El
> Inwentory

[» eProcurement

[+ Services Procurerment
I Sourcing <l

) [ B @ tustedsies

#istart]| | & (%) [~ (B | [~ Inbox - Microsoft Dutook | (5] Micrasoft Excel - Test Em... | [&] Review/Edit Profile - . | (i} Test Seripts | MR, 12:34PM

Step Action

19. The Expense Location field is optional and may be left blank, or used to identify
a default destination. Use of this default would only be helpful if consistently
traveling to the same place.

If using this option, click the Look Up (magnifying glass) icon to search for the
location needed.

Click in the Expense Location field.

20. The Number of Nights field is not currently used and should be left blank.
Click in the Number of Nights field.
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[ User Prefel

— My Wallet

Farm

-R E:

=5

[ Customers
[+ Partners
[+ Products

[ Promations
[ Customer Can

[ ltemns

[ Vendors

[> Purchasing
> Inwentory

[» eProcurement

> Sourcing

Development

 Travel and Expenses
[» Expense Report
— My Wallet Restore
— Review Payments

— Review Payroll Payments|
— Print Bar Code Receipt

— Open Resource Requests
— Emplovee Praject Center
— Staffing Apnly Online

— Travel and Expense Center

[> Manager Self-Service
> Supplier Contracts

> Catalog Management

> Order Managerment
[ Pricing Configuration
[> Customer Retumns
I Cost Accounting

> MAWIDBE Repository

[+ Services Procurerment

=

MNew Window | Help | Customize Page | & 2]

rences

| Emplayee Dala | Organizational Data_ | User Defaults | Bank Accounts | Corporate Gard Information |

Howard Holtzclaw

Histol

‘Expense Report: [Onen a Blank Report Expense Report:  Qpen a Blank Report

Ll Lef 1

“Time Report: [Onen a Blank Report Time Report: Open a Blank Report

“Travel Authorization: |0pen a Blank Authorization

Entry Method: Occasional User 2 L.
Report Description: Per Diem Range: B

Business Purpose: Business - In State hd Billing Type: hd

Expense Location: Q

Credit Card:

45122 Q
Q
Q
[Expense Type Defaults

Expense Type |  Merchant

orig

ng Location:
tracts
Payment Type:

Transportation ID: Number of Nigh

Billing Type

=

Payment Type

dmE

=

=]l

&

istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | ] Microsoft Excel - Test Em... | [&] Review/Edit Profile - .. L Test Scripts

I II

|8 @ Trusted sites

o (M, 12:35 P

Step

Action

21.

Expense Types define the specific types of costs associated with travel. Each one
must be linked to a Payment Type and Billing Type.

Click the down arrow in the Expense Type field to view the list of choices.

I =l
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Address [{€] hitps:devfin.gnis. in.govpspifsupl [EMPLOYEE ERFc/MATNTAIN_EMPLOYEE_DATA.EX_EE_PROFILE. GELPPORTALPARAM_PTCHAI=EP_EX_EE_PROFILE_GELEEOPP.5cNe | [Eg 60

Development
= Travel and Expenses - i § T - — -
I User Preferences =l *Time Report: |Opena Blank Report =l Time Report: Open a Blank Report 2
b Expense Report - ization: | Open a Blank Authorization =
by Wallet Travel Authorization: | P J

— My Wallet Restore
— Review Payments

— Review Payroll Payments|
— Print Bar Code Receipt Entry Method: Orcasional User i

Eorm . l— ) . l—LI
— Review Expense Histo Report Description: Per Diem Range:

Business Purpose: Business - In State 2 Billing Type: 2

ing Location:  |46122 Q Expense Location: Q

— Open Resource Requests
— Emplovee Praject Center
— Staffing Apply Online Payment Type: Q Credit Card: |

— Travel and Expense Center - .
E Transportation ID: Q Number of Nights:
[> Manager Self-Service Expense Type Defaults

Origi

> Supplier Contracts

Expense Type Y Wierchant
[ Customers

I Partners ‘Expense Type [ Billing Type
[+ Products j I j I
> Catalog Management Airare

[ Promations

[ Customer Cantracts
> Order Managerment

[ Pricing Configuration

Fees- Registration e
Ground Transportation
Lodging/Hotel

I Customer Returns g‘a‘:ﬁg; Activit Source Type Category Subcateqgory Description Descriptio
[ ltemns
Per Diem - In State
1> Gost Accounting Per Diem-Out of Slate al Q| Q Q
| IR Phone Calls
> MAWIDBE Repository Rental Car
[> Purchasing
> Inwentory
[» eProcurement
> Services Procurement N
| Sy «Ldl S | ,

P T T [8 @ mstedsies
istart| | @ (%) (v (@ | [~ mbos - Mcrosoft utook | ] Microsoft Excel - Test Em...| [ &7 Review,Edit Profile - .. | Test Seripts | oW =

Step Action

22. Click the Expense Type list.

Select Airfare.

I 5|
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= Travel and Expenses =]
[ User Preferences
[» Expense Report
— My Wallet
— My Wallet Restore
— Review Payments
— Review Payroll Payments|
— Print Bar Code Receipt
Eorm
— Review Expense History

— Open Resource Requests
— Emplovee Praject Center
— Staffing Apnly Online
— Travel and Expense Center
=5

[> Manager Self-Service

> Supplier Contracts

[ Customers

[+ Partners

[+ Products

> Catalog Management

[ Promations

[ Customer Cantracts

> Order Managerment

[ Pricing Configuration

[> Customer Retumns

[ ltemns

I Cost Accounting

[ Vendors

> MAWIDBE Repository

[> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment

=]l

‘Time Report:

“Travel Autherization:

Entry Method:
Report Description:
Business Purpose:
Originating Location:
Payment Type:
Transportation ID:

[Expense Type Defaults
Merchant

Expense Type

|Open a Blank Report

EIE)

|0pan a Blank Authorization

Orcasional User =
Business - In State =
46122 Q
Q
<%

Adress [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERFc/MATNTAIN_EMPLOYEE_DATA.EX_EE_PROFILE. GELPPORTALPARAM_PTCHAV=EP_EX_EE_PROFILE_GELEEDPP.5CNC 7|

Time Report:

j'
Billing Type: lﬁ

Expense Location: Q

Credit Card: [2

Number of Nights:

Per Diem Range:

Qpen a Blank Report

'Expense Type

Paymernt Type

Billing Type

Airfare

Enabled

Project Defaults for Expenses
PC Bu

|

Emplovee Paid
d

Project

Source Type Cateqory

I

2

al a

2 a

€| Done

T

iistart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | (] Microsoft Excel - Test Em...|[&] Review/Fdit Profile - .. L7 Test Scripts |

|8 @ Trusted sites

o (M, 12:35 P

Step Action

23.

Select Prepaid.

Click the Payment Type list.
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 Travel and Expenses ;l ° : . .
[> User Preferences ‘Time Report: |Opena Blank Report

Time Report: Qpen a Blank Report

EIE)

I Expense Report “Travel Authorization: | Open a Blank Autharization
— My Wallet

— My Wallet Restore
— Review Payments

— Review Payroll Payments|
— Print Bar Code Receipt Entry Method: Orcasional User i
Farm

— Review Expense History

Report Description: Per Diem Range: |

Business Purpose: Business - In State 2 Billing Type: 2

— Open Resource Requests iqinati ion: l— ion: l—
I e e e ETeT Orig ing Location: 46122 Q Expense Location: Q
— Staffing Apply Online Payment Type: Q Credit Card: |
Ewﬂw Transportation ID: Q Number of Nights:

[> Manager Self-Service Expense Type Defaults

[ Supplier Contracts Expense Type Y Merchant

[ Customers p—

I Partners 'Expense Type P. Billing Type

I+ Products Alrfare j |Prepaid J

> Catalog Management
[> Pramotions In State-Billable
[ Customer Cantracts In State-NonBill
[> Order Management Project Defaults for Expenses Qut of State-Billakle
I> Pricing Configuration o Qut of State-ManBill
I Customer Retums Activity Source Type Catermmm

[ ltemns

[> Cost Accaunting Q | Q I Q I Q a
[ Vendors

> MAWIDBE Repository
[> Purchasing

> Inwentory

[» eProcurement

> Services Procurement N
| Sy «Ldl S | ,

| €] Done [T [B [@ tustedsies

start]| | & (%) [~ (@ | [~ Inbox - Microsoft Dutook | (5] Micrasoft Excel - Test Em... | [&] Review/Edit Profile - . | (i} Test Seripts | v MR, 12:35 M

Step Action

24. Click the Billing Type list.

Select Prepaid.
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 Travel and Expenses
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— Review Expense History

Transportation ID:

- Open Resource Requests Expense Type Defaults
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b Expense Report Entry Method: Occasional User -

— My Vallet Report Description: Per Diem Range: -
— My Wallet Restore

— Review Payments Business Purpose: Business - In State B Billing Type: -

— Review Payrall Payments) Origi Location:  [46122 Qa Expense Location: a
— Print Bar Code Receipt
Farm Payment Type: aQ Credit Card: =

Number of Nights:

— Staffing Apply Online Pavment Type Billing Type

— Travel and Expense Center
“E
[> Manager Self-Service
> Supplier Contracts
[ Customers

Airfare j |Prepa|d j |Prepa|d

Descripti

> Partners Project Defaults for Expenses
[> Products PC Bu
> Catalog Management Enabled m Project Source Type Category

[ Promations

[ Customer Cantracts
> Order Managerment
[ Pricing Configuration
[> Customer Retumns
[ ltemns

I Cost Accounting

[ Vendors

> MAWIDBE Repository
[> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment

(I af af af a a

| =
&

Locality: Q
—_— PP
=[] |

Country: Select Project ChartFields Display :

State: @ Default:  Codes

' Descriptions

T

istart| | @ (X [~ [@ | [~ Inbox - Microsaft Outlook | ] Microsoft Excel - Test Em...|[&] Review/dit Profile - .. L Test Scripts

_>l_I
[ & @ Trusted sites

| o B, 3:34PM

Step Action

25. Click the Add a Row ("+") to add additional rows.
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 Travel and Expenses
[ User Preferences
[» Expense Report
— My Wallet
— My Wallet Restore
— Review Payments
— Review Payroll Payments|
— Print Bar Code Receipt
Eorm
— Review Expense History

— Open Resource Requests
— Emplovee Praject Center
— Staffing Apnly Online
— Travel and Expense Center
=5
[> Manager Self-Service
> Supplier Contracts

‘Time Report: |Opena Blank Report

“Travel Autherization: |0pan a Blank Autharization

Orcasional User =

Business Purpose: Business - In State hd

ing Location: 46122 Q

Entry Method:
Report Description:

Origi

Il Explorer User Prompt

Scipt Prompt

Enter number of rows to add

EIE)

Per Diem Range:
Billing Type:

Time Report:

jv

Qpen a Blank Report

Expense Location: Q

|

Cancel

[ Customers

[+ Partners

[+ Products

> Catalog Management
[ Promations

[ Customer Cantracts
> Order Managerment
[ Pricing Configuration
[> Customer Retumns

[ ltemns

I Cost Accounting

[ Vendors

> MAWIDBE Repository
[> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment

Source Type Cateqory
2 a

al a

,,,,, ARl |

|i&] javascript:submitiction_winO(document.wind, EXPTVPE_DEFAULTS§newm$0f50%; [

istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | (5] Microsoft Excel - Test Em...|[&] Review/Edit Profile - .. L Test Scripts |

_>l_I
|8 @ Trusted sites

o (WD, 12:36 P

Step Action

26. Enter 9 as the number of rows to be added.
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|| Review/Edit Profile
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Hiome

< Travel and Expenses
[ User Preferences
[* Expenze Report
= My Wallet
= Review Payments
= Print Bar Code Receipt

Transportation ID:

a
Expense Type Defaults

Merchant

Billing Type

j |Pr9pa\d

Payment Type

j |Fr9pa\d

‘Expense Type
| Airfare

> MAN/DBE Repository
> Purchasing

> Inwentory

[ eProcurement

[ Services Procurement

j |Frepam
j |Frepam

j |Prepam
j |Prepam

| Fees - Registration
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> &W | Mileage j |Emp\nyee Paid j |Ir| State-Billahle j =
E gﬂiﬂ‘rﬂ;ﬁomracm [ Parking =] [Empioyee Paid =] [in state-Billante =l =
[ Progucts | Fer Diem-0Out of State j |Emp\uyee Faid j |Out of State-Billahle j El
| X AE GO [Fer Dier - In State =] [Empioyes Faid =] [In State-Billasle T E =
[ Vendors [ Phane Calls =] [Ermployee Paid =] [1n State-Billable =l =
= EE

dEE

|Remal Car

> Sourcing = Project Defaults for Expenses

[ Grants

> Program Management Project Activity Source Type Category iy Description Description
I Project Costing

I Proposal Management (| | Q | Q | Q I Q I @ Q

[ Travel and Expenses
[ Billing

[> Accounts Receivahle
> Accounts Payable

> Asset Management

> Banking

T

Done B

Wistart| | @ & (X v~ | [ Inbox-Massoft ... | (&) Microsoft Excel - B... | [{@) Review/Edit Pro... L) Travel and Expens... | 141 Travel and Expens... | (- @, /@, zi0apm

x4

Step

Action

217.

Complete the Expense Type Defaults by selecting the 9 remaining Expense Types,
associated Payment Types and Billling Types.
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[» Expense Report
— Nty Wallet Enabled
— My Wallet Restore
— Review Pavments r | Q| Q| Q| Q[ Q Q
— Review Payroll Payments|
— Print Bar Code Receipt
Eorm

— Review Expense History

Edit Profile

— Open Resource Requests

— Emplovee Project Center Country: Q Select Project ChartFields Display :

— Staffing Apnly Online

— Travel and Expense Center State: Q @ Default:  Codes

E

= _ l—  Descriptions
[> Manager Self-Service Locality: aQ 4
> Supplier Contracts

ill € Codes
> Customers Billing Type: :I

PC Business
Unit

Project Activity Sowrce Type Category  Subcateqol Descriptio

> Partners Customize | Find
fpadicte PC Business 1, . . o
[> Catalog Management MU““ Project Activity Source Type Cateqory v Description Descriptior
[ Promations —

I Customer Contracts - | xQ | Q | Q | xQ | Q Q

> Order Managerment
[ Pricing Configuration
[> Customer Retumns
[ ltemns

I Cost Accounting

[ Vendors

> MAWIDBE Repository

[> Purchasing B zave | QReturn to Search
> Inwentory

[ eProcurernent Employee Data | Qrganizational Data | User Defaults | Bank Accounts | Corporate Card Infarmation -
> Services Procurement N
e, -l ! :
& [ B @ tustedsies

start]| | @ (%) [~ (@ | [~ Inbox - Microsoft Dutook | 5] Micrasoft Excel - Test Em... | [&] Review/Edit Profile - . | (i} Test Scripts | MR, 12330

Step Action

28. Click the Enabled checkbox option.

***|MPORTANT***

The Project Defaults for Expenses section should only be enabled/completed if
your agency uses Projects information in the chartfield string for travel
reimbursements. If not, these fields should be left blank.

29. Enter the Business Unit into the PC Business Unit field.

For demonstration, enter 00500
or your business unit.

30. Click in the Project field.

The Project field should be left blank unless only one project is ever used, or
there's one project used the majority of the time.

31. Click in the Activity field.

If a Project was entered, select the Activity.

[ ]
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Step Action
32. Click in the Source Type field.
If a Source Type is applicable with the Project, select it. If not, leave the field
blank.
33. Click in the Category field.
If a Category is applicable with the Project, select it. If not, leave the field blank.
34. Click in the Subcategory field.
If a Subcategory is applicable with the Project, select it. If not, leave the field
blank.
35. Scroll to the right to view the rest of the page (if necessary).
36. Enter 100 into the Percentage field.
37. ***OPTIONAL***

If necessary, multiple lines may be added using the Add a Row button to define
more than one distribution. The total of all Percentages entered, though, must
equal 100%.

Click the Add multiple new rows at row 1 (Alt+7) button to add more Project
Default lines. Repeat the previous steps to enter the Project information.
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2} Review/Edit Profile - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File Edit View Favorites  Tools  Help ‘ '.J.

Qe - ) - (%] & 10 ‘ ) seareh /"¢ Favortes €¢3| S - JE S

Address [{€] hitps:devfin.gnis. in.govpspifsupl [EMPLOYEEERFc/MATNTAIN_EMPLOYEE_DATA.EX_EE_PROFILE. GELPPORTALPARAM_PTCHAI=EP_EX_EE_PROFILE_GELEEOPP.5cNe | [Ed S0

Development

= Travel and Expenses =]
[ User Preferences
[» Expense Report

Project Defaults for Expenses
PC Business

Customize | Find | View All |

Sowrce Type Category  Subcateqol

al[ a

— My allet Enabled o Project Activity Descriptio
— My Wallet Restore
- Review Payments P fooson Q| Qf Q| Q|
— Review Payroll Payments)
— Print Bar Code Receipt
Eorm

— Review Expense History
Edit Profile

— Open Resource Requests
— Emplovee Project Center Country:
— Staffing Apnly Online
— Travel and Expense Center State:

Select Project ChartFields Display :
@ Default:  Codes

=F
[> Manager Self-Service Locality:
> Supplier Contracts
[ Customers

 Descriptions

lﬁ € Codes

Billing Type:

> Partners Customize | Find
fpadicte PC Business 1, . . o
[> Catalog Management MU““ Project Activity Source Type Cateqory v Description Descriptior
[ Promations —

I Customer Contracts - | xQ | Q | Q | xQ | Q Q

> Order Managerment
[ Pricing Configuration
[> Customer Retumns
[ ltemns

I Cost Accounting

[ Vendors

[> Purchasing
> Inwentory
[» eProcurement

> Sourcing

> MAWIDBE Repository

[+ Services Procurerment

B save | SLReturnto Search

Emplovee Data | Organizational Oata | User Defaults | Bank Accounts | Corporate Card Information

ARl |

5

&

fistart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | (5] Microsoft Excel - Test Em...|[&] Review/dit Profile - .. L Test Scripts |

T T [8 @ mstedsies
[ oM, 1zs0pm

Step

Action

38.

Click the Save button at the bottom of the page.

39. Entering User Defaults is complete.

Click the Home link at the top of the page.

40. End of Procedure.

Delegating Entry Authority
Procedure

The Travel and Expense module allows a designated user to enter transactions on behalf of
another user (the traveler).

The traveler must grant this authority before the designated user will be able to enter transactions
on their behalf.
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T trployee-facing regastry content - Microsoft Internet uplorer pravided by 1550 - State of Indisns
File  Edt Wew Favortes  Took b |r

Qe - @ - [x] (2] G Dso lrmons @3- 05 & - [ JE B |
! T = Boo | ks

Aekress [B] etpjjcein. gmis.n. ol i

Development

Personalize Ganlan | Lt L

Search:

)
[ My Fawniitias
[ Emmipleryusis Sirl-Biervien
[ Manager Sef Service
[ Suppller Consracts
[ Custamars
[ Frodutts
b Gatalog Managiemin
[ Promuosans
[+ Cugtomer Contracts
[+ Order Management
[ Fricing Configuration
[ Custanier Retirms
[ s
[+ Conl Avoouniing

[ Irentary

L sProcurmint

[ Barvives Procursmnl

[ Sourcing

[ Engineering

[ Manufacturing Definfions
[ Praduttion Eontral

[+ Canfiguration Modptor

[ Producl Configuralions:

[ Guaity

- Demand Flanning

[ Irenbary Folicy Flanning
- Supply Planneng

L Granls

[ Program Management

[ Project Costing

[ Fropasal Managament

[ Mainbanance Managernant
[ Resatare Manageminl
[ Lisasar Adersinishralion

[ S2afing I
R e

[ [T (& nstod skos
istart] |- b - rosohe ook 1) wosare . [[E7 : &7 oM s

Step Action

1. To begin, click the Employee Self-Service link.
[z Employee Self-Service]
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Fie Edt Vew Favortes Tods el

rer provided by FSSA - State of indiana

a1
| &

Q=0 -8 %

e @] 5 - il B

e 52

n.

b P-C
I Genire Request
I Procurament

I Pricing Configuration
[ Custoner Retums

L+ it

1 Cosl Accounting

[ vendors

1 MWITIDE Reposhony

I Purchasing

[+ Inwentony

[ P rocumment

I Bonvdces Procummant
I Sourcing

I Engineering

I Manutactunng Deninsans
I Preductan Caritrol

1 Comfiguralion Madeler
I Product Goriguralions
I Gwality

I Dieeriand FInning

I Inwentony Policy Flanning
I Bupgly Pranning

[+ Grards.

[ Prograrm Managermen
| Project Costing

| Froposal Management
b

=]

7

ﬁ Dpen Resource Heguests

LBl 188 MAMESr N1GMAson
Traved an Cxnanze Cener
- Manager Sulf Bervic [['#'.i BCaid !/} Hendca Hequast ] procussmen
I Suppller Confracts " Procursmest Cards L+ Addd or g sell s vice Service Reguests lr," Manaye iegasbons, ieceiversg wd schedule
I Customers: 1= Wby P borpronctions ] Seevin Aoguesd Wigoni st
I Products. ] Hare | Reorcie P.Cands. B Zorvice Revuesd B Marswas Reoediors:
© Catalng Managamant T e Sarace Baguasts I Beceved
1 Prusranticine; = —
/ |7 Tl and Bapenges

rg:::::;::: t’/ Use the set-servce eapioree role fo mansge assets, fi TUTAR e EIDENSE rEports, Cash adyance

1 {5 WEBLTR_PTF_S HOMEPAIGE, FirkiFnemedn, 15Tyt _AppHP IRt frasmesco_FNPLOYEE_SF1F_SERVICEREridePathmPORTAL_ROGT_ORFCT. 00 =] (B Gu | Lnks *

,JJI Employee Self-Service

e Tt e e e

) .
rl‘_:] Bccess the key areat 1or enbang and viewind pronct

remmnata, o troved maharizations

T viewlTrangtar Asseas e
3 aer Fraterences

Gone [T T e netedskes
@istart] |- inbos - Morosoht cxslock. | 1] ocumert3 - troscht . [[E7 Bane mawgation Paye.. @7 DM sarm

Step Action

2.

Click the Travel and Expenses link.

|! ravel and Ex!)enses|
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provided by 554 - State of Indsana
File  Edt Wew Favortes  Took b |”
Qe O[] (2] G| Dot yrments &) 0372 0 [ Jid B

i

Aekess 8] n. T {5 WEBLTR_PTF_S HOMEPAIGE, FirkiFnemedn, 15Tyt _AppHP IRt frasmesco_FNPLOYEE_SF1F_SERVICEREridePathmPORTAL_ROGT_ORFCT. 00 =] (B Gu | Lnks *

“7 Travel and Expenses Ecit “Travel o Evpenses’ Fues

b Gendte Request [f’
I Procurement -

pey e reporis, cash adh \ o
] Usar Praferences 77 Capanss Repant 5] thuwaiiet
E,/ (TS =" Crontn, Lpanin, Review, Dietetr or Print n Eiponas J Bcass the vt
B [er hckie Lotn L
1 Crentniindate Lis

I Munager Sulf- Senvicy

1 Guppller Contracts =] [y Wallet estone Pesdew Pavinenits ) Pedew Pavioll Painerts

| Customers Remicen n deirard My Walrd recelnt Renierw o history of apenan pryments for n paeticuine Revvinw m history 0f evpenan poyrol prveents for

I Products Ak pACIr gy

L Czagalog Managament

L Prosrinticine: e — - =

1o ] et e Conle Rt Fonan [ avte Expar o [ Ravte 8 Pratie

1 0:::::;::: Puiri n bosr cud receipt fum. Frvierwy & hilory of mxpenee harmsclions for s = Marmge persorl, fiscial, e organizational detalz.
particular molayes.

I Pricing Configuration
[ Custoner Retums

L+ it

I Corsl Accaumting _|
[ vendors

1 MWITIDE Reposhony

I Purchasing

[+ Inwentony

[ P rocumment

I Bonvdces Procummant

I Sourcing

I Engineering

I Manutactunng Deninsans
I Preductan Caritrol

1 Comfiguralion Madeler

I Product Goriguralions

I Gwality

I Dieeriand FInning

I Inwentony Policy Flanning
I Bupgly Pranning

[+ Grards.

[ Prograrm Managermen

| Project Costing

| Froposal Management

b

=]

Gone [T T e netedskes
@istart] | inbox - Morosoht cxslock. | 1] ocumerta - troscht . [[E7 Base mawgation Paye.. @7 DM s

Step Action

3. Click the User Preferences link.
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T vase Navigation Fage - Microsolt Internet Leplorer provided by 1554 - State of Indana &) x]

File  Edt Wew Favortes  Took b | '?
= = o LY T

Qe - © - 4] 8] G| Dwenn lormones @3- 10 i [ B |

Aekess [8] . 1 {ERP{S/WEBLIR TP _5 HOMEPAISE FiekiFeemuda, 15erit_AppHPTt_framesct)_FMPOVEE_SF17_SERVICEASamPathaPORTAL_AOAT_ORIECT.OC] (g Go | Links |

b Genice Request User Preferences Entt "buee Praferonces” Folder
I Procurement 4

ﬁbﬂmﬂ!ﬂ ftenng for Motide Tame and Cipense. EL‘rMeIEM; B0 Sxpense repons or travel EN.II‘WE users bo sccess and report sxpense
SUIhOrTabONS. romaton.

- Manager Sulf Benvice
1 Guppller Contracts

I Customers

1 Products

L Catalng Managanant
L Prosrinticine:

I Cyslimer Conlracts
I Order Management
I Pricing Configuration
U Customer Reume

L fhiamiss

I Coesl Accnunting i
[ vendors

1 MAIDIBE Reposiiony

[ Purchaging

1 Inwitony

[ EProcumment

1 Bervices Procummind

1 Gaureing

I Engineering

1 Manutachuring Definsarns
1 Production Cantral

- Comfiguratinn Mol

[ Prosfudd Cardigurations
I Giusality

I Dieeriand FInning

1 Inwentony Policy Flanning
[ Hupply Flanning

[+ Grarils

I Prograrm Managermen

| Profect Costing

| Froposal Management

=]

[T (@ netedstes

1
@am| | b - icrosoft cxslock. | I51] ocumert3 - trosaft . [[€] Base Mamgation Paye.. @[ 7 DM s

Step Action

4. Click the Delegate Entry Authority link.
!!ele(!me Entry Auth g
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 pelegate Lntry Authority - Microsoft Internet Lxplorer provided by 554 - State of Indiana =TT
Fle Edt Vew Fawees  Took ek |'r"'

Qe - © - 4] (2] ()] Dsowen Sorments &) 03- 00 = - JEL B

Aekkess [ 8] beip L. i (ERPfc _FXPENE_FUNCTIONS. TE_EE_ALITHORITY. GRUIPCRTALPARAM_PTCNAY=ER_TE_FE_AUTHORITY_GRLEECR?. SChedemerrtcr = | [ G | Links ™

Development

Mew vindmw | Help | Custornze Paas | T

Authorize Users
Dizrvid Colernan

Semense Raerl Entering new UserlDs on this page will give Mose users the adlilty to entsr

~ Mieviallat Restors wpense ransactions on behall of the emplores.

= Boviow Panrnents “Authorized User I [
Reviw Panroll Pavrments .
Print ar eiods Rergltt DO1284d @, Coleman,David ==
Fam

R DA LT [TPEARCY %, Colernan,Davd # =
= BivarwiEdil Profile

- Dpen Rusnures Ruquests
Employee Project Caniar

Trrel and Expanze Cerer
&

[ Manager Selt-Semvca

& Bupgplies Contracks

& Customes

I Products

1 Catalog Management

[ Promotions

[ Customer Contracts

- Cirdlier Maansaggornent

1 Pricing Configuration

I Customer Rewums

U temz

[ CostAcounting

£ Vandars

I MAMTIBE Riepasitory

I Purchasing

1 Inweemtony

1 eProcurement

- Services Frocurement

© Baurting

- Enginisring

1 Manufaeturing Deninsans

1 Production Contral

[+ Configuralion Madaler

I Brsirt Cangnirstians =l
Gonn [T @ Trustod skes
@istart| |- inbos - Morosoft cuslock. | 1] ocument3 - Marosas .| [€] peleyate tntry Autho.. @7 [ ID M ssem

Step Action

5. Add or delete authorized users by using the [+] Add and [-] Delete buttons. The
PeopleSoft user ID of the person to be authorized must be entered in the
Authorzied User ID field/column.

Click the Save button when additions or revisions are complete.

Sawe

6. Delegate Entry Authority is complete.

Click the Home link to return to the home/main menu.

e

7. Congratulations! You have learned how to successfully add/delete authorized
users to your account.
End of Procedure.
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Create an Expense Report from a Blank Form

Procedure

“J Employee-facing registry content - Microsoft Internet Explorer provided by FSSA - State of Indiana & x

e i r—— ‘ e

ek - O - \j @ ;h ‘ ) search *Favuntes €)| - :;_ - Jid 3

Address |Ej hittps: {devFin, amis. in.gow/psp(Fsup1 JEMPLOYEEERPhitab=DEFALLT =l Go  |Links >

Development
Personalize Content | Layout Help
Menu -]
Search:

®

[ My Faverite
[Emplovee Self-Service
[ Memager Self Sence
- Gupplier Contracts

[ Custarmers

[- Products

[ Catalog Management
[ Promuotions

[ Customer Contracts
> Order Management

[ Pricing Configuration

[ Customer Returms

[ liems

- Cost Accounting

[ Vendars

[ MAMDBE Repository

- Purchasing

(- Inventory

[ eProcurement

[ Services Pracurement
> Sourcing

> Engineering

> Manufacturing Cefinitions
[ Production Control

> Configuration Modeler
> Product Configurations
[ Quality

- Demand Planning

> Inventary Policy Planning
> Supply Planning

[ Grants

- Program Management LI

Ej ’7’7‘ | |é ‘g Local intranet
iistart| | @ (%) [~ (@ | [ Inhox - Microsoft Outiook | | Intraduction to Peaplesa... | [ 2 Emplayee-facing regi.. T

Step Action

Click the Employee Self-Service link.
[ Employes Self-Service|
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File Edit View Favorites Tool  Help

3 Base Navigation Page - Microsaft Internet Explorer provided by FS5A - State of Indiana

Qe - @ - ¥ 2 (h‘pSearch /"2 Favories @| i - L) -

3

Development

[ Assets

I Travel and Expenses

— Employee Project Center

— Travel and Expense Center Ve

“E =] Access the key areas for ertering and

[> Manager Sel-Service wigwing project team member information
> Supplier Contracts
> Order Management

[ eProcurement

[ Services Procurement

> Sourcing

[> Pragram Management

> Project Costing

> Trawel and Expenses

[ Accounts Payable

I Barking

[> VAT and Intrastat

[ Commitment Cantrol

> General Ledger

[> SCM Integrations

> Set Up Financials/Supply
Chain

> Enterprise Components

[ Worklist

> Tree Manager

> Reporting Toals

> PeapleTools

— Tau Center B

Submit a GMIS Issue

Chane Wy Password =1

Wi Parcnnalizatinne

[ lterns Assets

[ Vendors Use the self-service employee role to manage
[+ Purchasing assats

[ Inventary [ElviewiTransier Assets

Address [{€] hitps: fdevfin.gmis. in.govpsp{fsupl [EMPLOYEE ERF s/ WEBLIE_PTPP_SC HOMEPAGE FicldFormula I5cript_AppHP?pt_mame=C0_EMPLOYEE_SELF_SERWICESFolderPath=

|_Travel and Expense Center - E Procurement

Emplayze Travel and Expense Certer

irteryigws
ElManage Recistions
ElReceiving

ﬁ Travel and Expenses
Submit/revievs expense reports, cash
advance requests, or travel autharizations.
[CIUser Prefersnces
CIExpense Report
Eity ialist
& hMore...

Marnage requistions, recsiveing and schecule

|&] Done
mstart| | @ (% [~ [ | [~ nbox - Microsoft Ouml |5 Test Soripts

T

|8 @ Trusted sites

| 651 ERont Fssa crecte ... | (X Micrasoft Excel - Tes... | [ & Base Navigation P..

¢, [M] 10:04 M

Step Action

2.

avel Expense Cent E

Click the Travel and Expense Center - E link.
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3 Travel and Expense Center - E - Microsoft Internet Explorer provided by FS5A - State of Indiana

File Edit View Favorites

Tools

Help

Qe - @ - ¥ 2] \’h‘psaarch /"2 Favories @| i - L)

Development

I~ Employee Self-Service

[ Procurement

[ Assets

I Travel and Expenses

— Employee Project Center

> Manager Self-Service

> Supplier Contracts

> Order Managerment

[ lterns

[> Vendors

> Purchasing

> Inwentary

[> eProcurement

I Services Frocurerment

[» Sourcing

> Program Management

[ Project Costing

> Trawel and Expenses

> Accounts Payable

[ Banking

[ VAT and Intrastat

[ Commitment Cantral

> General Ledger

[» SCM Integrations

I Set Up Financials/Supply
Chain

I Enterprise Components

[> Wiorklist

[» Tree Manager

> Reporting Tools

> PeopleTools

— Tax Center

— Subrmit a GMIS Issus

— Change My Password

=

Expense Report

Elgrests

Moty

F=lFrint Feeport
3 More..

i or delste an

Cash Advance

Creale, modify, print, view and delete a Cash

Advance
Elcreate
|S[YET
Elerint

2 Mre:

T s and Preferences

Manage your personal, organizational and
financial details for travel and expense
reparting

[ElReview/Edit Profile

ElDelegate Entry Suthority

e Report

Report
ElCreats
oty
ElFrint
ZMore...

W@ Forecast Time

Creale, modify or view forecast dala

EForecast Time
[EReview Forecasted Time

Review Payments
Review history of expense payments

[EReview Expense History.

[EReview Payments
EReview Payroll Pavments

15 Create, modity, prirt, view and delets a Time

Address [{€] hitps:devfin.gnis. in.govpspifsupl [EMPLOYEE ERF s/ WEBLIE_PTPP_SC HOMEPAGE FicldFormuia Iscript_AppHP?scname=EP_EMPLOYEE_TE_CENTER&PORTALPARAM_F | [EJ S0

Travel Authorization

Create, mocity, prift, visv, cancel or delste &
Travel Auttiorization

Elgrests

Elwlodity
ElPrint Authorization
4 o

Print Reports
Print any one of your expense transactions.

EIExpense Summary.
TElBar Cade Receint Form
EITime Report

2hors..,

Other Expense Functions
Wiy contents in My Walet, crests your own
template, or macify and existing template

=l Create/ipdate User Tempigte
ity Wimlist

€l

ﬁstart| | @ (= [~ [@ | [~ nbox - Microsoft Ouml |5 Test Soripts

| 651 ERon1 Fasa create .. | () Miorasoft Excel - Tes... | [ Travel and Expen...

[T T (B [@ mustedsies

D, [M] 10:05 AM

Step

Action

3.

Click the Expense Report link.
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2} Travel and Expense Center - E - Microsoft Internet Explorer provided by F55A - State of Indiana RS

Fie Edt Wiew Favortes Took Help ‘ aw

Qe - - %] 2 (h‘pSearch /"2 Favorites @| R - JE S

Address [{€] hitps:devfin.gnis. in.govpspifsupl [EMPLOYEE ERF s WEBLIE_PTPP_SC HOMEPAGE FicldFormula Iscript_AppHP?scname=EP_EMPLOYEE_TE_CENTER&PORTALPARAM_F | [EJ &0

Development

I~ Employee Self-Service

[ Procurement

[ Assets

I Travel and Expenses

— Employee Project Center
5 Modify = Print Report

= Madify an Expense Repart Request & process to creste a printed copy

of an expense report

> Manager Self-Service

> Supplier Contracts

> Order Managerment View Delete

'; lﬁiﬁm Print an Expense Report View an Expense Report =] Cerete an Expense Repon

> Purchasing

> Inwentary

[> eProcurement

I Services Frocurerment

[» Sourcing

> Program Management

[ Project Costing

> Trawel and Expenses

> Accounts Payable

[ Banking

[ VAT and Intrastat

[ Commitment Cantral

> General Ledger

[» SCM Integrations

I Set Up Financials/Supply
Chain

I Enterprise Components

[> Wiorklist

[» Tree Manager

> Reporting Tools

> PeopleTools

— Tax Center

Subrmit a GMIS Issug

Change My Password LI

@] Done [ B @ tustedsies

distart| | @ (X (~ [@ | [ Inbox - Microsaft Ou.. | I3 Test Serpts | 551 ERon1 Fasa create ... | (% Miorasoft Excel - Tes... | [ ] Travel and Espen... |~ o, [M] 10:05 am

Step Action

4, Click the Create link.
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2} Employee-facing registry content - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File Edit View Favorites  Tools  Help ‘ '.J.

Qe - ) - %] 2] ;h‘/"? Search 5|7 Favarites €¢3| -2 - LK 33

Address [{€] hitps:devfin.gnis. in.govpsp{fsupl JEMPLOYEE ERFs{WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddExpense?TE. Menu Var=ADMINGPORTALPARAM_PTC =] (£ S0

Development
Search: = Mew Window | Help | Customize Page | &, 2]

[+ My Favorites
> Employee Self-Service Create Expense Report

[ P-Card

I Service Request Expe
[ Procurement

[ Assets

[ Travel and Expenses Quick Start: £ Blank Report -| Go

— Open Resource Requests

— Emplovee Praject Center
— Staffing Apnly Online *Descripfiomn: Comment: ;I

— Travel and Expense Center I =

aniel Able User Defaulls Report ID: MEXT

E |- ‘Business Purpose: LI
> Manager Self-Service Reference:
> Supplier Contracts
[: Customers Default Location: Q
[+ Partners
[+ Products
[+ Catalog Management | Accounting Defaults Apply Cash Advancels: More Options: j EI |
> Promotions =
[ Customer Cantracts Attachments
> Order Management Attached file description Attached File
[> Pricing Configuration
I Customer Returns 1] & =]
[ ltemns
[ Cost Actounting
[> vendors
> MAMIDBE Repository
[> Purchasing [ Overview
> Inwentory * . e
[» eProcurement Select ‘Expense Type -Expense Amountt ‘Currency | ‘Pavment Type -Billing
[+ Services Procurerment Date Spent Type.
> Sourcing B
> Engineering I J
I Maraifact rine Nefinitinn s 4] I -l 1 =l
@] Done [ B @ tustedsies
iistart| | @ (X~ [@ | [~ Inbox - Microsaft Outlook | (] Microsoft Excel - Test Em...| [ €] Employee-facing rei... ¢ D, [M] si20 AM

Step Action

5. IMPORTANT INFORMATION

When following the instruction outlined in this demonstration, be mindful that this
presentation was designed to assist in learning the software application. Although
some business process instruction is provided, not all State travel rules, policies,
and regulations are addressed. Questions regarding specific information to be
included, per diem rates and how they're applied, or other specific State travel
requirements should be directed to the agency travel department/travel
administrators.

Let's Get Started!

The Quick Start field will default to A Blank Report. This is the most common
method used to create an Expense Report, but other options are available.

Click the Quick Start list.

| A Blank Report |
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Step Action

6. QUICK START OPTIONS

If out-of-state travel was approved using a Travel Authorization, the information
in that document may be copied into the Expense Report and dates/amounts
updated as needed.

If the travel expenses to be reported this time are similar to those reported with a
previous Expense Report, an existing ER may be copied to a new one. The
dates/amounts may then be updated as needed.

The Template and Entries from My Wallet options are not currently used.

Select A Blank Report to create an Expense Report from scratch.
| Blank Report |
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Step Action

7. TRAVEL DESCRIPTION

Click inside the Description field.

Enter your Business Unit and the From/To dates of travel (FSSA). ***Each
agency may decide what information should be entered here to suit their

operations. Contact your agency Travel Administrator if you have questions.***

Enter a detailed account of the purpose for travel in the Comment field to the
right.
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Step

Action

8.

BUSINESS PURPOSE

The Business Purpose simply identifies the travel as "in state,” or "out-of-state.” If
user defaults have been previously set, this field should default to Business - In
State, as this is most common.

Click the Business Purpose list and select the appropriate option.
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Step Action

9. DEFAULT LOCATION

The Default Location designates the destination that will be tied to all expenses
reported, and it may be changed on any line where it might be different.

Choosing a default for the destination is optional, and the field may be left blank.
If not entered as a default, the destination location must be entered on each line
individually.

Click the Look up Default Location (magnifying glass) icon to search for and
choose the Default Location.
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10. Click the down arrow next to the Search by list.
lExpense Lacation jl
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Step Action

11. Select either Description or Expense Location as the search operator.

The Expense Locations are organized by zip code. If the zip code is known, it is
the most efficient search option because there will be an exact match.

If the city or zip code needed is not found, contact the agency travel administrator
to request that it be added.

For this example, select Description.

In the blank Begins With field, type fort.
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Step Action

12. Click the Look Up button.
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Step Action

13. The search will return a list of Locations that begin with "Fort."

Find the appropriate location description and click the link in the Description
column.

FortWayne, 1M
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Step Action

14. ACCOUNTING DEFAULTS

The option to enter default accounting information is helpful by reducing the
amount of information that must be entered redundantly for each expense
reported.

Chartfields entered through Accounting Defaults will be tied to each expense line
listed, but may be changed or updated for specific expenses if necessary.

Click the Accounting Defaults link.
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Step Action

15. Accounting information entered on the Accounting Defaults page will be applied
to each Expense Report line.

The Chartfields required vary by agency. The correct accounting information
should be provided by the division controller, accounting department, or
manager/supervisor depending on the agency structure.

The Account (hot shown on this page) will default based on the type of expense.
Enter the appropriate accounting information and click the OK button to return to

the Expense Report.
8154
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Step Action

16. ATTACHMENTS AND DOCUMENTATION

Receipts and other required expenses documentation may be scanned and attached
to the Expense Report electronically.

Click the Paper Clip icon to browse your file directories, locate the documents,
and upload them as attachments.

Enter a description of the information contained in the attached file.

Click the "+" to add rows as needed for additional attachments.

&
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I Banking Non-Reimbursable Expenses: 0.000 USD Due Vendor: 0.000 USD
I VAT and Intrastat Prepaid Ex|)e|1§es: 0.000 UsSD
1> Gommitment Contral Employee Credits: 0.000 USD
> General Ledger Vendor Credits: 0.000 USD
[ SCM Integrations Cash Advances Applied: 0.000 UsSD
> Set Up Financials/Supply s

Chain | Definition of Totals Update Totals |
> Enterprise Components
[ Wiorklist
b Tr;; V\IAEanager Sawe ForLater | Subrnit | Expense Report Project Surmary  Print Expense Report L
> Reporting Tools Return in E R rt
I PannlaTanl: x| RelmibtmenseRepon =
) [T (8 @ tusted stes
istart| | @ (X (~ [@ | [ Inbox - Microsaft Ou.. | I3 Test Seripts | 551 ERon1 Fasa create .. | (% Miorasoft Excel - Tes. . | [ ] Create - Microsoft... |~ 4. [M] 10:07 Am

Step Action

17. ENTER TRAVEL EXPENSES

To begin listing travel expenses for reimbursement (or to document those that
have been pre-paid), click the down arrow on the Expense Type field and select
an expense description.

All expenses for a travel event including those that were paid for in advance or by
a vendor should be listed on the Expense Report. Using the Payment Type and
Billing Type of Prepaid for these types of expenses, Travel and Expenses will
calculate the amount to be reimbursed to the traveler only.

For this example, select Lodging/Hotel.
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Qe - Q- %] 2 \h‘f"j Search 5|7 Favaries €¢3| S -LJE S

Adress [{€] hitps:devfin.gnis. in.govpspifsupl [EMPLOYEE ERF s/ WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddExpense?TE. Menu Var=ADMINGPORTALPARAM_PTC =] (B S0

Development
Search: = Aftached file description Attached File -
® 1] & =

[= hty Favorites
- Employee Self-Service
[ Procurement

I Assets . | 4 ot 4
I Travel and Expenses ,‘ “Overview \

— Employee Praject Center

— Travel and Expense Center Select| |‘Expense Type 'Expense Date | 'Amount Spent | ‘Currency | 'Paviment Tvpe

-E Lodging/Hotel ~ | ||D&2002008) 0000 |(UsD ~ ||| In State-t = | | *Detail | [+
> Manager Self-Service ) I aing J I ‘B I a I _I I _I
[> Supplier Contracts | j
[ Order Management
[ lterns | ﬂ
[> Vendors
El

> Purchasing I
> Inwentory
[ eProcurement Copy Selected | Delete Selected | MNew Expense > ﬂl Check For Errors
[+ Services Procurerment
> Sourcing

> Program Management

I Project Costing Employee Expenses: 0.000 USD Due Employee: 0.000 USD
1> Travel and Bxpenses Non _elmhursahle Expenses: 0.000 UsSD Due Vendor: 0.000 USD
[ Accaunts Payable Prepaid Expenses: 0.000 USD
I Banking Employee Credits: 0.000 USD
[> VAT and Intrastat Vendor Credits: 0.000 UsD
[ Commitment Control Cash Advances Applied: 0.000 USD
[» General Ledger
[> SCM Integrations Definition of Totals Update Totals | |
> Set Up Financials/Supply
Cliim Save For Later Submit
I Enterprise Components Eipense Repont Project Surnmary — Print Expense Report
[ Wil Beturn to Expense Renort
> Tree Manager
> Reporting Tools -
I: PannlaTanls 4] =l
[{&] javascript:submit ction_winO(document.winD, EX_SHEET_LINEfsrte$0); [ B @ tustedsies
istart| | @ (X (~ [@ | [ Inbox - Microsaft Ou.. | I3 Test seripts | 551 ERon1 Fasa create .. | () Miorasoft Excel - Tes. . | [ ] Create - Microsoft... |~ 4. [M] 10:07 Am

Step Action

18. In the Expense Date field, enter the date the expense was incurred.
In the Amount Spent field, enter the dollar amount of the expense.

The Currency field will remain USD.
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Development

Search: = Attached file description Attached File |
) 1] # =

[= hty Favorites
- Employee Self-Service

bP t
et & | Find First [ 1.0 ot a ] Last

I Travel and Expenses ,‘ “Overview \

— Employee Praject Center
— Travel and Expense Center Select| |‘Expense Type 'Expense Date | 'Amount Spent ‘Currencv|‘Pavmem Tvpe

‘Billing Type
[nsr20i2008 [ || 75.000 |USD || =] “In State-£¥ | | *Detail

-E O |LndgmgIHnte\ -
> Manager Self-Service

[
[> Supplier Contracts | J
|7

Paid
Prepaid |
Trawel Card

[ Order Management
[ lterns | hd
[> vendors
> Purchasing I ﬂ

> Inwentory
[ eProcurement Copy Selected | Delete Selected | MNew Expense x| Add Check For Errors

[+ Services Procurerment
> Sourcing
> Program Management

| | | F

I Praject Costing Employee Expenses: 75.000 USD Due Employee: 75000 USD
[ Trawel and Expenses gonrﬂ_e:lglmrsahle. Expenses: 0.000 USD Due Vendor: 0.000 USD
[ Accounts Payable repaid Expenses: 0.000 USD
I Banking Employee Credits: 0.000 USD
[ VAT and Intrastat Vendor Credits: 0.000 USD
[ Commitment Control Cash Advances Applied: 0.000 USD
[» General Ledger
[> SCM Integrations Definition of Totals Update Totals | |
> Set Up Financials/Supply
Cliim Save For Later Submit
I Enterprise Components Eipense Repont Project Surnmary — Print Expense Report
1> Worklist Beturn to Expense Renort
> Tree Manager
> Reporting Tools -
I: PannlaTanls 4] =l
|&] Dane [T [B [@ tustedsies
fistart| | @ (X (v [@ | [ Inbox - Microsaft Ou.. | I3 Test seripts | 551 ERont Fssa create .. | () Micrasoft Excel - Tes. . | [ Create - Microsoft... |~ 4. [N] 10:08 am

Step Action

19. PAYMENT TYPE

Employee Paid should be used for an expense paid by the employee to be
reimbursed.

Prepaid should be used for an expense which the agency/division has paid in
advance, or will be billed for directly.

Travel Card should be used for an expense charged to a State-issued travel credit
card.

Click the Payment Type field down arrow and make a selection from the list.
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Development
Search: = Attached file description Attached File -
) 1] # =

[= hty Favorites

- Employee Self-Service
[ Procurement

[- Assets

I Travel and Expenses [ overview | [F5H

— Employee Praject Center .
— Travel and Expense Center Select | |'Expense Type ‘Expense Date | ‘Amount Spent | 'Currency | ‘Payment Tvpe “BIIIIII[ Twpe ‘
-E O Lodging/Hote| ~ | ||osizorzong 5 75.000 USD Ermplovee Paid «|||In State-t * | *Detail
[> Manager Self-Service I J I I I _I |r' -:t-tpra
1> Supplier Contracts | =] | tt—Nn
[ Order Management Out of State
- - +

P I =l Qutof State-
> Purchasing | j Prepaid

> Inwentory
[ eProcurement Copy Selected | Delete Selected | MNew Expense x| Add Check For Errors

[+ Services Procurerment
> Sourcing
> Program Management

I Project Costing Employee Expenses: 75.000 USD Due Employee: 75.000 USD
1> Travel and Bxpenses Non-Reimbursable Expenses: 0.000 UsSD Due Vendor: 0000 UsD

[ Accaunts Payable Prepaid Expenses: 0.000 USD

[ Banking Employee Credits: 0.000 USD

[ VAT and Intrastat Vendor Credits: 0.000 USD

[ Commitment Control Cash Advances Applied: 0.000 USD

[» General Ledger

[> SCM Integrations Definition of Totalg Update Totals | |

> Set Up Financials/Supply

> Ec,?tz‘,':]m Components Save ForLater Submit Expense Renort Project Surmary  Print Expense Report

1> Worklist Beturn to Expense Renort

> Tree Manager

> Reporting Tools -
I: PannlaTanles LI hd
|&] Done [ B @ tustedsies

fistart| | @ (X (v [@ | [ Inbox - Microsaft Ou.. | I3 Test seripts | 551 ERont Fssa create .. | () Micrasoft Excel - Tes. . | [ Create - Microsoft... |~ 4. [N] 10:08 am

Step Action

20. BILLING TYPE

In State Billable (most common)
In-state travel expense considered billable forfederal project purposes.

In State NonBillable (less common)
In-state travel expense NOT considered billable for federal project purposes.

Out of State Billable (most common)
Out-of-state travel expense considered billable forfederal project purposes.

Out of State NonBillable (less common)
Out-of-state travel expense NOT considered billable forfederal project purposes.

Prepaid
In-state or out-of-state expense that the agency/division has paid in advance or
will be billed for directly.

Click the Billing Type field down arrow and make a selection from list.
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Development

Search:
&

Attached file descri

|»

Attached File ;I

[ Wy Favarites
= Employee Self-Service
[» Pracurement
I Assets
I Travel and Expenses
- %\%ﬁer Select | | ‘Expense Type ‘Expense Date | ‘Amount Spent ‘Currency | ‘Payiment Type

[0srz0r2000 50 || 75000 |USD [Employee Paid 7]

[
-E ™| |[CodgingHatel *Detail
> Manager Self-Service

B
I Supplier Contracts [ =1
E
[l

> Order Management
[ lterns |
[> Yendors
> Purchasing I

[ Inventary
[> eProcurement Copy Selected | Delete Selected | Mew Expense | Add Check Far Errors

[> Services Procurement
I Sourcing
[» Program Management

 Prajert Costing Employee Expenses: 75.000 USD Due Employee: 75000 USD
b Travel and Expenses Non. Rglmhursahle Expenses: 0.000 UsSD Due Vendor: 0000 UsSD
[ Accounts Payahle Prepaid Expenses: 0.000 USD
[: Banking Employee Credits: 0.000 UsSD
[+ VAT and Intrastat Vendor Credits: 0.000 USD
[ Commitment Control Cash Advances Applied: 0.000 USD

> General Ledger
> SCM Integrations |
[» Set Up Financials/Supply

Definition of Totals Update Totals |

Chain Save ForLater Submit
|- Enterprise Companents Expense Report Project Summary Print Expense Repart
[ \Warklist Return to Expense Report
[ Tree Manager
[» Reporting Tools —
I PennleTnnls LI Jhd
| €] javascript:submitAction_winD{document.wind, DETAIL_ICON$T); [ | |5 @ Trustedsites
start| | @ () [~ (@ | v Inbox- Microsoft ou... | [ Test Scripts | ) ERont Fssia creats ... | (%) Mierasoft Excel - Tes... | [ ] Create - Micrasaft. |~ 4, [M] 10:08 Am

Step Action

21. EXPENSE DETAIL
Click the Detail link.

The Expense Detail page will open where all required information related to this
expense line must be entered.
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Development

Search: = Mew Window | Help | Customize Page | &, 2]

®

> My Favorites Create Expense Report
- Employee Self-Service

Eimﬂ'i'ﬂmem Expense Detail for Lodging/Hotel (Line 1)
DT?aSvEe\Eand Expenses Daniel Ale Report I0: NEXT

— Employee Praject Center 5
~ Travel and Exnense Certer
=E "Expense Date: 052002008 [
[> Manager Self-Service " ! l—;' - B
> Supplier Contracts Payment Type: Employee Paid No Receipt
[ Order Management *Billing Type: In State-Billable =] ™ NonReimbursable

I lterns [P . T ——r———

> vendors 0| Location:  |Jr L IN Q
[ Purchasing ‘Destination Location:  |FortWayne, IN Q
> Inwentory

I eProcurement ‘Description: E
[+ Services Procurerment =
[+ Sourcing N . l—

) P el e Amount Spent: 75.000

[> Praject Costing ‘Currency: USD!

> Trawel and Expenses " P

I> Accounts Payable Exchange Rate: 1.00000000 % [

I Banking [ Default Rate

[> VAT and Intrastat .

[ Commitment Control Reimbursement Amt: TE000 USD

[» General Ledger

[> SCM Integrations

> Set Up Financials/Supply
Chain

Location Amount: |

[> Enterprise Companents No Receipt: | _
[ Wiorklist
> Tree Manager W
| e I Wi =
el [ B @ tustedsies
fistart| | @ (X (~ [@ | [ Inbox - Microsaft Ou.. | I3 Test Seripts | 551 ERon1 Fasa create .. | (% Miorasoft Excel - Tes. . | [ Create - Microsoft... |~ 4. [M] 10:08 am
Step Action
22. Information previously entered will populate some of the fields on this page by

default.
The Originating Location field should identify from where the trip began.

The Destination Location field should identify where this particular expense was
incurred.

The No Receipt and Non-Reimburseable checkboxes should not be used.

In the Description field, enter a description of the expense; the name of the hotel,
the address, and the zip code.

For this example, Enter Holiday Inn.
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Development

search: = New Window | Help | Customize Pane | ., 2
[> My Favorites Create Expense Report
- Employee Self-Service

EE’DETE"‘ET" Expense Detail for Lodging/Hotel (Line 1)

sets

[> Travel and Expenses Daniel Able Report ID: NEXT

— Employee Project Center T

— Travel and Expense Center About This Expense

=E "Expense Date: 052002008 [

> Manager Self-Service " ! Errml i =] I Mo Receipt
[> Supplier Contracts Payment Type: mployee Pai o Receipl
[ Order Management *Billing Type: In State-Billable =| [ Non-Reimbursable
[ lterns
> vendors ‘Originating Location:  |indianapolis, IN Q
[ Purchasing *Destination Location:  [FortWayne, IN Q
> Inwentory
I eProcurement ‘Description: Hal\daylnn\ —
[+ Services Procurerment =
> Sourcing N . l—
) P el e Amount Spent: 75.000
[> Praject Costing : ney: USD!
> Trawel and Expenses " P
I> Accounts Payable Exchange Rate: 1.00000000 % B
1> Barking [ Default Rate
[> VAT and Intrastat .
[ Commitment Control Reimbursement Amt: TE000 USD
[» General Ledger
[> SCM Integrations
> Set Up Financials/Supply ™" Location Amount: |

Chain No R —
> Enterprise Components 0 Recel I
[+ Worklist
[: Tree Manager Accounting Defail
> Reporting Tools
I PannlaTanl: =] " Gherk Funansa Ear Errs | =l
) [ B @ tustedsies
fistart| | @ (X (~ [@ | [ Inbox - Microsaft Ou.. | I3 Test Seripts | 551 ERon1 Fasa create .. | (% Miorasoft Excel - Tes. . | [ Create - Microsoft... |~ 4. [M] 10:08 am

Step Action

23. The Location Amount and No Receipt fields are not currently used.
Enter Accounting Info (if not set as default)

Click the Accounting Detail link.
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Development
Hiome
Search: = New Window | Help | Customize Page | 5,

[= hty Favorites

Create Expense Report
- Employee Self-Service

PR Accounting Detail
SSets
I Travel and Expenses Daniel Able Report ID: NEXT

— Employee Project Center
— Travel and Expense Center This is the accounting detail for expense type Lodging/Hotel with a transaction date of 2003-05-20
£ in the amount of 75 USD. If changes are made inadvertently, you may reset the default

E giggﬁ:{ggmzi?gw accounting walues by hitting the 'Restore Defaults' button

[ Order Management
[ lterns ? Restore Defaults

[> vendors
> Purchasing { GeneralLedger ChartFields
D ey . Currency Exchange ,
mour ni onetary Amou und bie enter ep! ud Re
I eProcurement A nt GL Unit Monetary A 118 Fund Object Cent Dept Bud Ref

Code Rate

[+ Services Procurerment

PC
Uni
& Sourcing 75.000 [o0s00 75.000 USD 100000000 @, [ser500 @ Q [z19245 Q al”

> Program Management

E::gi:‘aﬁgséypgenseg Add ChartField Line Refresh

[> Accounts Payable

[ Banking -OK

[> VAT and Intrastat

[ Comrmitrment Contral

[» General Ledger

[> SCM Integrations

> Set Up Financials/Supply
Chain

> Enterprise Components

[+ Worklist

> Tree Manager

[ Reporting Tools

[ Dn:]mlnTrgml: ~ldl | i

@] Done [ B @ tustedsies

distart| | @ (X (~ [@ | [~ Inbox - Microsaft Ou.. | I3 Test Seripts | 551 ERon1 Fasa create .. | () Miorasoft Excel - Tes. . | [ Create - Microsoft... |~ 4. [N] 10:10 Am

Step Action

24. ACCOUNTING DETAIL

If Accounting Defaults have been set-up, the required chartfield information will
populate by default. It may be entered manually or changed if necessary.

The correct accounting information should be provided by the division controller,
accounting department, or manager/supervisor depending on the agency structure.
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Development

Search: = Mew Window | Help | Customize Page |

hEEe

[+ Wty Favorites Create Expense Report

- Employee Self-Service
Ei’”“i’emem Accounting Detail
DT?aEvEe\Eand Expenses Daniel Able Report ID: NEXT
— Employee Project Center
— Travel and Expense Center This is the accounting detail for expense type Lodging/Hotel with a transaction date of 2003-05-20

-E in the amount of 75 USD. If changes are made inadvertently, you may reset the default

E giggﬁ:{ggmzi?gw accounting walues by hitting the 'Restore Defaults' button

[ Order Management
[ lterns ? Restore Defaults

[> vendors

> Purchasing { General Ledger ChartFields \

> Inwentory P

[: eProcurement Amount "GL Unit Monetary Amount Currency Fun Object Center Dept Bud Ref

Code Rate
[+ Services Procurerment

d
& Sourcing 75.000 [o0s00 75.000 USD 100000000 [2100 | € [581500 @ [17000 @ [219245 Q, [z009 Q

> Program Management

E::gi:‘aﬁgséypgenseg Add ChartField Line Refresh

[> Accounts Payable

[ Banking oK

[> VAT and Intrastat

[ Comrmitrment Contral

[» General Ledger

[> SCM Integrations

> Set Up Financials/Supply
Chain

> Enterprise Components

[+ Worklist

> Tree Manager

> Reporting Tools

pC
Uni|
m

I PannlsTanls -4 [ B
P [T T (B [@ mustedsies
IEStart| | @ (% [~ [ | [~ inbox - Microsoft Ouml |57 Test Soripts | 1] EROD] FS5A Create | [ Microsaft EX\:E\—TES.H“@ Create - Microsoft... ‘;v) + @ [M] 10:10 aM

Step Action

25. Click the OK button when the required accounting information has been
entered/verified.
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Menu &
Soareh: = Expense Detail for Lodging/Hotel (Line 1) -
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[= hty Favorites

- Employee Self-Service About This Expense

[> Procurement N .
I Assets Expense Date: 052002008 [
1> Travel and Expenses *Payment Type: Employee Faid ~| I MoReceipt
— Employee Project Center o i
= T 1 R By *Billing Type: In State-Billable =] T NonReimbursable
=R o Location:  [ir L IN Q
[ Manager Self-Service o B
1> Supnlier Contracts ‘Destination Location:  |FortWWayne, IN Q
[ Order Management *Description: Haliday Inn =
[ lterns =
[> vendors
> Purchasing *Amount Spent: 75.000
[ Inwentory o .
> eProcurement Currency: usD
I Services Procurement *Exchange Rate: 1.00000000 7 Fl%
> Sourcing
[> Program Management [¥ Default Rate
1> Project Costing Reimbursement Amt: 75000 USD

> Trawel and Expenses
[> Accounts Payable

[> Bankin, "

1 AT ang Itrastat Location Amount: |

> Commitment Contral No Receipt: |

[» General Ledger

[> SCM Integrations Accou o Detail

> Set Up Financials/Supply T Re

> Enterprise Components

[+ Worklist RElUFTio-Experse-Repo

> Tree Manager

[ Reporting Tools —
I Dn:]mlnTrgml: 4] =l
@] Done [ B @ tustedsies

istart| | @ (X (~ [@ | [ Inbox - Microsaft Ou.. | I3 Test seripts | 451 ERont Fasa create .. | (% Miorasoft Excel - Tes. . | [ Create - Microsoft... |~ o, [M] 10:11 Am

Step Action

26. CHECK FOR ERRORS

Click the Check Expense for Errors link before returning to the Expense Report
(main page).

If any information is missing or incorrect, "red flags" will appear at the top of the
page describing the exception.
[Check Expense Far Errors |

Page 80




ENCOMPASS Training Guide
Travel and Expense User Guide

R Create
File Edit Visw Favorites Took  Help ‘ i

Dok - () - @ @ \h‘;jSearch *Favnrites {‘M f:<v ;, - Jid 3

Address [{€] hitps:devfin.gnis. in.govpsp{fsupl JEMPLOYEE ERF s/ WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddExpense?TE. Menu Var=ADMINGPORTALPARAM_PTC =] (£ S0

licrosoft Internet Explorer provided by FS5A - State of Indiana RS

Development
Menu &
Soare: = Expense Detail for Lodging/Hotel (Line 1) -
@ Daniel Ahle Report ID: MNEXT

[= hty Favorites

- Employee Self-Service About This Expense

[> Procurement N .

> Assets Expense Date: 052002008 [

U Utezniel i) Enees *Payment Type: Employee Paid =] I NoReceipt

— Employee Project Center -

= T 1 R By ng Type: In State-Billable =| [ Non-Reimbursable

=B *Originating Location: Indianapolis, IN aQ
> Manager Self-Service _— .
- Supplier Gontracts ‘Destination Location:  |FortWayne, I Q

[ Order Management

"Description: =
b ltemns pti Holiday Inn z
[> vendors
> Purchasing "Amount Spent: 75.000
> Inwentory .
1> eProcurement Lurrency: usD
I Services Procurement *Exchange Rate: 1.00000000 7 Fl%
> Sourcing
I Program Management [ Default Rate
[P PG EREli Reimbursement Ant: 75000 USD

> Trawel and Expenses
[> Accounts Payable

[> Banking i .
1> YAT and Intrastat Location Amount: |
> Commitment Contral No Receipt: |
[» General Ledger
[* SCM Integrations Accounting Detail
> Set Up Financials/Supply I Receipt Split

Chain

Check E For Ef

> Enterprise Components ok Spense formITors
[ Wiorklist Return to Expense Report
> Tree Manager
> Reporting Tools -
I PennlaTanls 4] =

[T T (B [@ mustedsies

istart| | @ (X (~ [@ | [~ Inbox - Microsaft Ou..| I3 Test Seripts | 651 ERont Fssa create .. | () Miorasoft Excel - Tes. . | [ Create - Microsoft... |~ o, [M] 10:11 Am

Step Action

217. Click the Return to Expense Report link to return to the Expense Report main
page.

!ﬁeturn to Expense Report |
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Development

Search:
®

| Accounting Defaults Apply Cash Advance(s’ More Options: j GO |

[= hty Favorites

- Employee Self-Service
[ Procurement
I Assets Attached file description Attached File
I Travel and Expenses
— Employee Project Center
— Travel and Expense Center

=E

> Manager Self-Service

> Supplier Contracts

[ Order Management

[ lterns |Selec| ‘Expense Type |:Expense Date | *Amount Spent | *Currency | -Payment Tvpe “Billing Type ‘ |

[ Vend:

b P | [ [Froagmgrete =1 |[osrzorzo0s G | 75000 |usD |[Empieyee Faig v] [ Stete-£r] “Detau |
> Inwentory

[ eProcurement Copy Selected | Delete Selected | MNew Expense x| Add Check For Errors

[+ Services Procurerment
> Sourcing
> Program Management

" Employee Expenses: 75000 USD Due Employee: 75000 USD
> Project Costing N . N
[ Trawel and Expenses Non. e nbursable Expenses: 0.000 USD Due Vendor: 0.000 USD
Prepaid Expenses: 0.000 USD

[> Accounts Payable

[ Banking Employee Credits: 0.000 USD
[> VAT and Intrastat Vendor Credits: 0.000 USD
> GCommitment Contral Cash Advances Applied: 0.000 USD

[» General Ledger
[> SCM Integrations |
> Set Up Financials/Supply
Chain Save For Later | Submit
> Enterprise Components
[ Wiorklist cpart
> Tree Manager
> Reporting Tools
=l

I: PannlaTanlz

r T8 @ musted stes

istart| | @ (X [~ [@ | [~ Inbox - Microsoft O... | I3 Test Scripts | ] eront Fasa create...| (% Mcrasoft Excel - Te... |[&] Create - Microsof... |4~ , )@ [8] 10:12 am1

Definition of Totals Update Totals | |

Expense Renont Project Summary  Erint Expense Repart

Step Action

28. Click the Save for Later button after adding each expense line.

After saving, the Expense Report will be assigned the next available number. It
will be displayed at the top of the page.
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Development

Search: = v ) ) =]

®

| Accounting Defaults Apply Cash Advance(s’ More Options:

[= hty Favorites

- Employee Self-Service
[ Procurement
I Assets Attached file description Attached File
I Travel and Expenses 1 I /
— Employee Project Center
— Travel and Expense Center

=E

> Manager Self-Service

> Supplier Contracts

[ Order Management

[ lterns |Selec| ‘Expense Type |:Expense Date | *Amount Spent | *Currency | -Payment Tvpe “Billing Type ‘ |

[ Vend:

b P | [ [Froagmgrete =1 |[osrzorzo0s G | 75000 |usn |[Empes Paig v] [ state (=] |-Deta &)
> Inwentory

[ eProcurement Copy Selected | Delete Selected | MNew Expense x| Add Check For Errors

[+ Services Procurerment
> Sourcing
> Program Management

I Project Costing Employee Expenses: 75.000 USD Due Employee: 75000 USD
[ Trawel and Expenses gonrﬂ_e:lglmrsahle. Expenses: 0.000 USD Due Vendor: 0.000 USD
[ Accounts Payable repaid Expenses: 0.000 USD
[ Banking Employee Credits: 0.000 USD
[> VAT and Intrastat Vendor Credits: 0.000 UsD
[ Commitment Control Cash Advances Applied: 0.000 USD
[» General Ledger
[> SCM Integrations Definition of Totals Update Totals | |
> Set Up Financials/Supply
Cliim Sawe For Laler Submit
| Enterprise Components Eipense Repont Project Surnmary — Print Expense Report
[ Wil Return to Expense Renort
> Tree Manager
> Reporting Tools .
I: PannlaTanls 4] =l

e T8 @ musted stes

istart| | @ (X [~ [@ | [~ Inbox - Microsoft O... | I3 Test Scripts | ] eront Fasa create...| (% Mcrasoft Excel - Te... |[&] Create - Microsof... |4~ , )@ [8] 10:12 am1

Step Action

29. LIST ADDITIONAL EXPENSES

If there are additional expenses to report and blank lines aren't shown, click the
"+" to add lines.
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Address \éj https: | fdevfin.gmis. ingov/psp(FsdeviEMPLOYEEERP)s/WEBLIE_TE_NAY.WEBLIE_FUNCTION, FieldFormula.iScript_AddExpense? TE Menu Var=AUDITAPORTALPARAM _PTCNAV=EP_ V\ Go
Development
=
‘Business Purpose: | Business - In State | | A~
Reference:
Default Location: FortWayne, IN Q
| Accounting Defaults Apply Cash Advance(s) More Options: w | GO |
Attachments i
Attached file description Attached File
Customize | Find 8 First W aaora [F Last
[ overview |
Select| ‘Expense Type ‘Expense Date 'Amount Spent | 'Currency 'Payment Type ‘Billing Type
O | LodgingHotel v/ osszorz008|5 | 7500/ USD [ Emploves Paid || In State-l v | Detail
0O [wmieage v | [osizoizo0g 0.00 [UED|a, In State- || =Detail
Alrfare
Fees - Registration E
Ground Transportation
Copy S Lodging/Hiotel MNew Expense v Add‘ Check For Errors L
Parking
PerDiem - In State
Employ{Per Dierm-Out of State 75.00 USD Due Employee: 75.00 USD
Hon-Rej Phone Calls 0.00 USD Due Vendor: 0.00 UsD
Prepaid Rental Car 0.00 USD
Employee Credits: 0.00 USD v
&] S| 8 Local intranet

4 start Z€& 7 Ac [ Ar [ Su Fu. | Av. AP, i 1., iF. | AA. ? 0. 3 A &) 10:33 AN

Step Action

30. EXPENSE TYPE - MILEAGE

When adding mileage expenses, notice that the Amount Spent field is inactive on
the main page and a dollar amount cannot be entered.

Travel and Expenses will automatically calculate the amount due based on the
miles traveled according the State's current mileage allowance.

To enter the number of miles being claimed for mileage expense lines, click the
Detail link at the end of the row to go to the Expense Detail page (after entering
the Payment Type and Billing Type).

I—
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e Back - () E @ \b p search *Favuntes & [f{v ; ] - _J i 3 Links @] akiis &) FsPRD. 8] Fsqa ”
Address ‘@ https:/devFin. gris. in. gov/psp/Fedev/EMPLOYEE/ERPs\WEBLIE_TE_NAY. WEBLIE_FUNCTION. FieldFarmula. iScript_AddExpense?TE Menu. Var=AUDITEPORTALPARAM_PTCNAV=EP_ V‘ Go
Development
Home | Wiorkiist | MultiChannel
=
Expense Detail for Mileage (Line 2) _
Daniel Able Report ID: NEXT
‘Expense Date: 05/20/2008 |
‘Payment Type: Employee Paid +| [INo Receipt
e +| CINon-Reimbursable
| s x g.4s00 ;
. . a
*Destination Location: FortWayne, IN Q
‘Description:
*Amount Spent:
*Currency: Q
‘Exchange Rate: v
Default Rate
Reimbursement Amt: BE.00 USD
Location Amount: ‘ |
No Receipt: ‘ |
Accounting Detail
Check Expense For Errors =
Beturn o Expense Repart
el
&] S| 83 Local intranet

Av. &) 1ndzan

Step Action

31. Enter the number of miles claimed in the Miles field.

When the page refrehses, the dollar amount due will be calculated based on the
current allowance and displayed as the Reimbursement Amount on this page and
in the Amount field on the main page.

Be sure to also complete the other required fields for this expense
(Originating/Destination Location, Description, Accounting Detail, etc.) as
necessary.

Click the Return to Expense Report page to return to the main page.
150|
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auddress ] hetps1ffdewEin.gnis in.gov/psp(Fsdev/EMPLOYEE ERPY5/WEBLIB _TE_NAY. WEELIB_FUNCTION.FieldFormula.iScrint _AddExpense?TE Menu,Var=AUDITERCRTALPARAM_PTChv=Er_ v | [EJ 6o

Development
e | Worklist | WUukiChanne 50l
»

- : i ~
Daniel Able User Defaults Report ID: MEXT -
=

‘Description: |UU5UU— 5/20/2009 | Comment: Travel to quarterly narth region
meeting.
Purpose: | Business - In State vl
Reference:
Default Location: Fortwayne, IN Q
Accounting Defaults Anply Cash Advance(s: More Options: | «‘ GO |

[Atiachments no (B First (4] 4 or 4 D Last
Attached file ipti Attached File

1 F EH =

[ roverview | [F5))

Select
O
O
O

First W 13003 [P Last

‘Expense Type !Expense Date | *‘Amount Spent 'Currency 'Payment Type !Billing Type
| LodgingiHotel | osrzwzoog|E | 7a00|UsD [ Erploves Paid || In State ] v Detall i
[ Milzage PR 66.00 [USD|QL || Employee Paid || In State- || *Detail

In State 3

[ Per Diem - In State v | [0sia0iangs] i | 1300 |[usp|a, |[EEMEEREER ~
Copy Selected elete Selected | MNew Expense v Add‘ CheckFurEr!

Emnlovee E H 14100 _U&N Due Emblovee: 141 00 _LIAN

3

&] javascript: submitAction_win0document wind, DETATL_TCON$2); S| 8 Local intranet

igstat EBo @ 7 Ac [Ae [&u [du.

Y. R 10i44 A

Step

Action

32.

Expense Type - Per Diem

Claims for Per Diem (in-state and/or out-of-state) require that the time parameters
of the days travel be specified. The fields to enter the beginning/ending times are
located on the Expense Detail page.

Enter the Expense Date and the Per Diem amount claimed on the expense line. Be
sure that Employee Paid is selected as the Payment Type.

Click the Detail link at the end of the row to go to the Expense Detail page.
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eﬁatk - @ |ﬂ @ \b pﬁear[h ‘i}(Favuntes e} D/iz' ; ] - _J ﬂ ﬁ éLmks &) Altis @] FSPRD @] FsQa

auddress ] hetps:1ffdewEin.gnls in.gov/psp(Fsdev/EMPLOYEE ERPY5/WEBLIB _TE_AY. WEELIB_FUNCTION.FieldFormula.iScrint _AddExpense?TE Menu,Var=AUDITERCRTALPARAM_PTChv=Er_ v | [EJ G0

Development

Hame | Workiist | Multichannel
=
2
*Expense Date: 05/20/2008 |5
‘Payment Type: Employes Paid + | [INo Receipt

“Billing Type: ! -Billable +| [INon-Reimbursable
‘Start Time (HH:MI): 12:00AM
“Originating Location:  MJAMERONS, IN s}

“End Time (HH:MI): T1:59PM
‘Location: Fartiayne, IN Q

‘Description: u

“Amount Spent: 13.00 Refresh Per Diem Amounts
‘Currency: l:l
*Exchange Rate: 1.00000000) 4 Y

Default Rate

Reimbursement Amit: 1300 USD

Location Amount:

No Receipt: ‘ |

Accounting Detail
Receipt Split
Per Diem Deductions

Check Expense For Errors B

Eeturn o Expense Repaort

|

€] javascript: submitAction_win0document wind, E2_TCLIENT_WRK_RETURN_TO_ER'); S| 8 Local intranet

14 start Z €& 7 Ac Ar. [Bu Au. | Apr. [ Ar. Dhrn [CF. | Fa. 0. @I A R 10649 AN

Step Action

33. The Start Time and End Time fields should document the travel time frame
eligible for per diem reimbursement.

Questions about per diem allowances and requirements should be directed to the
agency travel administrator.

Per Diem amounts are not currently calculated automatically and must be entered
manually. Do not use the Refresh Per Diem Amounts button or Per Diem
Deductions link below.

Be sure to also complete the other required fields for this expense
(Originating/Destination Location, Description, Accounting Detail, etc.) as
necessary.

Click the Return to Expense Report page to return to the main page.
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Development

Search:
®

& Wy Favorites | Accounting Defaults Apply Cash Advance(s: More Options: j GO |

- Employee Self-Service
[ Procurement
I Assets Attached file description Attached File
I Travel and Expenses
— Employee Project Center
— Travel and Expense Center

=E

> Manager Self-Service

> Supplier Contracts

[ Order Management

[ lterns |Selec| ‘Expense Type |:Expense Date | *Amount Spent | *Currency | -Payment Tvpe “Billing Type ‘ |

[ Vend:

b P | [ [Froagmgrete =1 |[osrzorzo0s G | 75000 |usD |[Empieyee Faig v] [ Stete-£r] “Detau |
> Inwentory

[ eProcurement Copy Selected | Delete Selected | MNew Expense x| Add Check For Errors

[+ Services Procurerment
> Sourcing
> Program Management

" Employee Expenses: 75000 USD Due Employee: 75000 USD
> Project Costing N . N
[> Trawel and Expenses gon N IElllllrsﬂhle. Expenses: 0.000 USD Due Vendor: 0000 UsD
[ Accounts Payable repaid Expenses: 0.000 USD
[ Banking Employee Credits: 0.000 USD
[> VAT and Intrastat Vendor Credits: 0.000 UsD
[ Commitment Control Cash Advances Applied: 0.000 USD
[» General Ledger
[> SCM Integrations Definition of Totals Update Totals | |
> Set Up Financials/Supply
Cliim Save For Later Submit
I Enterprise Components Eipense Repont Project Surnmary — Print Expense Report
1> Worklist Beturn to Expense Renort
> Tree Manager
> Reporting Tools -
I: PannlaTanls 4] =l

r T8 @ musted stes

istart| | @ (X [~ [@ | [~ Inbox - Microsoft O... | I3 Test Scripts | ] eront Fasa create...| (% Mcrasoft Excel - Te... |[&] Create - Microsof... |4~ , )@ [8] 10:12 am1

Step Action

34. SUBMIT EXPENSES FOR APPROVAL
Continue to add expenses until the information is complete.
Click the Submit button when all expenses have been listed and the Expense

Report is ready for approvals.
| Submit |
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Development

Search: ! New Window | Help | Customize Page | 5,
[ My Favorites Create Expense Report
- Employee Self-Service N —

I Procurement Save Confirmation

[- Assets .

[ Travel and Expenses Daniel Able Report 1D: 0000002460

— Employee Project Center

— Travel and Expense Center

-E Employee Expenses: 75.000 USD Due Employee: 75.000 USD

> Manager Self-Service Non-Reimbursable Expenses: 0.000 USD Due Vendor: 0.000 UsSD
[ Supplier Contracts Prepaid Expenses: 0.000 USD Definition of Totals
1> Order Management Employee Credits: 0.000 USD
b ltems Vendor Credits: 0.000 USD
 vendars Cash Advances Applied: 0.000 USD
> Purchasing
> Inwentory

[» eProcurement

[+ Services Procurerment

> Sourcing

> Program Management

[> Project Costing | K Cancel

> Trawel and Expenses

[> Accounts Payable

[ Banking

[> VAT and Intrastat

[ Comrmitrment Contral

[» General Ledger

[> SCM Integrations

> Set Up Financials/Supply
Chain

> Enterprise Components

[+ Worklist

> Tree Manager

[ Reporting Tools

[ DnEMInTrgmlc 4]

|{&] javascript:submitiction_winO(document.wind, £%_HDR_WRK_PB_EX_TOTALS); [ B @ tustedsies

distart| | @ (X [~ [@ | [~ Inbox - Microsoft O... | I3 Test Scripts | ] Ero01 Fosa create...| (% Mcrasoft Excel - Te... |[&] Create - Microsof... |4~ » )@ [8] 10:13 4

“ Click OK 1o submit, or click Cancel to retum to the expense report without submitting.

Step Action

35. SUBMIT CONFIRMATION

A confirmation page allows a summary of the Expense Report to be reviewed
before it's submitted to approvers.

Click the OK button to submit the expense report.

Click the Cancel button if changes are needed or it's not ready to submit for any
reason
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Dok - () - E"] @ \h ‘ ) search 57 Favorites %1 | ng i ) - [JiEd 3
Adress [{€] hitps:devfin.gmis. in.govpspifsupl JEMPLOYEE ERF s/ WEBLIE _TE _NAW. WEBLTE_FLINCTIOH FieldFormula. iScript_AiddExpense?TE. Menu Var=ADMINGPORTALPARAM_PTC = Go
Development
Hoime
Search: = | Defaut Location: Fort Wayne, IN LastUpdated: 0520/ gack -
® Post State: ot Applied Fariard

[= hty Favorites 4
> Employes Self-Senvice - Savz Barkgrnd £

I> Procurement | Accounting Defaults More Options: Set 85 Backaround

[- Assets Copy, Backaround

b Travel and Expenses eacenens [

— Emplovee Frojact Center Attachedfile dess Attached File

— Travel and Expense Center g Select Al

-E Paste
I Manager Self-Service I y
1> Supplier Contracts S
I Order Management Add ko Favories...
[ lterns = |\ViewsSource
[ Overview |
I Wendars p— W
[ Purchasing |“Expense Type [*Expense Date [*Amount Spent | *Currency [ *Payment Type neoding
> Inwentory " 1
= e M | Lodging/Hotel [srani2008 | 75.000/USD |Emplayee Paid Detall
[+ Services Procurerment
> Sourcing Fi wel
> Program Management Employee Expenses: 75.000 USD Due Empl
[ Project Costing Non-Reimbursable Expenses: 0.000 USD Due Vendor: Properties
> Travel and Expenses Prepaid Expenses: 0.000 USD
[> Accounts Pavable Employee Credits: 0.000 USD
[> Banking Vendor Credits: 0.000 UsD
[ WAT and Intrastat Cash Advances Applied: 0.000 USD
> Commitment Control
[> General Ledger | Definition of Totals
[> SCM Integrations
P f’;_} Uy ety Expense Report Project Summary  Print Expense Reporl
ain

[+ Enterprise Components
b kaﬁm ? LLReturnto Search | | [=] Natify
> Tree Manager
> Reporting Tools —
I: PannlaTanls 4] =l
|/&] Refreshes the contents of the current frame [ B @ tustedsies
distart| | @ (X [~ [@ | [~ Inbox - Microsoft O... | I3 Test Scripts | 1 eron1 Fosa create...| (% Morasoft Excel - Te... |[] Create - Microsof... |4~ » )@ [8] 10:13 4

Step Action

36. MONITOR PENDING ACTIONS

Once submitted for approval, click the RIGHT mouse button anywhere on the
Expense Report page.

Select Refresh from the pop-up menu.
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Development
Search: = [ Overview -
@ |*Ex pense Type | Expense Date [*Amount Spent |Currency | *Payment Type “Billll] Type ‘
[= hty Favorites
[ |Lodgingmotel [osizizone | 75.000|USD [Emplayee Paid |In State-Billable | Detail
[ Procurement
[- Assets
I> Travel and Expenses Employee Expenses: 75.000 USD Due Employee: 75000 USD
— Employee Praject Centar Non-Reimbursable Expenses: 0.000 UsD Due Vendor: 0000 UsD
= Travel and Expense Center Prepaid Expenses: 0.000 UsD
-E Employee Credits: 0.000 UsSD
> Manager Self-Service Vendor Credits: 0.000 USD
> Supplier Contracts Cash Advances Applied: 0.000 USD
[> Qrder
1 lterns | Definition T Totals
[> vendors
[ PR Expense Repod Project Summary  Print Expense Repont
> Inwentory

[» eProcurement
[+ Services Procurerment
> Sourcing

+ Pending Actions
Profile Name

Custornize |Find | 38 First (4 11 ot 4 [P Last
Action DateTime

[> Program Management F55A Fiscal Approver (Pooled)
[ Project Casting HR Supervisar DunnJames
U Trawel and Bapenses FS5A Travel Dept (Ponled)

[> Accounts Payable

[ Banking

[ WAT and Intrastat - —

1> Commitment Cantral Sahoul Aoy customize| Find | B First [0 o4 [F Last

[» General Ledger Profile Name Action DateTime

1> SCM Integrations Able,Daniel Submited 05/20/2008 10:13:12AM

> Set Up Financials/Supply
Chain

[+ Enterprise Components
> Wnrk\?gl ? S\Returnto Search | | =] Motity

> Tree Manager

Auditor of State iPooled)

> Reporting Tools =
I: PannlaTanls 4] =l
@] Done [ B @ tustedsies

fistart| | @ (X [~ [@ | [~ Inbox - Microsoft O... | I3 Test Scripts | ] eront Fosa create...| (% Mcrasoft Excel - Te... |[#] Create - Microsof... |4~ » )@ [RA] 10:14 A

Step Action

37. After the page is refreshed, the Pending Actions (approval routing) for the
Expense Report will be displayed.

It may take up to several minutes for the workflow routing to be visible after
submission. If the Pending Actions are not displayed immediately, be patient and
click the right mouse button/select refresh again.

To monitor the Expense Report through the required approvals, navigate to
Employee Self Service>Travel and Expenses Center>Expense Report>View from
the main menu. The Pending Actions sections will update as approvals are made.

38. End of Procedure.

Create an Expense Report from a Travel Authorization

Procedure
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Development

Personalize Content | Layaut

[+ My Favorites

[ Emploves Self-Service

> Manager Self-Service

[ Supp\larCumran
[ Customers

[ Pariners

[ Products

> Catalog Managerment
[ Promotions

[ Custarmer Contracts
- Order Management

(> Pricing Configuration
[ Custarner Returns

[ ltems

> Cost Accounting

[ Vendors

> MAWDBE Repositary
> Purchasing

[+ Inventary

[ Procurement

[- Services Procurement
> Sourcing

[ Engineeting

- Manufacturing Definitions
[ Production Gontral

- Configuration Modeler
[ Product Conflgurations
[ Gluality

> Demand Planning

[+ Inventary Policy Planning
> Supply Planning

[+ Grants

ESE

Links >

=

4] https:f/devfin.gmis.in.gow/pspjFsup1 [EMPLOYEE [ERP/s WEBLIE_PTPP_SC,HOMEPAGE FieldFormula. Script_AppHP?pt_frame=CO_EMPLOVEE_SEL

fistart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | £51] Test Employees [Compa... |[&] Employee-facing re

T

|8 @ Trusted sites
ELE

Step Action

1. Click the Employee Self-Service link.

[z Employee Self-Service]
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> Catalog Management ﬁ ﬁ Assets ﬁ Travel and Expenses
I Promations Manags reguisitions, receiveing and scheduls Use the self-service employes role to manage Submitireview experse reparts, cash
b Customer Contracts interviews assets. aevance reguests, or travel authorizations
[> Order Management [ElMansge Requistions = vigwiTransfer Assets [Ciuser Preferences
[ Pricing Corfiguration ElRecsiving SExpenss Report
I Customer Returns S Ehl e rer e B
[ ltems N
> Cost Accounting
[> Vendors
> MAMIDBE Repository
> Purchasing
> Inwentory
[> ePracurement
[> Services Procurement
> Sourcing
> Engineering
I Manufacturing Definitions
[> Praduction Contral
> Configuration Modeler
> Product Configurations =
I Aaline
|{&] https:jdevfin.gmis.in.gow/pspjFsup1 [EMPLOYEE JERP/s /WEBLIE_PTPP_SC.HOMEPAGE FieldFormua. IScript_AppHP7scname=EP_EMPLOYEE PROJE | | | | [ [@ Trusted sites
#istart]| | @ (%) [~ (B | [~ Inbox - Microsoft Dutook | /] Test Employees [Compa... |[&] Base Navigation Page... 2, M nasem

Step Action

2. Click the Travel and Expense Center - E link.

se Cent E

awvel Exp
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3 Travel and Expense Center - E - Microsoft Internet Explorer provided by FS5A - State of Indiana

File Edit View Favorites Tool  Help

Qe - @ - ¥ 2 (h‘pSearch /"2 Favories @| K- LJE S

Development

I~ Employee Self-Service
b P-Card

I» Service Request

[ Procurement

b Assets Emplayee Travel and Expense Certer

ﬁ Travel and Expense Center - E

I» Travel and Expenses Expense Report me Report
— Open Resource Requests *E) Create, modity, print, view or deiste an 15 Create, modity, prirt, view and delets a Time
— Employee Praject Center Expense Report Report
— Staffing Apply Online Elcreate Elcreate
. Moty EModity
F=IFrint Report FElFrint
3More.. 2More.,

[> Manager Self-Service
> Supplier Contracts

[ Customers

[ Partners

I Products

[» Catalog Management
[> Pramations

[» Customer Contracts
> Order Management

> Pricing Configuration
[» Customer Returns

[ lterns

> Cost Accounting

[> Yendors

> MMIDBE Repository
> Purchasing

> Inwentary

[> eProcurement

I Services Frocurerment
[» Sourcing

> Engineering

> Manufacturing Definitions
[» Production Control

> Configuration Modeler
> Product Configurations

=

Cash Advance
Create, moddity, print, view and delete a Cash
Advance
Elcreate
Moty
Elprint
2 More.

Forecast Time
Le

5 Create, madity o view forecast dala

EForecast Time
[EReview Forecasted Time

. |Review Payments

Review history of expense payments
[EReview Expenge History.
[EReview Payments
[EReview Payroll Payments

=] Profiles and Preferences
Manage your personal, organizational and
financial details for travel and expense
reparting
[ElReview/Edit Profile
[ElFitter Mobile Data
[ElDelegate Entry Suthority

Address [{€] hitps:devfin.gnis. in.govpspifsupl [EMPLOYEE ERF s/ WEBLIE_PTPP_SC HOMEPAGE FicldFormula Iscript_AppHP?scname=EP_EMPLOYEE_TE_CENTER&PORTALPARAM_F | [EJ &0

Edit "Travel and Expense Center - £ Collection

Travel Authorization

Create, mocity, prift, visv, cancel or delste &
Travel Auttiorization

Elgrests

Elwlodity
ElPrint Authorization
4 Mor:

it Repoits
Print any one of your expense transactions.

EIExpense Summary.
TElBar Cade Receint Form
EITime Report

2hors..,

Other Expense Functions
Wiy contents in My Walet, crests your own
template, or macify and existing template

=l Create/ipdate User Tempigte
ity Wimlist

&

distart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | &51] Test Employees [Compa... |[&] Travel and Expense C...

T T [8 @ mustedsies

Step

Action

3.

Click the Expense Report link.
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File Edit Yiew Favorites Took  Help ‘ >

Qe - Q- %] 2 \’h‘psaarch /"7 Favories @“ 2w - L)

Address [{€] hitps:devfin.gnis. in.govpspifsupl [EMPLOYEE ERF s WEBLIE_PTPP_SC HOMEPAGE FicldFormula Iscript_AppHP?scname=EP_EMPLOYEE_TE_CENTER&PORTALPARAM_F | [EJ &0

Development

I~ Employee Self-Service
b P-Card

I» Service Request

[ Procurement

ravel and Expense Center - £ Collection

Expense Report

Create, mocity, prirt, visw o delste an Expense Report

[ Assets
I Travel and Expenses Create = Modil Report
— Open Resource Requests 1= drecteon Expense Report =l Mouify an Expense Report Reguest a process to creste a printed copy
— Employee Project Center of &n expense report
— Staffing Apply Online
e int View Delete
Print an Expense Report Wiew an Expense Repart =] peete an Expense Report

[> Manager Self-Service
> Supplier Contracts

[ Customers

[ Partners

I Products

[» Catalog Management
[> Pramations

[» Customer Contracts
> Order Management

> Pricing Configuration
[» Customer Returns

[ lterns

> Cost Accounting

[> Yendors

> MMIDBE Repository
> Purchasing

> Inwentary

[> eProcurement

I Services Frocurerment
[» Sourcing

> Engineering

> Manufacturing Definitions
[» Production Control

> Configuration Modeler
> Product Configurations LI

|4&] https:jdevfin.gmis.in.gowlpspjFsup1 [EMPLOYEE JERP]s/WEBLIE_TE_NAV WEBLIE_FUNCTION FieldFormula iScript_AddExpense?TE. Menu. ¥ar=~ [ [& @ Trusted sites

distart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | ¥51] Test Employees [Compa... |[&] Travel and Expense C... @, M 13

Step Action

4, Click the Create link.

ate
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File Edt ‘iew Favorktes Tooks Help ‘ o

Qe - ) - %] 7] \h‘;jSearch /"% Favories €¢3| i - B

Address [{€] hitps:devfin.gnis. in.govpsp{fsupl JEMPLOYEE ERP s/ WEBLI_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddExpense?TE. Menu Var=ADMINGPORTALPARAM_PTC =] (B S0

Development
Search: = Mew Window | Help | Customize Page | &, 2]

[= hty Favorites

> Employee Self-Service Create Expense Report

[ P-Card

b Semice Request Expense Report Entry

I Procurement Howard Holtzclaw User Defaults Report ID: MNEXT

[ Assets N

[> Travel and Expenses Quick Start:

— Open Resource Requests

— Emplovee Praject Center =

— Stafiing Apply Online *Description: | Comment: =]

— Travel and Expense Center . -

E |- ‘Business Purpose: |Elu5mess - In State ;I LI

> Manager Self-Service Reference:
> Supplier Contracts
[: Customers Default Location: Q
[+ Partners
[+ Products
[+ Catalog Management | Accounting Defaults Apply Cash Advancels: More Options: j EI |
> Promotions =
[ Customer Cantracts Attachments
[» Qe REREERRERD Attached file description Attached File
[> Pricing Configuration
I Customer Returns 1] & =]
[ ltemns
[ Cost Actounting
[> vendors
> MAMIDBE Repository
[> Purchasing [ Overview
> Inwentory * . e
[» eProcurement Select ‘Expense Type -Expense Amountt ‘Currency | ‘Pavment Type -Billing
[+ Services Procurerment Date Spent Type.
> Sourcing B
> Engineering I J
I Maraifact rine Nefinitinn s 4] I -l 1 =l
@] Done [ B @ tustedsies
iEstart| | @ (% 1~ [# | [~ Inbox - Microsoft Outlook | E51] Test Employees [CUmpa...l £] Create - Microsoft Int... @, .M 1:36PM

Step Action

5. COPY A TRAVEL AUTHORIZATION TO AN EXPENSE REPORT

Travel initiated with a Travel Authorization (out-of-state travel only for many
agencies) should be copied to an Expense Report. This not only eliminates
duplicate data entry, but also relieves funds that were reserved by the Travel
Authorization. Additional expenses to be reimbursed may be added to the
information copied.

Click the down arrow in the Quick Start field.

A Blank Report
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Creat

rosoft Internet Explorer provided by F55A

File Edit View Favorites Tool  Help

Qe - ) - (%] & 0 ‘ ) search 57 Favorites %

Adress [{€] hitps:devfin.gmis. in.govpspifsupl JEMPLOYEE ERF s/ WEBLIE _TE _NAW. WEBLTE_FLINCTIOH FieldFormula. iScript_AiddExpense?TE. Menu Var=ADMINGPORTALPARAM_PTC =

Development
Search: = MNew Window | Help | Customize Page | & 2]

®

[= hty Favorites

> Employee Self-Service Create Expense Report

Eg;::; Request Expense Report Entry
[ Procurerment Howard Holtzclaw User Defaulls Report ID: MEXT
[ Assets

[ Travel and Expenses Quick Start: £ Blank Report - ﬂl
— Open Resource Requests =
— Emplovee Project Center A Blank Report
— Etaffing Apply Online *Description: ATernplate
— Travel and Expense Center . A
NE |- ‘Business Purpose:
> Manager Self-Service
> Supplier Contracts

Comment: ;I

il
An Existing Repart
Entries from My WWallet
[: Customers Default Location: Q

Reference:

[ Partners
[ Products
[+ Catalog Management | Accounting Defaults Apply Cash Advancels: More Options: j EI |
[ Promotions
[ Customer Cantracts Attachments

> Order Management Attached file description Attached File
[> Pricing Configuration
[> Customer Retumns
[ ltemns

[ Cost Actounting

[> Vendors

> MAMIDBE Repository

[> Purchasing [ Overview |

> Inwentory ‘E Bl

[» eProcurement Select ‘Expense Type _Exbense ‘Cumency | "Payiment Type | S1I0M

1> Services Procurement Date Type.

> Sourcing B

> Engineering I J

I Maraifact rine Nefinitinn s 4] I -l 1
&) Done [ B @ tustedsies

fistart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | ¥51] Test Employees [Compa... |[&] Create - Microsoft Int... @, W] 135PM

Step Action

6. Select A Travel Authorization from the list.
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File Edit View Favorites Tool  Help

eﬁack - - @ @ \h‘;jSearch \i\\?Favnrites {‘M f:<v ; - Jid 3

Adress [{€] hitps:devfin.gmis. in.govpspifsupl JEMPLOYEE ERF s/ WEBLIE _TE _NAW. WEBLTE_FLINCTIOH FieldFormula. iScript_AiddExpense?TE. Menu Var=ADMINGPORTALPARAM_PTC =

Development
Search: = New Window | Help | Customize Pane | 5, 2]

®

[= hty Favorites

> Employee Self-Service Create Expense Report

Eg;::; Request Expense Report Entry
[ Procurerment Howard Holtzclaw User Defaulls Report ID: MEXT
[ Assets

[> Travel and Expenses Quick Start:
— Open Resource Requests
— Emplovee Praject Center

— Stafiing Apply Online *Description: | Comment: =]

— Travel and Expense Center I | -
NE |- Business Purpose: |Elu5mess - In State ;I LI

13 Meﬁger Self-Service
Q

> Supplier Contracts
Accounting Defaults Apply Cash Advance(s) More Options: |

=

Reference:

> Customers Default Locati
[+ Partners

[+ Products

> Catalog Management
[ Promations

[> Customer Cantracts Attachments
> Order Managerment

- X Attached file description Attached File
[> Pricing Configuration
I Customer Returns 1] & =]
[ ltemns
> Cost Accounting
[> Vendors

> MAMIDBE Repository

[> Purchasing [ Overview |

> Inwentory ‘E Bl

[» eProcurement Select ‘Expense Type _Exbense ‘Cumency | "Payiment Type | S1I0M

1> Services Procurement Date Type.

> Sourcing B

> Engineering I J

I Maraifact rine Nefinitinn s 4] I -l 1 =l
d sites

@] Done T8 @ s
fistart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | ¥51] Test Employees [Compa... |[&] Create - Microsoft Int... 2,

Step Action

7. Click the GO button.
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File Edit View Favorites Tools Help ‘ '

Qe - ) - (%] &) 0 ‘ ) seareh /"¢ Favortes ¢3| i - B

Adress [{€] hitps:devfin.gmis. in.govpspifsupl JEMPLOYEE ERP s/ WEBLIE _TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddExpense?TE. Menu Var=ADMINGPORTALPARAM_PTC =

Development

Search: ! New Window | Help | Customize Page | 5,
> My Favorites Create Expense Report
- Employee Self-Service

I P-Card Populate From A Travel Authorization

I Service Request .

I Procurement Howard Holtzclaw Report ID: MEXT

[ Assets

[> Travel and Expenses . l— . l— Search

~ Onen Resource Requests From Date: 03/08/2009 H o T o7/merzong

— Emplovee Project Center -

— Staffing Appl Online Iravel Auth Description Iravel Auth 1D Date From Date To Amount Currency

— Ltavel and Exgense Center Select | Created by Ashley Collier 0000000209 06/28/2008  DB/30/2009  15,000.000 USD

E -

[ Manager SelF-Service Select |Demo Test1 0000000208 06/22/2000  DA/26/2009 485.000 USD
[> Supplier Contracts
R Select | Trip to Des Moines for Gonf 0000000197 OBMIZ000  DEA4(Z009 457.000 USD
[+ Partners
& Products Select | Test15 0000000195 05013/2009  05/13/2009 1,186.000 USD
[ Catalog Management Select | Outof State Test 1.27 0000000187 04/07/2009  D4/07/2009 137.000 USD
[ Promations
b Customer Contracts Gelert | TestTA 040608 12:18 0000000184 04i06i2000  04/06/2000 26.400 USD
> Order Managerment
I Pricing Corfiguration Select | Tripto Chicago 033108 3:37 0000000183 03/21/2008  02/31/2009 10.000 USD
E E:;‘Sumemet”m Select | TestIDOA Change 0000000179 OME2000  D31E2009 130.000 USD
[ Cost Accounting Select |test 0000000170 031182009  03/18/2009 15.000 USD
[> vendors _I
> MAMIDBE Repository
[> Purchasing Eeturn to Expense Report Entry
> Inwentory
[» eProcurement
[+ Services Procurerment
> Sourcing
> Engineering
I Wanufartiring Nefinitinns LI
) [ B @ tustedsies

IEStartl | @ (% [~ [# | [~ Inbox - icrosoft Outlook | £51] Test Employees [CUmpa...l £] Create - Microsoft Int... @, M 1:37PM

Step Action

8. A new page allows will offer choices of Travel Authorizations eligible to be
copied to Expense Reports.

The "From and To" dates may be changed to widen or narrow the search results.

Always click the Search button to refresh the list.
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File Edit View Favorites Tools Help ‘ '

Qe - - %] 2 \h‘f'_j Search 5|7 Favarites €‘3|f = - L)

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERP s/ WEBLI_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddExpense?TE. Menu Var=ADMINGPORTALPARAM_PTC =] (B &0

Development
Search: = Mew Window | Help | Customize Page | &,
> My Favorites Create Expense Report
- Employee Self-Service
I P-Card Populate From A Travel Authorization
I Service Request .
I Procurernent Howard Holtzclaw Report ID: MEXT
[ Assets
[> Travel and Expenses . . Search
~ Onen Resource Requests From Date: [0zmnsr2009 B To: [omoszo0s [
— Emplovee Project Center -
— Staffing Appl Online Iravel Auth Description Iravel Auth 1D Date From e To ount Currency
— Ltavel and Exgense Center Select | Created by Ashley Collier 0000000209 06/28/2008  DB/30/2009  15,000.000 USD
E -
[ Manager SelF-Service Select |Demo Test1 0000000208 06/22/2000  DA/26/2009 485.000 USD
[> Supplier Contracts
R Select | Trip to Des Moines for Gonf 0000000197 0GI01/2009  06/04/2009 457.000 USD
[ Partners
& Products Select | Test15 0000000195 05013/2009  05/13/2009 1,186.000 USD
[ Catalog Management Select | Outof State Test 1.27 0000000187 04/07/2009  D4/07/2009 137.000 USD
[ Promotions
b Customer Contracts Gelert | TestTA 040608 12:18 0000000184 04i06i2000  04/06/2000 26.400 USD
> Order Managerment
I Pricing Corfiguration Select | Tripto Chicago 033108 3:37 0000000183 03/21/2008  02/31/2009 10.000 USD
E E:;‘Sumemet”m Select | TestIDOA Change 0000000179 OME2000  D31E2009 130.000 USD
[ Cost Accounting Select |test 0000000170 031182009  03/18/2009 15.000 USD
[> Vendors _I
> MAMIDBE Repository
> Purchasing Return to Expense Renort Entr
> Inwentory
[> ePracurement
[> Senices Procurement
> Sourcing
> Engineering
I Wanufartiring Nefinitinns LI
&) [ B @ tustedsies
distart| | @ (X (~ [@ | [~ Inbox - Microsoft Outlook | ¥51] Test Employees [Compa... |[&] Create - Microsoft Int... 9, M 1
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File Edit View Favorites Tool  Help ‘ e

Qe - ) - %] B \h‘;jSearch /"2 Favaries €¢3| i - B

Adress [{€] hitps:devfin.gmis. in.govpspifsupl JEMPLOYEE ERF s/ WEBLIE _TE _NAW. WEBLTE_FLINCTIOH FieldFormula. iScript_AiddExpense?TE. Menu Var=ADMINGPORTALPARAM_PTC =

Development
Search: = New Window | Help | Customize Page | &, 2]

[= hty Favorites

> Employee Self-Service Create Expense Report

[ P-Card

[ Service Request Expense Report Entry

[ Procurement Howard Holtzclaw Usger Defaults Report ID: MEXT

[ Assets

> Travel and Expenses =

- Dpen Resource Requests *Description: [pema Test1 Comment: Demo Test 1 Comment =

— Emplovee Praject Center . . -

— Stafiing Appl Online Business Purpose: |E|usmess - Out of State ;I LI

— Travel and Expense center Reference:
H -

13 Meﬁger Self-Service Default Location: Indianapolis, IN Q

> Supplier Contracts

[ Customers AuthorizationID: 0000000208
[+ Partners
@ Produsts | Accounting Defaults Apply Cash Ad j G0 |

> Catalog Management
[ Promations

[> Customer Cantracts Allachmenis

[ Ordler Management Attached file description Attached File

[> Pricing Configuration 1 | & =
[> Customer Retumns
[ ltemns

[ Cost Actounting

[> vendors

> MAMIDBE Repository
> Purchasing

> Inwentory Select | |'Expense Type ‘Expense Date | ‘Amount Spent ‘Currency | ‘Pavinent Tvpe

[> ePracurement

Y ey o — | |[Lodging/Hotel =1 |[0erzziz009 34 | 105000 |USD [Employee Paid =] [outof &t 7]

> Sourcing "

> EmEe | |[LodgingHotel | |[06rz3iz000 31 | 95,000 |USD [Ermployee Paid ] |[Out of 5t x| |*Detal

= Mannfactvine M it LI — s p— LI
&) Done [ B @ tustedsies

itjstart| | @ (% [~ [# | [~ Inbox - Microsoft Outlook | E51] Test Employees [CUmpa...l £] Create - Microsoft Int... @, M 1:37PM

Step Action

10. All information from the travel authorization is transfered in the expense report.

Update estimate amounts to actual amounts (if necessary), add attachments if
required, and list any additonal expense items to be reimbursed.
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File Edit View Favorites Tools Help ‘ "
Qe - ) - (%] 2] 0 ‘ ) search 57 Favorites % | i - B
Address [{€] hitps:devfin.gmis. in.govpspifsupl JEMPLOYEE ERP s WEBLI_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddExpense?TE. Menu Var=ADMINGPORTALPARAM_PTC = [EJ &0
Development

Search:
[= hty Favorites
- Employee Self-Service

> P-Card

g ﬁewme RE“;'EST Select | |'Expense Type ‘Expense Date | ‘Amount Spent | *Currency |‘Payment Type ng Type

ToCUremen

I> Assets ™| |[CodgingHatel | |[oerzziz009 [5 || 105,000 |USD [Employee Paid 7] |[out of 5t 7] | 2Detail

[> Travel and

- Open Resource Requests | |[Lodging/Hotel x| |[oerzaizoog [ | 95.000 |USD [Employee Paid »] |[Out of &t =] |*Detall

— Employee Project Center

— Staffing Apgly Orline ™ | |[Lodging/Hotel | |[oerzaizooa [ | 105000 |USD [Employee Paid | |[out of 5t x| |*Detal

— Travel and Expense Center

E | | |[CodgingHatel | |[oerzsizong [5 || 95,000 |USD [Employee Paid 7] |[out of 5t 7] | "Detail
> Manager Self-Service — &
1 Supplier Contracts ™| |[LodgingHatel = |[neizerzona = | 95.000 |USD [Employee Paid | |[Out of &t =] |*Detal
[ Customers
I Partners Capy Selected | Delete Selected | Mew Expense x| Add Check For Errors
[ Products
> Catalog Management
:; ELDSEE;:LZ':?ZMQMS Employee Expenses: 495.000 USD Due Employee: 495.000 USD
I Order Management Non-Reimbursable Expenses: 0.000 USD Due Vendor: 0.000 USD
I Pricing Configuration Prepaid Expenses: 0.000 USD
> Customer Retuns Employee Credits: 0,000 USD
b liems Vendor Credits: 0.000 USD
[ Cost Accounting Cash Advances Applied: 0.000 USD
[> Vendors
1> MAWDBE Repositary Definition of Totals Update Totals_| |
> Purchasing
[> Inventary Save For Later Submit
Expense Repon Project SUmmani

I eProcurement Expense Report Project Sumrma
[> Senices Procurement Return to Expense Report
> Sourcing
> Engineering =
I: Manifactving Nafinitinns =l =l
|&] Done [ B @ tustedsies
it;start| | @ (% [~ [# | [~ Inbox - Microsoft Outlook | £3/] Test Employees [Compa... | £] Create - Microsoft Int... @, M 1:37PM

Step Action

11. Click the Save For Later button. The Expense Report will be assigned the next
available number.

When all information is complete and ready for approvals, click the Submit

button.
| Save For Later | Submit ||

12. End of Procedure.

Modifying an Expense Report

Procedure
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File  Edit View Favorites  Took  Help ‘ -

Qe - @ - %] 2] \h‘f"jSearch /"2 Favories €¢3| S -LJE S
Address |@ https:Hdevﬁn‘gm\s‘in‘gwwp

Development
Home | i
Personalize Content | Layaut Help
Menu =
Search:

®

[+ My Favorites

> Employee Self-Service
> Manager Self-Service
> Supplier Contracts

[ Customers

[ Products

[ Catalog Management
[ Promotions

[ Custarmer Contracts

- Order Management

(> Pricing Configuration
[ Custamer Returns

[ ltems

> CostAccounting

[ Vendors

> MAWDBE Repositary
> Purchasing

[+ Inventary

[ Procurement

[+ Services Procurement
- Sourcing

> Enginearing

[> Manufacturing Definitions
[ Production Gontral

- Configuration Modeler
- Product Configurations
> Quality

> Demand Flanning

[+ Inventary Policy Planning
> Supply Planning

[+ Grants

> Program Management LI

|&] Done [T B & tocalintranet

istart| | @ (%) (v (@ | [~ mbox-Mcresoft ou...| L3 01-Travel and Expe... | ) 03-Modiying an Exp... | 8] 05-Copy an Bxgens... |[&]Employeefacngr.. | 4 @, [M] 11:47 am

Step Action

1. Click the Employee Self-Service link.
[ Employee Self-Service]
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File  Edit View Favorites  Took  Help ‘ >

Qe - @ - %] 2] \’h‘psaarch /"2 Favories @| R - S

Address [{€] hitps: devfin.gmis. in.govpspifsupl [EVPLOYEE ERF s/ WEBLIE_PTPP_SC HOMEPAGE FicldFormula I5cript_AppHP?pt_mame=CQ_EMPLOYEE_SELF_SERWICESFolderPath=

Development

b P-Card

I Service Request ﬁ Employee Self-Service Edit "Emplovee Self-Service” Folder
> Procurement
- Assets
> Travel and £ = Open Resource Requests ri Employee Project Center ri Travel and Expense Center - E
— Open Resource Requests =] onen Resowrce Requests Aecess the key aress for entering and =] Emplayee Travel and Expense Certer
~ Emplogeey Submit freview expense reports, cash advance requesks, or viewing project team member information
- T’EQVQ‘ A1tieravel suthorizations.
- P-Card Service Request Procurement
:; gs;‘:ﬁ;’gnﬁ‘rﬁiﬁ;‘gw Procurement Cards £dd or manage self-service Service Marage requistions, recaiveing and schedule
> Customers Ely P-Card transactions (Rt nterviews
FlHom to Reconie P-Cards = Service Renuest Wirard ElManage Renistions
P [FICEIS — [l Service Request EReceiving
';Poa‘a‘“? Chame Bzl Elbdy Service Retuests
ramotions
> Customer Contracts s ﬁ Assets ﬁ Travel and Expenses
> Order Management Use the self-service employee role to manage Submitirevievs expense reports, cash
1> Pricing Corfiguration assets advance requests, or travel authorizations
I Customer Returns Elview/Transfer Sssels [CIUger Preferences
I ltems CIExpense Report
I Cost Accounting E%
[> Vendors 2T

> MAMIDBE Repository

> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment

> Sourcing

> Engineering

> Manufacturing Definitions
[> Praduction Contral

> Configuration Modeler

I Product Configurations
> Quality

I Dermand Planming =1

I Inwantnne Palicy Blanninn

|4&] https:jdevfin.gmis.in.gow/pspjFsup1 [EMPLOYEE JERP/s WEBLIE_PTPP_SC.HOMEPAGE FieldFormula. IScript_AppHP7pt_fname=EPTE_TRAVEL WD | | | | [ [&J Localintranet
distart| | & (%) (v (@ | [~ mbox - Mcresoft ou...| L3 01-Travel and Expe... | ) 03-Modiying an Exp... | #] 05-Copy an Bxpens... |[£7Base Navigation P... |1 » @, [M] 11:47 am

Step Action

2. Click the Travel and Expense Center - E link.
E

avel and Expense C
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File Edit View Favorites Tool  Help

Qe - @ - ¥ 2 \’h‘psaarch /"2 Favories @| i - L)

Development

I~ Employee Self-Service
b P-Card

I» Service Request

[ Procurement

[ Assets

ﬁ Travel and Expense Center - E

Emplayee Travel and Expense Certer

I» Travel and Expenses Expense Report e Report
— Open Resource Requests #E| Create, modity, print, view o delste an 1,53 Create, modify, print, view and delets a Time
— Emplovee Project Center Expense Report Repart
Eloreats Elcreats
Moty EModity
F=IFrint Report FElFrint
[ Manager Self-Service 3 More.. 2 More.,

[> Supplier Contracts
[ Customers
[ Products

Cash Advance
Create, moddity, print, view and delete a Cash

Forecast Time
Le

5 Create, madity o view forecast dala

1> Catalog Management REEIESD ElFarscast Tine
I Promations - Elcrests ElReview Forecasted Time
I> Customer Contracts Eltdadity.
[: Order Management Elprint
2Mare:

> Pricing Configuration
[» Customer Returns

T s and Preferences

Manage your personal, organizational and

Review Payments

> lterms Reviesw history of expense payments
[» Cost Accounting financial details for travel and expense EReview Expense Histor:

Review Expense History
[ endors reporting

[EReview Payments

[ MADBE Repository EReview Payrall Payments

> Purchasing

> Inwentory

[> eProcurement

[> Services Procurement

[ Sourcing

I Engineering

> Manufacturing Definitions
[» Production Contral

> Configuration Modeler

> Product Configurations

[ Quality

[ Demand Plannin LI

[ElReview/Edit Profile
ElFiter Mokile Data
ElDelenste Entry Authority

Address [{€] hitps:devfin.gnis. in.govpspifsupl [EMPLOYEE ERFs{WEBLIE_PTPP_SC HOMEPAGE FicldFormuia Iscript_AppHP?scname=EP_EMPLOYEE_TE_CENTER&PORTALPARAM_F | [EJ S0

Travel Authorization

Create, mocity, prift, visv, cancel or delste &
Travel Auttiorization

Elgrests

Elwlodity
ElPrint Authorization
4 o

Print Reports
Print any one of your expense transactions.

EIExpense Summary.
TElBar Cade Receint Form
EITime Report

2hors..,

Other Expense Functions
Wiy contents in My Walet, crests your own
template, or macify and existing template

=l Create/ipdate User Tempigte
ity Wimlist

&l

distart| | @ (%) (v (@ | [~ mbox-Merosoft ou...| L3 00-Travel and Expe... | ) 03-Modiying an Exp... | 9] 05-Copy an Bxpens... |[&]Travel andEnpen... |1 » @, [W] 11:98 am

[T B & tocalintranet

Step Action

3. Click the Expense Report link.
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Fie Edt Wiew Favortes Took Help ‘ aw

Qe - - %] 2 (h‘pSearch /"2 Favorites @| R - S

Address [{€] hitps:devfin.gnis. in.govpspifsupl [EVPLOYEE ERF s/ WEBLIE_PTPP_SC HOMEPAGE FicldFormua Iscript_AppHP?scname=EP_EMPLOYEE_TE_CENTER&PORTALPARAM_F | [EJ S0

Development

I~ Employee Self-Service
b P-Card
I» Service Request
[ Procurement

Expense Report

I Assets Create, maciify, print, visw or delste an Expense Report
I Travel and Expenses Create 5 Modify = Print Report
— Open Resource Requests 1= drecteon Expense Report =l Mouify an Expense Report Reguest a process to creste a printed copy

— Employee Project Center of &n expense report

View Delete
[> RERERED ERFEeRmD Prinl an Expense Report View an Expense Report =] Cerete an Expense Repon
[ Supnlier Contracts
[ Customers
[ Products
I Catalog Management
I Prafnotions
[> Customer Contracts
> Order Management
> Pricing Configuration
[» Customer Returns
[ lterns
> Cost Accounting
[ endors
> MAMIDBE Repository
> Purchasing
> Inwentory
[> eProcurement
[> Services Procurement
[ Sourcing
I Engineering
> Manufacturing Definitions
[» Production Contral
> Configuration Modeler
> Product Configurations

[ Quality
,,,,, =l

[ Demand Plannin
&) Done [T B & tocalintranet

distart| | & (%) (v (@ | [~ mbox - Mcrosoft ou...| L3 01-Travel and Expe... | ) 03-Modiying an Exp... | #] 05-Copy an Bxpens... |[&]Travel andEnpen... |1 » @, [M] 11:98 Am

Step Action

4. Click the Modify link.
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File Edit View Favorites  Tools  Help ‘ "J.

eﬁack - Q) - \j @ ;h‘f"? Search \:\\"(Favnrites €¢3| 2~ ; i = J a3

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERF s/ WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_ModifyExpense? TE Menu, lar=ADHINGPORTALPARAM_P | (£ S0

Development
ESaric = Newindow | Helo | &,
[: My Favorites Expense Report
> Employse Self-Senvics Enter any infarmation you have and click Search. Leave fields blank far a list of all values
[ P-Card
I Service Request { Find an Existing Value {_Add a New alue |

[ Procurement
[ Assets
> Travel and Expenses
— Open Resource Requests
— Emplovee Project Center Search
— Travel and Expense Center 4 Adianced Jearh
=5
[> Manager Self-Service
> Supplier Contracts
[> Customers
[+ Products
> Catalog Management
[ Promations
[» Customer Contracts
> Order Management
> Pricing Configuration
[> Customer Returns
[ ltemns
I Cost Accounting
[> Vendors
I MAWIDBE Repository

Search by: [RepartiD =] begins witn|

Find an Existing Value | Add a New Value

[» Purchasing

[ Inwentory

[> eProcurement

[+ Services Procurerment

> Sourcing

> Engineering

> Manufacturing Definitions
[» Production Control

I ranfianratinn Madalar 4]

&) Done [T B & tocalintranet

distart| | & (%) (v (@ | [~ mbox - Merosoft ou...| L3 01-Travel and Expe... | ) 03-Modiying an Exp... | 8] 05-Copy an Bxpens... |[&7]Modify - Microsoft... |1 » @, [M] 11:5% am

Step Action

5. The Search By field offers several criteria options for locating the Expense Report
to be modified if desired.

IT ISIMPORTANT TO REMEMBER THAT ONLY EXPENSE REPORTS IN
PENDING STATUS CAN BE MODIFIED. IF THE TRANSACTION IS IN THE
PROCESS OF BEING APPROVED, AN ASSIGNED APPROVER MUST BE
CONTACTED AND ASKED TO CLICK "SEND BACK" SO THAT CHANGES
CAN BE MADE.

Enter the Expense Report number and click the Search button.
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File Edit View Favorites  Tools  Help ‘ "J.

Qe - @ - %] 2 \h‘;jSearch /"2 Favaries g}“ NN TR -

Adress [{€] hitps:devfin.gnis. in.govpsp{fsupl JEMPLOYEE ERPs{WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula iScript_ModifyExpense? TE Menu, lar=ADHINEPORTALPARAM_P = [E] S0

Development
Search: = Mewwindow | Helo | 5}

®

[= hty Favorites Expense Report

> Employse Self-Senvics Enter any infarmation you have and click Search. Leave fields blank far a list of all values
[ P-Card
I Service Request { Find an Existing Value {_ Add a New Value |
[ Procurement
b Assats Search by: [RepartiD ] wegins with[

> Travel and Expenses
— Open Resource Requests

— Emplovee Project Center Search
— Travel and Expense Center 4 Adianced Jearh
-E

[> Manager Self-Service | Search Results
[> Supplier Contracts 12 of2
[ Customers Report ID  Report Description Name EmpliD Repaort Status Creation Dat:
[ e 0000002478 test Coleman,David 10000012844 Fending  10/08/2008
1> el Ll 0000002343 May 2008 - PeoplaSof Training Golsman, David 1000001 2844 Pending 1201162008
[ Promotions
[ Customer Contracts
> Order Management )
> Pricing Corfiguration Find an Existing Yalue | Add a New Yalue
[ Customer Retumns
[ ltemns
I Cost Accounting
[> Vendors

I MAWIDBE Repository

[» Purchasing

[ Inwentory

[> eProcurement

[+ Services Procurerment

> Sourcing

> Engineering

> Manufacturing Definitions
[» Production Control

I ranfianratinn Madalar 4]

[T B & tocalintranet

distart| | & (%) (v (@ | [~ mbox-Merosoft ou...| L3 00-Travel and Expe... | ) 03-Modiying an Exp... | 8] 05-Copy an Bxpens... |[&7]Modify - Microsoft... |1 » @, [M] 11:5% am

Step Action

6. Select the Expense Report to be modified and click the Report ID link.
ooooon24749
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File  Edit View Favorites  Took  Help ‘ o
S 3 e ; >, L & i b

Dok - () - E"] @ ;h‘ijearch /"2 Favories €¢3| N T i 3

Address [{€] hitps:devfin.gnis. in.govpsp{fsupl JEMPLOYEE ERF s/ WEBLI_TE _NAW. WEBLTE_FLNCTION FieldFormula. iScript_ModifyExpense? TE Menu, lar=ADHMINEPORTALPARAM_P = [E] S0

Develo

Search:

[= hty Favorites

[ P-Card
I Service Req

[ Assets

E
[> Customers
[+ Products

[ Promations

[ ltemns
[> Vendors

[» Purchasing
[ Inwentory
[> eProcurement

> Sourcing
> Engineering
[ Manufacturing

- Employee Self-Service

[ Procurement
> Travel and Expenses
— Open Resource Requests
— Emplovee Praject Center
— Travel and Expense Center
3 Meﬁager Self-Service
> Supplier Contracts
> Catalog Management
[» Customer Contracts
> Order Management
> Pricing Configuration
[> Customer Returns

I Cost Accounting

I MAWIDBE Repository
[+ Services Procurerment

[» Production Control
I ranfianratinn Madalar

pment

MNew Window | Help | Customize Page | & 2]

®

Expense Report

Expense Report Entry

- David Colernan Lser Defaults Report ID: 0000002479
=
‘Description: |ie st Comment: ;I
‘Business Purpose: | Business - In State LI LI
Status: Pending Reference:
|| pefautiocation: [ @ LastUpdated:  10/08/2008 BY: TPEARCY
Post State: Mot Applied

Apply Cash Advance(s] More Options: >| GO |

| Accounting Defaults

Attachments

Attached file description Attached File

|Selec|| |*Ex ype ‘Expense Date | *Al nt Spent | ‘Currency | ‘Payment Type “Billing Type ‘
| (il | ||Farkmg =] |[romeizo09 [5 || 20,000 (USD [Employee Paid =] [In State-t x| Delal\‘

Definitions

Copy Selected | Delete Selected |

Mew Expense ~| Add Check For Errors

-

|i&] Done

distart| | & (%) (v (@ | [~ mbox - Meresoft ou...| 3 00-Travel and Expe... | ) 03-Modiying an Exp... | 8] 05-Copy an Bxpens... |[&7]Modify - Microsoft... |~ » @, [W] 11:5% am

[ [ B & tocalintranet

Step

Action

7.

Make the necessary changes to the Expense Report and click the Save For Later
button.

When complete and ready for approvals, click the Submit button.

Click the Home link to return to the home/main menu.

End of Procedure.

Print an Expense Report

Procedure
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File  Edit View Favorites  Took  Help ‘ o

Qe - @ - %] 2] ¥h‘j")search /"2 Favories {«j| R - JE S

Address [€] hitps:fdevfin.gris. in.gov

psp(Fsup1 [EMPLOYEE/ERP/hj7tab=DEFALLT

Development
Personalize Content | Layaut Help
Menu =
Search:

®

[+ My Favorites

> Employee Self-Service
> Manager Self-Service
> Supplier Contracts

[ Customers

[ Pariners

[ Products

> Catalog Managerment
[ Promotions

[ Custarmer Contracts

- Order Management

(> Pricing Configuration
[ Custarner Returns

[ ltems

> Cost Accounting

[ Vendors

> MAWDBE Repositary
> Purchasing

[+ Inventary

[ Procurement

[- Services Procurement
> Sourcing

[ Engineeting

- Manufacturing Definitions
[ Production Gontral

- Configuration Modeler
[ Product Conflgurations
[ Gluality

> Demand Planning

[+ Inventary Policy Planning
> Supply Planning

[+ Grants LI

e T T [8 @ mustedsies
istart| | @ (X (~ [@ | [~ Inbox - Microsoft Outlock [ Employee-facing regi... [ Microsoft Excel - Test Em... 1Sy e

Step Action

1. Click the Employee Self-Service link.
[ Employee Self-Service]
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File Edit View Favorites Tool  Help

Qe - @ - %] 2 \’h‘psaarch /"% Favories @| i - LK

Development

b P-Card
I» Service Request
[ Procurement
[ Assets
I Travel and Expenses
— Open Resource Requests
— Employee Project Center
— Etaffing Apply Online
— Travel and Expense Center
-E
> Manager Self-Service
> Supplier Contracts
[ Customers
[ Partners
[ Praducts
> Catalog Management
[> Pramotions

ﬁ Employee Self-Service

5 Open Resource Requests
= Cpen Resource Requests

E Acress the key ares for entering and

viewving project team member information

f? avel and Expense Center - E P-

=] Employee Travel and Expense Center Frocurement Cartis
=y P-Card transactions
EHow to Reconcile P-Cards

Assets
ﬁ Manage reguisitions, receiveing and scheduls ﬁ Use the self-service employes role to manage

[> Customer Contracts interviews assets.
1> Order Management Elnanace Requistions Elview Transter Assets
ElRecsiving

[> Pricing Configuration
[ Customer Returns

[ lterns

> Cost Accounting

[ endors

> MAMIDBE Repository
> Purchasing

> Inwentory

[ eProcurement

[ Services Procurement
> Sourcing

> Engineering

I Manufacturing Definitions
[> Praduction Contral

> Configuration Modeler

[> Product Configurations
I b

Elview Scheduled Intervisws

=

Address [{€] hitps: devfin.gnis. in.govpspifsupl JEVPLOYEE ERF s/ WEBLIE_PTPP_SC HOMEPAGE FicldFormula I5cript_AppHP?pt_mame=C0_EMPLOYEE_SELF_SERWICESFolderPatl

Edit "Employee Self-Service” Folder

Smffim Apply Online
= Staffing Apply Online

Service Request

il o manage self-service Service
Reduests

=lService Requsst Vizard

[l Service Request

My Service Requests

Travel and Expenses
Submitheview expense reports, cash
advance requests, or travel autharizations.
CiUger Preferences
[CIExpense Report
by wisllet

Ehlore...

@] Done
@istart| | @ (X (~ [@ | [~ Inbox - Microsoft Outlock [ &) Base Navigation Page... [ Microsoft Excel - Test Em...

T T [8 @ mustedsies

@, , (M| 10:41 aM

Step Action

2. Click the Travel and Expense Center - E link.

|!|mrel and Expense Center - E

3. Click the Expense Report link.

¥pense Report|

Click the Print link.

Page 111




ENCOMPASS Training Guide
Travel and Expense User Guide

File Edit View Favorites Tool  Help

2} Print - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

eﬁack - @ - L"] @ \h‘;jSearch *Favnrites €¢3| f:<v ; i = J Fe i) §

Development

Search: |-

[+ My Favorites Expense Report
> Employee Self-Service Enter any infarmation you have and click Search. Leave flelds blank for a list of all values

[ P-Card
I Service Request { Find an Existing Value {_Add a New Value |

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERFs{WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula iScript_PrintExpensed TE Menu, ¥ar=ADMINEPORTALPARAM_PTC | (B S0

Newindow | Helo | &,

[ Procurement

I Assets Run Control ID:[pegins with x| |
> Travel and Expenses

— Open Resource Requests [” case Sensitive

— Emplovee Praject Center
— Staffing Apnly Online

= TR R R BB R Search | Clear | Basic Search [E) Save Gearch Criteria
“E -
> Manager Self-Service Search Results
[> Supplier Contracts 13 0f3
[ Customers
b Partnars
I Products S00TRY Enalish
> Catalog Management T&E Enaglish
> Promotions test English

[> Customer Cantracts
> Order Managerment

[> Pricing Configuration
[> Customer Retumns

[ ltemns

[ Cost Actounting

[> vendors

> MAMIDBE Repository
> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment
> Sourcing

[+ Engineerini

[ hd:allfnrhwﬁnﬂ Rafintions 2]

Find an Existing Yalue | Add a New YValug

&
distart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlock [ Print - Microsoft Inter... [ Microsoft Excel - Test Em...

T T [8 @ mustedsies

Step Action

5. Printing (generating a pdf) requires a Run Control which sets the parameters for

the process.

EXISTING RUN CONTROL
Click the Search button.

for use. Click one of the Run Control ID links.
NEW RUN CONTROL

a New Value tab.

If the search provides results, Run Controls have been created and may be selected

If the search doesn't provide results or a new Run Control is needed, click the Add
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A Print - Microsoft Internet Explorer

File Edit View Favorites Tools Help

a ( e A B

eﬁatk - @ E @ \b pﬁear[h .{ Favarites @ L’ﬁ' == ] - _J ﬂ 3 éLmks &) Altis @] FSPRD ] FsQA

auddress ] hitps1ffdewEin.gnls in.gov/psp(Fsdev/EMPLOYEE ERPY5/WEBLIB _TE_AY.WEELIB_FUNCTION.FieldFormula.iScrint _PrintExpense? TE, Menu Yar=ALDITEPORTALPARAM_PTChAY=ER. v | [EJ 6o
Development

jome | wiorkist | MubiChannel Console | _Add
=

Expense Report

{Find an Existing Valuz_j Add a New Value

Run Control ID: | |

Add

Find an Existing value | Add a New alue

&] Done
iJ start ze ”[@L &r

S| 8 Local intranet

r1 [ ER &) 10can

Step Action

When naming a Run Control ID, the title must be entered using all capital letters,

and include no spaces or special characters. The title used, though, may be
anything that identifes the process.

For this example, Enter PRINT_ER in the Run Control ID field. .
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File  Edit View Favorites  Took  Help ‘ i

Qe - © - %] 2 \h‘f"j Search 5|7 Favorites €¢3| S -LJE S

Address [{€] hitps:devfin.gmis. in.govpspifsupl JEMPLOYEE ERFs{WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula iScript_PrintExpensed TE Menu, ¥ar=ADMINEPORTALPARAM_PTC | (B S0

Develo

Search:

[= hty Favorites

[ P-Card
I Service Req

[ Assets

E

[ Customers
[+ Partners
[+ Products

[ Promations

[ ltemns
[> vendors

> Purchasing
> Inwentory
[» eProcurement

> Sourcing
> Engineering
I Mararfachrine

- Employee Self-Service

[ Procurement

> Travel and Expenses

— Open Resource Requests
— Emplovee Praject Center
— Staffing Apnly Online

— Travel and Expense Center

13 Meﬁger Self-Service
> Supplier Contracts

> Catalog Management
[> Customer Cantracts
> Order Managerment
[> Pricing Configuration
[> Customer Retumns

[ Cost Actounting

> MAMIDBE Repository

[+ Services Procurerment

pment

Hiome

hEEe

MNew Window | Help | Customize Page |

@ Expense Sheet

Run Control ID:

500TRY Report Manager Process bonitor

uest

ReportID:  [0000002355 O

EE | LUReturn to Search | [ Previous in List | 4] et in List | [=] otity |

EAdd UnciateDizplay

=

Nefinitinns

|&] Done

istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook [ Print - Microsoft Inter... [ Microsoft Excel - Test Em...

T T [8 @ mustedsies

@, 6] 10:42 M

Step

Action

7.

The only information required for this Run Control is the Expense Report ID to be
printed.

The number may be entered into the Report ID field manually, or located using
the Look up Report ID (magnifying glass) icon.

=
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2} Print - Microsoft Internet Explorer provided by FS5A - State of Indiana RS
File  Edit View Favorites  Took  Help ‘ o
- T ) > WL = .
Dok - ) - E"] @ &h ‘ ) searth *Favnrltes ¢3| N T [JiEd 3
Address [{€] hitps: fdevfin.gmis. in.govpspifsupl JEMPLOYEE ERF s/ WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula iScript_PrintExpensed TE Menu, ¥ar=ADMINEPORTALPARAM_PTC | B
Development
Search: = Newwindow | Help | /&, =
[: My Favorites Look Up Repon ID
- Employee Self-Service
b P-Card Report ID: begins with ¥
[ Service Request o I 2 JI
- Procurerment Report Description: [begins with = |
> Assets . - -
[ Travel and Expenses Name: [begins W"hjl
— Open Resource Reguests EmpliD: hegins with v i
— Employee Project Center I JI &
— Staffing Apphy Gnline Report Status:  [= =l =
— Travel and Expense Center . — —
E |__| Creation Date: [= =l | =
[> Manager SelfF-Service
I Supplier Contracts Laok Up | Clear | Cancel | Basic Lookup
[ Customers
[ Partners
© Products Search Results
[> Catalog Management Wiew All 1-100 of 108 m Last
I';F‘C’“T”“”"é ot Report ID  Report Description Name EmplD Renort Status Creation Date
i Orudsef’h;‘:r"a;;;z;f 0000002456 Derno Test 1 Holtzolaw,Howard 10000068959 Pending  D6/08i2008
I Pricing Gonfiguration 0000002465 Test Holtzclaw,Howard 10000068359 Submitted  DE/03/2009
1> Custorer Returns 0000002464 Test Holtzelaiy, Howard 10000062359 Staged 08i02i2008
b lterns 0000002463 Trig to DM Holtzclai, Howard 10000062359 Staged 08i02i2008
I> Gost Actounting 0000002458 Test 15 Holtzelaw,Howard 10000068959 Submitted  D5/13/2009
1> vendars 0000002458 Pav Cucle Test Holzclai, Howard 10000068359 Paid 05/13i2008
1> MAWDBE Repository 0000002457 Test Holzclaw,Howard 10000068959 Pending 05/12/2008
I';r;‘:’;ﬂ'}zs'”g 0000002458 TEST Holzclaw,Howard 10000068959 Pending 05/12/2008
B Epmuxmgm 0000002455 Test 415 10:40 Holzelaiy,Howard 10000068359 Pending 04/18i2008
I Semices Procurement 0000002454 Test Out of State 041609 Holtzclaw, Howard 10000082359 Paid 04/18i2008
[> Sourcing 0000002453 Test Travel Processes 10:42  Holtzelaw,Howard 10000062359 Pending 04/08¢2008
1> Engingering 0000002452 Out of State Test 1:27 Holtzclaw, Howard 10000082359 Paid 04i07i2008
I: Maninfarctiivine Nafinitinn s LI NNNNNA24A1 Tact NAMT 225 Hotrelaw: Howard ANNNNNERGAA Randing NANTINNG LI
& [ B @ tustedsies
@istart]| | @ (%) [~ (B | [~ Inbox - Microsoft Outook|[&] Print - Microsoft Inter... [ Microsoft Excel - Test Em... @, M| 10:42 A

Step Action

8. If using the Look Up feature, search criteria options are available to assist in
narrowing the results.

Locate the correct Expense Report in the search results provided and click an
entry the Report ID link.
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File Edit View Favorites  Tools  Help ‘ '.J.

Qe - © - %] 2 \h‘f"j Search 5|7 Favorites €¢3| S -LJE S

Address [{€] hitps:devfin.gmis. in.govpspifsupl JEMPLOYEE ERFs{WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula iScript_PrintExpensed TE Menu, ¥ar=ADMINEPORTALPARAM_PTC | (B S0

Development
Search: = New Window | Help | Customize Pane | &,

@ E Sheet
[= hty Favorites Hpense Sheef

- Employee Self-Service
b P-Card Run Control ID:  500TRY ReportManager Process Monitor RN
I Service Request
[ Procurement
[ Assets
> Travel and Expenses
— Open Resource Requests
— Emplovee Project Center Report ID: bDDDDDZAEE Q
— Staffing Apnly Online
— Travel and Expense Center

B -

> Manager Self-Service
> Supplier Contracts

[ Customers

[+ Partners

[+ Products

> Catalog Management
[ Promations

[> Customer Cantracts
> Order Managerment
[> Pricing Configuration
[> Customer Retumns

[ ltemns

> CastAccaunting B save | L\Returnta Searchl B Previous in List | 4] Mext in List | [=] Matiy | Eradd | | HUndsteDisplay

[> vendors

> MAMIDBE Repository

> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment
> Sourcing

> Engineering

b Mamiachiring Rafintins ||

|&] Done [ B @ tustedsies
istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook [ Print - Microsoft Inter... [ Microsoft Excel - Test Em... @, 4[] 10:42 M

Step Action

9. After the Report ID has been entered or selected using the Look Up feature, click
the Run button.
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File Edit View Favorites  Tools  Help ‘ "J.

Qe - ) - %] &) \h‘;jSearch Siprmones €2 | 00 s v - B B

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERFs{WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula iScript_PrintExpensed TE Menu. ¥ar=ADMINEPORTALPARAM_PTC | (B S0

Development

Search: = Iews Window | Help | Customize Pag Saved
> My Favarites Process Scheduler Request
[~ Employee Self-Gervice User ID: HOBE858 Run Control ID: 500TRY

[ P-Card

I Service Request -

[ Procurement Server Name: PSNT ~| RunDate: 06/15/2009

b Assets Recurrence: Tl RunTime:  [104225am Reset to Current DaterTime

> Travel and Expenses

— Open Resource Requests Time Zone: Q

B

~ Stafling Apaly Online PO istributi

— Travel and Expense Center Select Description Process Name Process Type ‘Type Format Distribution

E I [T Bxpense Sheet EXCA4500- Crystal web  v||PDF ~ | Distribution

> Manager Self-Service
I Supplier Contracts - TRAVELWOUCHER SOITRAVL Crystal Web PDF Distribution
[ Customers
[+ Partners
[+ Products
> Catalog Management
[ Promotions QK Cancel
[> Customer Cantracts —I _I
> Order Managerment
[> Pricing Configuration
[> Customer Retumns
[ ltemns
[ Cost Actounting
[> vendors
> MAMIDBE Repository
> Purchasing
> Inwentory
[» eProcurement
[+ Services Procurerment
> Sourcing
> Engineering

=l

I Manifact rine Nefinitinns

|&] Done [ B @ tustedsies
distart| | @ (%) [~ (B | [~ Inbox - Microsoft Outook|[Z] Print - Microsoft Inter... [ Microsoft Excel - Test Em... @, M| 10:42 A

Step Action

10. The Process Scheduler Request page will open.

The information above the Process List section (dark blue band) should not be
changed.

Itis IMPORTANT to select TRAVEL VOUCHER from the Process List
using the checkbox.DO NOT select the Expense Sheet option.
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File  Edt Help

OBack - - @ @ \h‘;jSearch *Favnrites {‘M f:<v ;, - Jid 33

Adress [{€] hitps:devfin.gmis. in.govpspifsupl JEMPLOYEE ERF s/ WEBLIE _TE _NAW. WEBLTE_FLINCTIOH FieldFormula. iScript_PrintExpensed TE Menu, ¥ar=ADMINEPORTALPARAM_PTC x|

View  Favorites  Tools

Development
Search: = New Window | Help | Customize Pane | &,

®

I My Favorites Process Scheduler Request

- Employee Self-Service

User ID: HOG2359 Run Control ID: 500TRY
[ P-Card
I Service Request
[> Procurement Server Name: PSNT ~| RunDate: 06/15/2009

[ Assets
> Travel and Expenses

10:42:25AM Resetto Current DaterTime

Recurrence:

— Open Resource Requests
— Emplovee Praject Center

Time Zot

— Staffing Apnly Online

— Travel and Expense Center Select Description Process Name Process Type ‘Type Format hution
-E I [T Bxpense Sheet EXCA4500- Crystal web x| |PDF ~ | Distribution

> Manager Self-Service
[: Supplier Contracts ~ TRAVELWOUCHER SOITRAVL Crystal Web PDF Distribution

[ Customers

[+ Partners

[+ Products

> Catalog Management
[ Promations

[> Customer Cantracts
> Order Managerment

[> Pricing Configuration
[> Customer Retumns

[ ltemns

[ Cost Actounting

[> vendors

> MAMIDBE Repository
> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment
> Sourcing

> Engineering

I Maraifactrinn Nefininns

|&] Done
distart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlock [ Print - Microsoft Inter... [ Microsoft Excel - Test Em...

QK Cancel

=

T T [8 @ mustedsies

® W wzan

Step Action

11. Click the OK button.
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2} Print - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File Edit View Favorites  Tools  Help ‘ '.J.

Qe - @ - %] 2] \h‘f"j Search 5|7 Favarites €¢3| K- LJE S

Address [{€] hitps:devfin.gmis. in.govpspifsupl JEMPLOYEE ERF s/ WEBLIE_TE _NAW. WEBLTE_FLINCTIOH FieldFormula iScript_PrintExpensed TE Menu, ¥ar=ADMINEPORTALPARAM_PTC | B

Development
Search: = Mews Window | Help | Gustomize Pay Saved

@ E Sheet
[= hty Favorites Hpense Sheef

- Employee Self-Service

I P-Card Run Control ID:  500TRY Report Manager Process Monitor [ FUN

I Service Request

[ Procurement Process Instance: 2636284
[ Assets

> Travel and Expenses
— Open Resource Requests
— Emplovee Project Center Report ID:  |0000002466 &
— Staffing Apnly Online
— Travel and Expense Center

B -

> Manager Self-Service
> Supplier Contracts

[ Customers

[+ Partners

[+ Products

> Catalog Management
[ Promations

[> Customer Cantracts
> Order Managerment
[> Pricing Configuration
[> Customer Retumns

[ ltemns
- Cast Accounting B Save | LLReturm to Searchl +[E] Previous in List | ] Wext in List | [=] Motity | ErAdd | | FUnciste Display

[> vendors
> MAMIDBE Repository
> Purchasing
> Inwentory
[» eProcurement
[+ Services Procurerment
> Sourcing
> Engineering
=l

I Manifact rine Nefinitinns

|{&] Process Instance: 2536294 [ B @ tustedsies
istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook [ Print - Microsoft Inter... [ Microsoft Excel - Test Em... @, 4[] 10:42 M

Step Action

12. When the process is launched, it will be assigned a Process Instance number.

To follow the progress of the process, click the Process Monitor link.
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2} Print - Microsoft Internet Explorer provided by FS5A - State of Indiana RS
Fie Edt Wiew Favortes Took Help ‘ o
- P o - 3. 3L = 25
Dk - ) E] @ \h ‘ ) seareh 57 Favortes % | Dg i [JA 3
Adress [{€] hitps:devfin.gmis. in.govpspifsupl JEMPLOYEE ERF s/ WEBLIE _TE _NAW. WEBLTE_FLINCTIOH FieldFormula. iScript_PrintExpensed TE Menu, ¥ar=ADMINEPORTALPARAM_PTC x| Go
Development
Home |

Search: = New Window | Help | Customize Page | 5,
b My Favorites Process List | Server List
- Employee Self-Service

> P-Card

g ﬁwce Reufest User ID: [HOGEG50 O Type: | =] Last: 1 |Days x| Refresh

ToCUremen

I Assets Server: | j Na | Q, Instance: | to |

[> Travel and Expenses Run ~| Distribution - ¥ save On Refresh

- Open Resource Requests Status: I = Status I E

— Emplovee Praject Center Process List

— Staffing Apnly Online

- T—p—rEave\ and Expense CENter) | Select Instance Sed. Process Tvpe :::\(\:% User  RunControlID Run Date Time
[ Manager Sel-Service [~ 2638294 Crystal SOITRAYL HOBAI5E S00TRY 0B/15/2008 10:42:254M IND ~ Queued g
> Supplier Contracts
[ Customers
[ Partners
[ Products
> Catalog Management
[ Promotions
[ Customer Cantracts
> Order Managerment
[> Pricing Configuration G0 backto Expense Report
[> Customer Retumns
[ ltemns
[ Cost Actounting
[ Yendors & Save | [=] Notify
> MAMIDBE Repository
[> Purchasing Process List| Server List
> Inwentory
[> ePracurement
[> Senices Procurement
> Sourcing
> Engineering
I Mannfachirinn Nefinitinns ME] | |
|i&] Process Instance: 2536294 [ B @ tustedsies
fistart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook [ Print - Microsoft Inter... [ Microsoft Excel - Test Em... @, , M| 10:42 am

Step Action

13. The Process Monitor page will display the most current process at the top of the
Process List.

The Run Status and Distribution Status columns will indicate when the process
is finished and the pdf is available.
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File Edit View Favorites  Tools  Help ‘ '.J.

Qe - ) - (%] & 10 ‘ ) seareh /"¢ Favortes €¢3| R - S

Address [{€] hitps: fdevfin.gmis. in. govpspifsupl JEMPLOYEE ERF s/ WEBLIE_TE _NAW. WEBLTE_FLNCTION FieldFormula iScript_PrintExpensed TE Menu, ¥ar=ADMINEPORTALPARAM_PTC | B

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

@ Server List

[= hty Favorites
- Employee Self-Service
[ P-Card

1> Service Request 79 a Type: = Last: |_1 Days | v| Refresh

[ Procurement
Q Inslance:l to |

[ Assets
[ Travel and Expenses - j [¥ save On Refresh

— Open Resource Requests
— Emplovee Praject Center
— Staffing Apnly Online

—TrEave\and Expense Center| Seq. Process Tvpe :a User  RunControlID Run DateTime
[ Manager Self-Service Crystal SOITRAYL HOGBA5E S00TRY 0652008 10:42:254M IND - Queued A Details

> Supplier Contracts

[ Customers

[+ Partners

[+ Products

> Catalog Management
[ Promations

[> Customer Cantracts
> Order Managerment
[> Pricing Configuration
[> Customer Retumns

[ ltemns

[ Cost Actounting

[> vendors M
> MAMIDBE Repository
[> Purchasing tar List
> Inwentory

[» eProcurement

[+ Services Procurerment

se Repart

> Sourcing

> Engineering

I Maraifact rine Nefinitinn s =l |
|{&] Process Instance: 2536294 [ B @ tustedsies

#istart]| | @ (%) [~ (B | [~ Inbox - Microsoft Outook|[E] Print - Microsoft Inter... [ Microsoft Excel - Test Em... @, ] 10:43 M

Step Action

14. The page will not automatically update as the process runs.

Click the Refresh button every 15 - 30 seconds until the Run Status column
displays Success, and the Distribution Status displays Posted.
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2} Print - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File Edit View Favorites  Tools  Help ‘ '.J.

Qe - - %] 2] \h‘f"j Search 5|7 Favarites €¢3| K- LJE S

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERFs{WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula iScript_PrintExpensed TE Menu, ¥ar=ADMINEPORTALPARAM_PTC | (B S0

Development
Search: = New Window | Help | Customize Pane | &

@ Server List

[= hty Favorites
- Employee Self-Service
[ P-Card

1> Service Request 79 a Type: = Last: |_1 Days | v| Refresh

[ Procurement

[> Assets j Name: | Q, Instance: to

[ Travel and Expenses j g:ittrihmion | j [ Save On Refresh
us

— Open Resource Requests
— Emplovee Praject Center
— Staffing Apnly Online
— Travel and Expense Center
=5
[ Manager Sel-Service Crystal SOITRAYL HOBE859 500TRY 06152009 10:42: 2540 IND Success Posted Details
> Supplier Contracts
[ Customers
[+ Partners
[+ Products
> Catalog Management
[ Promations
[> Customer Cantracts
> Order Managerment
[> Pricing Configuration
[> Customer Retumns
[ ltemns
[ Cost Actounting
[> vendors M
> MAMIDBE Repository
[> Purchasing tar List
> Inwentory
[» eProcurement
[+ Services Procurerment

. Process Type Run Control ID Run Date Time Run Status

se Repart

> Sourcing

> Engineering

I Maraifact rine Nefinitinn s =l |
|i&] Process Instance: 2536294 [ B @ tustedsies

iistart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlock [ Print - Microsoft Inter... [ Microsoft Excel - Test Em... @, 4[] 10:46 M

Step Action

15. To access the pdf to be printed, click the Details link.
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Fle Edt View Favortes Todk Help
5.0 = ;
g v ﬂ ﬁ

Qe - - %] 2 \h‘;ﬁ Search 5| Favartes (7]

Address [{€] hitps:devfin.gnis. in.govpsp{fsupl JEMPLOYEE ERFs{WEBLI_TE _NAW. WEBLTE_FLNCTIOH.FieldFormula iScript_PritExpensed TE Menu. ¥ar=ADMINEPORTALPARAM_PTC | (B S0

Development
Search: = Mews Window | Help | Customize Page

®

I: My Favorites Process Detail

- Employee Self-Service

[ P-Card

I Service Request Instance: 2636204 Type: Crystal

[ Procurement . L

b Assets Mame: SOITRAYL Description: TRAVEL VOUCHER
I Travel and Expenses Run Status:  Success Distribution Status: Posted

— Open Resource Requests
— Emplovee Praject Center
— Staffing Apnly Online

— Travel and Expense Center Run Control ID: 500TRY € Hold Request
£ [ Server  Queue Request

> Manager Self-Service
> Supplier Contracts PSNT  cancel Request
b CuEEmES _ " Delete Request
= t—— Recurrence:  Restart Request
[+ Products

> Catalog Management
[ Promations

> Cuetlorgey ComizRis Request Created On: 06152009 10:42:484M IND Barameters  Transfer
> Order Managerment N

[ Pricing Configuration Run Anytime After:  06/15/2009 10:42:25AM IND Messane Log

'; E:;‘fmer Retums Began Process At 06/ 52008 10:43 B4M IND Batch Timings

[ Gost Accounting Ended Process At:  DEM5/2009 10:43:30AM IND View Lograte

[> Vendors

> MAMIDBE Repository
> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment
QK Cancel
> Sourcing 4 4

> Engineering
I Maraifact rine Nefinitinn s 4]

[E]

n

5

=

|{&] Process Instance: 2536294 [ B @ tustedsies
istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook [ Print - Microsoft Inter... [ Microsoft Excel - Test Em... ;

Step Action

16. Click the View Log/Trace link.

i L

=14
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2} Print - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File Edit View Favorites  Tools  Help ‘ '.J.

Qe - ) - %] &) \h‘;ﬁ Search 5|7 Favorites €¢3| = - L) B

Address [{€] hitps:devfin.gnis. in.govpsp{fsupl JEMPLOYEE ERP s/ WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula iScript_PrintExpensed TE Menu, ¥ar=ADMINEPORTALPARAM_PTC | (B S0

Development
Search: = Mew Window | Help | Customize Page | &,

> My Favarites View Log/Trace

- Employee Self-Service

[ P-Card ReportID: 1260457 Process Instance: 2636284 Message Log
I Service Request

I Procurement Name: SOITRAVL Process Type: Crystal

[ Assets

[ Travel and Expenses Run Status: - Success

— Open Resource Requests TRAVEL YOUCHER
— Emplovee Praject Center
— Staffing Apnly Online

—TrEave\anuExnenseCemer_ istribution Node: HTTP Expiration Date: 062272008

> Manager Self-Service

[> Supplier Contracts Lilelis]

[> Customers Name Eile Size (bytes)  Datetime Created

b Partners CRIN SOTRAVL 263629400 0 06/ 512008 10:43:30.633000AM IND
e SOITRAVL 2635394, PDF 93,855 06/16/2006 10:43:30.633000AM IND
e pesaltrace tre 500 0611512008 10:43:30.6330004M IND
I Custormer Contracts Distribute To

[» Qe REREERRERD Distribution ID Type “Distribution ID

[> Pricing Configuration T

1> Gustarner Returns User HO62859

[ ltemns

1> Gost Actounting

[> Vendors

> MAMIDBE Repository
> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment Return

> Sourcing

[+ Engineerini
[ hd:allfnrhwﬁnm Rafintions 2]

|{&] Process Instance: 2536294 [ B @ tustedsies
#istart]| | @ (%) [~ (B | [~ Inbox - Microsoft Outook|[Z] Print - Microsoft Inter... [ Microsoft Excel - Test Em... @, M) 10:46 A

Step Action

17. Click the PDF link.

A new window will pop up displaying the Expense Report in pdf format.
[B0ITRAYL 2636284 PDF |
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& https:/ /devfin.gmis.in.gov, psreports,/fsup1/1260457 /501 TRAYL_2636294.PDF - Micrasolt Internet Explorer provided by FSSARState

File Edt GoTo Favorites Help ‘ﬁ'
Q- © - A 1B) (p e Serenm @[ 2 3 JE B

Address |@ https: {{devFin, gmis. in,gow/psreports/Fsupl 1260457 SOTTRAYL_2636294,PDF l Beo |unks »
S B8 & el Bel==-id BiF~_ |-

Click to decrease the magnification of the entire page ot

Soone FL T[S beemze |
@istart| | @ (X (~ [@ | [ Inbox - Microsoft Outlook | & Print - Micrasoft Internet. . | [ Microsoft Excel - Test Em. . | [ ] https://devfingmis.n... [, o [M] 10:49 am

Step Action

18. Click the Save button (if desired) to save a copy of the file.
Click the Print button to print the file/hard copy.

Close the pop-up window when finished.
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0soft Internet Explorer provided by FSSA - State of In

File Edt View Favorkes Tooks  Help ‘ -

Qe - ) - %] &) \h‘;ﬁ Search 5|7 Favaries g}“ 2w -LJd S8

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERPs{WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula iScript_PrintExpensed TE Menu. ¥ar=ADMINEPORTALPARAM_PTC | (B S0

Development

Search: = Mew Window | Help | Customize Page | 5

®

> My Favarites View Log/Trace

- Employee Self-Service

[ P-Card ReportID: 1260457 Process Instance: 2636284 Message Log
I Service Request

I Procurement Name: SOITRAVL Process Type: Crystal

[ Assets

[ Travel and Expenses Run Status: - Success

— Open Resource Requests TRAVEL YOUCHER
— Emplovee Praject Center
— Staffing Apnly Online

‘TfEa"e‘a”” Sipense Center) | pistribution Node: HTTR Expiration Date:  [06/22/2009
I Customers Name File Size (bytes)  Datetime Created
I Partners CRIW SOTRAVL 263629400 0 06/15/2008 10:43:30.633000AM IND
I';E’;:‘Unﬂg‘smﬂagemgm SOITRAVL 2636394 FDF 53,055 D6/152008 10:43:30.633000AM IND
pssaltrace tre 500 06/15/2008 10:43:30 G33000AM IND

[ Promations

[> Customer Cantracts Distribute To

> Order Managerment
[> Pricing Configuration

[> Customer Retumns H0B2959
[ ltemns

[ Cost Actounting

[> vendors

> MAMIDBE Repository

> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment Return

> Sourcing

[+ Engineerini

[ hd:?\llfﬂrhwﬁnm Rafintions 2]

|i&] Process Instance: 2536294 [TE [ 8 @ tusted siees

istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook [ Print - Microsoft Inter... [ Microsoft Excel - Test Em... @, O[] 10:49 M

Step Action

19. Click the Return button to leave the View Log/Trace page.
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Fle Edt View Favortes Todk Help
5.0 = ;
g v ﬂ ﬁ

Qe - - %] 2 \h‘;ﬁ Search 5| Favartes (7]

Address [{€] hitps:devfin.gnis. in.govpsp{fsupl JEMPLOYEE ERFs{WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula iScript_PrintExpense TE Menu. ¥ar=ADMINEPORTALPARAM_PTC | (B S0

Development
Search: = Mews Window | Help | Customize Page

®

I: My Favorites Process Detail

- Employee Self-Service

[ P-Card

I Service Request Instance: 2636204 Type: Crystal

[ Procurement . L

b Assets Mame: SOITRAYL Description: TRAVEL VOUCHER
I Travel and Expenses Run Status:  Success Distribution Status: Posted

— Open Resource Requests
— Emplovee Praject Center
— Staffing Apnly Online

— Travel and Expense Center Run Control ID: 500TRY € Hold Request
£ [ Server  Queue Request

> Manager Self-Service
> Supplier Contracts PSNT  cancel Request
b CuEEmES _ " Delete Request
= t—— Recurrence:  Restart Request
[+ Products

> Catalog Management
[ Promations

> Cuetlorgey ComizRis Request Created On: 06152009 10:42:484M IND Barameters  Transfer
> Order Managerment N

[ Pricing Configuration Run Anytime After:  06/15/2009 10:42:25AM IND Messane Log

'; E:;‘fmer Retums Began Process At 06/ 52008 10:43 B4M IND Batch Timings

[ Gost Accounting Ended Process At:  DEM5/2009 10:43:30AM IND View Lograte

[> Vendors

> MAMIDBE Repository
> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment
QK Cancel
> Sourcing 4 4

> Engineering
I Maraifact rine Nefinitinn s 4]

[E]

n

5

=

|{&] Process Instance: 2536294 [TE [ [& [@ ustedsies
distart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook [ Print - Microsoft Inter... [ Microsoft Excel - Test Em... ;

Step Action

20. Click the OK button to leave the Process Detail page.
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2} Print - Microsoft Internet Explorer provided by FS5A - State of Indiana RS
File  Edit View Favorites  Took  Help ‘ "

@Back - Q) - d @ \h‘/;jSearch \i\\?Favnrites €¢3| 2~ ; i = J Fe i) §

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERP s/ WEBLI_TE _NAW. WEBLTE_FLNCTIOH FieldFormula iScript_PrintExpensed TE Menu. ¥ar=ADMINEPORTALPARAM_PTC | (B S0

Development

Search: = Mew Window | Help | Customize Page | &,

b My Favorites Process List | Server List

- Employee Self-Service
[ P-Card
I Service Request User ID: [HDG8959  C Type:

T | Last: 1D ~| Refresh
I> Procurement J A l_ ays

I Assets Server: | j Name: | Q, Instance: | to |
[ Travel and Expenses Run ~| Distribution - ¥ save On Refresh
- Open Resource Requests Status: I = Status I E

— Emplovee Praject Center P List

~ Stafling Apaly Online it

- TrEave\ and Expense CENter) | Select Instance Sed. Process Tvpe :::\(\:% User  RunControlID Run Date Time Run Status

Home | Worklst | Mullicha

Customize | Find

Distrib
- Status
[ Manager Sel-Service [~ 2638294 Crystal SOITRAYL HOBAI5E S00TRY 0B/15/2008 10:42:254M IND  Success Postet
> Supplier Contracts

[ Customers

[+ Partners

[+ Products

> Catalog Management
[ Promations

[> Customer Cantracts
> Order Managerment
[> Pricing Configuration
[> Customer Retumns

[ ltemns

[ Cost Actounting

> Vendors B save MNotify
> MAMIDBE Repository
[> Purchasing Process List| Server List
> Inwentory

[» eProcurement

[+ Services Procurerment
> Sourcing

[+ Engineerini

[ hd:allfnrhwﬁnm Nefinifinns ~ldl | i

|{&] Process Instance: 2536294 [TE [ [& [@ tustedsies
fistart| | @ (X (~ [@ | [~ Inbox - Microsaft Outiook [ Print - Microsoft Inter... [ Microsoft Excel - Test Em... @, , 0[] 10:50 M

Go backto Expense Report

Step Action

21. Click the Go back to Expense Report link to return to the Run Control page, or
if finished, use the main menu for navigation or sign out of the application.

Go backto Expense Repot

22. End of Procedure.

Copy an Expense report

Procedure

Step Action

1. Copy Expense Report

The ability to copy an existing Expense Report is useful when the travel expenses
to be reported are very similar to those on a previous document. The information
from the previous ER may be copied into a new document and the dates, amounts,
locations, etc., updated as necessary.
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“J Employee-facing registry content - Microsoft Internet Explorer provided by FSSA - State of Indiana _|&] x

Fle Edit View Favorites  Took  Help ‘ e
ek - O - @ @ ;h‘psaarch *Favuntes ﬁ-’}| - :;_ - Jid 3
Address |@ hittps: {devFin, amis. in.gow/psp(Fsup1 JEMPLOYEEERPhitab=DEFALLT =l Go  |Links >

Development
Personalize Content | Layout Help
Menu -]
Search:

®

[ My Favorites

[ Emplovee Self-Service
- Manager Self-Service
- Gupplier Contracts

[ Custarmers

[- Products

[ Catalog Management
[ Promuotions

[ Customer Contracts

> Order Management

[ Pricing Configuration
[ Customer Returms

[ liems

- Cost Accounting

[ Vendars

[ MAMDBE Repository
- Purchasing

(- Inventory

[ eProcurement

[ Services Pracurement
> Sourcing

> Engineering

> Manufacturing Cefinitions
[ Production Control

> Configuration Modeler
> Product Configurations
[ Quality

- Demand Planning

> Inventary Policy Planning
> Supply Planning

[ Grants

- Program Management LI

I@Done T
@&

5tart| | @ % v (@ | [ Inbox - Micrasoft Ouml {3 01-Travel and Exps. . | ] 03-Modifying an Exp...l ] 05-Copy an Expens. . ||@ Employee-facing ... \;v) O[N] tz:03PM

Step Action

2. Click the Employee Self-Service link.
[ Emplovee Self-Sernvice]
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7} Base Navigation Page - Microsoft Internet Explorer provided by FSSA - State of Indiana RS

File  Edit View Favorites  Took  Help ‘ >

Qe - @ - %] 2] \’h‘psaarch /"2 Favories @| i - S

Address [{€] hitps: devfin.gmis. in.govpspifsupl [EVPLOYEE ERF s/ WEBLIE_PTPP_SC HOMEPAGE FicldFormula I5cript_AppHP?pt_mame=CQ_EMPLOYEE_SELF_SERWICESFolderPath=

Development

b P-Card

I Service Request ﬁ Employee Self-Service Edit "Emplovee Self-Service” Folder
[ Procurement
[ Assets
I Travel and Expenses pen Resource Requests ri Employee Project Center ri Travel and Expense Center - E
- Open Resource Requests = Gpen Resource Requests Acoess the key areas for entering and =] Emplayee Travel and Expense Certer
— Employee Project Cantar wiewing project team member information
— Travel and Expence Center
-E
i P-Card Service Request Procurement
[P LEREErEE SR Procurement Cards At or Manage self-service Service Manage requisitions, receiveing and schecule

> Supplier Contracts

Requests interviews
B e e Egervize Renusst Wrar Eanane Recuisiions
[ (ARGt - = Service Reguest EReceiving
> Catalog Management Ehly Service Recussts
[ Pramations
[ Customer Cantracts e Assets Travel and Expenses
[ Order Management ﬁ Use the self-service employee rolke to manace ﬁ Subimitteview expense reports, cash
[> Pricing Configuration assets, advance requests, or travel authorizations
I Customer Returns Elview/Transfer Sssels [CIUger Preferences
I ltems CIExpense Report
I Cost Accounting Elhdy Vilet
1> Vendors R,

> MAMIDBE Repository

> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment

> Sourcing

> Engineering

> Manufacturing Definitions
[> Praduction Contral

> Configuration Modeler

I Product Configurations

> Quality

I Dermand Planming =1

I Inwantnne Palicy Blanninn

&) Done [T B & tocalintranet

distart| | & (%) (v (@ | [~ mbox-Mcrosoft ou...| L3 0-Travel and Expe... | ) 03-Modiying an Exp... | 8] 05-Copy an Expens... |[#]Base Navigation P... |1~ , @, [M] 12:03 1

Step Action

3. Click the Travel and Expense Center - E link.
|!|mrel and Expense Center - E

4. Click the Expense Report link.

se Report

My
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2} Travel and Expense Center - E - Microsoft Internet Explorer provided by F55A - State of Indiana RS

File Edt View Favorites Took  Help ‘ w

Qe - - %] 2 \’h‘psaarch /"2 Favorites @“ 2w -

Address [{€] hitps:devfin.gnis. in.govpspifsupl [EVPLOYEE ERF s/ WEBLIE_PTPP_SC HOMEPAGE FicldFormua Iscript_AppHP?scname=EP_EMPLOYEE_TE_CENTER&PORTALPARAM_F | [EJ S0

Development

I~ Employee Self-Service
b P-Card
I» Service Request
[ Procurement

Expense Report

I Assets Create, maciify, print, visw or delste an Expense Report
I Travel and Expenses Create = Modil Report
— Open Resource Requests 1= drecteon Expense Report =l Mouify an Expense Report Reguest a process to creste a printed copy

— Employee Project Center of &n expense report

int View Delete
[> RERERED ERFEeRmD Prinl an Expense Report View an Expense Report =] Cerete an Expense Repon
[ Supnlier Contracts
[ Customers
[ Products
I Catalog Management
I Prafnotions
[> Customer Contracts
> Order Management
> Pricing Configuration
[» Customer Returns
[ lterns
> Cost Accounting
[ endors
> MAMIDBE Repository
> Purchasing
> Inwentory
[> eProcurement
[> Services Procurement
[ Sourcing
I Engineering
> Manufacturing Definitions
[» Production Contral
> Configuration Modeler
> Product Configurations
[ Quality
[ Demand Plannin LI

&) Done [T B & tocalintranet

distart| | & (%) (v (@ | [~ mbox-Merosoft ou...| L3 01-Travel and Expe... | ) 03-Modiying an Exp... | 8] 05-Copy an Expens... |[&]Travel andEnpen... |, @, [M] 12:03 1

Step Action

5. Click the Create link.
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2} Create - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File Edit View Favorites  Tools  Help ‘ '.J.

Qe - @ - %] 2 \h‘;jSearch /"2 Favories g}“ NN TR« S

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERF s/ WEBLI_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddExpense?TE. Menu Var=ADMINGPORTALPARAM_PTC =] (B S0

Development
Search: = New Window | Help | Customize Pane | &, 4

®

[= hty Favorites

> Employee Self-Service Create Expense Report

[ P-Card

b Semice Request Expense Report Entry

I Procurement David Coleman User Defaults Report ID: MNEXT

[ Assets N

[> Travel and Expenses Quick Start:

— Open Resource Requests

— Emplovee Praject Center =

— Travel and Expense Center “Description: | Comment: ;I

=5

> Manager SelF-Service - ‘Business Purpose: I =l =l
> Supplier Contracts Reference: |

[> Customers
[ Products Default Location: Q
> Catalog Management
[ Promations

[> Customer Contracts | Accounting Defaults Apply Cash Advance(s’
> Order Management
[> Pricing Configuration Attachments

R G AT TS Attached file description

[ ltemns

1> Cost Accounting 1] & =
VeI |

I MAWIDBE Repository
[» Purchasing
[ Inwentory

[> eProcurement

> Services Procurement ‘E Bl

[ Sourcing "Expense Tvpe -Expense ‘Curtency  |*Payment Type | S0IM

[> Engineering Date Type

> Manufacturing Definitions B

[» Production Control I J &

I Canfinnration Madalor 4] I -l 1 =l

E:‘ ’_l_‘ | |é \gLu(a\mtranet

distart| | @ (%) [~ (@ | [~ mhox-Mcresoft ou...| L3 01-Travel and Expe... | ) 03-Modiying an Exp... | 8] 05-Copy an Expens... |[E] Create - Microsoft... |1~ » @, [M] 12:04 P11

Step Action

6. Click the down arrow next to the Quick Start field.
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Creat rosoft Internet Explorer provided by F55A - State of Indiana

File Edit View Favorites Tool  Help

Qe - ) - %] &) \h‘;ﬁ Search 5|7 Favarites €¢3| NN TR« S

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERF s/ WEBLI_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddExpense?TE. Menu Var=ADMINGPORTALPARAM_PTC =] (B S0

Development
Search: = MNew Window | Help | Customize Page | & 2]

®

[= hty Favorites

> Employee Self-Service Create Expense Report

Eg;::; Request Expense Report Entry
[ Procurerment David Calernan User Defaulls Report ID: MEXT
[ Assets

[ Travel and Expenses Quick Start: £ Blank Report -| Go

— Open Resource Requests
~ Emplovee Prolect Genter = A Blank Report S
— Travel and Expense Center "Description: A Template Comment: =]
£ . A Travel Authorization —_[
[> Manager Self-Service - ‘Business Purpose: e s | | LI
[ Supplier Contracts Reference: —
[> Customers
[> Products Default Locatio Q
> Catalog Management
[ Promations
[> Customer Contracts | Accounting Defaults Apply Cash Advante(s More Options:
> Order =
[> Pricing Configuration Attachments
'; E;;'Sﬂmer Retums Attached file description Attached File
1> Cost Accounting 1] & =
parhs L

I MAWIDBE Repository
[» Purchasing

[ Inwentory

[> eProcurement [ Overview |
[+ Services Procurerment
[+ Sourcing Select ‘Expense Type
> Engineering
> Manufacturing Definitions I j
[» Production Control

I Canfinnration Madalor 4] I -l 1 =l

E:‘ ’_l_‘ | |é \gLu(a\mtranet

distart| | @ (%) [~ (@ | [~ mhox-Mcresoft ou...| L3 01-Travel and Expe... | ) 03-Modiying an Exp... | 8] 05-Copy an Expens... |[E] Create - Microsoft... |1~ » @, [M] 12:04 P11

‘Expense
Date

‘Billing

Amount |, I’
Currency Payment Tvpe Tyne

Step Action

7. Select An Existing Report from the drop down list.
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2} Create - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File Edit View Favorites Tool  Help

OBack - - @ @ \h‘;jSearch *Favnrites {‘M f:<v ;, - Jid 3

Address [{€] hitps: devfin.gmis. in. govpspifsupl JEMPLOYEE ERP s/ WEBLIE _TE _NAW. WEBLTE_FLINCTIOH FieldFormula. Script_AiddExpense?TE. Menu Var=ADMINGPORTALPARAM_PTC = |

Development
Search: = New Window | Help | Customize Pane | 5, 2]

®

[= hty Favorites

> Employee Self-Service Create Expense Report

[ P-Card

b Semice Request Expense Report Entry

I Procurement David Coleman User Defaults Report ID: MNEXT

[ Assets N

[> Travel and Expenses Quick Start:

— Open Resource Requests

— Emplovee Praject Center =

— Travel and Expense Center “Description: | Comment: ;I

=5

> Manager SelF-Service - ‘Business Purpose: I =l =l
> Supplier Contracts Reference: |

[> Customers

[> Products Default Locati Q

> Catalog Management

[ Promotions

[ Customer Contracts | Accounting Defaults Apply Cash Advance(s) WMore Options: |

> Order Management

[> Pricing Configuration Attachments

'; E;;'Sﬂmer TS Attached file description Attached File

1> Cost Accounting 1] & =
: Yo N

I MAWIDBE Repository
[» Purchasing
[ Inwentory

[> eProcurement [ Overview |

> Services Procurement * e

[+ Sourcing Select ‘Expense Type -Expense ‘Currency | ‘Pavment Type -Billing

[> Engineering Date Type

> Manufacturing Definitions I j

[» Production Control

I Canfinnration Madalor 4] I -l 1 =l

[ B & tocalintranet

distart| | @ (%) [~ (@ | [~ mhox-Mcresoft ou...| L3 01-Travel and Expe... | ) 03-Modiying an Exp... | 8] 05-Copy an Expens... |[E] Create - Microsoft... |1~ » @, [M] 12:04 P11

Step Action

8. Click the GO button.
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2} Create - Microsoft Internet Explorer provided by FSSA - State of Indiana RS

File Edit View Favorites  Tools  Help ‘ "J.

Qe - ) - %] &) \h‘;jSearch /"2 Favories €¢3| R - JE S

Address [{€] hitps:devfin.gnis. in.govpsp{fsupl JEMPLOYEE ERPs{WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddExpense?TE. Menu Var=ADMINGPORTALPARAM_PTC =] (£ S0

Development

Search: = Mew Window | Help | Customize Page | &,

®

[> My Favworites Create Expense Report
- Employee Self-Service -
b P-Card Copy From an Existing Expense Report
I Service Request .
I> Procurement David Colernan Renort ID: NEXT

[ Assets

I> Travel and Expenses ) l— | e
— Open Resource Reguests From Date: 07/09/2008 [ To: 10/09/2009 El]

— Emplovee Praject Center

— Travel and Expense Center ReportID  Description Business Purpose Status Created
£ Select | 0000002474 test Business - In State Pending  10/09r2009
[> Manager Self-Service |
> Supplier Contracts Select | 0000002343 May 2008 - PeapleSoft Training Pending 121112008
[> Customers
[+ Products
I Catalog Management Return to Expense Report Entry

[ Promations

[» Customer Contracts

> Order Management

> Pricing Configuration

[> Customer Returns

[ ltemns

I Cost Accounting

[> Vendors

I MAWIDBE Repository

[» Purchasing

[ Inwentory

[> eProcurement

[+ Services Procurerment

> Sourcing

> Engineering

> Manufacturing Definitions
[» Production Control

I ranfianratinn Madalar 4]

E:‘ ’_l_‘ | |é \gLu(a\mtranet

distart| | & (%) (v (@ | [~ mbox-Merosoft ou...| L3 01-Travel and Expe... | ) 03-Modiying an Exp... | 8] 05-Copy an Expens... |[E] Create - Microsoft... |1~ » @, [M] 12:05 P11

Step Action

9. The Copy From page offers date range fields as search criteria for locating the
existing ER to be copied. Adjust the dates as necessary and click the Search button
to update the list.

Locate the Report ID to be copied in the search results.

To review the document from this page before copying, click the link in the
Report ID column.

Click the Select button to copy the existing document.
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2} Create - Microsoft Internet Explorer provided by FSSA - State of Indiana RS

File Edit View Favorites  Tools  Help ‘ '.J.

Qe - ) - %] &) \h‘;jSearch /"2 Favories €¢3| R - S

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERF s/ WEBLI_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddExpense?TE. Menu Var=ADMINGPORTALPARAM_PTC =] (B S0

Development

Search: = Mew Window | Help | Customize Page | ., ]

®

[= hty Favorites
- Employee Self-Service
[ P-Card
b Semice Request Expense Report Entry
I Procurement David Coleman User Defaults Report ID: NEXT
[ Assets
> Travel and Expenses
— Open Resource Reguests ‘Description:
— Emplovee Project Center N -
— Travel and Expense Centet "Business Purpose: |E|usmess - In State LI LI
—p—E —_—

— Reference:
[> Manager Self-Service |

> Supplier Contracts Default Location: Q

[> Customers

Create Expense Report

=

|te st Comment: ;I

[ Products
I Catalog Management | Accounting Defaults Apply Cash Advancels More Options: =] 60 |
[ Promotions

[» Customer Contracts
> Order Management

q q Attached file description Attached File
> Pricing Configuration
> Customer Returns 1 | f =1
[ ltemns |
I Cost Accounting
[> Vendors
> MAWIDBE Repasitary nd First {4 cr 4 B
[> Purchasing [ Overview
[+ Inwento

v Select | | ‘Expense Type |*Expense Date | *Amount Spent | *Currency | *Payment Type ‘Billing Type

[> eProcurement
Egsmg;zp’”“”’emem | r | ||F‘arking j“mmatznna@“ 20,000 ‘UBD ||Emmnyee Paid L”lln State-t 7 *Deta\\|

P EHEICEI Copy Selacted Delete Selected =] add Check Far £
[> Manufacturing Definitions Ol SR | elete Selecte | Mew Expense eck For Errors

[» Production Control
I Canfinnration Madalor 4] =l

|&] Done [ [B & tocalintranet

distart| | @ (%) (v (@ | [~ mbox-Merosoft ou...| L3 01-Travel and Expe... | ) 03-Modiying an Exp... | 8] 05-Copy an Expens... |[E] Create - Microsoft... |1~ » @, [M] 12:05 P11

Step Action

10. The Expense Report selected will be copied into a new document.

Revise the description and update all other fields as necessary. Also, be sure to
update/revise the Detail section for each expense line.
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File  Edit

3 Create - Microsoft Internet Explorer pravided by FSSA - State of Indiana

Wiet

Favorltes Tools  Help

Qe - ) - (%] & 10 ‘ ) ssarth 5 Favortes ¢3| 2 i

-LJid 8

Address [{€] hitps: devfin.gmis. in.govpspiFsupl JEMPLOYEE ERF s/ WEBLIE_TE _NAW. WEBLTE_FLNCTION FieldFormula. Script_AiddExpense?TE. Menu Var=ADMINGPORTALPARAM_PTC =] B

Search:

Development

[= hty Favorites

E

[> Customers
[+ Products

[ Promations

[ ltemns
[> Vendors
[» Purchasing

[ Inwentory

> Sourcing
> Engineering

- Employee Self-Service

[ P-Card
[> Service Request Attached file description Attached File
[ Procurement
1
I Assets | & =

> Travel and Expenses

— Open Resource Requests
— Emplovee Praject Center
— Travel and Expense Center

[> Manager Self-Service
> Supplier Contracts

> Catalog Management
[» Customer Contracts
> Order Management
> Pricing Configuration
[> Customer Returns

I Cost Accounting

I MAWIDBE Repository

[> eProcurement
[+ Services Procurerment

> Manufacturing Definitions
[» Production Control
I ranfianratinn Madalar

® £Apply Cash Advance(s; More Options:

| Accounting Defaults

‘Billing Type ‘ |
||Emmoyee Paid j “In State—{j *DetaH|

Check For Errars

|:Expense Date | *Amount Spent | *Currency | -Payment Tvpe

=] |[rorgrzo0s || 20,000 ‘USD

Mew Expense «| Add

|setect

‘Expense Type
| r | ||Parking

Copy Selected | Delete Selected |

Employee Expenses: 20000 USD Due Employee: 20000 USD
Non-Reimbursable Expenses: 0.000 UsSD Due Vendor: 0.000 USD
Prepaid Expenses: 0.000 USD
Employee Credits: 0.000 UsSD
Vendor Credits: 0.000 Uso
Cash Advances Applied: 0.000 UsD

Definition of Totals Update Totals | |

Sawe For Later Submit

Expense Report Project Summary

Beturn to Expense Report

=

&

distart| | @ (%) [~ (@ | [~ mbox-Mcrosoft ou...| L3 0-Travel and Expe... | ) 03-Modiying an Exp... | 8] 05-Copy an Expens... |[E] Create - Microsoft... |1~ » @, [M] 12:08 P11

[ B & tocalintranet

Step

Action

11.

Click the Save For Later button to save the new expense report. A number will
be assigned.

When complete and ready for approvals, click the Submit button.
| Save For Later | Submit ||

12.

End of Procedure.

Review Expense Report

Procedure
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Development

[~ iz Cantent | Liguul e
Munu BB
ceareh:
(2
[ My Favarites.

o o

& Priting Configuration
& Customer Reauns

° Berna

> Produst Configuraions
[ Qusiity

o Dérnnd Flanning

[ Ivoritory Policy Flansing
5 Buppiy Flanning

¢ Brants

[ Program Mansgermsen

[ Loase Aaminisiation

- aafing
& Trirved and Expenses
- Eling

[ Accounts Receivabie
- Accounts Piabin

) s mernunts

- Azzet Managomant

o IT Azt Managemant
- tan

- Lanking

- Cash Management
" Do Managoment
£ Pisk Managaenant
1, Finaneist rustoes

' | B = [T s -

oo
et | (3 @ [ Emgtoyee-tacng real— | v 2 [oEE

Step Action

1. Click the Employee Self-Service link.
|- Employes Self-Service|
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ation Page - Microenlt intermet Gaplorer provided by FSEA - Stake of Tndisn

i PSS MOMERAGE Sl armuls 1rige_Aoch e frana=Co EMPLOVEE SILF _Srvicinkoldsranesx] ) |14 x| [

3 - B - e - D Tesk -

B o)
Sonice Froquest |/ Employee Self-Service

* Pracuramant

* Avaets

=) s [ Exmpiress Project Conter
B Open Feacurce Requests L iccesa e vay meaz 1or
[

s Lo ani fopers Come ok
[ Managor SorGemce JEE] mmpiorye Truwst and Fapanan Corser
- Supplisr Contracts
i Gusternars
© Partnars

[ Products
* Catalog Manugament
Paomotens

Customer Convacts

g
£
i

g n
- Corfiguraton Madelar
* Proguct Configurations.

o Daenana Fianning
< irvmniary Pabicy Panesng
[ Eupply Flanning

- IT Asset Managemant =l
I St B = [T s =

pore
@istat] | (3 8 [ Bave navigwtion Page__ |o 2 B

Step Action

2. Click the Travel and Expense Center - E link.
|! ravel and Expense Center - E

3. Click the Expense Report link.

4, Click the View link.
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TI_FSR WAL II_PUNC I P trmada. frick_Waselsputrvea T M. vie =AOMibmor T st prcrz] B || 40 2 ||

T < D - s - et

[snach: = Mew i | Helo | 5

Expense Rapert

My Favortas.
|- Emnployee Sulf Senice Entar amy information you have and ciick Search. Leave feids blank for a kst of af valugs.
£ PiCan :
. Procursemant / \
o Rssets
£ Travel and Expense Search by: [RepottiD =] vegins win |

5
= Opsn FRSHUCLE REquesls

anarch | ageanced Susecn

o Marager Se-Gemce
© Bupplier Cantracts

| Customers

| Partnars

& Products

[ Catalng Managoment
o Promotons.

- Custoener Convacts
& Order Managureent

o vandon
[ MANTOIE Repastory
o Purchusing

[ Imvaniory !
| aPmmeuramant

[ Gervices Proturement

| Cordguration Modelor
o Frogust Configurations

- Dernand Fianming

5
[ Program Managomen
[« Frojact Cossng

" Paupeisl Managsrmant
* Leais Administration
- Gsming

© Traved and Expanses
¢ Bling

i Accoumts Recaratio =l

| B = [T [Hioow -]

oo
Wistat] | (3 @ [ view - Fucrovon inver—. |w ¢ BEE

Step Action

5. Enter the Expense Report ID or use the available search options to locate the
correct document.

Click the Search button.
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TS5 WAV IRLII_PUNC I i trmada. frick_Wasedsputrves T M. e =i0Mibmon T st prcrz] B || 40  2 | |

Entor ¥ and ciick Search. Loave feids blank for a kst of af values

Tt < D - s - o=

Mew i | Helo | 5

0]
My Tavortss. Expense Rapert
PiCan 3
Procursmnent 'r \
ety
Search by [Resot D

anarch | ageanced Susech

Search Results

[ Marsger Sei-Semicr
[ Supplier Contracts

> Gustomars enoii i} Beport Decriptin Hoims Ll Beport 31 [

¢ Partnars 000A02452 Menting Aeie, Danipl 10000066607 Submiznd  DSIZ172009

[ Products DO0CO0Z4G1 Mesting Abis Dianiel 10000086607 Subrnied  O521/7008

* Catalog Management Abhe, Dbl Pansing  0G202004
Promatons

=] begins with

- Custoener Convacts
- Order Manapurment

o Fricing Consgeeation
o Custemar Ratums.

- ems

o CostActountng

o vancars

| WAMDOE Repostory
o Purchasing

[ Gervices Proturement
[ Bourcing

© Enginnoring

- il

[ Produsction Controt

| Cordguration Modelor
o Frogust Configurations

- Dernand Fianming

5

[ Program Managomen

[« Frojact Cossng

" Paupeisl Managsrmant

* Leais Administration

- ssting

o Traved and Expanses
in

 Biling
[ Actounts Rrecaivable i=l

istant| | (3 @

[ Somare]

Step

Action

6.

0000002461

If the search options used provided a list of results, select the correct document
and click an entry in the Report ID column.
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d by F&5A - State of Indiana

TH_MAN WL IR 1 _FUBE TION Pl orsds. Fript Vsl cpnea? T Marus i =aimmsontapasam prerz| B | 40 = |

e View Expense Raport
o Expense Report Detail
Daniel Able Lzer Defauks Nemput M 0000002461
i | - Ganaral

= Quin ResOurLe. R?.:Il?sls Descriphon: Mestng Comiment: —

R e s BUSINess PUTPOSE:  Dusinss - In Sla =

~ Trare a0l Emarizs Gonlar Status: Submittad for Appenal Retarance:
o Warager Sel-Gemce Dulaul Lucaters Forl Wayme, N Last Updated: ONIVI000 Wy RITEATY
oAb Post State: teetApeiiea
| Partners
i | sscounting Dt Hore tptions: | -] 7| |
[ Fromations - e S

[ Customur Conbacts
- Order Managorent

- Customar Retuma

o costaccounng

[ WANTOE Ry

- Purchasing

= inventory || |'Exnenss Twe “Experen [atn | 'Amount Spent ‘Curmency | ‘Pavmant Tvna | 'Bmng Tve

- Pracursenant | |Lodgingiictet oszizo0e | 80000|USD  [Employee Pad |in State.Bitable | Dota
- Seniees Procursment

- Bourcing Totais

& Enginooring [T VT pr— 0,000 LE0 D empbenyssse: £0.000 USD
[Eanateckning CHGREE W Rnimbrsabla Fxpnnses: 0.000 USD DU Viridos: Q500 USD

[ Pruduction Controt 000 a0

- Corguration Modolor Tepoki EXpanEE: -

i Frodust Configurations e pomn o

o Guity hendor g ‘

- Dernand Pranning Cash Avarss Appad: 0000 LSD

e Y Policy Flaneing

[ Supply Planning ulry Lulaly ]
o Grants

- Pragramn Managemsent Db Repor Project Sume o] Msperigs —|
& Projact Cor

o Proposs Managament

0 Mainturieste Managument

- Resource Management Py

f o FEEA Fiscal Approves {Pooled)

- wamng HR Suparator Dunn James

C Travel and Expances FSEA Trieen| Dipl Pooledy

- Buling

f R ——— o uatororceate {Posled:

allL

[T e el e [Hers -

st [ (3 @[] view - Mcrosolt Inter... |w T QG

Step Action

7. To review more information about each expense line, click the Detail link.
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LA ERGer View Expense Report
Hiio el Expense Detail for Lodging/Hotel {Line 1)
& Puocursrnant Draniel Able Mepont e D000G02LET
 Aduets
£ Travel and Expenses oot this Bxperse |
~ Open BRsule Aequests Expronse Dot T
Lmgioyes Projec] Centar
-8 it P Typn: En g =] T Ho recuip
= ":m! A RMARLRNT| | namng Type: In State-Dillabls 17 Mun fueirmiour sabi
[ MarBger SelkSence “Originating | ocation: diana
[* Eunplier Contracts Lot
[ Custornors Locabicn:

| Partnars Descrigtion: =
& Products -
o oy ammgarmont TG ST

- Cuterner Convacts “Cutt st
[+ Drdir Mamagument -

£ Purtnasing [T p— |

- aPmeuramant N fteceipt:
[ Gervices Proturement
b Bouteing Accounting D
[ Enginnering Eelun 1o Erpense Repes

E vrbacoons | . ] [

. Frogusct Configurations

- Dernand Fianming
v s
- Program Managamen

¢ Proiect Costng
" Paupeisl Managsrmant

[ Lesss Adminisiation
- Ssting.
o Traved and Expanses

- Bating
o Accoumts Recaivable i=l

= [SIEET g
disat| | (2 @ [ view - Phcrovart tnter_. | o 2 DG

Step Action

8. To review the accounting information, click the Accounting Detail link.
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provided by FSSA - Gtate of Indisns

e

Development

View Expense Report

TH_F08 SR FUBS T P e Frrot_heed a1, M v acompcrtaspazan picaz] i ||| |

-8

P i | Meio | Costomize age

- i = b Pags = () Tosk -

0l-

£ PuCtan

£ Procursensnt

[ Asety

£ Travel and

- Open ERSOUILE.

- Gupplier Contracts
[ Cussomnrs

© Bonice Request

£3fnn Apchs Onling

— Toarsl and Smense.Canin
=K
[ Warger Sot-Serice

Accounting Detail
Dl Abla

5
Reauesis
[ Ceneral Lodger Chartfieids | 7779

A0.000 00500

mmmm
Amount X unA Code  Ratn

A0.000 USD

Fnpart I

100000000 700

SE1S00

O00000E4ET

This iss the accounting ditall for expense type LodgingHotel wih a ransacton
date of F009.05.21 in the amount of 80 USD

17000

fand  Ofdect  Center  Dept

218245

U et
2008

BC B Unfl.

00500

Eromct Actiity
S00_PAYROLL 509 DFRADM

[ Partnars
Produets
| Catalog Management

- Custoener Convacts
[ Ordur

& |

| s |y

O Custeenar Radums.
[ nems

iE
3
5

| Cordguration Modelor
o Frogust Configurations

- Dernand Fianming

- Grants
- Program Managoment
[« Frojact Cossng

" Paupeisl Managsrmant
© Less Asminisirstion
- Ssting.

o Traved and Expanses

[ Bating

o Aceoumts Recomable

Do
#istant| | (3 @

5 Wiew - Microsolt Inter_.

[ Ll tranes

i =

|w 2 @=EE

Step

Action

9.

After reviewing the charfields, click the OK button.
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e by FSEA - St of Inclisen =l2ix|

i TH_AN MR 1 _FUBC TICMS Pt md. Fotrict Mol crsrvia T M. e —amiimbon T pacad picrz] B |40 x| | : o

S s D - s - ) Tosk -

Snaen: 1= P vncsow | Metp | Customize Page | T8
L]
[Pty Frnintes View Expense Report
i :u?“";mww Expense Detail for Lodging/Hotel (Line 1)
£ Procursmsnt Daniel Able ot 10 UODOO2E6Y
o Raets
© Travel and Expenzes [roost imis expense ]
= Open FRs0ULe AEOURSIE Expenso Dato; T
[Emgimes Proiscl Cunlar
- E3afing Apphy Onling Pagmant Typn: Er w =1 T Mo Beceim
- Trarsd and Exnenge Sonier) “Bmng Typa: In 8 latils 17 Mun sirrn st
i % =
- Mirsagar Seit Sarice “Originating | ocation:
[* Eunplier Contracts o
D T Location:
[ Partnare Doscription:
[ Products
| cammmsmspamen s
- Customer Cenvacts “Cuitency:
o Drdur Mamagument X
[ Customar Retuma
[ nems
o CostAccountng [ —
o v o 5
* MANTDE Repeetory. . -
© Purchasing I
Imvuriory -
. aPracursenant Hu v [
- Genices Procurement
 Bourcing dceounting Oetail

- Enginnening Relun n Erpenss Repr
£ Maswatuchiing Dedrilians
- 1 A | Sl et it | [ ety

. Frogusct Configurations

- Dernand Fianming

© Grants
[ Program Managomen
i Proiect Costng

" Paupeisl Managsrmant
* Leais Administration

- Ssting.
o Traved and Expanses

- Ak Recaivbi =
= T At [Hiem -
disat| | (2 @ £ View - Microsolt Tnter... | o 2 DG

Step Action

10. Click the Return to Expense Report link.

|Retutn ta Expense Repar
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F— = Descriphon: [ Conmiment: j - | =1
() Business Purpose  Dusiness - In Slae =
+ Status: Subreitiad for Appeireal Tt inee:
@ GelFGenice
e ¢ DefomLocationr  ForWama, B Lost Updated: 052172009 DN RIIEATS
onvice Roquast
s o Fost Stae: Keatapgliag
] | More Options: | =150] |
Fes0urLe ReQuests
 Progec] Cen
Iotndeetie Attt Ui s ipleen At |
— Tratepl aed Sxpanze Conter| | E—————
PSR AN e —
 Supplier Contracts
> Gustomn
Partnars.
Products
_ﬁ":"“"“""“""“‘ [Ty o L " — T p—cp—p— Dl Ty
 Custorner Cenracts | |Lodgingtaer o0 | S0.000|US0  [Emekoree Pad |in State-Bitable | Dotal
© Order Hanagurment
 Fricing Gonfguraiion 1otats
© Custmar Retams Tirgikngaes Focpmanans: 20,000 LSO B Frnphnyc: £0.000 VS0
o Nems Hon Rnimbarzabln Cepnsas: 0000 US0 Dus Unndos: 0000 UgD
b CostAccountng Prepaid Fxprises: 0.000 USD
b Vel - Empioyee Credits: 0000 USE
et Wendor Creds: 0800 UsD
Invgrios = el o
 aPmeursmant aftion of Totite ]
¢ Serices Procurement =
. Bourcing
> Enginaning
& Marnitutturing Dedinitions
& Production Gontrol = Punding Aclinme — 1ng 4
- Condguration Modulor Exofie Hame Action CteTime
& Produsct Configurations. FEBA Fiacal Approves {Pooled)
it e HR Bupdrasor Dunn James
- Invoniory Foliey Flaneing FEEA Trawal Dapl {Paolady
 Gupphy Flanning Augitor of Etate {Pooledy
© Grants
- Brogram Mansgemsent = Action History
& Projact Cortng
T T Hamu Action i
b MhCaOte NAGRO0NN AbleDaniel Submitied OSITNIZ009 §:2544AM
* Resource Management
 Laass Adminisiration
- @fing fesanso sosech |+l Prevens st | o ot vt | 6 meany
- Billing 1
& Accourks Rrecabable =] =
[l 11 S el ntraner Hwew -
dostwt| [ (3 @ [ view - Mcrosolt Inter... v 7 B

Step Action

11. Click the Return to Search button to review another Expense Report.

L\ Return to Search

12. End of Procedure.

Delete an Expense Report

Procedure

Page 146




ENCOMPASS Training Guide
Travel and Expense User Guide

2} Employee-facing registry content - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File Edit View Favorites Tools Help ‘ '
Qe - @ - %] 2 h‘j") Search 5|7 Favarites €¢3| i - B
Adress [{€] hitps: devfin.gmis. in.govpspifsupl [EVPLOYEE/ERF hiThab=DEFALLT | Eso |unks >

Development
Home | i
Personalize Content | Layaut Help
Menu =
Search:

®

[+ My Favorites

> Employee Self-Service
> Manager Self-Service
> Supplier Contracts

[ Customers

[ Pariners

[ Products

> Catalog Managerment
[ Promotions

[ Custarmer Contracts
- Order Management

(> Pricing Configuration
[ Custarner Returns

[ ltems

> Cost Accounting

[ Vendors

> MAWDBE Repositary
> Purchasing

[+ Inventary

[ Procurement

[- Services Procurement
> Sourcing

[ Engineeting

- Manufacturing Definitions
[ Production Gontral

- Configuration Modeler
[ Product Conflgurations
[ Gluality

> Demand Planning

[+ Inventary Policy Planning
> Supply Planning

P ?rams LI
@] Done [ B @ tustedsies
fistart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | ¥51] Test Employees [Compa... |[&] Employee-facing rei... @, M| 144 PM

Step Action

1. Click the Employee Self-Service link.
[ Employee Self-Service]
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ZlBase Navigation Page - Microsoft Internet Explorer provided by F55A - State of Indiana -8 x
File  Edit View Favorites  Took  Help ‘ o
A ./ e . ==
e Back - (C)) - B @ \h ‘ p Search 5|7 Favartes {7 | DEZ NN T i 3
Address [{€] hitps: devfin.gmis. in.govpspifsupl [EMPLOYEE ERF s/ WEBLIE_PTPP_SC HOMEPAGE FicldFormula I5cript_AppHP?pt_mame=C0_EMPLOYEE_SELF_SERWICESFolderPath=
Development
b P-Card )
I» Service Request ﬁ Employee Self-Service Edit "Emplovee Self-Service” Folder
> Procurement
- Assets
I Travel and Expenses = Open Resource Requests ri I} = Staffing Apply Online
— Open Resource Requests = Open Resource Requests Access the key areas for ertering and Staffing Apply Online
— Employee Project Centar wiewving project team member information
— Staffing Apply Online
— Travel and Expense Center q
E ravel and Expense Center - E P-Card Service Request
L S ESeEe =] Employee Travel and Expense Center Procurement Cards it OF MaAnage self-service Service
How to Reconcils P-Cards ervice Redusst MIzare
[ QUi e [l Service Request
1> Partners My Service Requests
> Products
[> Catalog Managerment Procurement Assets Travel and Expenses
I Promations Manags reguisitions, receiveing and scheduls Use the self-service employes role to manage Submitireview experse reparts, cash
b Customer Contracts interviews assets. aevance reguests, or travel authorizations
[> Order Management [ElMansge Requistions = vigwiTransfer Assets [Ciuser Preferences
[ Pricing Corfiguration ElRecsiving SExpenss Report
b G BT TS E=liew Scheduled Interviews: E“;MWEM
[ ltems L
> Cost Accounting
[> Vendors
> MAMIDBE Repository
> Purchasing
> Inwentory
[> ePracurement
[> Services Procurement
> Sourcing
> Engineering
I Manufacturing Definitions
[> Praduction Contral
> Configuration Modeler
> Product Configurations
- it ]
|4&] https:f/devfin.gmis.in.gow/pspjFsup1 [EMPLOYEE [ERP/s WEBLIE_PTPP_SC.HOMEPAGE FieldFormua. IScript_AppHP7scname=EP_EMPLOYEE_TE CE | | | | [} [@ Trusted sites
zﬂstart| | @ (% [~ [# | [~ Inbox - icrosoft Outlook | E51] Test Employees [Cumpa...l £ Base Navigation Page... ®,

Step Action

2. Click the Travel and Expense Center - E link.
|!|mrel and Expense Center - E

3. Click the Expense Report link.

se Report

X
4, Click the Delete link.
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Z Delete - Microsoft Internet Explorer provided by FSSA - State of Indiana RS

File Edit View Favortes Took  Help ‘ i

Qe - ) - (%] & T ‘ ) seareh /7 Favortes {673

Adress [{€] hitps:devfin.gmis. in.govpspifsupl JEMPLOYEE ERF s/ WEBLIE _TE _NAW. WEBLTE_FLINCTION FieldFormula iScript_DeleteExpense?TE. Menu ar=ADMINGPORTALPARAM_F = |

Development

Search: = Mew indov | Help | Customize Page | .5, 2]
> My Favorites Travel and Expense
- Employee Self-Service

I P-Card Delete an Expense Report

I Service Request

I Procurement Howard Holtzclaw

[ Assets

> Travel and Expenses Select Report ID Report Description Creation Date Amount Currency

- Ouen Resource Requests ™ 0000002466 Dema Test1 0B/0612009 495,000 USD

— Employee Project Center

— Stafiing Apply Online [T 0000002457 Test 0511212009 25.000 USD

— Travel and Expense Center

& I [ 00000D2456 TEST 051212009 5,000 USD

[> Manager SelfService [~ 0000002455 Test 4i6 10:40 04/ 6/2009 40.000 USD
> Supplier Contracts
> Customers T 0000002453 Test Travel Processes 10:42 04/08/2009 7.000 USD
> Partners [T 0000002457 Test 04007 8:35 0470772009 2500 USD |
[ Products
> Catalog Management [T 0000002437 tester 2:47 04/08/2009 2200 USD
[ Promotions
I customer Contracts [T 0000002436 TestER 04/06/2009 41550 USD
1> Order Management [T 0000002434 03/31/2009 30.000 USD
[> Pricing Configuration
& Gustomer Returns [T 00000D2432 test 03/31/2009 30.000 USD
[ lterns
> GostAccounting [~ 0000002431 test 03/31/2009 2,000 USD
> Vendors [T 0000002430 Trip to Lake Monroe 03/31/2009 120,200 USD
> MAMIDBE Repository
© Purchasing [~ 0D000D2428 Trip to Lake Monroe 03/31/2009 120.200 USD
[ Inventary [C 0000002428 test 03/21/2008 2.000 USD
[> ePracurement
[ Services Procurement [T 0000002427 Tripto Lake Monroe 03/31/2009 123.200 USD
&> Sourcing [T 0000002424 test 033008 127 0373072008 4,400 USD
> Engineering
I: Maninfarctiivine Nafinitinn s LI { ANNONN744 4 tast N3 Frnna N0 1 ISn
&) Done [ B @ tustedsies
distart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | ¥51] Test Employees [Compa... |[&] Delete - Microsoft Tnt.. @, M tasem

Step Action

5. Select the Expense Report(s) to delete from the list of those that are eligible.
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Zj Delete - Micrasoft Internet Explorer provided by FSSA - State of Indiana.
File Edit View Favorites Tool  Help
Qe - ) - (%] & 0 ‘ ) search 57 Favortes % | i - B
Address |e_‘| https: fdevfin.amis.in.gov/psp(Fsup1 [EMPLOYEE,ERP,s/WEBLIB_TE_NAY. WEBLIE_FUNCTION, FieldFarmula iScript_DeleteExpense?TE. Menu, Yar=ADMINAPORTALPARAM j
Development
e =] 0000002427 Tripto Laks Monrog 0313112008 123200 USD 5|
O] [ 0000002424 test 033009 1:27 0373012009 4400 USD
> gv F?“D”‘E; . [T 0000002419 test 031772008 2.000 USD
> Employer Seli-Service
b P-Card [T 0000002418 test 031712008 uso
B NI RS 0000002416 031712000 1.000 USD
e [ oonopnagqs Alisehment Test- 8162009 5 5r500g 11,980 USD
> Travel and Expenses Br
- ngToRSeSDF'L;LCEcTEeunTeS:S [~ 0000002405 666 03/05/2009 1500000 USD
- Emplovee Project Center
~ Staffing Apaly Orline [T 0000002404 B51465 0310512008 uso
- Travel and Exgense Center
Loean SeenseCelel) | op0002403 654554654 030512009 UsD
I Manager Self-Service [T 0000002400 Pool Routing Test 2 ER 0310512009 usD
> Supplier Contracts
& Customers [T 0000002396 12345 0310312009 uso
I'; EE”U”E"S [~ 0000002395 Routing Change Test 2 03/03/2009 276.000 USD
roducts
& Catalog Management [7 0000002393 Metw Routing Test1 0370312009 UsD
[ Promotions
- S, [T 0000002390 Test 030309 5:47 0310312008 uso
1> Order Managerment [ 0000002330 Test Don 0212312008 100,000 USD
[> Pricing Configuration
b U EEnms [ 0000002372 Mo TA 0200612009 20,000 USD
E E@li\ccoummg [T 0000002370 Tests 02/04/2008 18.000 USD
& vendors [ 0000002363 Tests 0200212008 15.000 USD
> MAMIDBE Repository
> Purchasing Delete Selected Report(s)
> Inwentory
[> ePracurement
I Services Procurement Return to Expense Report
> Sourcing
> Engineering
I: Maninfarctiivine Nafinitinn s LI
|&] Done [ [& [@ trosted sites
istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | ¥51] Test Employees [Compa... |[&] Delete - Microsoft Tnt... @M tasEm

Step Action

6. Click the Delete Selected Report(s) button.

| Delete Selected Repori(s) I
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Z Delete - Microsoft Internet Explorer provided by FSSA - State of Indiana RS

File Edit View Favortes Took  Help ‘ i

eﬁack - - @ @ \h‘;jSearch *Favnrites {‘M f:<v ; - Jid 3

Address [{€] hitps: devfin.gmis. in.govpspifsupl JEMPLOYEE [ERF s WEBLI_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. iScript_DeleteExpense?TE. Menu Yar=ADMINGPORTALPARAN_F

Development
Search: = Mew Window | Help | Customize Page | B
[+ Wty Favorites Travel and Expense
- Employee Self-Service
b P-Card Delete Confirmation

I Service Request
[ Procurement
[ Assets
I Travel and Expenses TV R — transaction(s) have heen deleted
— Open Resource Requests
— Emplovee Praject Center
— Staffing Apnly Online
- Traveland Expense Center
“E -
> Manager Self-Service
> Supplier Contracts
[ Customers
[+ Partners
[+ Products
> Catalog Management
[ Promations
[> Customer Cantracts
> Order Managerment
[> Pricing Configuration
[> Customer Retumns
[ ltemns
[ Cost Actounting
[> vendors
> MAMIDBE Repository
> Purchasing
> Inwentory
[» eProcurement
[+ Services Procurerment
> Sourcing
[+ Engineerini
[ hd:allfnrhwﬁnm Nefinifinns ~ldl | i

&) Done [ B @ tustedsies
Jﬂstart| | @ (% [~ [# | [~ Inbox - Microsoft Outlook | E31] Test Employees [Cumpa...l £] Delete - Microsoft Int... M@ M| LasPm

Howard Holtzelaw

Step Action

7. A new page will confirm that the action has been completed.

Click the OK button.
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i Delete - Micrasoft Internet Explorer provided by F55A - State of Indiana

File Edit View Favorites Tool  Help

Qe - Q- %] 2 \h‘f"j Search 5|7 Favarites €¢3| S -LJE 3

Adress [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERF s WEBLIE _TE _NAW. WEBLTE_FLINCTIOH FieldFormula iScript_DeleteExpense?TE. Menu ar=ADMINGPORTALPARAM_F = |

Development
Search: = =]
& [T 0000002427 Trip to Lake Monroe 03/31/2008 123.200 USD
b My Favorites [T 0000002424 test 033009 1:27 03/30/2008 4,400 USD
VED";FJ‘CUVE; Self-Senice I~ 0000002419 test 03117/2009 3.000 USD
-Larn
I Service Request [T 0000002418 test 03172009 usD
[ Procurerment
e [ 0000002416 03172008 1.000 USD
b Travel and Expenses [ ooooonz415 Afachment Test- 08162008 5 65ngg 11,880 USD
— Open Resource Requests er
- Emplovee Project Center [ 0000002405 666 0310512009 1500.000 USD
— Staffing Apnly Online
— Travel and Expense Centet [T 0000002404 651465 03052009 usD
E -
b C e B EEEREe [ 0000002403 B54654654 03/05/2008 usD
1> Supplier Contracts [T 0000002400 Pool Routing Test 2 ER 03/05/2008 usD
[ Customers
b s [ 0000002396 12345 03032009 usD
[ Products [T 0000002385 Routing Change Test 2 03/0372008 276,000 USD
> Catalog Management
> Promotions ™ 0000002383 New Routing Test 1 03/03/2009 uso
P GUEIE GRS [ 0000002390 Test 030308 5:47 030312009 usD
> Order Managerment
[> Pricing Configuration [T 0000002380 TestDon 02/23/2009 100,000 USD
[> Customer Retumns
b lterms [C 0000002372 Mo TA 02/06/2008 20,000 USD
| CREACHRUAIITE] 7 0000002370 Tests 02/04/2009 18.000 USD
[> Vendors
I MAMMIDBE Repositary Delete Selected Report(s)
> Purchasing
> Inwentory
[> eProcurement Return to Expense Report
[> Senices Procurement
> Sourcing
> Engineering =
I: Manifactving Nafinitinns =l =l

|&] Done [ B @ tustedsies
istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | ¥51] Test Employees [Compa... |[&] Delete - Microsoft Tnt... ;

Step Action

8. Click the Return to Expense Report link.

|Return to Expense Repar]
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3 Base Navigation Page - Microsaft Internet Explorer provided by FSSA - State of Indiana

File Edit View Favorites  Tools

Help

Qe - Q- %] 2 \’h‘psaarch /"7 Favories @| R - 3

Development

I~ Employee Self-Service

b P-Card

I» Service Request

[ Procurement

[ Assets

I Travel and Expenses

— Open Resource Requests
— Employee Project Center

Expense Report
Create, modity, prirt, view of delets an Expense Report

= Modify
= Madify an Expense Repart

= Create
= creste an Expense Repart

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERF s/ WEBLIE_EOPP_SC.HOMEPAGE FieldFormula Iscript_AppHP?scname=EP_EMPLOYEE_TE_CENTER#sccondary=trueé | [Eg &0

avel and Expense Center - £ Collection

Print Report
= Reguest a process to creste a printed copy

of an expense report

— Staffing Apply Online

int = View 5 Delete
. Print an Expense Report Wiew an Expense Repart =] peete an Expense Report
[> Manager Self-Service
> Supplier Contracts
[ Customers
[ Partners
I Products
[» Catalog Management
[> Pramations
[» Customer Contracts
> Order Management
> Pricing Configuration
[» Customer Returns
[ lterns
> Cost Accounting
[> Yendors
> MMIDBE Repository
> Purchasing
> Inwentary
[> eProcurement
I Services Frocurerment
[» Sourcing
> Engineering
> Manufacturing Definitions
[» Production Control
> Configuration Modeler
> Product Configurations LI

&) Done
zﬂstart| | @ (% 1~ [# | [~ Inbox - Microsoft Outlook | £51] Test Employees [Cumpa...l £ Base Navigation Page...

T T [B @ mstedsies

@O e

Step Action

9. Click the Home link or sign out of the application.

10. End of Procedure.
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Travel Authorization

Create a Travel Authorization from a Blank Form

Procedure

3 Employee-facing registry content - Micrasoft Internet Explorer provided by F55A - State of Indiana

File Edit View Favorites Tool  Help

Qe - ) - (%] & T ‘ ) seareh /"¢ Favortes €¢3| R - JE S

Menu
Search:

Personalize Content | Layaut

2 =

[ Customers
[ Pariners
[ Products

[ Promotions

[ ltems
[ Vendors
> Purchasing

[+ Inventary

> Sourcing

[ Gluality

[+ Grants

[+ My Favorites

> Employee Self-Service
> Manager Self-Service
> Supplier Contracts

> Catalog Managerment

[ Custarmer Contracts
- Order Management
(> Pricing Configuration
> Customer Returns

> Cost Accounting

> MAWDBE Repositary

[ Procurement
[- Services Procurement

[ Engineeting

- Manufacturing Definitions
[ Production Gontral

- Configuration Modeler

> Product Gonfigurations

> Demand Planning
[+ Inventary Policy Planning
> Supply Planning

®

Home |

| MutiChann

Address [{€] hitps:devfin.gnis. in.govpspifsupl [EVPLOYEE/ERF hihab=DEFALLT | s |unks >

Development

=

[&Toone

iﬂstart| | @ (X [~ [# | [~ Inbox - icrosoft Outlook | £ Employee-facing regi... [ Microsoft Excel - Test Em. .

T

|8 @ Trusted sites

@, .M 912 8m

Step

Action

1.

Click the Employee Self-Service link.
[ Employee Self-Service]
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File Wieww  Favorites

Tools

Help

3 Base Navigation Page - Microsaft Internet Explorer provided by FS5A - State of Indiana
Edit

Qe - @ - %] 2 \’h‘psaarch /"% Favories @| i - L) -

3

Development

b P-Card
I» Service Request
[ Procurement
[ Assets
I Travel and Expenses
— Open Resource Requests
— Employee Project Center
— Etaffing Apply Online
— Travel and Expense Center
-E
> Manager Self-Service
> Supplier Contracts
[ Customers
[ Partners
[ Praducts
> Catalog Management
[> Pramotions
[> Customer Contracts
[ Order Management
[> Pricing Configuration
[ Customer Returns
[ lterns
> Cost Accounting
[ endors
> MAMIDBE Repository
> Purchasing
> Inwentory
[ eProcurement
[ Services Procurement
> Sourcing
> Engineering
I Manufacturing Definitions
[> Praduction Contral
> Configuration Modeler

[> Product Configurations
I b

=

ﬁ Employee Self-Service

= Open Resource Requests
= Cpen Resource Requests

ravel and Expense Center - E

E Employee Travel and Expense Center

Procurement
Manage reguisitions, receiveing and scheduls

interviews
ElManage Requistions
ElRecsiving

El¥iew Scheduled Intervisws

2

Address [{€] hitps: fdevfin.gmis. in.govpspifsupl [EMPLOYEE ERF s/ WEBLIE_PTPP_SC HOMEPAGE FicldFormula I5cript_AppHP?pt_mame=C0_EMPLOYEE_SELF_SERWICESFolderPath=

1i
Aecess the key aress for entering and
wiewing project team member information

P-Card
Frocurement Cards

FElty P-Card transactions
EHow to Reconcile P-Cards

Assets

Use the self-service employes role to manage
assets.

[ElviewiTransfer Assets

Edit "Employee Self-Servi older

Staffing Apply Online
= Staffing Apply Online

Service Request

il o manage self-service Service
Reduests

=lService Requsst Vizard

[l Service Request

My Service Requests

Travel and Expenses
Submitheview expense reports, cash
advance requests, or travel autharizations.
CiUger Preferences
[CIExpense Report
by wisllet

Ehlore...

distart| | @ (X (~ [@ | [~ Inbox - Microsaft Outiock [ Base Navigation Page... [ Microsoft Excel - Test Em...

T T [8 @ mustedsies

Step Action

2.

avel a

E

Expense C

Click the Travel and Expense Center - E link.
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3 Travel and Expense Center - E - Microsoft Internet Explorer provided by FS5A - State of Indiana

File Edit View Favorites

Tools

Help

Qe - @ - ¥ 2 \’h‘psaarch /"2 Favories @| i - L)

Address [{€] hitps:fdevfin.gnis. in.govpspifsupl [EMPLOYEE ERF s WEBLIE_PTPP_SC HOMEPAGE FicldFormuia Iscript_AppHP?scname=EP_EMPLOYEE_TE_CENTER&PORTALPARAM_F | [EJ S0

Development

I~ Employee Self-Service

b P-Card

I» Service Request

[ Procurement

[ Assets

I Travel and Expenses

— Open Resource Requests
— Employee Project Center
— Staffing Apply Online

[> Manager Self-Service
> Supplier Contracts

[ Customers

[ Partners

I Products

[» Catalog Management
[> Pramations

[» Customer Contracts
> Order Management

> Pricing Configuration
[» Customer Returns

[ lterns

> Cost Accounting

[> Yendors

> MMIDBE Repository
> Purchasing

> Inwentary

[> eProcurement

I Services Frocurerment
[» Sourcing

> Engineering

> Manufacturing Definitions
[» Production Control

> Configuration Modeler
> Product Configurations

=

ﬁ Travel and Expense Center - E
Employes Travel and Expense Centar

Expense Report
#E| Create, modity, print, view o delste an

e Report

Expense Report Report
Elgrests ElCreats
Moty oty
F=lFrint Feeport ElFrint

3 More.. ZMore...

Cash Advance
Create, moddity, print, view and delete a Cash
Advance
Elcreate
Moty
Elprint
2 More.

Forecast Time
Le

5 Create, madity o view forecast dala

EForecast Time
[EReview Forecasted Time

T s and Preferences

& rerp s e, e e
financial details for travel and expense
reparting
[ElReview/Edit Profile
[ElFitter Mobile Data
[ElDelegate Entry Suthority

Review Payments
Review history of expense payments

[EReview Expense History.
[EReview Payments
EReview Payroll Pavments

15 Create, modity, prirt, view and delets a Time

Edit "Travel and Expense Center - £ Collection

Travel Authorization

Create, mocity, prift, visv, cancel or delste &
Travel Auttiorization

Elgrests

Elwlodity
ElPrint Authorization
4 o

Print Reports
Print any one of your expense transactions.

EIExpense Summary.
TElBar Cade Receint Form
EITime Report

2hors..,

Other Expense Functions
Wiy contents in My Walet, crests your own
template, or macify and existing template

=l Create/ipdate User Tempigte
ity Wimlist

&) Done

distart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlock [ & Travel and Expense ... [ Microsoft Excel - Test Em...

T T [8 @ mustedsies

® 0 sz

Step

Action

3.

Click the Travel Authorization link.
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2} Travel and Expense Center - E - Microsoft Internet Explorer provided by F55A - State of Indiana RS

Fie Edt Wiew Favortes Took Help ‘ >

Qe - @ - ¥ 2 (h‘pSearch /"7 Favorites @| R - S

Address [{€] hitps:devfin.gnis. in.govpspifsupl [EMPLOYEE ERF s/ WEBLIE_PTPP_SC HOMEPAGE FicldFormua Iscript_AppHP?scname=EP_EMPLOYEE_TE_CENTER&PORTALPARAM_F | [EJ &0

Development

I~ Employee Self-Service

b P-Card 3
I Service Request Travel Authorization Eclit "Travel and Expense Center - E" Collection
> Procurement
b Assets Create, mociify, prit, view, cancel o delete a Travel Authorization
I Travel and Expenses Create 5 Modify = Print Authorization
— Open Resource Requests =] creste a Travel suthorizstion =] oty Travel suthorization =] create a travel authorization report
— Employee Praject Center
— Staffing Apply Online — o —
r I lew = Delete
Frirt & Travel Authorization View a Travel Authorization Delete & Travel Authorization
[> Manager Self-Service
[ Supplier Contracts ncel
[ Customers = Cancel a Travel Authorization
[ Partners
I Products

[» Catalog Management

[> Pramations

[» Customer Contracts

> Order Management

> Pricing Configuration

[» Customer Returns

[ lterns

> Cost Accounting

[> Yendors

> MMIDBE Repository

> Purchasing

> Inwentary

[> eProcurement

I Services Frocurerment

[» Sourcing

> Engineering

> Manufacturing Definitions
[» Production Control

> Configuration Modeler

> Product Configurations LI

P T[S @ rusted sies
#istart]| | @ (%) [~ (B | [~ Inbox - Microsoft Outook|[ & Travel and Expense C... [ Microsoft Excel - Test Em... ;

Step Action

4, Click the Create link.
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Creat

rosoft Internet Explorer provided by F55A

File Edit View Favorites  Tools  Help ‘ '.J.

Qe - - ¥ 2 \h‘;ﬁ searth 5/ ¢ Favontes €2 | 0 o ) - L 2%

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERFs{WEBLI_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddTravelbuth?TE. Menu ar=ADMINGPORTALPARANM_F | [E] S0

Development
Search: = New Window | Help | Customize Pane | 5, 2]

®

[= hty Favorites

Create Travel Authorization
- Employee Self-Service

LS. Travel Authorization Entry

Brvice Reques

> F‘mcureme?qt Howard Holtzclaw User Defaults Authorization ID: NEXT
[ Assets

— Open Resource Requests p

I Travel and Expenses Quick Start: ABlank Authorization =] GO

— Emplovee Praject Center | Blank Authorization
— Staffing Apply Online "Description: A Template g El
- TrEaVe\ and Expense Center L Purpose;  |An Existing Authorization

13 Meﬁger Self-Service
> Supplier Contracts s
> Customers Default Location: | Q j

[+ Partners N N N B
& Products Date From: [ ‘Date To: E1

[> Catalog Management "

s F‘mmninna g Departure Time Return Time

[ Customer Cantracts

> Order Management Attachments

[> Pricing Configuration Attached file description Attached File

[> Customer Retumns
[ ltemns i &

[ Cost Actounting

[> vendors

> MAMIDBE Repository 5 ; . =

- Purchasing Accounting Defaults More Options: | =l s

> Inwentory

[» eProcurement

:; 29’\”593 Procurement I” Is any of this time Personal Time or Weekend? I™ Is this trip necessary to fulfill job duties?
ourcing

[> Engineering Start Date End Date ™ Is this for Conference attendence?

I Maraifactirine Nefinii 4]

@] Done [ B @ tustedsies
fistart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook [ Create - Microsoft Int... [ Microsoft Excel - Test Em... @, ] 9:14 8m
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Step

Action

IMPORTANT INFORMATION

When following the instruction outlined in this demonstration, be mindful that this
presentation was designed to assist in learning the software application. Although
some business process instruction is provided, not all State travel rules, policies,
and regulations are addressed. Questions regarding specific information to be
included, per diem rates and how they're applied, or other specific State travel
requirements should be directed to the agency travel department/travel
administrators.

QUICK START OPTIONS

The Quick Start field will default to A Blank Authorization. This is the most
comment method used to create a Travel Authorization, but other options are
available.

If the travel request being created is similar to a previous Travel Authorization,
and existing TA may be copied to a new one. The dates, amounts, and other
information may then be updated as needed. (See Copy a Travel Authorization
for details.)

The Template option is not currently used.

Select A Blank Authorization to create a Travel Authorization from scratch.

A Blank Authorization

TRAVEL DESCRIPTION

Click inside the Description field.

Enter a brief description of the travel request. ***Each agency may dictate what
information should be entered here to suit their operation. Contact your agency

Travel Administrator is you have questions.***

Enter a detailed justification/account of the purpose for travel in the Comment
field to the right.

Enter "Travel for TA".
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Action

BUSINESS PURPOSE

The Business Purpose simply identifies the travel as "in state™ or "out-of-state.” It
is important to make the correct selection so that the Travel Authorization routes
for approval correctly.

Click the down arrow next to the Business Purpose field and select Business -
Out of State

B 2

DEFAULT LOCATION

The Default Location designates the destination that will be tied to all expenses
reported, and it may be changed on any line where it might be different.

Choosing a default for the destination is optional, and the field may be left blank.
If not entered as a default, the destination location must be entered on each line
individually.

Click the Look up Default Location (Alt+5) button (magnifying glass) to search
for and choose the Default Location.

=
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2} Create - Microsoft Internet Explorer provided by FS5A - State of Indiana RS
File  Edit View Favorites  Took  Help ‘ i

eﬁack - Q) - \j @ ;h‘f"? Search \:\\"(Favnrites €¢3| 2~ ; i = J Felib) §

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERPs{WEBLI_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddTravelbuth?TE. Menu Yar=ADMINGPORTALPARAM_F | [E] S0

Development
Search: = Newiwindow | Helo | &, =]
® :
B Tyer i Look Up Default Location
- Employee Self-Service
b (PHeEn] Search by: [Expenas Losatinn =] begins with|

I Service Request
[ Procurement

[ Assets Look Up
> Travel and Expenses

— Open Resource Requests

ocation

— Emplovee Project Center )

— Staffing Appl Online Only the first 300 results can be displayed. Enter mare information above and search again to reduce the number of search results

- Travel and Expense Center Wiew All 1-100 of300 [3] Last

-E e xpense Location Description State

[ Manager Self-Service 00501 Haltsville, MY Y
:;i‘jifﬂ'ﬁ;fﬁ”"““‘g 00601 Adjuntas, PR PR
I Parners [ulif:iuk} 5t Thomas, Y1 Wl
> Products aoaot San.Juan, PR PR
> Catalog Management 01001 Agawam, hiA A
> Promotions 01101 Springfield, MA LY
> Customer Contracts 01201 Pittsfigld, MA MA
[ Order Managernent 01301 Greenfield, Ma M
[> Pricing Configuration 01501 Auburn, MA WA
Eﬁ:;fmemet”m 01601 Yiorcaster, Ma A
[ Cost Accounting 01701 Framingham, MA A
b Vendors 01301 Wokurn, MA hA
> MAMWIDBE Repositary 01401 Lynn, WA A
> Purchasing 02101 Boston, MA A
[ Inventary 02201 Bostan, MA A
[> eProcurement 02301 Brockton, MA WA
Egﬁmg;zp’”“”’emem 02601 Hyannis, MA MA
1> Engineering 02801 Adarmswille, RI Rl
b Mamtarhiring Rafintinns || 02801 Providence, Rl Rl |
€ [ B @ tustedsies
#istart]| | @ (%) [~ (B | [~ Inbox - Microsoft Outook_|[&] Create - Microsoft Tnt... [ Microsoft Excel - Test Em... [® oM sasam

Step Action

9. Click the down arrow next to the Search by list.
Select Description, Expense Location, or State as the search option.

Expense Locations are organized by zip code. If Expense Location is used as the
search option, enter the zip code (or first few digits).

Click the Look Up button.

Click the zip code link in the Expense Location column to select a location. If the
city or zip code needed is not found in the search results, contact the agency travel
administrator to request that it be added.
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 Create - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File Edt View Favortes Took Help | &

eﬁack - Q) - \_L] @ &h ‘ f_? Search \;\\'(Favnrites €¢3| 2~ ; i = J a3

Address [{€] hitps:devfin.gnis. in.govpsp{fsupl JEMPLOYEE ERFs{WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddTravelbuth?TE. Menu Yar=ADMINGPORTALPARAM_F | [E] S0

Development

Search: = Newwindow | Help | /&, =

b My Favoriles © Look Up Default Location

- Employee Self-Service

[ P-Card . - | begins with
D Search by: [Expense Location x| beg |
[ Procurement

> Assets Look Up | Cancel | Advanced Lookup
[ Travel and
— Open Resource Requests

Search Results

— Emplovee Project Center )

— Staffing Apply Online Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results.

- Traveland Expense Center| | YiewAl 1-100 of300 [p] Lasl

-E Bl xpense | ocation Description State

[ REmER; ERFECRED 00501 Holtswille, NY NY
P I SR B 00BO1 Adjuntas, PR PR
I Parners [ulif:iuk} 5t Thomas, Y1 Wl
[> Products 00901 San Juan, PR PR
[> Catalog Management 01001 Agawam, Ma A
> Promotions 01101 Springfield, MA LY
> Customer Contracts 01201 Pittsfigld, MA A
[ Order Managernent 01301 Greenfield, MA MA
[> Pricing Configuration 01501 AubU, MA WA
Eﬁ:;fmememm 01601 Worcester, Mé M
I Cost Accounting 1701 Framingharn, b A
& vendors 01801 Wohurn, MA MA
> MAMWIDBE Repositary 01401 Lynn, WA A
> Purchasing 02101 Boston, MA A
[ Inventary 02201 Bostan, MA A
[> eProcurement 02301 Brockion, MA A
';gﬁmg;zp’”“”’emem 02601 Hyannis, MA MA
1> Engineering 02801 Adarmswille, RI Rl
b Mamtach rin Neftinne | 7] 02901 Pravidence, RI RI |
|i&] javascript: submitAction_winD{document.wind, #1CAdvSearch’; [ B @ tustedsies
istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook [ Create - Microsoft Int... [ Microsoft Excel - Test Em... B[] s An

Step Action

10. The Advanced Lookup feature offers more search options to narrow the results.

Click the Advanced Lookup link.
Advanced Lookup

11. Click the down arrow next to the Description field.

Each of the search options offers many different operators to assist in finding a
location.

For this example, select Contains.

Enter "Atlanta" in the description field.

12. Click the Look Up button.

13. Select the Expense Location from the search results.

If the city or zip code needed is not found in the search results, contact the agency
travel administrator to request that it be added.
30301
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Step Action

14. DATES AND TIMES
The Date From and Date To fields should identify the dates that the trip begins
and ends.
Click the Choose a date (Alt+5) (calendar) icon next to the Date From field and
select the date that the trip will begin.
B

15. Click the Choose a date (Alt+5) (calendar) icon next to the Date To field and
select the date that the trip will end.
Also enter the Departure Time and Return Time in the respective fields.

16. ATTACHMENTS AND DOCUMENTATION
Required supporting documentation in electronic format or that has been scanned
can be added in the Attachments section.
Click the Paper Clip icon to browse file directories, locate documents, and upload
them as attachments.

17. Enter a description of the information in the attached file in the Attached Filed
Description field.
Click the "+" to add rows as needed for additional attachments.

18. NON-BUSINESS TIME

If adding personal time (including weekends), check Yes. If the Yes box is
checked dates must be listed.

If the time required is being used for official business only, do NOT select the
checkbox.
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Action

TRAVEL PURPOSE

Is this trip necessary to fulfill job duties?
Check this box if the travel requested is essential to performance of job duties.

Is this for Conference attendence?
If supporting documentation indicates travel involves a conference, this box must
be checked.

[ 1s this trip necessary to fulfill job duties?

[ Is this for Conference attendence?

20.

START DATES AND TIMES

Enter the exact date/time of departure.

Example: If a flight departs at 10:00a.m., at least 1.5 hours prior to departure time
is needed for check-in. 8:30a.m. should be entered as the Meeting Start Time.
(i.e. 7/21/09 - 8:30a.m.)

OR...

The exact time or estimated time the travelers attendance is required in any
meeting, conference, or other official business.

Example: If a conference starts 7/20/09 at 8:00a.m. but the part of the traveler's
attendance isn't required until 7/21/09 at noon, 7/21/09 should be entered as the
Meeting Start Date, and 12:00p.m. as the Meeting Start Time.

21.

END DATES AND TIMES
Enter the exact date and time the traveler is to return to their originating location.

Specify the exact time the traveler's required attendance in any meeting,
conference, or other official business ends.

Meeting End Date | [

Meeting End Time I

22.

TRANSPORTATION INFORMATION

All modes of transportation to be utilized are to be checked and the estimated
costs included on the Travel Authorization.

Estimated airfare can be obtained online or through the contracted travel agency
and should be listed in as expense lines in the Detail section below.
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Step Action

23. ACCOUNT INFORMATION
Fund Account Name: Actual name of account; example: a grant name or other.
Fund Account Number: Actual Account Number; example: 0000/000000

Percentage breakdowns are required!
Check the box or boxes that apply and enter the percentage breakdown .

If Other Source is marked, enter the name of other source in the line below.

24. HOTEL INFORMATION

Enter the name and location (city) of the hotel. The estimated per day rate must
include the tax rate.

/J Create - Microsoft Internet Explorer provided by FSSA - State of Indiana & x

Fle Edit Wiew Favortes Took  Help ‘ e

eBack - Q- \_h] @ h ‘ /':7 search *Favuntes €)| ﬁ:gv :7 i - _J i3

Adiress [{€] hitps: {fdevfin.gmis.in.govJpspifsupl JEMPLOYEE JERF s/ WEBLIB_TE_NAW. WEBLIE_FLINCTICN, FeldFormula, Script_AddTravelfuth?TE. Manu Var=ADMINBPORTALPARAM P = | Go | Links >

Development

Search: ® = | Accounting Defaults More0|)tions:| =leo |

»

[ Wy Favarites
= Employee Self-Service
[» P-Card

s any of this time Personal Time or Weekend? [¥ Is this trip necessary to fulfill job duties?

[ Service Request Start Date End Date [¥ Is this for Conference attendence?

[» Procurement

[- Agsets

b Travel and Expenses Meeting Start Date [06/1512008 (5 Mesting End Date [05/1812008 | [5)

— Open Resource Requests

— Employee Project Center Meeting Start Time EQ 0opm Meeting End Time ﬁ? 00pm

— Staffing Apply Online

— Travel and Expense Center

-E L

> Manager Self-Service I Bus Transportation Fund Account Name Fund Account Number
E gzi?;‘;;f;mraﬂg I Train Transportation ™ General Fund % State Funds
[> Partners I™ State Car Transportation I~ Federal Fund % Federal Funds
[ Products
I Catalog Management
[» Fromotions ™ other Fund % Other Funds
[> Customer Contracts
> Order Management
> Pricing Configuration
> Customer Returns Hotel name | City | Hotel Rate |
[ lterns

[> Cost Accounting Contact Name | Contact Phone
[ endors b

> MAMIDBE Repository
[ Purchasing 5 ta ot a [P Last

[ Inventary » N N To e rvmret Tewes [ T
b ER RIS Select Expense Type Date Amount ayment Type Type

[> Services Procurement | ﬂ

[ Sourcing

[» Engineering LI | j LI

I Manfact rinm N

o Pl T [8 @ Trusted siees
istart| | @ (%) [~ (@ | [ mhox- ... | ) fiens2z... |[E] create - .. (] Test Emp.. | Epocumen. . | L Mew Trav... | 1] sfaeainat... | ) za050sT... | [ @) O[M] s2zam

[ Dedicated Fund % Dedicated Funds
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Step Action

25. CONTACT INFORMATION

Contact Name
Enter the name of the agency travel contact.

Contact Phone
Enter the agency travel contact’s phone number.

/§ Create - Microsoft Internet Explorer provided by FSSA - State of Indiana _|&] x

e i r—— ‘ e

Qe=ck - O - \i] @ ;h ‘ ) search \i&rFavuntEs €)| - :;_ - Jid 3

Adiress [{€] hitps: {fdevfin.amis.in.govJpspifsup! JEMPLOYEE JERF s/ WEBLIB_TE_NAW. WEBLIE_FLINCTICN, FieldFormula, Script_AddTravelfuth?TE. Manu Var=ADMINBPORTALPARAM P = | Go | Links >

Development
P; 1 1ram Iransportation et 3 EETT | emees Al
— @ [ state Car Transportation [ Federal Fund % Federal Funds 50.000
[> ity Favorites I Dedicated Fund % Dedicated Funds
|7 Bl EEHoEEe [” Other Fund * Other Funds
[» P-Card

I Service Request
[» Procurement

I Assets Hotelname [Radison city [stanta, GA HotelRate | 82.00
> Travel and Expenses
— UDEN RESOUrCe Requests
Onan Resourte ReqRss Contact Name | Contact Phone
— Employee Project Center

— Staffing Apply Online
— Travel and Expense Center

-E

> Manager Self-Service

> Supplier Contracts B
| ‘FW

ll; E?o?uecrtss pirfare
> Catalog Management Fees - Registration
v FrTEiEns Ground Transpartation

[> Customer Contracts LodgingiHatel

Mileage

[> Order Management
& Pricing Cungguratmn Copy Selec|Parking J Mew Expense - | Add Check Far Errors

Per Diem - In State
[» Customer Returns
[ ltems Per Diem-Qut of State

Phone Calls
> Cost Accounting .
I vandors AuthorizeqRental Car 0.00 USD

|- MMWDEE Repositary Update Totals |
> Purchasing

[ Inwentory 5 )
I eProcurement Save for Later Submit Create A Cash Advance Eroject Suramary  Print Authorization

[ Services Frocurement Return to Travel Authorization
[ Sourcing

[» Engineering _I

I Manfact rinm Nefinitinne

| €] Done [ | |5 @ Trustedsites
#start| | @ (%) [~ [@ | [~ Inbox- Microsoft Outlock |[Z] Create - Microsoft Int... [ Microsoft Excel - Test Em... (@, O[] 9:22 Am
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Step Action

26. EXPENSE TYPE - AIRFARE
Click the down arrow next to the Expense Type field.

All expenses (exact or estimated) for a travel event should be listed on the Travel
Authorization, including those to be paid for in advance or by a vendor.

Select the Expense to be listed.

Select Airfare.

Z§ Create - Microsoft Internet Explorer provided by FSSA - State of Indiana _|&] x

e i r—— ‘ e

@Back - Q- L"] @ ¢h‘j® Search *Favuntes €3| ﬁfgv ; ) - J Fo ) §

Adiress [] hitps: fdevfin.amis.in.govJpspifsup! JEMPLOYEE JERP s/ WEBLIB_TE_NAY. WEBLIE_FLINCTICH.FieldFormula. Script_AddTraveltuth?TE. Manu Yar=ADMINBPORTALPARAM P ¥ | Go | Links >

Development

St h =
earc ® I State Car Transportation ¥ Federal Fund % Federal Funds 50.000

™ Dedicated Fund % Dedicated Funds

L am nansponauen e e

[ My Faworites
I~ Employee Selft-Senvice ™ other Fund % Other Funds
[ P-Card
I* Service Request
[> Procurement
I Assets Hotel name [RADISON City [Atanta, GA Hotel Rate | 82.000
> Travel and Expenses
Ll Bamiiln Sl Contact Name | Contact Phone l—
— Employee Praject Center
— Staffing Apply Online
- Travel and Expense Center
o -

£ X [ . i .

I Manager Self-Service Select | |'Expense Type Date Amount Currency | 'Payment Type | 'Billing Type

I Supplier Contracts | |[airfare | |[o6n 72008 5 || 375.00 |USD Prepaid v||[Prepaid =] |Detail
> Customers

> Pariners [

[+ Products

> Catalog Management I j
[ Promations

[» Customer Contracts I j

> Order Management

[ Pricing Caorfiguration Copy Selected | Delete Selected | Mew Expense | Add Check For Errors
[> Customer Returns
[ ltemns

I Gost Accaunting Authorized Amount: 0.00 USD
[> Vendors

> MANIDBE Repasitory | Update Totals |
[> Purchasing

> Inwentory
> ePracurement Save for Later Submit Create A Cash Advance Project Surnrnary  Print Authorization

> Services Procurement Return to Travel Authorization
> Sourcing
> Engineering _I

I Manifact rine Nefinitinns

@] Done [ B @ tustedsies
istart| | @ (X (~ [@ | [~ Inbox - Microsoft Outlock [ Create - Microsoft Int... [ Microsoft Excel - Test Em... B, W] 2z Am

Step Action

217. Enter the date of the expense in the Date field.

Enter "06/15/2009".
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2 Modify - Microsoft Internet Explorer provided by FS5A - State of Indiana RS
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b P-Card I Train Transportation ¥ General Fund % State Funds 50.000
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> Travel and Expenses
— Open Resource Requests
— Emplovee Project Center
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13 Meﬁger Self-Service
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[+ Partners
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[> Catalog Management Select r ‘Expense Type ‘Date ‘Amount Currency | ‘Payment Type | “Billing Type

e A | [ |rere = |[onsizo0s & | lusp  [[Frepais = |[Prenais =] [etan ]
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I Pricing Configuration Copy Selected | Delete Selected | Mew Expense - ﬂl Check For Errors
[> Customer Retumns
[ ltemns

I CostAccounting Authorized Amount: 375.00 USD
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I MAWIDBE Repository | Update Totals |
> Purchasing
> Inwentory
> ePracurement Save for Later Submit Create A Cash Advance Project Surnrnary  Print Authorization
[> Services Procurement Eeeturn to Travel and Expense Genter- E
> Sourcing
> Engineering

=l

I Manifact rine Nefinitinns

P T T [B @ mstedsies
distart| | @ (%) [~ (@ | [~ mbox - Mcrosoft outook | (] Mirosoft Excel - Test Em... | [ Modify - Microsoft Int... ] 10

I~ other Fund % Other Funds

L«1

Step Action

28. Enter the cost of the airfare in the Amount field.

Enter "375.00".

29. Click the down arrow next to the Payment Type field.
Select the option Prepaid.

Prepaid should be used as the Payment Type for expenses to be paid for by the
agency and not the employee.

30. Click the down arrow next to the Billing Type field.
Select the option Prepaid.

Select Prepaid as the Billing Type when Prepaid is selected as the Payment
Type.
[
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i Modify - Microsoft Internet Explorer pravided by FS5A - State of Indiana
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Adress [{€] hitps:devfin.gmis. in.govpspifsupl JEMPLOYEE ERP s WEBLIE _TE _NAW. WEBLTE_FLINCTIOH FieldFormula. iScript_Modiy Travebduth? TE. Menu, ar=ADMINEFPORTALPARAM = |

Development

Search: = |1 ] =]

[+ My Favorites I Bus Transportation Fund Account Name Fund Account Number

- Employee Self-Service
b P-Card I Train Transportation ¥ General Fund % State Funds 50.000

[ Service Request "
b Pmureme‘:ﬂ I State Car Transportation ¥ Federal Fund % Federal Funds 50.000
[ Assets I™ Dedicated Fund % Dedicated Funds
> Travel and Expenses o
_ Open Resource Requests I~ other Fund % Other Funds
— Emplovee Praject Center
— Staffing Apnly Online
— Lravel and Expense Center Hotelname [RADISON city [atanta, GA Hotel Rate | 62.000
E -
> Manager Self-Service
I Supplier Contracts Contact Name | Contact Phone
[ Customers
[+ Partners
[+ Products

E
I+ Catalog Management Seleﬂr Expense Type ‘Date Currency |'Payment Type | 'Billing Type
[ Promotions

I Gustomer Contracts | l | [[#irtare =] |Joerigzoos B[ 37500 ‘USD |[Prepaia =1 =] |Detai
> Order Managerment
1 Pricing Corflguration Copy Selected | Delete Selected | W ﬂl
[> Customer Retumns
[ ltemns

I CostAccounting Authorized Amount: 375.00 USD
[> Vendors

> MAMIDBE Repository | Update Totals |

> Purchasing
> Inwentory

> ePracurement Save for Later Submit Create A Cash Advance Project Surnrnary  Print Authorization
[> Services Procurement Return to Travel and Expense Center- E

> Sourcing

> Engineering

b Mamiachiring Rafintins ||

|i&] javascript:submitiction_winO(document.wind, DETALL_ICON$O); [ B @ tustedsies

istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | () Microsoft Excel - Test Em... | [&] Modify - Microsoft Int... o B[] 1036

Step Action

3L EXPENSE DETAIL

Click the Detail link.
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Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERPs{WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. iScript_Modiy Travebduth? TE Menu. Var=ADINEFORTALPARAM = | (B S0

Development
Search: = New Window | Help | Customize Page | 5,
[ E3y FELmiils Travel Authorization
- Employee Self-Service
Eg'cam a . Authorization Detail for Airfare (Line 1)
Brvice Reques .
I Procurernent Howard Holtzclaw Authorization ID: 0000000204
S
> Travel and Expenses About This Expense
— Open Resource Requests ‘Date: 06/15/2009
— Emplovee Project Center N . m
~ Stafiing Apaks Online Payment Type: enal
— Travel and Expense Center “Billing Type: Prepaid -
£ | *Originating Location: Danville, [N Q
> Manager Self-Service
[> Supplier Contracts ‘Location: Aflanta, GA [¢}

I Customers 3 PRV
b s Description: LIS Airways
[> Products “Amount: 375000 USD

> Catalog Management
[ Promations

[> Customer Cantracts Location Amount: |
> Order Managerment
[> Pricing Configuration

[> Customer Retumns Accounting Detail

[ ltemns

> Gost Accaunting Check Expense For Errors

[> vendors

> MAMWIDBE Repositary Return to Travel Authorization Entry
> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment
> Sourcing

> Engineering

b Mamiachiring Rafintins ||

e T T [B @ mstedsies
distart| | @ (%) (v (@ | [~ mbox - Mcrosoft outook | (] Mirosoft Excel - Test Em... | [ Modify - Microsoft Int... A ]

Step Action

32. The Authorization Detail page will open where all required information related to
this particular expense line must be entered.

Using the Look Up (magnifying glass) button, select the Originating Location.
This should identify from where the trip began.

Enter the name of the airline in the Description field. For this example, enter "US
Airways". Description is a required field.

The Payment Type, Billing Type, and Amount will be populated by default from
the information entered on the previous page.

The Location Amount field is not currently used.
||US Alrways

33. ENTER ACCOUNTING DETAIL

Click the Accounting Detail link.
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Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERF s/ WEBLI_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddTravelbuth?TE. Menu Yar=ADMINGPORTALPARAM_F | [E] S0

Development
Home | Wiorkist | MutiChar

Search: = Mews Window | Help | Sustornize Page | &,
[ By il Create Travel Authorization
- Employee Self-Service

I P-Card Accounting Detail

I Service Request o "

b PrEsEE Howard Holtzelzw Authorization ID: MNEXT

[ Assets

I Travel and Expenses This is the accounting detail for expense type Airfare with a transaction date of 2009-06-15 in the

— Open Resource Requests amount of 375 USD. If changes are made inadvertently, you may reset the default accounting values

— Emplovee Project Centar by hitting the ‘Restore Defaults' button

— Staffing Apnly Online

— Travel and Expense Center Restare Defaulls

“E
> Manager Self-Service
> Supplier Contracts

o Amount ‘6LUnit  Fund  Oblect  Cemter  Dept Bud Ref FLOUS  project  Activity |

Ezzgﬁjﬂg‘smﬂagemgm 376,000 00500 @ a [z0100 @ q [z19225 @ Q, [onso0 @ Q a |

[ Promations

> Customer Contracts Add ChartField Line
> Order Managerment
[> Pricing Configuration oK

[> Customer Retumns —I
[ ltemns

[ Cost Actounting

[> vendors

> MAMIDBE Repository
> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment
> Sourcing

[+ Engineerini

[ hd:allfnrhwﬁnm Nefinifinns ~ldl | i

|&] Done [ B @ tustedsies
iistart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook [ Create - Microsoft Int... [ Microsoft Excel - Test Em... B, W] 23 An

Step Action

34. ACCOUNTING DETAIL

If Accounting Defaults have been set-up, the required chartfield information will
be populated by default. Any of the fields may be entered manually or changed if
necessary.

If Accounting Defaults were NOT set-up, enter the required chartfield
information.

The correct accounting information should be provided by controller, accounting
department, or manager/supervisor depending on the agency structure.

35. PROJECTS

If the agency uses Project information, The Project, Activity, Category, Class,
and Product fields may be required.

The information may be entered manually. Each field also offers a Look Up
(magnifying glass) feature to search for valid selections.

&
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Step Action

36. Click the OK button when the required accounting information has been
entered/verified.

/Z§ Create - Microsoft Internet Explorer provided by FSSA - State of Indiana _|&] x

e i r—— ‘ e

Qe - O - %] &) Lh‘;jsaarch 5/'¢ Favorites €3| K- - )l S

Adiress [&] hitps: fdevfin.amis.in.govJpspifsupl JEMPLOYEE JERP s/ WEBLIB_TE_NAW. WEBLIE_FLINCTICN.FieldFormula. Script_AddTravelfuth?TE. Manu Var=ADMINBPORTALPARAM P ¥ | Go | Links >

Development
Search: = MNew Window | Help | Customize Page | 5,
D My Favaritzs . Create Travel Authorization
b P-Card Authorization Detail for Airfare (Line 1)
I Service Reguest R
[ - Howard Holtzclaw Authorization ID: NEXT
i
> Travel and Expenses About This Expense —_—
— Open Resource Requests ‘Date: 0611 9/2009 [5
— Employee Praject Center " . ﬁ
— Starfing Appty Orline Payment Type: Prepaid
— Travel and Expense Center “Billing Type: Prepaid -
£ *Originating Location: Danville, IN

e Q
> Manager Self-Service
[> Supplier Cantracts “Location: Atlanta, GA Q

> Customers ) S -
b Parmers Description: LS Airways
[+ Products “Amount: 375.0000 USD

> Catalog Management
[ Promations

[» Customer Contracts Location Amount: |
> Order Management
> Pricing Configuration

> Customer Retums Accounting Detail

[ ltemns

I Gost Accounting Check Expense For Errors

[> Vendors

> MAWIDBE Repositary Return to Travel Authorization Entry
[> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment
> Sourcing

> Engineering

b Mamiachiring Rafintins ||

e T T [B @ mustedsies
distart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlock [ Create - Microsoft Int... [ Microsoft Excel - Test Em... e

Step Action

37. CHECK FOR ERRORS
Click the Check Expense For Errors button.

If there are errors or warnings, a red flag will appear at the top of the page
describing the exception.

Make any necessary corrections or revisions and click the Check Expense for
Errors again.
| Check Expense Far Errars I
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Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERF s WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddTravelbuth?TE. Menu Yar=ADMINGPORTALPARAM_F | (B S0

Development
Search: = New Window | Help | Customize Page | 5,
[ E3y FELmiils Create Travel Authorization
- Employee Self-Service
Eg'cam a . Authorization Detail for Airfare (Line 1)
Brvice Reques .
I> Pracuremant Howard Holtzclaw Authorization ID: NEXT
S
> Travel and Expenses About This Expense
— Open Resource Requests ‘Date: 06/15/2009
— Emplovee Project Center N . m
~ Stafiing Apaks Online Payment Type: enal
— Travel and Expense Center “Billing Type: Prepaid -
£ | *Originating Location: Danville, [N <}
> Manager Self-Service
[> Supplier Contracts ‘Location: Aflanta, GA [¢}

I Customers 3 PRV
b s Description: LIS Airways
[> Products “Amount: 375000 USD

> Catalog Management
[ Promations

[> Customer Cantracts Location Amount: |
> Order Managerment
[> Pricing Configuration

[> Customer Retumns Accounting Detail

[ ltemns

> Gost Accaunting Check Expense For Errors

[> vendors

> MAMWIDBE Repositary Return to Travel Authorization Entry
> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment
> Sourcing

> Engineering

b Mamiachiring Rafintins ||

e T T [8 @ mustedsies
distart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlock [ Create - Microsoft Int... [ Microsoft Excel - Test Em... 8 o e

Step Action

38. Click the Return to Travel Authorization Entry link.
|Return to Travel Autharization Entry |

39. Click the SAVE FOR LATER button after entering each expense line to
eliminate the risk of losing information entered.

After saving, the Travel Authorization will be assigned the next available number.
It will be displayed at the top of the page.

Save for Later

40. EXPENSE TYPE - LODGING/HOTEL
Click the down arrow next to the Expense Type field to add the next expense.

Select Lodging/Hotel.

=]

41. Enter the date of the expense in the Date field.

42. Enter the cost associated with this expense in the Amount field.

Enter "82.00",
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Step Action

43. Click the down arrow next to the Payment Type field.
If the traveler is paying for this expense, select Employee Paid.
If User Defaults have been set-up, the default settings will be displayed.
*ESSA users must never select the Travel Card option.

44, Click the down arrow next to the Billing Type field.
Select Out of State-Billable.
Billing Type Prepaid may not be used with Payment Type Employee Paid.
*FSSA users should never select In State-NonBillable or Out of State-
|IY;o_lnBillable.

45, EXPENSE DETAIL

Click the Detail link.
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Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERF s WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddTravelbuth?TE. Menu Yar=ADMINGPORTALPARAM_F | (B S0

Development
Hoime
Search: = New Window | Help | Customize Page | 5,
[ E3y FELmiils Create Travel Authorization
- Employee Self-Service
Eg'cam a . Authorization Detail for Lodging/Hotel (Line 2)
Brvice Reques .
I> Pracuremant Howard Holtzclaw Authorization ID: NEXT
S
> Travel and Expenses About This Expense
— Open Resource Reguests ‘Date: tlﬁn 5/2009
— Emplovee Praject Center i . Ermpl Faid 5
~ Stafiing Apaks Online Payment Type: mployee Pl
— Travel and Expense Center “Billing Type: Out of State-B8 ¥
-E = *Originati ion: "
— Originating Location: Darwille, N
> Manager Self-Service N Y &
[> Supplier Contracts "Locati Aflanta, GA [¢}

[ Customers

[ Pariners Description: l—
fpadicte Amount: 82000 USD

> Catalog Management
[ Promations

[> Customer Cantracts Location Amount: |
> Order Managerment
[> Pricing Configuration

[> Customer Retumns Accounting Detail

[ ltemns

> Gost Accaunting Check Expense For Errors

[> vendors

> MAMWIDBE Repositary Return to Travel Authorization Entry
> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment
> Sourcing

> Engineering _I

I Manifact rine Nefinitinns

@] Done [ B @ tustedsies
distart| | @ (X (~ [@ | [~ Inbox - Microsoft Outlook [ Create - Microsoft Int... [ Microsoft Excel - Test Em... B, W] w26 An

Step Action

46. Select the Originating Location (from where the trip began).

Enter the name of the hotel (for Expense Type Lodging/Hotel) in the Description
field.

For this example, enter "Radisson".

Description is a required field.

47. Click the Accounting Detail link.
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Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERF s/ WEBLI_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddTravelbuth?TE. Menu Yar=ADMINGPORTALPARAM_F | [E] S0

Development
st | MultiCharinel ites | _Sign out

Search: = Mew Window | Help | Customize Page | B
[ By il Create Travel Authorization
- Employee Self-Service

b P-Card Accounting Detail

I Service Reguest L .

I Procurernent Howard Holtzclaw Authorization ID: NEXT

[ Assets

I> Travel and Expenses This is the accounting detail for expense type Lodging/Hotel with & transaction date of 2009-06-15 in

— Open Resource Requests the amount of 82 USD. If changes are made inadvertently, you may reset the default accounting

- Employee Praject Center values by hitting the ‘Restore Defaults' button,

— Staffing Apnly Online

— Travel and Expense Center Restare Defaulls

“E
> Manager Self-Service
> Supplier Contracts

[ Customers " -
[ Partners Unit Project Activity |

Ezzgﬁjﬂg‘smﬂagemgm 82000 [ooso0 @ a, [seze00 O Q [nezas Q| Q [ooson @ | a a |

[ Promations

PC Bus

Amount  'GL Unit Fund Object Center Dept Bud Ref

> Customer Contracts Add ChartField Line |
[> Order

[> Pricing Configuration oK

[> Customer Retumns —I

[ ltemns

[ Cost Actounting

[> vendors

> MAMIDBE Repository
> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment
> Sourcing

[+ Engineerini

[ hd:allfnrhwﬁnm Nefinifinns ~ldl | i

|i&] Done [ B @ tustedsies
iistart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook [ Create - Microsoft Int... [ Microsoft Excel - Test Em... @, O[] 928 Am

Step Action

48. ACCOUNTING DETAIL
Enter/verify the accounting information for this expense item.

Remember that each field offers the Look Up (magnifying glass) feature to search
for valid entries.

49. Click the OK button when the required accounting information has been
entered/verified.
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Development
Hoime
Search: = New Window | Help | Customize Page | 5,
[ E3y FELmiils Create Travel Authorization
- Employee Self-Service
Eg'cam a . Authorization Detail for Lodging/Hotel (Line 2)
Brvice Reques .
I> Pracuremant Howard Holtzclaw Authorization ID: NEXT
S
> Travel and Expenses About This Expense
— Open Resource Requests “Date: 06/15/2009
— Emplovee Praject Center i . Ermpl Faid 5
~ Stafiing Apaks Online Payment Type: mployee Pl
— Travel and Expense Center “Billing Type: Out of State-B8 ¥
-E = *Originati ion: "
— Originating Location: Darwille, N
> Manager Self-Service N Y &
[> Supplier Contracts "Locati Aflanta, GA [¢}

[ Customers

- Pariners Description: [Radison
@ Produsts Amount: 52000 USD

> Catalog Management
[ Promations

[> Customer Cantracts Location Amount: |
> Order Managerment
[> Pricing Configuration

[> Customer Retumns fccounting Detait

[ ltemns

> Gost Accaunting Check Expense For Errors

[> vendors

> MAMWIDBE Repositary Return to Travel Authorization Entry
> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment
> Sourcing

> Engineering _I

I Manifact rine Nefinitinns

e T T [8 @ mustedsies
distart| | @ (X (~ [@ | [~ Inbox - Microsoft Outlook [ Create - Microsoft Int... [ Microsoft Excel - Test Em... e

Step Action

50. CHECK FOR ERRORS
Click the Check Expense For Errors button.

If there are errors or warnings, a red flag will appear at the top of the page
describing the exception.

Make any necessary corrections or revisions and click the Check Expense for
Errors again.
| Check Expense For Errars I

Page 178




ENCOMPASS Training Guide
Travel and Expense User Guide

2} Create - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File Edit View Favorites  Tools  Help ‘ "J.

Qe - ) - %] &) \h‘;jSearch Siprmones 62| 00 s v - B B

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERF s WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddTravelbuth?TE. Menu Yar=ADMINGPORTALPARAM_F | (B S0

Development
Search: = New Window | Help | Customize Page | 5,
[ E3y FELmiils Create Travel Authorization
- Employee Self-Service
Eg'cam a . Authorization Detail for Lodging/Hotel (Line 2)
Brvice Reques .
I> Pracuremant Howard Holtzclaw Authorization ID: NEXT
S
> Travel and Expenses About This Expense
— Open Resource Requests *Date: 081502009
— Employee Project Center N . Empl Faid =
~ Stafiing Apaks Online Payment Type: fployee Fal
— Travel and Expense Center “Billing Type: Out of State-B *
£ [ “Originating Location: Danville, IN Q
> Manager Self-Service
[> Supplier Contracts ‘Location: |Atlanta, GA Q

[ Customers

- Pariners Description: [Radison
@ Produsts Amount: 82000 USD

> Catalog Management
[ Promations

[> Customer Cantracts Location Amount: |
> Order Managerment
[> Pricing Configuration

[> Customer Retumns Accounting Detail

[ ltemns

> Gost Accaunting Check Expense For Errors

[> vendors

> MAMWIDBE Repositary Return to Travel Authorization Entry
> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment
> Sourcing

> Engineering _I

I Manifact rine Nefinitinns

@] Done [ B @ tustedsies
distart| | @ (X (~ [@ | [~ Inbox - Microsoft Outlook [ Create - Microsoft Int... [ Microsoft Excel - Test Em... B, M| %23 Am

Step Action

51. Click the Return to Travel Authorization Entry.

52. Click the Save For Later button.

Save for Later

53. COPY AN EXPENSE LINE

Expense lines that are similar and will be listed multiple times may be copied to
save data entry requirements.

Click the Select checkbox next to the expense to be copied.
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Search: = =]
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- Employee Self-Service
> P-Card

I Service Request

[> Procurement I Bus Transportation Fund Account Name Fund Account Number
[ Assets _ - v Rt
Tl el RS I™ Train Transportation ¥ General Fund % State Funds 50.000
— Open Resource Reguests I™ State Car Transportation [ Federal Fund % Federal Funds 50.000
— Emplovee Project Center _ . _
— Stafiing Appl Online [ Dedicated Fund % Dedicated Funds
Etaming Apply Online
— Travel and Expense Center [ other Fund % Other Funds
E -
> Manager Self-Service
> Supplier Contracts
I Customers Hotel name [RADISON City [atants, GA Hotel Rate | 82.000
[+ Partners

[+ Products
Contact N Contact Phy
> Catalog Management onta ame I onta one

[ Promotions

[ Customer Cantracts

[> Order Management T | ~

I Pricing Corfiguration Select xpense Type Date mount Currency | 'Payment Type Type

Egusmmemewmﬂ | |[airare =l |[oenaszo0g [ | 375000 |USD [Frenaid =1 |[Prepaid | |Detail
2ms

[ Gost Accounting | | |[Lodging/Hotel =1 |[o6n 72008 5 || 52000 |USD [Employee Pa x| |[Outof State-Bi x| |~Detai

[> vendors
> MAWDBE Repository |
> Purchasing
> Inwentory I j
[» eProcurement
[: Services Procurement Copy Selected | Delete Selected | Mew Expense | Add Check For Errors

> Sourcing

> Engineering
b Mamiachiring Rafintins || =l

T T [8 @ mustedsies
istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlock [ Create - Microsoft Int... [ Microsoft Excel - Test Em... Eeom s

Step Action

54. Click the Copy Selected button.
Copy Selected
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- Employee Self-Service N N ~
I P-Card Warning for Copying Expense Lines
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[ Procurement
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> Travel and Expenses

— Open Resource Requests
— Emplovee Praject Center

Howiard Holtzclaw Authorization ID: MEXT

You have selected expenses that either have errors or have not heen checked for errors. Ifthis is not
kay, press the Cancel button and correct the appropriate errors) andior press the Check For Errars

— Stafiing Apaly Online button. Ifitis OK, press OK to continue
— Travel and Expense Center OK | Cancel |
E

> Manager Self-Service
> Supplier Contracts
[ Customers
[+ Partners
[+ Products
> Catalog Management
[ Promations
[> Customer Cantracts
> Order Managerment
[> Pricing Configuration
[> Customer Retumns
[ ltemns
[ Cost Actounting
[> vendors
> MAMIDBE Repository
> Purchasing
> Inwentory
[» eProcurement
[+ Services Procurerment
> Sourcing
> Engineering

=l

I Manifact rine Nefinitinns

P BT [E @ Trusted stes
distart| | @& (%) [~ (@ | [~ mbox-mcr.., | ] rie0szoz00... |[Z] create - M... ] Test Enploy...| (3 Test Serpts | 6] srazamstru... | ) 20ososmre... | [ 4@ O] sigam

Step Action

55. If the expense to be copied has not been checked for errors in a previous step, a
warning will be displayed. This is an alert only and will not prevent the action
from continuing.

Click the OK button.

OK |
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Search: |-
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Create Travel Authorization
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MEXT
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One Date option ifyou wantto copy each selected line just once using the To Date as the new expense
date, or select Copyto 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

=5
> Manager Self-Service
> Supplier Contracts
[ Customers
[+ Partners
[+ Products
> Catalog Management
[ Promations
[> Customer Cantracts
> Order Managerment
[> Pricing Configuration
[> Customer Retumns
[ ltemns
[ Cost Actounting
[> vendors
> MAMIDBE Repository
> Purchasing
> Inwentory
[» eProcurement
[+ Services Procurerment
> Sourcing
> Engineering
=l

I Manifact rine Nefinitinns

= ‘Ex pense Type

‘Dale ‘ Amount |Curreng
[LodgingHotel 081 512008 [ 82.000|USD
" Copyto One Date To Date: El
' Copy to Range of Dates From Date: lﬁ 2008 ds
une - -
To Date: S M T WTF S

fi 2 3 4 s &

708 31011 1213
14 15 16 17 18 19 20
31 22 213 24 25 26 27
28 29 30

OK Cancel

(4] Current Date [k

@] Done

T

distart| | @ (X (~ [@ | [~ Inbox - Microsoft Outlook [ Create - Microsoft Int... [ Microsoft Excel - Test Em...

|8 @ Trusted sites

@, , M 9:30 AM

Step Action

56.

For this example, select Copy to Range of Dates.

Select June 16, 2009 as the From Date for this example.

Using the Copy Option section choices, the expense may copied for each date in a
range or a single specific date.

Each day's expense must be listed with the corresponding date.

Using the Calendar icon (or enter the dates manually), identify the date range for
the expense to be copied in the From Date and To Date fields.

57.

Select June 18, 2009 as the To Date.
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Step Action

58. The Include Weekends and/or Include Holidays checkboxes allow these types of
days to be included in the date range specified if applicable for this trip.

Do not check them if they don't apply.

™ Include Weekends

™ nclude Holidays

59. Click the OK button.

2 Create - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File Edt ‘iew Favorktes Tooks Help ‘ o

Dok - () - \_L] @ h‘/j S \:\\"(Favnrites [ 63~ :f - JE 3

Adress [{€] hitps: devfin.gnis. in.gowpspifsupl JEMPLOYEE ERP s/ WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddTravelbuth?TE. Menu Yar=ADMINGPORTALPARAM_F | [E] S0

Development
Hoime
Search: = ™ Dedicated Fund % Dedicated Funds ;I
@ ™ other Fund % Other Funds

[= hty Favorites

- Employee Self-Service
[ P-Card
I Service Request
[ Procurement
[ Assets Contact Name | Contact Phone
[ Travel and
— Open Resource Requests
— Emplovee Praject Center

Hotel name | City | Hotel Rate |

— Staffing Apply Online Select | |*Expense Type *Amount Payment Type
— Travel and Expense Center
£ — | T | |[airfare =l[oenszoog [ [ 375000 (usD  |[Prepaic x| |[Prepaid = |zDetail

> Manager Self-Service
I Supplier Contracts | |[Lodging/Hotel =l\[oenaizoog B [ 82000 |usD  |[Emplovee Pa x| |[Outof State-Bi x| |*Detail
[ Customers
b Parters ™ | |[Lodging/Hotel =l |[oenezoos [ 82000 |usD  |[Employee Pa x| |[Outof State-Bi x| [~Detail
[ Products
| Catalng Managsment | |[Lodging/Hotel =l[oen7zo09 [ e2000 |usD  |[Emplovee Pa x| |[Outof State-Bi =] |~Detail
[ Promotions
I Gustomer Contracts | |[LodgingHoter =l |[osnazooa s | 82000 \usD  |[Employee Pa x] |[Out of State-Bi ¥ | Detail

> Order Managerment

I Pricing Configuration Copy Selected | Delete Selected | Mew Expense - ﬂl Check For Errors
[> Customer Retumns
[ ltemns

I CostAccounting Authorized Amount: 703.00 USD
[> Vendors

> MAMIDBE Repository | Update Totals |
> Purchasing

> Inwentory
[: eProcurement Save for Later Submit Create A Cash Advance Project Summary

[> Services Procurement Eeeturn to Travel and Expense Genter- E
> Sourcing

> Engineering
I Maraifact rine Nefinitinn s 4]

P [TIETT 2 @ Trusted stes
11‘5tart| | @~ @ | [ mbox- .. | El_]ﬁ\EU5Z‘BZUU.H| ] Create - M... &) Test Empla. . | |37 Test Scripts | @_l]sfszﬁlnstruml EI_]zuugoswm| 09, O[] 928 am

Step Action

60. The expense selected will be copied to the Travel Authorization for the dates
specified.

The information may be updated if necessary.

61. Click the Save for Later button.

Sawe for Later
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Z§ Create - Microsoft Internet Explorer provided by FSSA - State of Indiana _|&] x

e i r—— ‘ e

ek - O - @ @ ;h ‘ ) search i}fFavuntEs €)| - :;_ - Jid 3

Adiress [{€] hitps: [fdevfin.gmis.in.govJpspifsupl JEMPLOYEE JERF s/ WEBLIB_TE_NAW. WEBLIE_FLINCTICN, FieldFormula. Script_AddTravelfuth?TE. Manu Var=ADMINBPORTALPARAM P = | Go | Links >

Development
Menu

Search: 1=

[ Wy Favarites

7 Erg?‘cogfde Self-Senice I Bus Transportation Fund Account Name Fund Account Number

Meeting Start Time |12:00PM Meeting End Time [12:00PM | ;I

[» Service Request I™ Train Transportation ¥ General Fund " State Funds 50.000
[» Procurement

[ Assets [ State Car Transportation W Federal Fund % Federal Funds 50.000
b Wl ] SIS I Dedicated Fund % Dedicated Funds

— Open Resource Requests

— Employee Project Center [” Other Fund * Other Funds

— Staffing Apply Online
— Travel and Expense Center
. Ma?igeraa\paewice Hotel name [RADIZON city [atanta, GA Hote| Rate [ 82.000
> Supplier Contracts
1> Gustomners Contact Name | Contact Phone
[> Partners
[ Products
I Catalog Management
[> Promations Date
[> Customer Contracts
> Order Management |Amare
> Pricing Configuration
I Customer Returns [Lodging/Hote!

H
[ lterns j
El
H

mount ayment Type

[06/15r2009 375.000 |USD [Prepaid =] |[Prepaid =] |Detail

[06/1512008 [ 32000 |USD  |[Emplayee Pa x| [Out of State-Bi ] | *Detail

> Cost Accounting |LnngmgIHme\
[ endors
> MAMWDBE Repository [Lodging/Hatel
> Purchasing

1 Inventory [Lodging/Hote! [06/1812008 [ 32000 \USD  |[Emplayee Pa x| [Out of State-Bi ] | *Detail
[> eProcurement

[> Semices Procurement Copy Selected | Delete Selected | MNew Expense x| Add Check For Errars
[ Sourcing
[» Engineering

> Manufartiring Nefinitinne LI LI
| €] javascript:submitAction_winD{document.wind, E%_TAUTH_LINEfnewng4$$0'); [ | |5 @ Trustedsites

start| | @ (%) [~ [@ | [~ Inbox- Microsoft outlock |[Z] Create - Microsoft Int... [ Microsoft Excel - Test Em... @, W] 932 Am

[06/17/2009 52000 |USD [Employee Pa ] |[Outof State-8i =] | *Detail

[
I
[06i 672009 5 || 52.000 |USD [Employee Pa x| || out of State-Bi ] | “Detail
I
[

BFHB®FHBE

Ll

Step Action

62. ADDING ROWS

For more rows to list additonal expenses, click the Add multiple new rows at
row 5 (Alt+7) "+" button.
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 Create - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File  Edit View Favorites  Tools  Help ‘ '.J.

Qe - ) - %] &) \h‘f"j Search 5|7 Favarites €¢3| K- JE S

Address [{€] hitps: devfin.gmis. in.govpspifsupl JEMPLOYEE [ERF s/ WEBLIE _TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddTravelbuth?TE. Menu Yar=ADMINGPORTALPARAM_F

Development
Search: =

Meeting Start Time  [12:00PM Meeting End Time [12:00PM | 4‘

[= hty Favorites

B Ebrgfm\cugrene Selfgenice ™ Bus Transportation Fund Account Name Fund Account Number

[ Service Request I™ Train Transportation [ General Fund % State Funds 50.000
[ Procurement
[ I™ State Car Transportation ¥ Federal Fund % Federal Funds 50.0000

> Travel and Expenses

— Open Resource Requests
- Emplovee Project Center ™ Other Fund % Other Funds
— Staffing Apnly Online
— Travel and Expense Center

[ Dedicated Fund % Dedicated Funds

= [Explorer UserPrompt
= Explorer User P t £
= S [PPOMP e cplorer User Promp X|(Rrate [ 82.000
> Supplier Contracts Script Prompt:
[ Customers Contact Nar
I Partners Enter number of rows to add

[+ Products
[> Catalog Management m

[ Promotions cle =

[ Customer Cantracts

[ Order Management | |[airare =l |[oenaszo0g [ | 375000 |USD [Frenaid =1 |[Prepaid | |Detail
[> Pricing Configuration

1> Gustorner Returns | |[LodgingHotel =l |[oenszo0s | 82000 |uso  |[Employee Pa x| |[outof State-Bi ] |"Detai

[ lterns

> Cost Accounting ™| |[LodgingHatel =] |[o6r1 672008 5 |[ 82000 |USD [Employee Pa ] |[Outof State-8i =] | *Detail

[> Vendors

[ MAMIDBE Repository | |[LodgingHotel =1 |[oan 772009 & || 22,000 |USD [Employee Pa x| |[Outof State-Bi =] |*Detai

[> Purchasing

b Inventory ™ | |[LodgingHotel | |[oBresz008 5 |[ 82.000 |USD [Employee Pa x] |[cutof State-8i =] |Detai | |

[» eProcurement

Y ey o — Copy Selected | Delete Selected | [Mew Expense ] Ada Check For Erars

> Sourcing

> Engineering

I Maraifact rine Nefinitinn s 4] =l
|{&] javascript:submit ction_winO(document.winD, EX_TAUTH_LINE§newm$<$50%; [ [8 (@ trusted siees

istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook [ Create - Microsoft Int... [ Microsoft Excel - Test Em... @, M 932 AM

Step Action

63. A pop-up message will ask for the number of rows that should be added.
Enter Number of rows to add.

Click the OK button
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2} Create - Microsoft Internet Explorer provided by FS5A - State of Indiana RS
File Edit View Favorites Tools Help ‘ o
3 I~ e . S 1A =
eﬁack -0 - E] @ kh‘f')Search /"2 Favorites @| ng i ) - [JEd 3
Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERFs{WEBLI_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddTravelbuth? TE. Menu Yar=ADMINGPORTALPARAM_F | [E] S0
Development
Search: = ™ Dedicated Fund % Dedicated Funds ;I
@ ™ other Fund % Other Funds
[= hty Favorites
- Employee Self-Service
> P-Card .
I Bervics Renuest Hotel name | City | Hotel Ratel
[ Procurement
[ Assets Contact Name | Contact Phone
[ Travel and
— Open Resource Requests
— Emplovee Praject Center
— Stafiing Apply Qnline Expense Type ‘Date *Amount Currency | ‘Payment Type
— Travel and Expense Centet
£ — | T | |[airfare =l[oenszoog [ [ 375000 (usD  |[Prepaic x| |[Prepaid = |zDetail
> Manager Self-Service
I Supplier Contracts | |[Lodging/Hotel = |[o6r 72009 & || 22.000 |USD [Employee Pa x| |[out of State-Bi =] | “Detail
[ Customers
b Parters ™ | |[Lodging/Hotel =l |[oenezoos [ 82000 |usD  |[Employee Pa x| |[Outof State-Bi x| [~Detail
[+ Products
| Catalng Managsment | |[Lodging/Hotel =l[oen7zo09 [ e2000 |usD  |[Emplovee Pa x| |[Outof State-Bi =] |~Detail
[ Promations by P
I Gustomer Contracts | |[LodgingHoter =l |[osnazooa s | 82000 \usD  |[Employee Pa x] |[Out of State-Bi ¥ | Detail
> Order Managerment I ﬂ
[> Pricing Configuration
I fems EoniE) 4 Mew Expense A Check For Errors
I Cost Accounting Fees - Renistration
> vendors Ground Transporation
[ MAWDBE Repositary Author -0dgina/Hotel 703.00 USD
[> Purchasing Mileage
[ Inwentary Parking Update Totals |
I eProcurement ;9’ g!em -Olnts‘faéet .
I Services Procurement er biem-Out o7 State
& Sourcing Save f0) ;hnﬁ gaus Create A Cash Advance Project Summary _
[> Engineering Return to 1RENtal Car
I Wanufartiring Nefinitinns LI LI
& [TE [ [& [@ ustedsies
istart| | @ (X (v [@ | [~ Inbox- Mic... | i) Fileos29200... | [ Create - M... £51] Test Empla.., | (L3 Test Seripts | 1] sfazanstru.., | i1 20090sTre.. | [0 , O[] 934 am

Step

Action

64.

EXPENSE TYPE - PER DIEM

Click the down arrow next to the Expense Type field and select Per Diem-Out of
State.

|Per Diem-Cut of State
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2} Create - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File Edit View Favorites  Tools  Help ‘ '.J.

Qe - ) - %] &) ;h‘/"? Search 5|7 Favaries €¢3| -2 - LK 33

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERFs{WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddTravelbuth?TE. Menu Yar=ADMINGPORTALPARAM_F | [E] S0

Development
Hiome
Search: = I Bus Transportation Fund Account Name Fund Account Number ;l
] I Train Transportation ¥ General Fund “ State Funds 50.000
5 grn;?;%ge;elfﬁemne I™ State Car Transportation ¥ Federal Fund % Federal Funds £0.0001
b P-Card [ Dedicated Fund % Dedicated Funds
1> Service Request ™ other Fund % Other Funds
[ Procurement
[ Assets
> Travel and Expenses
- Dpen Resource Requests Hotel name [RADISON city [atants, GA Hotel Rate | 82.000
— Emplovee Praject Center
— Etaffing Apply Online l—
— Travel and Expense Centat Contact Name | Contact Phone

“E
> Manager Self-Service
> Supplier Contracts

> Customers 'Expense Type ‘Amount 'Payment Type
I Partners = - = =1 -
B Dol | |[airare =l |[oenazo0s [ | 375000 |USD [Frenaid =1 |[Prepaid | |etai
[> Catalog Management = = -gi~l|*
e | |[LodgingHatel =] |[o6r 572008 5 |[ 52000 |USD [Emplayee Pax] |[Outof State-8i =] | *Detail
[ Customer Cantracts

LodgingHotel ~| |[osrrerz009 82.000 |USD Employee Fa x| ([ outof State-Bix F
> Order Managerment D I aing J I Eﬂ I I Pl J I J
[ Pricing Configuration - Lodging/Hate! «||[o6 772008 52000 |USD Emplayee Pa v || Out of State-Bi = | [*Detai
[> Customer Returns I J I I I J I J
I terns | |[LodgingHatel | |[oBresz008 5 |[ 52000 |USD [Emplayee Pa ] |[Outof State-8i =] | *Detail
- CostAccounting
I Vendors | |[FerDiem-Out of state =1 |[06nsrz008 & || 37lusp  |[Empioyee Pa x| |[outof state-8i 7] |zDetail
> MAMIDBE Repository
[ Purchasing Copy Selected | Delete Selected | MNew Expense =| Add Check Far Errars
> Inwentory
> eProcurement |
[> Senices Procurement
> Sourcing Authorized Amount: 703.00 USD
> Engineering
. Marartachiing nenines 2] | Update Totals | | =l
& [ B @ tustedsies

istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook [ Create - Microsoft Int... [ Microsoft Excel - Test Em... B, W] 33 An

Step Action

65. Enter the date of the expense in the Date field.

For this example, enter "06/15/2009"

66. Enter the Per Diem dollar amount in the Amount field.

The daily amount allowed is $32.00 multiplied by the total number of days the
traveler is eligible for reimbursement (based on the State's travel policies) minus
any meals provided.

Amounts for portions of a day are calculated differently. Questions about per diem
allowances should be directed to the travel administrator/travel department.

32.000

Page 187




ENCOMPASS Training Guide
Travel and Expense User Guide

i Modify - Microsoft Internet Explorer provided by FS5A - State of Indiana RS
File  Edit View Favorites  Took  Help ‘ o

Qe - - %] 2 \h‘f"j Search 5|7 Favarites €¢3| K- LJE S

Address [{€] hitps:devfin.gnis. in.gowpspifsupl JEMPLOYEE ERFs{WEBLIE_TE _NAW. WEBLTE_FLNCTIOH.FieldFormula. iScript_Modiy Travelduth? TE Menu. Var=ADINEFORTALPARAM = | (£ S0

Development

Search: = | Other Fund % Other Funds B

®

[= hty Favorites
- Employee Self-Service
[ P-Card
[ Service Request Contact Name | Contact Phone
[ Procurement
[ Assets
> Travel and Expenses

Hotel name [RADISON city [atanta, GA Hotel Rate | 82.000

— Open Resource Reguests *Amount ayment Type

— Employee Project Center

— Stafling Apgly Online | |[airfare =l |[oenszo08 & | 375000 |USD [Prenaid =1 |[Prepait =] |Detail

— Travel and Expense Center

E - | |[CodgingHatel =] |[o8r1 572008 (5 |[ 82000 |USD [Employee Pa ] |[Outof State-8i =]

> Manager Self-Service
I Supplier Contracts | |[Lodging/Hotel = |[o6r erz009 & || 22.000 |USD [Ermployee Pa x| |[out of State-Bix]
[ Customers
b Parters | |[Lodging/Hotel =l|[oen7zo0s & [ 82000 |usD  |[Employee Pa x| |[Outof State-Bi x|
[ Products
| Catalng Managsment | |[Lodging/Hotel =l[oenezoos [ [ 2000 usD  |[Emplovee Pa x| [Outof State-Bi x|
[ Promotions
I Gustomer Contracts 7 | |[Per Diem-Out of State =l |[osnszo0a [ 32000 \usD  |[Employee Pa x] |[out of State-Bi]

> Order Managerment
I> Pricing Configuration Copy Selected | Delete Selected |
[> Customer Retumns
[ ltemns

I CostAccounting Authorized Amount: 735.00 USD
[> Vendors

> MAMIDBE Repository | Update Totals |
> Purchasing

> Inwentory
> ePracurement Save for Later Submit Create A Cash Advance Project Surnrnary  Print Authorization
[> Services Procurement Eeeturn to Travel and Expense Genter- E

> Sourcing

> Engineering =
I Maraifact rine Nefinitinn s 4] =l

[T (8 [@ Tustedsies
distart| | @ (%) (v (@ | [~ mbox - Mcrosoft outook | (] Mirosoft Excel - Test Em... | [ Modify - Microsoft Int... R ® o e

Check For Errars

Mew Expense

Step Action

67. Click the down arrow next to the Payment Type field and select Employee Paid.
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i Modify - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File Edit View Favorites  Tools  Help ‘ '.J.

Qe - ) - (%] & 0 ‘ ) seareh /"¢ Favortes €¢3| i - 3

Address [{€] hitps: devfin.gmis. in.govpsp{fsupl JEMPLOYEE ERF s/ WEBLIE _TE _NAW. WEBLTE_FLNCTION.FieldFormula. iScript_Modiy Travelduth? TE Menu. ar=ADMINEFORTALPARAM = | B

Development
S =] || Other Fund % Other Funds ;I
[ By il Hotel name [RADISON city [atanta, GA Hotel Rate [ 52.000

- Employee Self-Service
[ P-Card

[> Service Request Contact Name | Contact Phone

[ Procurement

[ Assets
> Travel and Expenses
— Open Resource Requests Select pense Type *Amount Currency | ‘Payment Type g Type
— Employee Project Center
— Stafling Apgly Online | |[airfare =l |[oenszo08 & | 375000 |USD [Prenaid =1 |[Prepait =] |Detail
— Travel and Expense Center
E - | |[CodgingHatel =] |[o8r1 572008 (5 |[ 82000 |USD [Employee Pa ] |[Cutof State-8i =] |~Detai
> Manager Self-Service
I Supplier Contracts | |[Lodging/Hotel =l \[oenezoog B [ 82000 |usD  |[Emplovee Pa x| |[Outof State-Bi x| |*Detail
[ Customers
b Parters | |[Lodging/Hotel =l|[oen7ao0s [ 82000 |usD  |[Employee Pa x| |[Outof State-Bi x| |~Detai
[ Products
| Catalng Managsment | |[Lodging/Hotel =l [oenezoos [ 2000 |usD  |[Emplovee Pa x| |[Outof State-Bi =] |~Detail | F]
[ Promotions
I Gustomer Contracts 7 | |[Per Diem-Out of State =l |[osnszo0a [ 32000 \UsD  |[Emplovee Pa x] |[Out of State-Bi ¥ | Detail

In State-Billable
In State-ManBill_ForErrors

QL Hill

> Order Managerment
© Pricing Carfiguratian Copy Selected | Delete Selected | Mew Expense x| Add

[> Customer Retumns

I lerris Ot of State-Mond
| CREACHRUAIITE] Authorized Amount: 73500 USD Frepaid
[> Vendors

> MAMIDBE Repository | Update Totals |

> Purchasing
> Inwentory

> ePracurement Save for Later Submit Create A Cash Advance Project Surnrnary  Print Authorization
[> Services Procurement Return to Travel and Expense Center- E

> Sourcing
> Engineering _I

I Manifact rine Nefinitinns

e [T (8 [@ Tustedsies
distart| | @ (%) (v (@ | [~ mbox - Mcrosoft outook | (] Mirosoft Excel - Test Em... | [ Modify - Microsoft Int... EYSL yeprET

Step Action

68. Click the down arrow next to the Billing Type field and select Out of State
Billable.

69. EXPENSE DETAILS

Click the Detail link.
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2} Create - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File Edit View Favorites  Tools  Help ‘ "J.

Qe - - ¥ 2 \h‘;ﬁ Search 5|7 Favarites €¢3| - L) B

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERF s WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddTravelbuth?TE. Menu Yar=ADMINGPORTALPARAM_F | (B S0

Development
Search: = Mew Window | Help | Customize Page | &,
[ By il Create Travel Authorization
- Employee Self-Service
Eg'cam a " Authorization Detail for Per Diem-Out of State (Line 6)
Brvice Reques .
b PrEsEE Howard Holtzelzw Authorization ID: MNEXT
S
> Travel and Expenses About This Expense —_—
— Open Resource Requests “Date: 06/15/2009
— Emplovee Project Center N . —_IE 1 Faid ~
~ Stafiing Apaks Online Payment Type: L Al
— Travel and Expense Center “Billing Type: Out of State-B8 ¥
£ = Danville, IN Q
> Manager Self-Service ——
[> Supplier Contracts Atlanta, GA Q

I Customers |
[ Pariners ) e

[> Products Amount: 32000 USD Refresh Per Diem Amounts
> Catalog Management
[ Promations

1> Custorner Contracts Location Amount: [
> Order Managerment
[> Pricing Configuration

[> Customer Retumns Accounting Detail

[ ltemns

> Cost Accounting Check Expense For Errors

[> vendors

> MAMIDBE Repository Eeturn to Travel Authorization Entry
> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment
> Sourcing

> Engineering _I

I Manifact rine Nefinitinns

@] Done [ B @ tustedsies
distart| | @ (X (~ [@ | [~ Inbox - Microsoft Outlook [ Create - Microsoft Int... [ Microsoft Excel - Test Em... @, O[] 9:39 M

Step Action

70. In the Description field, enter Per Diem for this expense.

The Description field is required.
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Creat rosoft Internet Explorer provided by F55A

File Edit View Favorites  Tools  Help ‘ "J.

Qe - - ¥ 2 \h‘;ﬁ searth 5/ ¢ Favontes €2 | 0 o ) - L 2%

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERF s WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddTravelbuth?TE. Menu Yar=ADMINGPORTALPARAM_F | (B S0

Development
Search: = Mew Window | Help | Customize Page | B
[ E3y FELmiils Create Travel Authorization
- Employee Self-Service
b P-Card Authorization Detail for Per Diem-Out of State (Line 6)
I Service Request
[> Procurement Howward Holtzclaw MNEXT
S Aoout Thisbxense |
> Travel and Expenses About This Expense
— Open Resource Requests “Date: 06/18/2009
— Emplovee Praject Center i . Ermpl Faid 5
~ Stafiing Apaks Online Payment Type: mployee Pl
— Travel and Expense Center “Billing Type: Out of State-B8 ¥
£ | *Originating Locat Danville, [N <}
> Manager Self-Service
[> Supplier Contracts ‘Location: Aflanta, GA [¢}
I: Customers \ . faoem
= t—— Descrij Per Diem

[> Products Amount: 32000 USD Refresh Per Diem Amounts

> Catalog Management
[ Promations

1> Custorner Contracts Location Amount: [
> Order Managerment
[ Pricing Configuration

[> Customer Retumns Accounting Detail

[ ltemns

> Cost Accounting Check Expense For Errors

[> vendors

> MAMIDBE Repository Eeturn to Travel Authorization Entry
> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment
> Sourcing

> Engineering _I

I Manifact rine Nefinitinns

@] Done [ B @ tustedsies
distart| | @ (X (~ [@ | [~ Inbox - Microsoft Outlook [ Create - Microsoft Int... [ Microsoft Excel - Test Em... @, ] 9:34 8m

Step Action

71. Click the Accounting Detail link.
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2} Create - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File  Edit View Favorites  Took  Help ‘ >

OBack - - @ @ \h‘psaarch \i\\?Favnrites & f:<v ;, - Jid 3

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERF s/ WEBLI_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddTravelbuth?TE. Menu Yar=ADMINGPORTALPARAM_F | [E] S0

Development
Hoime
Search: = Mew Window | Help | Customize Page | B
®
[ E3y FELmiils Create Travel Authorization
- Employee Self-Service
b P-Card Accounting Detail
I Service Request o
I> Pracuremant Howard Holtzclaw Authorization ID: NEXT
[ Assets
I> Travel and Expenses This is the accounting detail for expense type Per Diern-Out of State with a transaction date of 2009-
— Open Resource Requests 0B-18 in the amount of 32 USD. If changes are made inadvertently, you may reset the default
- Employee Praject Center accounting walues by hitting the ‘Restore Defaults’ button.
— Staffing Apnly Online
— Travel and Expense Centet Restare Defaulls

“E
> Manager Self-Service
> Supplier Contracts

[ Customers PC Bus .
[ Pariners Unit Project Activity |

Ezzgﬁjﬂg‘smﬂagemgm Bzoo0 [ooso0 @ a, [seze00 O q [z19225 @ Q, [onso0 @ Q a |

[ Promations

> Customer Contracts Add ChartField Line
> Order Managerment
[> Pricing Configuration oK

[> Customer Retumns —I
[ ltemns

[ Cost Actounting

[> vendors

> MAMIDBE Repository
> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment
> Sourcing

> Engineering <[l |

I Manifact rine Nefinitinns

|&] Done [ B @ tustedsies
iistart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook [ Create - Microsoft Int... [ Microsoft Excel - Test Em... @, O[] 9:34 Am

Amount  'GL Unit Fund Object Center Dept Bud Ref

2

Step Action

72. ACCOUNTING DETAIL
Enter/verify the accounting information for this expense item.

Remember that each field offers the Look Up (magnifying glass) feature to search
for valid entries.

73. Click the OK button.
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Development
Hoime
Search: = New Window | Help | Customize Page | 5,
[ E3y FELmiils Create Travel Authorization
- Employee Self-Service
Eg'cam a . Authorization Detail for Per Diem-Out of State (Line 6)
Brvice Reques .
I> Pracuremant Howard Holtzclaw Authorization ID: NEXT
S
> Travel and Expenses About This Expense
— Open Resource Requests “Date: 06/15/2009
— Emplovee Praject Center i . Ermpl Faid 5
~ Stafiing Apaks Online Payment Type: mployee Pl
— Travel and Expense Center “Billing Type: Out of State-B8 ¥
-E = *Originati ion: "
— Originating Location: Darwille, N
> Manager Self-Service N Y &
[> Supplier Contracts "Locati Aflanta, GA [¢}

I Customers . R l—
b s Description: Per Diem
[> Products Amount: 32000 USD Refresh Per Diem Amounts

> Catalog Management
[ Promations

1> Custorner Contracts Location Amount: [
> Order Managerment
[ Pricing Configuration

[> Customer Retumns Accounting Detail

[ ltemns

> Cost Accounting Check Expense For Errors

[> vendors

> MAMIDBE Repository Eeturn to Travel Authorization Entry
> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment
> Sourcing

> Engineering _I

I Manifact rine Nefinitinns

e T T [8 @ mustedsies
distart| | @ (X (~ [@ | [~ Inbox - Microsoft Outlook [ Create - Microsoft Int... [ Microsoft Excel - Test Em... e e

Step Action

74. CHECK FOR ERRORS
Click the Check Expense For Errors button.

If there are errors or warnings, a red flag will appear at the top of the page
describing the exception.

Make any necessary corrections or revisions and click the Check Expense for
Errors again.
| Check Expense For Errars I

75. Click the Return to Travel Authorization Entry link.
|Return ta Travel Authorization Entry
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Development

Search: = =l
@ Hotel name | City | Hotel Rate |

[= hty Favorites
- Employee Self-Service Contact Name | Contact Phone
[ P-Card
I Service Request
[ Procurement

> Assets T T [ T P PP

I Travel and Bxpenses Expense Type Date Amount Currency | 'Payment Type

- Open Resource Requests | |[airare =l |[oenaszo0g [ | 375000 |USD [Frenaid =1 |[Prepaid | |Detail

— Employee Project Center

- Stafiing Apply Online | |[Lodging/Hotel =1 |[o6n 72008 5 || 52000 |USD [Employee Pa x| |[out of State-Bi ] | "Detail

— Travel and Expense Center

_E e ™| |[LodgingHatel =] |[o6r1 672008 5 |[ 82000 |USD [Employee Pa ] |[outof State-8i =] | *Detail

> Manager Self-Service
> Supplier Contracts | |[LodgingHotel =1 |[oan 772009 & || 52000 |USD [Ermplayee Pa x| |[out of State-Bi =] | “Detail
[ Customers
I: Pariners ™ | |[Lodging/Hotel =1 |[oeneran08 5 || 82.000 |USD [Employee Pa x| || out of State-Bi 7] | "Detail
[ Products
I Catalog Management | |[Per Diem-out of state =] |[o61 572008 5 |[ 32.000 |USD [Employee Pa ] |[Outof State-8i =] | *Detail
[ Promotions
[ Customer Cantracts I j

> Order Managerment

I Pricing Configuration Copy Selected | Delete Selected | Mew Expense - ﬂl Check For Errors
[> Customer Retumns
[ ltemns

I CostAccounting Authorized Amount: 735.00 USD
[> Vendors

> MAMIDBE Repository | Update Totals |
> Purchasing

> Inwentory
[: eProcurement Save for Later Submit Create A Cash Advance Project Summary

[ Services Procurement Betutn to Travel and Expense Center- E
> Sourcing
> Engineering _I

I Manifact rine Nefinitinns

e [T [8[@ mustedsies
distart| | & (X [~ (@ | [ nbox-pic... | £ rleoszoe00., |[E Create -M.. ] Test Enplo... | (9 Test serpts | 51 shezainstru.. | 0 2000sre, | [0 O] 990 am

Step Action

76. Click the Save for Later button.

Save for Later |

77. COPY AN EXPENSE LINE

Expense lines that are similar and will be listed multiple times may be copied to
save data entry requirements.

Click the Select checkbox next to the expense to be copied.

78. Click the Copy Selected button.
| Copy Selected
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Development
Search: =l New Window | Help | Customize Page | 5,
®
> My Favorites Travel Authorization
- Employee Self-Service N N ~
I P-Card Warning for Copying Expense Lines

I Service Request

[ Procurement

[ Assets

> Travel and Expenses

— Open Resource Requests
— Emplovee Praject Center

Howiard Holtzclaw Authorization ID: MEXT

You have selected expenses that either have errors or have not heen checked for errors. Ifthis is not
kay, press the Cancel button and correct the appropriate errors) andior press the Check For Errars

— Stafiing Apaly Online button. Ifitis OK, press OK to continue
— Travel and Expense Center OK | Cancel |
E

> Manager Self-Service
> Supplier Contracts
[ Customers
[+ Partners
[+ Products
> Catalog Management
[ Promations
[> Customer Cantracts
> Order Managerment
[> Pricing Configuration
[> Customer Retumns
[ ltemns
[ Cost Actounting
[> vendors
> MAMIDBE Repository
> Purchasing
> Inwentory
[» eProcurement
[+ Services Procurerment
> Sourcing
> Engineering

=l

I Manifact rine Nefinitinns

&) Done [TE [ [& [@ tustedsies
distart]| | @ (%) [~ (@ | [~ Inbox-mic.. | &) ricoszozn... [ & Create - M... 6] Test Emplo... | (3 Test seripts | 9] sfzatnstru.. | 65/ z00sosTre. . | [ @) L O] 58 am

Step Action

79. If the expense to be copied has not been checked for errors in a previous step, a
warning will be displayed. This is an alert only and will not prevent the action
from continuing.

Click the OK button.

OK |
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Develo

Search:

[= hty Favorites

[ P-Card
I Service Req

[ Assets

- Employee Self-Service

[ Procurement

> Travel and Expenses

— Open Resource Requests
— Emplovee Praject Center
— Staffing Apnly Online

— Travel and Expense Center

pment

MNew Window | Help | Customize Page | ,En

®

Create Travel Authorization

Copy Selected Expenses

Howard Holtzclaw

uest

Authorization ID: MEXT

You are about to copy the following expense line(sy inta one ar more new expense lines. Selectthe Copy to
One Date option ifyou wantto copy each selected line just once using the To Date as the new expense
date, or select Copyto 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

E

[ Customers
[+ Partners
[+ Products
[ Promations

> Order Manage

[ ltemns
[> vendors

> Purchasing
> Inwentory
[» eProcurement

> Sourcing
> Engineering
I Mararfachrine

13 Meﬁger Self-Service
> Supplier Contracts

> Catalog Management
[> Customer Cantracts

[> Pricing Configuration
[> Customer Retumns

> Gost Accounting

> MAMIDBE Repository

[+ Services Procurerment

= ‘Ex pense Type ‘Dale ‘ Amount |Curreng
[Per Diem-Out of State 081 512008 [ 32.000|USD
' Copyto One Date To Date: El

rment ™ Include Weekends

From Date: l—
To Date: ]

" Copy to Range of Dates
T Include Holidays

OK Cancel

=

Nefinitinns

@] Done

distart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlock [ Create - Microsoft Int... [ Microsoft Excel - Test Em...

T T [B @ mstedsies

M@, M) 255 aM

Step

Action

80.

Using the Copy Option section choices, the expense may copied for each date in a
range or a single specific date.

Each day's expense must be listed with the corresponding date.

For this example, select Copy to Range of Dates.

81.

Using the Calendar icon (or enter the dates manually), identify the date range for
the expense to be copied in the From Date and To Date fields.

For this example, select June 16, 2009 as the From Date and June 19, 2009 as the
To Date.
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Development

Search: = Mew Window | Help | Customize Page | &,

®

[+ My Favorites Create Travel Authorization
- Employee Self-Service
I P-Card Copy Selected Expenses
gﬁfﬂ";ﬁfﬁa’zﬂ;‘es{ Howiard Holtzclaw Authorization ID: MEXT
[ Assets
> Travel and Expenses You are about to copy the following expense line(sy inta one ar more new expense lines. Selectthe Copy to
— Open Resource Requests One Date option ifyou wantto copy each selected line just once using the To Date as the new expense
— Emplovee Project Center date, or select Copyto Range of Dates if you want to copy each line multiple times with the expense date
— Stafling Apply Online for the new lines setto each day within the specified date range.
— Travel and Expense Center
-E B ‘Ex pense Type ‘m ‘ Amount |Currency
2 BT R SRS [Per Diem-0ut of State o8 s/2008 \ 32.000(USD
> Supplier Contracts
[ Customers
:; E?ﬂ?fcrli  Copyto One Date To Date: [
> Catalog Management
[ Promations
[> Customer Cantracts
[> Order Management & . l— B
1 Pricing Corflguration Copy to Range of Dates FromDate:  |06/16/2008 ™ Include Weekends
1> Customer Retums To Date: 06/19r2009 [ " Include Holidays
[ ltemns
[ Cost Actounting
[> vendors
I MAWIDBE Repository oK Cancel
> Purchasing _ —I
> Inwentory
[» eProcurement
[+ Services Procurerment
> Sourcing
> Engineering
=l

I Manifact rine Nefinitinns

&) Done [ B @ tustedsies
Bistart]| | @ (%) [~ (@ | [~ Inbox - Microsoft Outook |[ & Create - Microsoft Tnt... [ Microsoft Excel - Test Em... @, M 956 Am

Step Action

82. The Include Weekends and/or Include Holidays checkboxes allow these types of
days to be included in the date range specified if applicable for this trip.

Do not check them if they don't apply.

Click the OK button.
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Development

Search: = =]
DT ® Hotel name [RADISON city [atanta, GA Hotel Rate | 82.000

Iy Favoriles
- Employee Self-Service

I P-Card Contact Name | Contact Phone

I Service Request

[ Procurerment

[ Assets

> Travel and Expenses Ex| e Type ‘Date *Amount Currency | 'Payment Type

— Open Resource Reguests

— Emplovee Project Genter | |[airfare =l |[oenszo08 & | 375000 |USD [Prenaid =1 |[Prepait | |Detail

— Staffing Apnly Online »

Tl S Ry | |[CodgingHatel =] |[o6r1 572008 (5 |[ 22000 |USD [Employee Pa ] |[Outof State-8i =] | *Detail
b M;Eagerwwww ™| |[LodgingHatel =] |[oerazons B[ 2000 usD |[Emplovee Pa x| [Outof State-Bi x| | *Detail
> Supplier Contract .
i C‘jifﬂ‘;;m”" I | |[LodgingHatel =] |[oesr7ra008 || 82.000 |USD [Employee Pa x| |[out of State-Bi 7] | Detail
:;Efﬂ’g”i"z ™| |[CodgingHatel =] |[o8r2r2008 (5 |[ 22000 |USD [Employee Pa ] |[Outof State-8i =] | *Detail
| e R | |[Per Diem-0ut of State =]|[oerszoas B[ zzoo0|usp |[Emplovee Pa x| |[Outof State-Bi ] | *Detail
[> QU CorEs | |[Per Diem-out of State =] [0 672008 32000 |USD Employee Pa 7] |[Outor Stats-Bi 7] [*Detail
> Order Managerment I J I B I I Pl J I J =
1> Pricing Configuration | |[Per Diem-Out of State =l[oen7oos [ 32000 |usp  |[Employee Pa x| |[Outof State-Bi x| [~Detail
[> Customer Returns
U ltems " | |[Per Diem-out of State =l |[oerazoas [ zzo00|usp |[Emplovee Pa x| [Outof State-Bi x| | *Detail
- CostAccounting
I Vendors 7 | |[Per Diem-Out of State =l |[oan asz009 5 || 32000 |USD [Employee Pa x| |[out of State-Bi x] | “Detail

> MAMIDBE Repository
[ Purchasing Copy Selected | Delete Selected | Mew Expense - M Check For Errors
> Inwentory

[» eProcurement

[+ Services Procurerment

[ Sourcing Authorized Amount: 863.00 USD

> Engineering

I: Manifart ring Nefinitinn s LI | Update Totals | | ;I
|&] Done [ B @ tustedsies

#istart]| | @ (%) [~ (@ | [~ Inbox - Microsoft Outook_|[&] Create - Microsoft Tnt... [ Microsoft Excel - Test Em... @, M 956 Am

Step Action

83. The expense selected will be copied to the Travel Authorization for the dates
specified.

The information may be updated if necessary.

84. Click the Save for Later button.

Save for Later |

85. ADDING ROWS

For more rows to list additonal expenses, click the Add multiple new rows at
row 5 (Alt+7) "+" button.

86. A pop-up message will ask for the number of rows that should be added.
Enter Number of rows to add.
Click the OK button

For this example, enter "2".
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Step Action

87. Click the OK button

2 Modify - Microsoft Internet Explorer provided by FS5A - State of Indiana RS
File Edt ‘iew Favorktes Tooks Help ‘ ,'
L& . = Ty ) S, 0 = . a8
Dok - ) E"] @ \h ‘ ) search 57 Favortes {4 | Dg i [JiEd 3
Adress [{€] hitps:devfin.gmis. in. govpspifsupl JEMPLOYEE ERF s/ WEBLIE _TE _NAW. WEBLTE_FLINCTIOH FieldFormula. Script_Modiy Travebduth? TE. Menu, Var=ADMINEFORTALPARAM = |
Development
Search: = | Contact Name Contact Phone | ;I
[= hty Favorites
vEDrg?‘cugrE; Hel-Genics pense Type mount Payment Type
Eﬁfﬂv\;ﬁreeaea?ﬁest | |[airfare =l \[oensmoos [ [ 375000 (usD  |[Prepaic x| |[Prepaid =l
E#SSH\S e | |[CodgingHatel =] |[o8r1 572008 (5 |[ 82000 |USD [Employee Pa ] |[Outof State-8i =]
ravel ani HPENSes
- Open Resource Requests ™| |[LodgingHatel =l [oenezoos B [ 82000 (D |[Emplovee Pa x| |[Outof State-Bi x|
— Emplovee Praject Center
~ Stafiing Apoly Online | |[Lodging/Hotel =l|[oen7zo0s & [ 82000 |usD  |[Employee Pa x| |[Outof State-Bi x|
— Travel and Expense Center
£ — | | |[LodgingHater =l[oenezoos [ [ 2000 usD  |[Emplovee Pa x| [Outof State-Bi x|
> Manager Self-Service
b Supplier Contracts | |[Per Diem-out of State =]|[oerazons B[ zzo00|usp |[Emmlovee Pax] [Outof State-Bix]
[ Customers
b s I | |[Per Diem-Out of State | |[oen 772008 5 || 32.000 |USD [Employee Pa x| |[out of State-Bi ]
[ Products
| Catalng Managsment | |[Per Diem-out of State =l |[osrezoog H|[ 32000 |usp  |[Employee Pa x| |[out of State-BiZ] |"Detai
[ Promotions - " .
b Customer contracts ™ | |[Per Diem-out of State =]|[oerazoas B[ 22000 usD |[Emplovee Pa x| [Outof State-Bi 7] | Detail
> Order Managerment
- =
[> Pricing Configuration J
[> Customer Returns
> lterms Alrtare
I Cost Accounting Fees - Renistration =
s Copy & Ground Transporiation d MNew Expense dd Check Far Errars
I MMWDBE Repository |Lodging/Hotel
[: Purchasing i
& Inventory Authot Eafk[‘jﬂﬂ 1 St £31.00 USD
[ eProcurement erDiem - In State
[> Services Procurement Per Diem-Out of State Update Totals |
[ Sourcing Phone Calls o
[> Engineering Fental Car i
ey N— =l Save forcarer | T | Create A Cash Advance Eroject Summany =
&) Done [ B @ tustedsies
Wistart]| | & (%) [~ [@ |~ 1box- ... | 2] ficoszoz0n... |[ &) Modify - M... 120 Test Employ... | (7 Test Serpts | %] sfezeinstru. . | 4] zoososTre... | 1o @, O[] 248 pm

Step Action

88. EXPENSE TYPE - MILEAGE
Click the down arrow next to the Expense Type field.

Select Mileage.

89. Enter the date the expense is to be incurred.
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Search: = | Contact Name Contact Phone | Al

[= hty Favorites
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I Service Request | |[airfare =l |[oenszo08 [ | 375000 |USD [Prepaic x| |[Prepaid | |Detail
[ Procurerment
I> Assets | |[CodgingHatel =] |[o8r1 572008 (5 |[ 52000 |USD [Employee Pa ] |[Outof State-8i =] | *Detail
> Travel and Expenses
- Open Resource Requests ™| |[LodgingHatel =l\[osnezoog B [ 82000 |usD  |[Emplovee Pa x| |[Outof State-Bi x| [*Detail
— Employee Project Center
— Stafling Apgly Online | |[Lodging/Hotel | |[o6n 772008 5 || 52000 |USD [Employee Pa x| |[out of State-Bi ] | "Detail
— Travel and Expense Center
E - ™ | |[LodgingHatel =] |[o8r 272008 (5 |[ £2.000 |USD [Employee Pa ] |[Outof State-8i =] | *Detail
> Manager Self-Service
I Supplier Contracts | |[Per Diem-Out of State =1 |[o6r erz009 & || 32.000 |USD [Employee Pa x| |[out of State-Bi =] | “Detail
[ Customers
b Parters I | |[Per Diem-Out of State =l\[oen7zo0s [ 32000 |usD  |[Employee Pa x| |[Outof State-Bi x| [~Detail
[ Products
| Catalng Managsment ™ | |[Per Diem-Out o Gtate =l|[oenezoo [ 32000 |usD  |[Emplovee Pa x| |[Outof State-Bi =] |~Detail
[ Promations " -+ "
I Gustomer Contracts I~ | |[Per Diem-Out of State =l |[osnazooa | 32000 \usD  |[Emplovee Pa x] |[Out of State-Bi ¥ | Detail
> Order Managerment = = =1
b Pricing Gonfiguration | |[mieage =1 |[o6n 572008 jo.000 [{¥E] [Employee Pa x| |[In State-Billab 7] |~Detail
[> Customer Returns I j ‘
[ lterns

> Cost Accounting l— =
& vendors Copy Selected | Delete Selected | Mew Expense dd Check Far Errors

> MAMIDBE Repository
> Purchasing

[ Inwentory Authorized Amount: 831.00 USD
[» eProcurement |

[+ Services Procurerment

Update Totals |

> Sourcing

> Engineering " N

I Manifach rine Nefinifinns Ll Save for Later | Submit | Create A Cash Advance Project Sumrmary Ll
|&] Done [ B @ tustedsies

Wistart]| | @ (%) [~ (@ | [~ 1box- ... | 2] ficoszoz0n... |[ &) Modify - M. 15/ Test Employ... | (7 Test Serpts | 9] sfezeinstru. . | ] zoososTre... | 1o @, O[] 298 pm

Step Action

90. Notice that the Amount field is inactive (grayed out).

When the number of miles is entered on the Expense Details page, the dollar
amount will be calculated based on the State's current mileage allowance.

91. Click the down arrow next to the Payment Type field.

Select Employee Paid.

92. Click the down arrow next to the Billing Type field.

Select Out of State-Billable.
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[ Procurerment

I> Assets | |[CodgingHatel =] |[o8r1 572008 (5 |[ 52000 |USD [Employee Pa ] |[Cutof State-8i =] |~Detai

[> Travel and

- Open Resource Requests ™| |[LodgingHatel =l\[oenezoog B [ 82000 |usD  |[Emplovee Pa x| |[Outof State-Bi x| |*Detai

— Employee Project Center

— Stafling Apgly Online | |[Lodging/Hotel | |[o6n 772008 5 || 52000 |USD [Employee Pa x| |[out of State-Bi ] | "Detail
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E - ™ | |[LodgingHatel =] |[o8r 272008 (5 |[ £2.000 |USD [Employee Pa ] |[outof State-8i =] |Detai
> Manager Self-Service
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b Parters I | |[Per Diem-Out of State =l|[oen7ao0s [ 32000 |usD  |[Employee Pa x| |[Outof State-Bi x| |~Detai
[ Products
| Catalng Managsment ™ | |[Per Diem-Out o Gtate =l|[oenezoo [ 32000 |usD  |[Emplovee Pa x| |[Outof Gtate-Bi =] |~Detai
[ Promotions
I Gustomer Contracts I~ | |[Per Diem-Out of State =l |Josrazoos | 32000 UsD  |[Employee Pa x| out of State-Bi]
> Order Managerment = =
b Pricing Gonfiguration | |[mieage =1 |[o6n 572008 jo.000 [{¥E] [Employee Pa x|
[> Customer Returns I j ‘
[ lterns
| CREACHRUAIITE] Copy Selected | Delete Selected | Mew Expense | Add Check For Errors
[> Vendors
> MAMIDBE Repository
> Purchasing
[ Inwentory Authorized Amount: &31.00 UsD
[> ePracurement
[> Senices Procurement | Update Totals |
[ Sourcing o
E Sga‘lrl'fif:mﬁw el 1=l Sawe for Later | Submit | Create A Cash Advance Project Sumrmary |
[ B @ tustedsies

Wistart]| | @ (%) [~ [@ |~ 1box- ... | 2] fieoszoz0n... |[ &) Modify - M... 121 Test Employ... | (3 Test Serpts | %] sfezsinstru. . | 4] zoososTre... | 1o @, O[] 247 pm

Step Action

Click the Detail link.

93.

94. In the Miles field, enter the estimated number of miles to be driven.

For this example, enter "147".
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> Travel and Expenses About This Expense —_—
— Open Resource Requests ‘Date: 06/15/2009
— Emplovee Project Center N . —_IE 1 Faid ~
~ Stafiing Apaks Online Payment Type: L Al
— Travel and Expense Center “Billing Type: Out of State-B8 ¥

=5

= les: 147] % 0.4400 Calc Mileage
> Manager Self-Service Miles: |
[ Supplier Contracts *Originating Location: Darwille, IN Q
[ Custi
s P:EHDET:H ‘Destination Location: Atlanta, GA, &
> Products ‘Description:

> Catalog Management .

b Promotions Amount: 0000 USD
[> Customer Cantracts
> Order Managerment

[> Pricing Configuration
[> Customer Retumns

I terns Accounting Detail
> Cost Accounting

I Wendars Check Expense For Errors

> MAMIDBE Repository
b Purchasing Return to Travel Authorization Entry
> Inwentory
[» eProcurement
[+ Services Procurerment
> Sourcing
> Engineering

=l

I Manifact rine Nefinitinns

Location Amount: |

T T [B @ mstedsies
Bistart] | @ (% 1 [ | 0box-tier.. | 5] rleosezznn... [T Modity -M... 5 Test Enploy...| (3 Test Scripts | 9] sfestnstra. . | ) 200s0stre.. | [ @, W] 247w

Step Action

95. Click the Calc Mileage button.
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— Open Resource Requests ‘Date: 06/15/2009
— Emplovee Project Center N . —_IE 1 Faid ~
— Stafiing Apgly Onling Payment Type: mployee Fal
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[ Supplier Contracts *Originating Location: Darwille, IN Q

[ Customers

> Partners *Destination Location: Atlanta, GA Q
[ Products “Descri . l—

> Catalog Management
[ Promations

[> Customer Cantracts
> Order Managerment
[> Pricing Configuration
[> Customer Retumns

I terns Accounting Detail
> Cost Accounting

I Wendars Check Expense For Errors

> MAMIDBE Repository
b Purchasing Return to Travel Authorization Entry
> Inwentory
[» eProcurement
[+ Services Procurerment
> Sourcing
> Engineering

=l

I Manifact rine Nefinitinns

&) Done [ B @ tustedsies
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Amount:

Location Amount: |

Step Action

96. The Amount field will populate with the dollar amount based on the number of
miles to be driven multiplied by the State's current mileage allowance.

97. Click the Accounting Detail link.
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=5
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[ Customers PC Bus
[+ Partners Unit

Ezzgﬁjﬂg‘smﬂagemgm Fasa0 [ooso0 @ a, [sezron @ q [z19225 | Q Q, [onso0 @ Q a |

[ Promations

> Customer Contracts Add ChartField Line
> Order Managerment
[> Pricing Configuration oK

[> Customer Retumns —I
[ ltemns

[ Cost Actounting

[> vendors

> MAMIDBE Repository
> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment
> Sourcing

[+ Engineerini

[ hd:allfnrhwﬁnm Nefinifinns ~ldl | i

|&] Done [ B @ tustedsies
Wistart]| | & (%) [~ (B |~ 1box- ... | 2] ficoszoz0n... |[ &) Modify - M... 151 Test Employ... | (3 Test Serpts | %) sfezeinstru. . | 4] zoosostre... | 1o @, O[] 28 pm

Amount  'GL Unit Fund Object Center Dept Bud Ref Project Activity [l

Step Action

98. ACCOUNTING DETAIL
Enter/verify the accounting information for this expense item.

Remember that each field offers the Look Up (magnifying glass) feature to search
for valid entries.

99. Click the OK button.
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[ Custi
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[ Products *Description:

I> Catalog Management .
1> Pramations Amount: E4680 USD

[ Customer Cantracts
> Order Managerment - .

[> Pricing Configuration Location Amount: I
[> Customer Retumns

I ltems fccounting Detait
I> Gost Actounting

I Wendars Check Expense For Errors

> MAMIDBE Repository
b Purchasing Return to Travel Authorization Entry
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[» eProcurement
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> Engineering
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Step Action

100. CHECK FOR ERRORS
Click the Check Expense For Errors button.

If there are errors or warnings, a red flag will appear at the top of the page
describing the exception.

Make any necessary corrections or revisions and click the Check Expense for
Errors again.
| Check Expense For Errars I

101. The Description field was left blank, and this is a required field.
For this example, enter "Drive in Atlanta".

The Location Amount field is not currently used.

102. Click the Check Expense For Errors button.
| Check Expense Far Errars I

103. When all warnings are cleared, click the Return to Travel Authorization Entry
link.

|Return ta Travel Authorization Entryd

Page 205




ENCOMPASS Training Guide
Travel and Expense User Guide

“§ Modify - Microsoft Internet Explorer provided by FSSA - State of Indiana _|&] x

Fle Edit View Favorites Took  Help ‘ i

Qe - O - \i] @ ;h ‘ ) search *Favuntes &M - :’, - Jid 3

Adiress [{€] hitps: {fdevfin.gmis.in.govJpspifsup! JEMPLOYEE JERF s/ WEBLIB_TE_NAW. WEBLIE_FLINCTICN, FeldFormula, Script_Mody TravelAuth? TE Menu. Var=ADPINEFORTALPARAM = | Go | Links >

Development

Search:
&

‘Date *Amount Currency
[06/15r2009 375.000 |USD [Prepaid =] |[Prepaid =] | Detail
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[> Partners
[ Products
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€] Done [ | |5 @ Trustedsites
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Update Totals |

Save for Later | Submit | Create A Cash Advance Project Summary

Step Action

104. Click the Save for Later button.

Sawe for Later

105. EXPENSE TYPE - RENTAL CAR
Click the down arrow next to the Expense Type field.

Select Rental Car.

106. Enter the date that the expense will be incurred.

107. Enter the estimated cost in the Amount field.

for this example, enter "87.000".
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Step Action

108. Click the down arrow next to the Payment Type field.

Select Employee Paid.
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Step Action

109. Click the down arrow next to the Billing Type field.

Select Out of State-Billiable.

110. Click the Detail link.
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Step Action

111. Click the down arrow next to the Merchant Preferred field.

If using any of the preferred merchants, select the merchant name from the list.

112. If NOT using a Preferred Merchant, manually type the name of the merchant
being used in the Non-preferred Mechant field.

113. If a preferred merchant isn't used, enter a justification in the (Exception
Comments section) Non-Preferred Merchant field.

"Enterprise rentals not available in this area," for example.

114. Click the Accounting Detail link.
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Step Action

115. ACCOUNTING DETAIL
Enter/verify the accounting information for this expense item.

Remember that each field offers the Look Up (magnifying glass) feature to search
for valid entries.

ul
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Amount  “GL Unit Fund Object Center Dept Bud Ref

Step Action

116. Click the OK button.
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Address [{€] hitps:devfin.gmis. in.govpspifsupl JEMPLOYEE ERFs{WEBLIE_TE _NAW. WEBLTE_FLNCTIOH.FieldFormula. Script_Modiy Travebduth? TE Menu. Var=ADINEFORTALPARAM = | [E] S0

Development
Search: = MNew Window | Help | Customize Page | & 2]
[ By il Travel Authorization
- Employee Self-Service
Eg'cafﬂ a " Authorization Detail for Rental Car (Line 11)
Brvice Reques .
b PrEsEE Howard Holtzelzw Authorization ID: 0000000210
S
> Travel and Expenses About This Expense —_—
— Open Resource Requests ‘Date: 06/16/2009
— Emplovee Project Center N . —_IE 1 Faid ~
~ Stafiing Apaks Online Payment Type: L Al
— Travel and Expense Center “Billing Type: Out of State-B8 ¥
£ | *originating Location: Danville, [N Q
> Manager Self-Service

"Merchant {(Choose One):

> Supplier Contracts Preferred: lﬁ
[ Customers

[ Pariners Non-preferred: Herz

[+ Products
I+ Catalog Management *Location: Atlanta, GA Q
Lparaions "Description:

[> Customer Cantracts
> Order Managerment Amount: 87.000 USD
[> Pricing Configuration
[> Customer Retumns
I ltems Location Amount: |
[ Cost Actounting

[> vendors

> MAMIDBE Repository

&> Purchasing Accaiinting Hetaik
[ Inwentory

[ ePracursment Check Expense For Errors
[+ Services Procurerment s

Non-Preferred Merchant: |Ememrise Rentals not available in this area

> Sourcing. Return to Travel Authorization Entry

> Engineering

I Maraifact rine Nefinitinn s 4] =l
) [ [8 (@ trusted siees

z&start| &3 | Inbux—Mlcrml @]nleuazgzuu...| ] Modify - M... 2] Test Empluy...l L3} Tesk Seripts | 9] sBE23Instru .. | /] 200905 Tre. . | @ , M| zs5PM

Step Action

117. Click the Check Expense for Errors button.

118. The Description field was left blank, and this is a required field.
Click in the Description field and enter a description for this expense.

For this example, enter "Go from conference to hotel."
I

119. Click the Check Expense for Errors button again to make sure all warnings have
been cleared.
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File Edt ‘iew Favorktes Tooks Help ‘ o

Qe - ) - %] 2] \h‘;jSearch Siprmones €2 | 00 s v - B B

Address [{€] hitps:devfin.gmis. in.govpspifsupl JEMPLOYEE ERFs{WEBLIE_TE _NAW. WEBLTE_FLNCTIOH.FieldFormula. Script_Modiy Travebduth? TE Menu. Var=ADINEFORTALPARAM = | [E] S0

Development
Search: = Mew indov | Help | Customize Page | .5, 2]
®
> My Favorites Travel Authorization
- Employee Self-Service - - - -
b P-Card Authorization Detail for Rental Car (Line 11)

I Service Request

> Procurement Howard Holtzclawe Authorization ID: 0000000210
e
> Travel and Expenses About This Expense
— Open Resource Requests “Date: 06/16/2009
— Emplovee Praject Center i . Ermpl Faid 5
~ Stafiing Apaks Online Payment Type: mployee Pl
— Travel and Expense Center “Billing Type: Out of State-B8 ¥
-E v . e
— Originating Location: Darwille, N
> Manager Self-Service Y Y &

"Merchant {(Choose One):

> Supplier Contracts Preferred: lﬁ
[ Customers

[ Pariners Non-preferred: Herz

[ Products
I+ Catalog Management *Location: Atlanta, GA Q
P IS “Description: Go fram canference to hotel

[> Customer Cantracts
> Order Managerment Amount: 87.000 USD
[> Pricing Configuration
[> Customer Retumns
I ltems Location Amount: |
[ Cost Actounting

[> vendors

> MAMIDBE Repository

[ Purchasging Accounting Detail
[ Inwentory

[ ePracursment Check Expense For Errors
[+ Services Procurerment s

Non-Preferred Merchant: |Ememrise Rentals not available in this area

> Sourcing. Return to Travel Authorization Entry

> Engineering

I Maraifact rine Nefinitinn s 4] =l
|&] Done [ [8 (@ trusted siees

z&start| &3 | Inbux—Mlcrml @]nleuazgzuu...| ] Modify - M... 2] Test Empluy...l L3} Tesk Seripts | 9] sBE23Instru .. | /] 200905 Tre. . | @ , M zsePm

Step Action

120. Click the Return to Travel Authorization Entry link when all warnings have
been cleared.

121. Click the Save for Later button.

When the Travel Authorization is complete, click the Submit button to route the
document for approval.

122. End of Procedure.

Modify a Travel Authorization

Procedure
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File Edit View Favorites Tools Help ‘ '
Qe - @ - %] 2 \h‘f"j Search 5|7 Favarites €¢3| i - B
Address |@ https:{devfin. gmis. in.gow/psp(Fsup1 JEMPLOYEE/ERP/hi7tab=DEFALLT | Eso |unks >

Development
Y | Sion out
Personalize Content | Layaut Help
Search:

®

[+ My Favorites

[ Emploves Self-Service
> Manager Self-Service
> Supplier Contracts

[ Customers

[ Pariners

[ Products

> Catalog Managerment
[ Promotions

[ Custarmer Contracts

- Order Management

(> Pricing Configuration
[ Custarner Returns

[ ltems

> Cost Accounting

[ Vendors

> MAWDBE Repositary
> Purchasing

[+ Inventary

[ Procurement

[- Services Procurement
> Sourcing

[ Engineeting

- Manufacturing Definitions
[ Production Gontral

- Configuration Modeler
[ Product Conflgurations
[ Gluality

> Demand Planning

[+ Inventary Policy Planning
> Supply Planning

[+ Grants LI

[{&] https:f/devfin.gmis.in.gow/pspjFsup1 [EMPLOYEE [ERP/s WEBLIE_PTPP_SC,HOMEPAGE FieldFormula. Script_AppHP?pt_frame=CO_EMPLOVEE_SEL [ [& @ Trusted sites

istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | ¥51] Test Employees [Compa... |[&] Employee-facing rei... @, , W] %57 am

Step Action

1. Click the Employee Self-Service link.

[z Employee Self-Service]
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File Wieww  Favorites

Tools

Help

3 Base Navigation Page - Microsaft Internet Explorer provided by FS5A - State of Indiana
Edit

Qe - - %] 2 \’h‘psaarch /"% Favories @| i - B

Development

b P-Card
I» Service Request
[ Procurement
[ Assets
I Travel and Expenses
— Open Resource Requests
— Employee Project Center
— Etaffing Apply Online
— Travel and Expense Center
-E
> Manager Self-Service
> Supplier Contracts
[ Customers
[ Partners
[ Praducts
> Catalog Management
[> Pramotions
[> Customer Contracts
[ Order Management
[> Pricing Configuration
[ Customer Returns
[ lterns
> Cost Accounting
[ endors
> MAMIDBE Repository
> Purchasing
> Inwentory
[ eProcurement
[ Services Procurement
> Sourcing
> Engineering
I Manufacturing Definitions
[> Praduction Contral
> Configuration Modeler

[> Product Configurations
I b

=

ﬁ Employee Self-Service

= Open Resource Requests
= Cpen Resource Requests

_ avel and Expense Center - E
=] Employee Travel and Expense Center

Procurement
Manage reguisitions, receiveing and scheduls

interviews

ElManage Requistions
ElRecsiving

El¥iew Scheduled Intervisws

Address [{€] hitps: fdevfin.gnis. in.govpspifsupl [EVPLOYEE [ERF s/ WEBLIE_PTPP_SC HOMEPAGE FieldFormula I5cript_AppHP?pt_mame=C0_EMPLOYEE_SELF_SERWICESFolderPath

plovee Project Center
coess the key areas for entering and
wiewing project team member information

P-Card
Frocurement Cards

FElty P-Card transactions
EHow to Reconcile P-Cards

Assets

Use the self-service employes role to manage
assets.

[ElviewiTransfer Assets

Edit "Employee Self-Service” Folder

Staffing Apply Online
= Staffing Apply Online

Service Request

il o manage self-service Service
Reduests

=lService Requsst Vizard

[l Service Request

My Service Requests

Travel and Expenses
Submitheview expense reports, cash
advance requests, or travel autharizations.
CiUger Preferences
[CIExpense Report
by wisllet

Ehlore...

&) Done

zﬂstart| | @ (% [~ [# | [~ Inbox - icrosoft Outlook | E51] Test Employees [Cumpa...l £ Base Navigation Page...

T T [B @ mstedsies

Step Action

2.

Click the Travel and Expense Center - E link.
|!|mrel and Expense Center - E

3.

Click the Travel Authorization link.

Click the Modify link.
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File Edt ‘iew Favorktes Tooks Help ‘ o

Qe - ) - %] 7] ;h‘/"? Search 5|7 Favaries €¢3| -2 - LK 3

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERPs{WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_Modiy Travelauth? TE Menu. Var=ADINEFORTALPARAM = | (£ S0

Development
(ESarzic = Newindow | Helo | &,
b My Favorites Travel Authorization
> Employse Self-Senvics Enter any Infarmation you have and click Search, Leave fields blank far a list of all values
[ P-Card
I Service Request { Find an Existing Value {_Add a New alue |

[ Procurerment

[ Assets

> Travel and Expenses

— Open Resource Requests
— Emplovee Project Center Search

~ Staffing Apats Orline [ soareh | asiarven seane
— Travel and Expense Center

Search by: [Autharization 1D =] begins wnh|

£ | Find an Existing Value | Add a New Yalue

> Manager Self-Service
> Supplier Contracts
[ Customers
[+ Partners
[+ Products
> Catalog Management
[ Promations
[> Customer Cantracts
> Order Managerment
[> Pricing Configuration
[> Customer Retumns
[ ltemns
[ Cost Actounting
[> vendors
> MAMIDBE Repository
> Purchasing
> Inwentory
[» eProcurement
[+ Services Procurerment
> Sourcing
> Engineering

=l

I Manifact rine Nefinitinns

&) Done [ B @ tustedsies
distart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | ¥51] Test Employees [Compa... |[&] Modify - Microsoft Int... o @M 957 AM

Step Action

5. Click the Search by list.

Autharization ID =

6. Click the Advanced Search link.
You can search for a TA by any of thes data elements. OR

7. Click the Advanced Search link.

Adwanced Search

8. You can use the Advanced search with more details to find the TA you are
looking for.

9. Release the mouse button.
For most of your searches, the basic search will be enough. Select Authorization
ID.

10. Click the Search button

11. Click an entry in the Authorization ID column.
Make a selection from the search results of TA's.
0000000207
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File Edit View Favorites Tools Help ‘ "
N @ e ; . = ¢ a5
Qe - © - [ [ (b P Joramms @3- 0 -[JE B
Address [{€] hitps:devfin.gnis. in.govpsp{fsupl JEMPLOYEE ERFs{WEBLIE_TE _NAW. WEBLTE_FLNCTION.FieldFormula. iScript_Modiy Travelduth? TE Menu. Var=ADINEFORTALPARAM = | (B S0
Development
Search: = MNew Window | Help | Customize Page | & 2]
© My Favoriles Travel Authorization
- Employee Self-Service
b P-Card Travel Authorization Entry
I Service Request L
I Procurement Howard Holtzclaw User Defaults Authorization ID: 0000000207
[ Assets
> Travel and Expenses 7
— Qpen Resource Requests *Description: [Print Test Comment: [Dema Frint Test =
— Emplovee Praject Center -
— Staffing Apply Qnline *Business Purpose: |E|u5mesa - Qut of State j
— Iravel and Expense Center .
TrEave\ and Expence Center| | Status: Pending
1" Manager Self-Service Default Location: Indianapolis, IM =
[> Supplier Contracts I OIS, a _I —
I Customers *Date From: [06i0272008 [ ‘Date To: [06M52009 5] Lastupdated: emz008 By k220479
[ Partners
& Products Departure Time Return Time

> Catalog Management

[ Promotions Attachments

feeomaCoTants Attached file description Attached File

> Order Managerment

[ Pricing Configuration 1 & =

P e S e

[ ltemns

> Cost Accounting .

1> Vendors | Accounting Defaults Wore Options: | =ljeo |

> MAMIDBE Repository

> Purchasing

> Inventory i T this time P I Time of Weekend? I Is this tri job duties?

& eProcuremant s any of this time Personal Time or Weekend? Is this trip necessary to fulfill job duties?

[ Services Procurement Start Date End Date I” Is this for Conference attendence?

> Sourcing

> Engineering

I Wanufartiring Nefinitinns LI I . - - — | e— T L | —1 I LI
@] Done [ B @ tustedsies
fistart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | ¥51] Test Employees [Compa... |[&] Modify - Microsoft Int... D, 0] 953 M

Step Action

12. Make whatever changes you need to make.

13. Don't forget to click the Save for Later or Submit button when you have
completed your changes.
| Save far Later | Submit ||

14. End of Procedure.

Print a Travel Authorization

Procedure
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File Edit View Favorites Tools Help ‘ '
Qe - @ - %] 2 \h‘f"j Search 5|7 Favarites €¢3| i - B
Address |@ https:{devfin. gmis. in.gow/psp(Fsup1 JEMPLOYEE/ERP/hi7tab=DEFALLT | Eso |unks >

Development
Y | Sion out
Personalize Content | Layaut Help
Search:

®

[+ My Favorites

[ Emploves Self-Service
> Manager Self-Service
> Supplier Contracts

[ Customers

[ Pariners

[ Products

> Catalog Managerment
[ Promotions

[ Custarmer Contracts

- Order Management

(> Pricing Configuration
[ Custarner Returns

[ ltems

> Cost Accounting

[ Vendors

> MAWDBE Repositary
> Purchasing

[+ Inventary

[ Procurement

[- Services Procurement
> Sourcing

[ Engineeting

- Manufacturing Definitions
[ Production Gontral

- Configuration Modeler
[ Product Conflgurations
[ Gluality

> Demand Planning

[+ Inventary Policy Planning
> Supply Planning

[+ Grants LI

[{&] https:f/devfin.gmis.in.gow/pspjFsup1 [EMPLOYEE [ERP/s WEBLIE_PTPP_SC,HOMEPAGE FieldFormula. Script_AppHP?pt_frame=CO_EMPLOVEE_SEL [ [& @ Trusted sites

istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | ¥51] Test Employees [Compa... |[&] Employee-facing rei... @, 4 [M] 10:41 AW

Step Action

1. Click the Employee Self-Service link.

[z Employee Self-Service]
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File Edit View Favortes Took  Help ‘ Fe

Qe - - %] 2 \’h‘psaarch /"% Favories @| i - B

Address [{€] hitps: devfin.gmis. in.govpspifsupl [EMPLOYEE ERF s/ WEBLIE_PTPP_SC HOMEPAGE FicldFormula I5cript_AppHP?pt_mame=C0_EMPLOYEE_SELF_SERWICESFolderPath=

Development

b P-Card

I Service Request ﬁ Employee Self-Service Edit "Employee Seli-Service" Folder
[ Procurement
[ Assets
I Travel and Expenses = Open Resource Requests I} = Staffing Apply Online
— Open Resource Requests = Open Resource Requests Access the key areas for ertering and Staffing Apply Online
— Emplovee Praject Centar wiewing project team member information
— Etaffing Apply Online
— Travel and Expense Center .
E f? ravel and Expense Center - E P-Card Service Request
L S ESeEe =] Employee Travel and Expense Center Procurement Cards At OF manage self-service Sarvice
[> Supplier Contracts Eny P-Card transactions Egﬁﬁ; —
I Cuslomers o to Reconcis P-Cards e e e
1> Partners My Service Requests
[ Praducts
> Catalog Management K]w ﬁAssels ﬁwm
b Promations Manage reguisitions, rceiveing and schedule Use the ssli-servics employes role to manage Submitieview expense reports, cash
> Gustomer Contracts interviews assets. auvance requests, or travel authorizations,
> Order Managernent ElManage Requistions EliewiTransfer Sssets [Cilser Preferences
1> Pricing Corfiguration IER_ecemng [CIExpense Report
I Gustomer Retums Elview Scheduled Intervigws: by wisllet
b lterns Ehlore...
> Cost Accounting
[ endors
> MAMIDBE Repository
> Purchasing
> Inwentory
[ eProcurement
[ Services Procurement
> Sourcing
> Engineering
I Manufacturing Definitions
[> Praduction Contral
> Configuration Modeler
I Product Configurations =1
. Aralibe

4] https:f/devfin.gmis.in.gow/pspjFsup1 [EMPLOYEE JERP/s WEBLIE_PTPP_SC.HOMEPAGE FieldFormula. IScript_AppHP7scname=EP_EMPLOYEE_TE_CE [ [& @ Trusted sites

zﬂstart| | @ (% [~ [# | [~ Inbox - icrosoft Outlook | E51] Test Employees [Cumpa...l £ Base Navigation Page... @, , (M| 10:41 aM

Step Action

2. Click the Travel and Expense Center - E link.
|!|mrel and Expense Center - E

3. Click the Travel Authorization link.

4, Click the Print link.
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File Edt ‘iew Favorktes Tooks Help ‘ o

Qe - ) - %] 2] ;h‘/"? Search 5|7 Favaries €¢3| -2 - LK 3

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERP s WEBLIE _TE _NAW. WEBLTE_FLNCTIOH.FieldFormula. Script_PrinkTravebduth? TE Men. far=ADHMINEPORTALPARaM_F | (£ S0

Development
(ESaric = Newindow | Helo | &,
& Wy Favorites Print Travle Authorization
> Employse Self-Senvics Enter any Infarmation you have and click Search, Leave fields blank far a list of all values
[ P-Card
I Service Request { Find an Existing Value {_ Add a New Value |

[ Procurement

I Assets Search by:  Run Control ID hegins with
> Travel and Expenses

- Open Resource Requests ™ nclude History [~ Correct History [~ Case Sensitive

— Emplovee Praject Center

— Staffing Apnly Online

- Travel and Expense Center ﬂl Advanced Search
“E -

3 Meﬁger SelFService Find an Existing Value | Add a New Yalue

> Supplier Contracts

[ Customers

[+ Partners

[+ Products

> Catalog Management

[ Promations

[> Customer Cantracts

> Order Managerment

[> Pricing Configuration

[> Customer Retumns

[ ltemns

[ Cost Actounting

[> vendors

> MAMIDBE Repository

> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment

> Sourcing

[+ Engineerini

[ hd:anfnrhwﬁ'm Rafintions 2]

|&] Done [ B @ tustedsies
IEStartl | @ (% [~ [# | [~ Inbox - Microsoft Outlook | £51] Test Employees [Cumpa...l £ Print - Microsoft Inter... A @, M) 10:42 AW

Step Action

5. Run Control - Print Travel Authorization

Processes like printing documents require a Run Control to define the process
parameters. Once it is set-up, it may be used repeatedly.

From the Find an Existing Value tab, click the Search button for a list of
existing run controls.

6. Click an entry in the Run Control ID column to select an existing Run Control.

7. If the Existing Values search DOES NOT return results, click the Add a New
Value tab.

Add & Mew Value
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Step Action

8. Enter a title for the process in the Run Control ID field.

The name used is at the user's discretion. Most choose something that identifies
the particular process. PRINT_TA, for example.

When entering the Run Control name, spaces or special characters will not be
accepted.

Enter "NEW".

2} Print - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File Edt ‘iew Favortes Tools Help ‘ o

eﬁack - - \j @ _h‘/"? Search \:\\"(Favnrites €¢3| 2~ ; i = _J a3

Address [{€] hitps:devFin.amis.in. govlpsp{Fsup ] JEVPLOYEE/ERP5/WEBLIE_TE _NAY. WEBLTE_FLNCTIO FieldFormula. Seript_PrinkTraveldUth? TE MenL. Var=ADHMINEPORTALPARaM_F = [Ed 0 | Links >

Development
Search: = New window | Helo | &,

& My Favorites Print Travle Authorization

- Employee Self-Service

I P-Card [ Find an Bvisting Value_§” Add aNew Value
> Service Request

[> Procurement Run Control |D:|NEW

[ Assets

I> Travel and Expenses

— Open Resource Requests Add

— Emplovee Project Genter
— Staffing Apply Online
— Travel and Expense Center
-E e
> Manager Self-Service
> Supplier Contracts
[ Customers
[> Partners
[> Praducts
I Catalog Management
[> Pramotions
[> Customer Contracts
[ Order Management
[ Pricing Configuration
[> Customer Returns
[ lterns
> Cost Accounting
[ endors
> MAMIDBE Repository
> Purchasing
> Inwentory
[> eProcurement
[> Services Procurement
[ Sourcing
I Engineering
=l

I> Manufartrinn Nefinitinns

€] Done [ | |5 @ Trustedsites
iistart| | @ (%)~ (@ | [ Inbox - Microsoft Outiook | ] Test Employees [Campa... |[ 27 Print - Microsoft Inter... D@, M) 10:42 am

Find an Existing ¥alue | Add a New Valug

Step Action

9. When the Run Control ID has been entered, click the Add button.

10. In the Process Request Parameters, enter the Travel Authorization number in the
Travel Authorization ID field.

The Look Up icon (magnifying glass) may be used to search for Travel
Authorization ID if needed.

[ @]
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Step Action

11. Using the Look Up

Click the down arrow next to the Search By field (currently displaying
Authorization ID.)

12.

To narrow the search results further and/or define other parameters, click the
Advanced Lookup link.

Aodvanced Laakup

13. Using the Look Up
Using the available search fields, enter information to define the desired results.

Click the Lookup button.

14. Using the Look Up

From the search results returned, click an entry in the Authorization ID column
to select a document.
D000000Z10

15. When the Travel Authorization 1D has been entered (or selected), click the Run
button.
Run
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2} Print - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File Edit View Favorites Tool  Help ‘ I

Qe - ) - %] 2] \h‘;jSearch /"% Favories €¢3| R - B

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERP s WEBLIE _TE _NAW. WEBLTE_FLNCTIOH.FieldFormula. Script_PrinkTravebduth? TE Men. far=ADHMINEPORTALPARaM_F | (£ S0

Development
Search: = New Window | Help | Customize Page | 5,

®

I My Favorites Process Scheduler Request

[~ Employes SeitGerics User ID: Hokessn Run Control ID: 500TRY
> P-Card
I Service Request
I Procurement Server Name: ~| Runpate: 08/08/2009

PG Recurrence: =| RunTime:  [10:44:084m Resal o Current DateiTime
> Travel and Expenses

— Open Resource Requests
e | |
- Slaffing Apok Online =
— Travel and Expense Center Select Description Process Name Process Type ype Format
£ i v Authorization for out of state 50180572 Crystal Wb ~||FPDF ~ | Distribution
> Manager Self-Service = i
> Supplier Contracts
[ Customers
[+ Partners
[+ Products
> Catalog Management
[ Promotions QK Cancel
[> Customer Cantracts —I _I
> Order Managerment
[> Pricing Configuration
[> Customer Retumns
[ ltemns
[ Cost Actounting
[> vendors
> MAMIDBE Repository
> Purchasing
> Inwentory
[» eProcurement
[+ Services Procurerment
> Sourcing
> Engineering
=l

I Manifact rine Nefinitinns

|&] Done [ B @ tustedsies
IEStartl | @ (% [~ [# | [~ Inbox - icrosoft Outlook | E51] Test Employees [Cumpa...l &1 Print - Microsoft Inter... A @), M) 10:44 AW

Step Action

16. The Process Scheduler Request page will display the Authorization for out of
state as the process to be run. Make sure the Select checkbox is checked.

Click the OK button.
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2} Print - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File Edt ‘iew Favorktes Tooks Help ‘ o

Qe - ) - %] &) ;h‘/"? Search 5|7 Favaries €¢3| -2 - LK 33

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERF s/ WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. iScript_PrinkTravebdUth? TE Men. far=ADMINEPORTALPARaM_F | [E] S0

Development

Search: = Mew Window | Help | Customize Page | &,

b My Favorites @ Travel Authorization Report

- Employee Self-Service
b P-Card Run Control I:  500TRY Report Manager Process Monitor [
I Service Request
[ Procurement Process Instance 2636173
[ Assets
> Travel and Expenses
— Open Resource Requests
— Emplovee Praject Center Travel Authorization ID:  |0000000210
— Staffing Apnly Online
— Travel and Expense Center

“E -
> Manager Self-Service
> Supplier Contracts

[ Customers

[+ Partners

[+ Products

> Catalog Management

[ Promations

[> Customer Cantracts

> Order Managerment

[> Pricing Configuration

[> Customer Retumns

E E@fmmummg B save | L\Returnta Searchl B Previous in List | 4] Mext in List | [=] Moty | Al UpdeneJDismay| El Include History | 7 Carrect Histc|

[> vendors

> MAMIDBE Repository

> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment

> Sourcing

[+ Engineerini

[ nd:i.mmrﬁ« Nefinifinns ~ldl | i

|{&] Process Instance: 2536173 [ B @ tustedsies
iEstart| | @ (% [~ [# | [~ Inbox - icrosoft Outlook | £51] Test Employees [Cumpa...l &1 Print - Microsoft Inter... Ay @), M) 10:44 AW

Step Action

17. When the process is launched, the Run Control page will return and an assigned
Process Instance will be displayed in the top right corner.

To monitor the progress, click on the Process Monitor link.

18. The page will not automatically update as the process runs.

Click the Refresh button every 15 - 30 seconds until the Run Status column
displays Success, and the Distribution Status displays Posted.

19. Once the Run Status changes to Success and the Distribution Status changes to
Posted, click the Details link.
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File Edit View Favorites Tool  Help

eﬁack - - @ @ \h‘;jSearch \i\\?Favnrites {‘M f:<v ; - Jid 3

Adress [{€] hitps:devfin.gmis. in. gowpspifsupl JEMPLOYEE ERP s/ WEBLIE _TE _NAW. WEBLTE_FLINCTION FieldFormula. iScript_PrinkTravebdUth? TE Menu. far=ADMINEPORTALPARAM_F = |

Development

Search: = New Window | Help | Customize Pans | & 2]

®

I: My Favorites Process Detail

- Employee Self-Service
[ P-Card
I Service Request Instance: 2636173 Type: Crystal
[ Procurement _—
> Assats Name: S0OIA0ST2 Description: Authorization for out of state
[ Travel and Expenses Run Statu
— Open Resource Requests
— Emplovee Praject Center
— Staffing Apnly Online
— Travel and Expense Center Run Control ID: 500TRY ©* Hold Request
£ T Location: Server £ Queue Request
> Manager Self-Service
> Supplier Contracts Server: PSNT  cancel Request
b CuEEmES _ 1 Delete Request
[ Pariners Recurrence: € Restart Request
[+ Products
> Catalog Management
[ Promations

Success Distribution Status: Posting

[> Customer Cantracts Request Created On: 06/08/2009 10:44:27AM IND Parameters Transfer
> Order Managerment .

I> Pricing Configuration Run Anytime After:  08/08/2009 10:44:084M [ND Messane Log

E E:;‘:mer Returns Began Process At:  0B/08/2003 10:44:504M IND Batch Timings

I Gost Actounting Ended Process At 06/08/2009 10:45:094M IND View LogiTrace

[> Vendors

> MAMIDBE Repository
> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment
QK Cancel
> Sourcing 4 4

> Engineering _I

I Manifact rine Nefinitinns

|i&] Process Instance: 2536173 [ B @ tustedsies
#istart]| | @ (%) [~ [B | [~ Inbox - Microsoft Outook | /] Test Employees [Compa... |[&] Print - Microsoft Tnter... ', 5[] 10:45 4

Step Action

20. Click the View Log/Trace link.
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File Edit View Favortes Took  Help ‘ i

Qe - ) - (%] & 0 ‘ ) search 57 Favortes %

Adress [{€] hitps:devfin.gmis. in. gowpspifsupl JEMPLOYEE ERP s/ WEBLIE _TE _NAW. WEBLTE_FLINCTION FieldFormula. iScript_PrinkTravebdUth? TE Menu. far=ADMINEPORTALPARAM_F = |

Development
Search: = New Window | Help | Customize Page | 5,

®

> My Favarites View Log/Trace

- Employee Self-Service

[ P-Card ReportID: 1260344 Process Instance: 2636173 Message Log
I Service Request

I Procurement Name: SOIADST2 Process Type: Crystal

[ Assets

[ Travel and Expenses Run Status: - Success

~ Ooen Resource Requests Autharization for aut of state
— Emplovee Praject Center
— Staffing Apnly Online

- TfEaVe‘ and Expense Center) | pistribution Node: HTTP Expiration Date:  [06/1 52009
13 Meﬁger Self-Service —
> Supplier Contracts File List
> Customers Name File Size {bvtes) Datetime Created
[> Partners CRW S0IA0BT2 2636173 |00 0 0Bf02i2009 10:45:08.073000AM IND
I';E’;:‘UD“SMEHE et SOWOST2 2636175FDF 95,550 DGI0RIZ008 10:45:08.07 3000AM IND
4 Pmmninna e pssaitrace fre 500 0BI0R12008 10:45:03.07 3000AM IND
[ Customer Cantracts Distribute To
R GBI Distribution ID Type *Distribution ID
[> Pricing Configuration
1> Customer Retums User HoB2859
[ ltemns
1> CostAccounting
[> Vendors

> MAMIDBE Repository
> Purchasing
> Inwentory
[» eProcurement
[+ Services Procurerment Return
> Sourcing
> Engineering
=l

I Manifact rine Nefinitinns

|{&] Process Instance: 2536173 [ B @ tustedsies
IEStartl | @ (% [~ [# | [~ Inbox - Microsoft Outlook | £51] Test Employees [Cumpa...l &1 Print - Microsoft Inter... ®, 10:45 &M

Step Action

21. Click the link under the File List section that ends in .PDF.
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Fle Edt GoTe Favorites Help o ; Links &) Altiis & Bidder sign In

addi () (5] @ @ J) /OSearch \L‘:\\'{Favorites [2] B' :\?, = ._J ﬂ 2 i e Var=AUDITEPORTALPARAM_PTCNAY=E | B Go

Address @ hittps:i/devfin.gmis.in.govipsrepartsifsdev/4519263/S01A0ST2_7143072.PDF v Be

ALY By ICSFIECIER N Eal -

1

Mew Window | Help | Customize Pace | &,

Di

E]l [ comments ~§_attachmer]._Pages | D

=
]

e}
Bl

e}
=

[ terr | [ @ © (4]

&] Dons &) Unknown Zone

A

Distribution ID Type “Distribution ID
User TO04326

Return 0

&] Process Instance: 7149072 S| & Local intranet
RS
iy start =3 Inb... 3. | Fvie. Fpeo.. | WEt.. | Dhun.. Apeo.. | Aprin. | FPeo..

Step Action

22. A pop-up window will open displaying the hard copy Travel Authorization
document.

Click File on the menu bar.

Select Save As (if desired) to save a copy of the file. (The Save icon on the tool
bar also performs the same function.)

Select Print to print the file/hard copy. (The Print icon on the tool bar also
performs the same function.)

Close the pop-up window when finished.

23. Click the Return button to go back to the Process Detail page.

[ ]
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File Edit View Favortes Took  Help ‘ i

Qe - ) - %] &) ;h‘/"? Search 5|7 Favaries €¢3| -2 - LK 33

Adress [{€] hitps:devfin.gmis. in. govpspifsupl JEMPLOYEE ERF s/ WEBLIE _TE _NAW. WEBLTE_FLINCTIOH FieldFormula. iScript_PrinkTravebdUth? TE Menu. far=ADMINEPORTALPARAM_F = |

Development
Search: = New Window | Help | Customize Page | &, 2]

I: My Favorites Process Detail

- Employee Self-Service

[ P-Card

I Service Request Instance: 2636173 Type: Crystal

[ Procurement . L

b Assets Name: 501405T2 Description: Authorization for out of state
[ Travel and Expenses RunStatus:  Success Distribution Status: Paosting

— Open Resource Requests
— Emplovee Praject Center
— Staffing Apnly Online

— Travel and Expense Center Run Control ID: 500TRY ©* Hold Request
£ T Location: Server © Queue Request
[> Manager SelfF-Service £ Cancel Request
[> Supplier Contracts Server: PSNT g
> Customers ©* Delete Request
I Parners Recurrence; © Restart Request
[+ Products

> Catalog Management
[ Promations

[> Customer Cantracts Request Created On: 06/08/2009 10:44:27AM IND Parameters Transfer
> Order Managerment .

I> Pricing Configuration Run Anytime After:  08/08/2009 10:44:084M [ND Messane Log

E E:;‘:mer Retums Began Process At 06/08/2009 10:44:534M IND Batch Timings

> Gost Accaunting Ended Process At:  08/08/2009 10:45:09AM [ND View LogTrace

[> vendors

> MAMIDBE Repository
> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment oK Gancel
> Sourcing

> Engineering e
I Wanufartiring Nefinitinns LI LI
|{&] Process Instance: 2536173 [TE [ [& [@ Tustedsies
IEStartl | @ (% [~ [# | [~ Inbox - Microsoft Outlook | E51] Test Employees [Cumpa...l &1 Print - Microsoft Inter... Ay @), M) 10:96 AW

Step Action

24. Click the OK button to return to the Process List page.

25. Click the Go back to Print Travel Authorization link to return to the Run
Control.

|50 back to Print Travle Authorization]

26. End of Procedure.

Copy A Travel Authorization

Procedure
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File Edit View Favorites Tool  Help

Qe - © - %] 2] ¥h‘j")search /"2 Favories {«j| R - B

Address [{€] hitps:devfin.gnis. in.govpspifsupl [EVPLOYEEERFhiThab=DEFALLT

Development

Personalize Content | Layaut
Menu =

Search:
®

[+ My Favorites

> Employee Self-Service
> Manager Self-Service
> Supplier Contracts

[ Customers

[ Products

[ Catalog Management
[ Promotions

[ Custarmer Contracts
- Order Management

(> Pricing Configuration
[ Custamer Returns

[ ltems

> CostAccounting

[ Vendors

> MAWDBE Repositary
> Purchasing

[+ Inventary

[ Procurement

[+ Services Procurement
- Sourcing

> Enginearing

[> Manufacturing Definitions
[ Production Gontral

- Configuration Modeler
- Product Configurations
> Quality

> Demand Flanning

[+ Inventary Policy Planning
> Supply Planning

[+ Grants

> Program Management

=

&
istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | (L5 02-Travel and Expense ... |[&] Employee-facing reqi...

T

|8 (& Local intranet
s @[N] 1:39PM

Step Action

1. Click the Employee Self-Service link.
[ Employee Self-Service]
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File  Edit View Favorites  Took  Help ‘ >

Qe - @ - %] 2 \’h‘psaarch /"2 Favories @| i - LR

Address [{€] hitps: devfin.gmis. in.govpspifsupl JEVPLOYEE ERF s/ WEBLIE_PTPP_SC HOMEPAGE FicldFormula Iscript_AppHP?pt_mame=C0_EMPLOYEE_SELF_SERWICESFolderPatl

Development

b P-Card
I Service Request ﬁ Employee Self-Service Edit "Emplovee Self-Service” Folder
[ Procurement
[ Assets
> Travel and Expenses O Res: e Requests _ Employee Project Center Travel and Expense Center - E
— Open Resource Requests = Open Resource Requests Access the key areas for ertering and =] Emplayee Travel and Expense Certer
— Employee Project Centar wiewing project team member information
— Travel and Expence Center
£ P-Card Service Request Proc ent

13 Ma;ager Self-Service

1 Sunplier Contracts Procurement Cards At or Manage self-service Service Manage requisitions, receiveing and schecule
[> Customers [ty P-Card transactions (Rt intervizws »
b Product =l How to Reconsle P-Cards B Servics Request Wzard Ehanane Rewistions
s - [ElService Request EReceiving
> Catalog Management Ererr ey
[ Pramations
[ Customer Cantracts e Assets Travel and Expenses
Use the self-service employes role to manage Submitteview expense reports, cash
[> Order Management
[> Pricing Configuration assets, advance requests, or travel authorizations
1> Customer Returns Elyiewranster dssels Cllser Preferences
[ ltemns CIExpense Report
[ Cost Actaunting E'é"MWa”?t
[ endors T,

> MAMIDBE Repository

> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment

> Sourcing

> Engineering

> Manufacturing Definitions
[> Praduction Contral

> Configuration Modeler

I Product Configurations

> Quality

I Dermand Planming =1

I Inwantnne Palicy Blanninn

zﬂstart| | @ (% [~ [# | [~ Inbox - Microsoft Outlook | |5 02-Travel and Expense ... | £ Base Navigation Page...

[T B & tocalintranet
[ oM vase

Step Action

2. Click the Travel and Expense Center - E link.
|!|mrel and Expense Center - E

3. Click the Travel Authorization link.
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File Edt View Favorites Took  Help ‘ w

Qe - @ - ¥ 2 \’h‘psaarch /"2 Favories @| S - S

Address [{€] hitps:devfin.gnis. in.govpspifsupl [EMPLOYEE ERF s/ WEBLIE_PTPP_SC HOMEPAGE FicldFormuia Iscript_AppHP?scname=EP_EMPLOYEE_TE_CENTER&PORTALPARAM_F | [EJ &0

Development

I~ Employee Self-Service
b P-Card
I» Service Request

[ Procurement
b Assets Create, mociify, prit, view, cancel o delete a Travel Authorization

Travel Authorization

I Travel and Expenses Create 5 Modify = Print Autho
— Open Resource Reguests E Creste a Travel Authorization E Modify & Travel Authorization E Create atravel
— Employee Project Center

Create a travel authorization report.
Print View = Delete
Frint & Travel Authorization Wiew & Travel Autherization Delete & Travel Authorization

> Manager Self-Service

[ Supnlier Contracts
[ Customers ncel

> Products Eﬁ Cancel a Travel Authorization
I Catalog Management

I Prafnotions

[> Customer Contracts

> Order Management

> Pricing Configuration

[» Customer Returns

[ lterns

> Cost Accounting

[ endors

> MAMIDBE Repository

> Purchasing

> Inwentory

[> eProcurement

[> Services Procurement

[ Sourcing

I Engineering

> Manufacturing Definitions
[» Production Contral

> Configuration Modeler

> Product Configurations

[ Quality
,,,,, =l

[ Demand Plannin
|4&] https:/devfin.gmis.in.gow/pspjFsup1 [EMPLOYEE JERP/c/ADMINISTER_EXPENSE_FUNCTIONS. TE_TAUTH_REPORT.GEL7TPORTALPARAM_PTCHAY=EPR_TE [ |8 & Localintranet

distart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | |5y 02-Travel and Expense ... |[&] Travel and Expense C...

Step Action

4, Click the Create link.

Page 230




ENCOMPASS Training Guide
Travel and Expense User Guide

2} Create - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File Edit View Favorites Tool  Help ‘ '.J.

eﬁack - Q) - d @ ;h‘/f? Search \;\\'(Favnrites €¢3| 2~ ; i = J Fe i) §

Address [{€] hitps:devfin.gmis. in.govpspifsupl JEMPLOYEE ERFs{WEBLI_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_AiddTravelbuth? TE. Menu Yar=ADMINGPORTALPARAM_F | [E] S0

Development
Search: = Mew Window | Help | Customize Page | &, 2]

[= hty Favorites

- Employee Self-Service
b P-Card Travel Authorization Entry
I Service Request L
> Procurement David Coleman User Defaults Authorization ID: NEXT
[ Assets
[> Travel and Expenses Quick Start: An Existing Authorization * ﬂl
— Open Resource Requests p
— Emplovee Project Center o A Blank Authorization
— Travel and Expense Center "Description:

> Manager Self-Service ] Business Purpose:

> Supplier Contracts

[> Customers fo

Create Travel Authorization

Comment: ;I

> Products Default Location: | Q j
[+ Catalog Management N N N B

& Promotions Date From: [ ‘Date To: El

[» Customer Contracts " "

 Order Managament Departure Time Return Time

> Pricing Configuration

[ Gustomer Retums Attachments

[ lterns Attached file description Attached File

I Cost Accounting

[> Vendors i & =
b WAWDEE Repositary ==
[» Purchasing

[ Inwentol ions:

s ePrucuxmem | Accounting Defaults More Options: | =l s |
[+ Services Procurerment

> Sourcing

[ Engineering I” Is any of this time Personal Time or Weekend? I™ Is this trip necessary to fulfill job duties?

> Manufacturing Definitions

[> Production Contral Start Date End Date I™ Is this for Conference attendence?

I ranfianratinn Madalar 4] =l
& [T B & tocalintranet

istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | (53 02-Travel and Expense ... |[&] Create - Microsoft Int... v o DM 145 PM

Step Action

5. A new Travel Authorization may be created from a previously entered document.
If the travel request is similar to one processed in the past, this option can save
time and data entry.

When using this feature, be sure to update the copied information as needed.

Click the down arrow next to the Quick Start field and select An Existing
Authorization.

6. Click the GO button.

7. Using the "From and To" date fields, enter a date range to use as search criteria for
locating the Travel Authorization to be copied.

Click the Search button.
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Step Action

8. Locate the Travel Authorization to copy in the search results.
To review an existing Travel Authorization from this page before copying, click
the link in the Description column.
To copy the Travel Authorization, click the Select button.

9. The Travel Authorization selected will be copied to a new document.
Be sure to update the description, date fields, expenses, location, etc, to reflect the
information for the new request.
Click in the Comment field.

10. End of Procedure.

View A Travel Authorization

Procedure
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2} Employee-facing registry content - Microsoft Internet Explorer provided by FS5A - State of Indiana RS
File  Edit View Favorites  Took  Help ‘ o

Qe - © - %] 2] \h‘f"j Search 5|7 Favaries €¢3| K- LJE S
Address |@ https:Hdevﬁn‘gm\s‘in‘gwwp

Development
Home | i
Personalize Content | Layaut Help
Menu =
Search:

®

[+ My Favorites

> Employee Self-Service
> Manager Self-Service
> Supplier Contracts

[ Customers

[ Products

[ Catalog Management
[ Promotions

[ Custarmer Contracts

- Order Management

(> Pricing Configuration
[ Custamer Returns

[ ltems

> CostAccounting

[ Vendors

> MAWDBE Repositary
> Purchasing

[+ Inventary

[ Procurement

[+ Services Procurement
- Sourcing

> Enginearing

[> Manufacturing Definitions
[ Production Gontral

- Configuration Modeler
- Product Configurations
> Quality

> Demand Flanning

[+ Inventary Policy Planning
> Supply Planning

[+ Grants

> Program Management LI

@] Done [T B & tocalintranet
istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | (L5 02-Travel and Expense ... |[&] Employee-facing reqi... -+ O, [M] 2i08PM

Step Action

1. Click the Employee Self-Service link.
[ Employee Self-Service]
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File  Edit View Favorites  Took  Help ‘ >

Qe - @ - %] 2 \’h‘psaarch /"2 Favories @| R - S

Address [{€] hitps: fdevfin.gmis. in.govpspifsupl [EVPLOYEE ERF s/ WEBLIE_PTPP_SC HOMEPAGE FicldFormula I5cript_AppHP?pt_mame=C0_EMPLOYEE_SELF_SERWICESFolderPath=

Development

b P-Card

I Service Request ﬁ Employee Self-Service Edit "Emplovee Self-Service” Folder
[ Procurement
[ Assets
I Travel and Expenses pen Resource Requests ri Employee Project Center ri Travel and Expense Center - E
- Open Resource Requests = Gpen Resource Requests Acoess the key areas for entering and =] Emplayee Travel and Expense Certer
— Employee Project Cantar wiewing project team member information
— Travel and Expence Center
£ P-Card Service Request Procurement

13 Ma;ager Self-Service e—

1 Sunplier Contracts Procurement Cards At or Manage self-service Service Manage requisitions, receiveing and schecule
[> Customers [ty P-Card transactions (Rt intervizws »
b Product =l How to Reconsle P-Cards B Servics Request Wzard Ehanane Rewistions
s - [ElService Request EReceiving
> Catalog Management Ererr ey
[ Pramations
[ Customer Cantracts e Assets Travel and Expenses
Use the self-service employes role to manage Submitteview expense reports, cash
[> Order Management
[> Pricing Configuration assets, advance requests, or travel authorizations
1> Customer Returns Elyiewranster dssels Cllser Preferences
[ ltemns CIExpense Report
[ Cost Actaunting E'é"MWa”?t
[ endors T,

> MAMIDBE Repository
> Purchasing

> Inwentory

[» eProcurement

[+ Services Procurerment
> Sourcing

> Engineering

> Manufacturing Definitions
[> Praduction Contral

> Configuration Modeler
I Product Configurations

> Quality
1> Demand Planning
Tl 5 A |

|4&] https:jdevfin.gmis.in.gow/psc/fsup1 JEMPLOVEE ERP/C/PORTAL_ADMIN.PORTAL_FLOR_ADM.GBL7ACtion=CEPORTALPARAM_PNAME=PORTAL_ROOT_ [ |8 & Localintranet

zﬂstart| | @ (% [~ [# | [~ Inbox - Microsoft Outlook | |5 02-Travel and Expense ... | £ Base Navigation Page...

Step Action

2. Click the Travel and Expense Center - E link.
|!|mrel and Expense Center - E

3. Click the Travel Authorization link.

4, Click the View link.
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File Edit View Favorites  Tools  Help ‘ "J.

Qe - ) - %] B ;h‘/"? Search 5|7 Favarites €¢3| -2 - LK 3

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERFs{WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_WiewTravebUth? TE Menu. tar=ADMINEPORTALPARaM_F | (£ S0

Development

Search: = Newiindow | Helo | &,
& Wy Favorites Travel Authorization
- Employee Self-Service Enter any infarmation you have and click Search. Leave flelds blank for a list of all values

[ P-Card

I Service Request Find an Existing Value

[ Procurement

[ Assets

Search by: [Autharization 1D 7] begins with

> Travel and Expenses
— Open Resource Requests
— Emplovee Project Center Search
— Travel and Expense Center
=5
[> Manager Self-Service |
> Supplier Contracts
[> Customers
[+ Products
> Catalog Management
[ Promations
[» Customer Contracts
> Order Management
> Pricing Configuration
[> Customer Returns
[ ltemns
I Cost Accounting
[> Vendors
I MAWIDBE Repository

[» Purchasing

[ Inwentory

[> eProcurement

[+ Services Procurerment

> Sourcing

> Engineering

> Manufacturing Definitions
[» Production Control

I ranfianratinn Madalar 4]

e T 8 & tocalintranet
distart| | & (%) (v (@ | [~ mbox - Mcrosoft outook | (5 02-Travel and Expense ... |[Z] view- Microsoft Inter... A G E T

Step Action

5. The search page offers options for locating the document to be reviewed.

The Search By field will default the criterion Authorization ID. If the document
ID is known, enter it in the Begins With field and click the Search button.

Many other search criteria are available, as well as an Advanced Search link
offering more specific options.

Authorization D+

6. When the Travel Authorization is located, the view option displays all information
on the document, but no changes can be made.
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File Edit View Favorites  Tools  Help ‘ '.J.

Qe - ) - %] &) \h‘}') Search 5|7 Favarites €¢g| i - B

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERPs{WEBLI_TE _NAW. WEBLTE_FLNCTIOH.FieldFormula. iScript_WiewTravebUth? TE Menu. tar=ADHMINEPORTALPARaM_F | (£ S0

Development

- I Train Transportation 1 ueneldlFu

Search: 1=
] I State Car Transportation I~ Federal Fu

[ My Favorites ™ Dedicated Fund % Dedicated Funds
- Employee Self-Service
> P-Card
I Service Request
[ Procurerment
[ Assets Hotel name City Hotel
> Travel and Expenses Rate
— Open Resource Requests
— Emplovee Praject Center Contact Name Contact Phone
— Travel and Expense Center
E

[> Manager Self-Service |
[ Supplier Contracts ‘Expense Type Date *Amount Currency ‘Payinent Type 1 Type
[> Customers

I Products Mileage 1311612008 52.200|USD Employee Paid ket
[> Catalog Management Billable
> P 1 -
= —— LodgingiHotsl 1201562008 10,000 USD Employes Paid ‘E”IHE;‘S:S
> Order Management In Stat
> Pricing Configuration Parking 1211512008 5.000|UsD Employee Paid E”” SIE'
[> Customer Returns liable
[ ltemns

I Cost Accounting
[> Vendors Authorized Am
> MAWIDBE Repository
[» Purchasing

[ Inwentory

I eProcurement Project Surnmary
[+ Services Procurerment Return to Travel Authorization

[+ Sourcin
s Engmefnm LuReturnto Searon | |+ Previous i List | 4B Nein st | | = matiry |
> Manufacturing Definitions
[» Production Control —
I Canfinnration Madalor 4] =l

P T 8 & tocalintranet
#istart| | @ (% [~ [@ | [ mbox - icrosoft Outiook | L 02 Travel and Expense ... |[&] View - Microsoft Inter... [EXSPSTATET

o DUALE FUnNas a

% Federal Funds

I~ Other Fund % Other Funds

“Detail

“Detail

“Detail

83.20 USD

Step Action

7. After reviewing the Travel Authorization, click the Return to Search button to
return to the search page.

L Returnto Search |

8. End of Procedure.

Cancel an Approved Travel Authorization

Procedure
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Menu =
Search:
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[+ My Favorites

> Employee Self-Service
> Manager Self-Service
> Supplier Contracts

[ Customers
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[ Products

> Catalog Managerment
[ Promotions

[ Custarmer Contracts
- Order Management

(> Pricing Configuration
[ Custarner Returns

[ ltems

> Cost Accounting

[ Vendors

> MAWDBE Repositary
> Purchasing

[+ Inventary

[ Procurement

[- Services Procurement
> Sourcing

[ Engineeting

- Manufacturing Definitions
[ Production Gontral

- Configuration Modeler
[ Product Conflgurations
[ Gluality

> Demand Planning

[+ Inventary Policy Planning
> Supply Planning

I Grants 2
F T[S @ rusted sies
istart| | @ (%) (v (@ | [~ mbox - Mcrosoft outook | 5] Test Employees [Conpa... |[Z] Employee-facing regi... e

Step Action

1. Click the Employee Self-Service link.
[ Employee Self-Service]
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File Wieww  Favorites

Tools

Help

3 Base Navigation Page - Microsaft Internet Explorer provided by FS5A - State of Indiana
Edit

Qe - - %] 2 \’h‘psaarch /"% Favories @| i - B

Development

b P-Card
I» Service Request
[ Procurement
[ Assets
I Travel and Expenses
— Open Resource Requests
— Employee Project Center
— Etaffing Apply Online
— Travel and Expense Center
-E
> Manager Self-Service
> Supplier Contracts
[ Customers
[ Partners
[ Praducts
> Catalog Management
[> Pramotions
[> Customer Contracts
[ Order Management
[> Pricing Configuration
[ Customer Returns
[ lterns
> Cost Accounting
[ endors
> MAMIDBE Repository
> Purchasing
> Inwentory
[ eProcurement
[ Services Procurement
> Sourcing
> Engineering
I Manufacturing Definitions
[> Praduction Contral
> Configuration Modeler

[> Product Configurations
I b

=

ﬁ Employee Self-Service

= Open Resource Requests
= Cpen Resource Requests

_ avel and Expense Center - E
=] Employee Travel and Expense Center

Procurement
Manage reguisitions, receiveing and scheduls

interviews
ElManage Requistions
ElRecsiving

El¥iew Scheduled Intervisws

Address [{€] hitps: fdevfin.gnis. in.govpspifsupl [EVPLOYEE [ERF s/ WEBLIE_PTPP_SC HOMEPAGE FieldFormula I5cript_AppHP?pt_mame=C0_EMPLOYEE_SELF_SERWICESFolderPath

plovee Project Center
coess the key areas for entering and
wiewing project team member information

P-Card
Frocurement Cards

FElty P-Card transactions
EHow to Reconcile P-Cards

Assets

Use the self-service employes role to manage
assets.

[ElviewiTransfer Assets

Edit "Employee Self-Service” Folder

Staffing Apply Online
= Staffing Apply Online

Service Request

il o manage self-service Service
Reduests

=lService Requsst Vizard

[l Service Request

My Service Requests

Travel and Expenses
Submitheview expense reports, cash
advance requests, or travel autharizations.
CiUger Preferences
[CIExpense Report
by wisllet

Ehlore...

zﬂstart| | @ (% [~ [# | [~ Inbox - icrosoft Outlook | E51] Test Employees [Cumpa...l £ Base Navigation Page...

T T [8 @ mustedsies

® W s

Step Action

2.

Click the Travel and Expense Center - E link.
|!|mrel and Expense Center - E

3.

Click the Travel Authorization link.

Click the Cancel link.
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2} Cancel - Microsoft Internet Explorer provided by FSSA - State of Indiana RS

File Edit View Favorites Tool  Help ‘ I

Qe - ) - %] B &h‘/_j Search 5|7 Favarites ¢3| -2 - LK 3

Adress [{€] hitps:devfin.gmis. in. govpspifsupl JEMPLOYEE ERP s/ WEBLIE _TE _NAW. WEBLTE_FLINCTIOH.FieldFormula. iScript_ZancelTravebduth? TE. Menu. Var=ADMINEFORTALPARAM = |

Development

Search: ! Mew indov | Help | Customize Page | .5, 2]
> My Favorites Travel and Expense
- Employee Self-Service

I P-Card Cancel Approved Travel Authorization

I Service Request

I Procurernent Howard Holtzclaw

[ Assets

> Travel and Expenses Select Description ID Date From Date To Amount Currency

- Ouen Resource Requests [T Created by Ashley Collier 0000000209 062802008 06/30/2008 15,000,000 USD

— Employee Project Center

— Etaffing Apply Online I~ DemoTest1 0000000208 06/22i2009 06/26/2009 485,000 USD

— Iravel and Expense Center

TrEave\ ANOEMENSE L] | = o of State Test1:27 0000000187 04/07/2008 04/07/2009 137.000 USD

[> Manager SelfService [~ Tripto Chicago 033108 3:37 0000000183 03/31i2008 03/31/2008 10.000 USD
> Supplier Contracts
b CuEEmES [~ TestIDOA Change 0000000179 03116/2009 03/16/2009 130.000 USD
> Partners I test 00000001 70 03132008 031 82009 15,000 USD
[ Products
> Catalog Management [T Routing Test 4 - In State 0000000163 03/03/2009 03/03/2008 175.000 USD
[ Promotions
 Customer Cantracs [T RoutngTest3-OutafState 0000000162 D303/2008 0302008 150000 USD
> Order Management [~ Routing Test 2- InState 0000000161 03/03/2009 03/03/2009 2,800 USD
[> Pricing Configuration
I Gustomer Retums [T Routing Test1 0000000160 03/03/2008 03/03/2009 85.000 USD
1 278 I Test15 0000000144 02/1142009 02/20/2009 954.000 USD
> Cost Accounting
1> Vendors [T DEMOTest2 0000000142 02/05/2009 02/05/2009 115.000 USD
> MAMIDBE Repository -
i FuelEei [ Gaotta Get Outta Here 0000000139 02/04/2008 02/04/2009 7140 USD
[ Inventary [T Wanna GetAway 2 0000000133 02/04/2008 02/04/2009 7.330 USD
[> ePracurement
> Services Procurement [~ Wanna GetAway 0000000137 02/04i2009 02/04/2009 7.330 USD
> Sourcing
I Engineering Cancel Selected Travel Authorization(s) |
I Wanufartiring Nefinitinns LI LI
&) Done [ B @ tustedsies
istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | ¥51] Test Employees [Compa... |[&] Cancel - Microsoft Tnt... @, O[] 12:58 Pm

Step Action

5. The Cancel Approved Travel Authorization will display documents eligible to be
canceled.

Using the checkboxes in the Select column, identify the Travel Authorization(s) to
be cancelled.

6. Click the Cancel Selected Travel Authorization(s) button.

| Cancel Selected Travel Authorization(s) I
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File Edit View Favortes Took  Help ‘ i

Qe - ) - (%] & 0 ‘ ) seareh /"¢ Favortes €¢3| i - B

Adress [{€] hitps:devfin.gmis. in.govpspifsupl JEMPLOYEE ERF s/ WEBLIE _TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_ZancelTravebduth? TE. Menu. ar=ADMINEFORTALPARAM = |

Development
Search: = Al
] Currency

[ My Favorites [T Created by Ashiey Collier 0000000209 06i29/2009 06/30/2008  15,000.000 USD

Employee Self-5
[ ™ DemoTest1 0000000208 0Bf22(2008 DB/26/2008 495.000 USD

1> Service Request [~ QutofState Test1:27 0000000187 0410712009 04/07/2009 137.000 USD

[ Procurerment

b Assets [T Tripto Chicago 033109 3:37 0000000183 03i31/2008 03/31/2008 10.000 USD

I Travel and Expenses [ Tes!IDOA Change 0000000179 030152008 03162008 130,000 USD

— Open Resource Reguests

- Emplovee Project Center I test 0000000170 03/18i2008 0318/2003 15.000 USD

— Etaffing Apply Online

 Tiavel and Expense Center [~ Routing Test 4- In State 0000000163 03/03/2009 03/03/2009 175.000 USD

E I~ [ RoutingTest3- OutofState 0000000162 03i03/2008 03/03/2008 150.000 USD

> Manager Self-Service
1> Supplier Contracts [~ Routing Test2- Intate 00000001 61 03i03i2008 03032009 .300 USD
:; g:;‘ﬂ”g'ge’ﬁ [T Routing Test1 0000000180 03032009 0H0H2009 85.000 USD
& Products [T Testis 0000000144 02/11i2008 02/20/2003 954.000 USD
> Catalog Management
- Pramofions [~ DEMOTest2 0000000142 021052008 02052008 115.000 USD
I Customer Contracts [C  Gotta Get Outta Here 0000000139 02/04/2008 02/04/2009 7.140 USD
> Order Managerment
I Pricing Configuration [T wianna GetAway 2 0000000138 02104i2008 02/04/2008 7.330 USD
E E:;‘fmef Returns [ Wanna GetAway 0000000137 02104/2008 02/04/2008 7330 USD
- CostAccounting
& vendors | Cancel Selected Travel Autharization(s) I
> MAMIDBE Repository
b Purchasing Return to Travel Authorization
> Inwentory
[> ePracurement
[> Senices Procurement
> Sourcing
> Engineering =
I: Manifactving Nafinitinns LI =l
|4&] https:fjdevfin.gmis.in.gowlpsc/fsup | JEMPLOVEEJERP/c/ [ B @ tustedsies
distart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | ¥51] Test Employees [Compa... |[&] Cancel - Microsoft Tnt... @, , M L

Step Action

7. Click the Return to Travel Authorization link.

|Return to Travel Authnrizatinnl

8. End of Procedure.

Delete a Travel Authorization

Procedure
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2} Employee-facing registry content - Microsoft Internet Explorer provided by FS5A - State of Indiana RS

File Edit View Favorites Tools Help ‘ '
Qe - @ - %] 2 \h‘f"j Search 5|7 Favarites €¢3| i - B
Address |@ https:{devfin. gmis. in.gow/psp(Fsup1 JEMPLOYEE/ERP/hi7tab=DEFALLT | Eso |unks >

Development
Y | Sion out
Personalize Content | Layaut Help
Search:

®

[+ My Favorites

[ Emploves Self-Service
> Manager Self-Service
> Supplier Contracts

[ Customers

[ Pariners

[ Products

> Catalog Managerment
[ Promotions

[ Custarmer Contracts
- Order Management

(> Pricing Configuration
[ Custarner Returns

[ ltems

> Cost Accounting

[ Vendors

> MAWDBE Repositary
> Purchasing

[+ Inventary

[ Procurement

[- Services Procurement
> Sourcing

[ Engineeting

- Manufacturing Definitions
[ Production Gontral

- Configuration Modeler
[ Product Conflgurations
[ Gluality

> Demand Planning

[+ Inventary Policy Planning
> Supply Planning

[> Grants LI
[4&] https:/devfin.gmis.in.gow/pspjFsup1 [EMPLOYEE [ERP/s /WEBLIE_PTPP_SC.HOMEPAGE FieldFormula. IScript_AppHP?pt_fname=CO_EMPLOVEE SEL | | | | [ [@ Trusted sites
istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | ¥51] Test Employees [Compa... |[&] Employee-facing rei... - ®, M| 1z7PM

Step Action

1. Click the Employee Self-Service link.

[z Employee Self-Service]
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3 Base Navigation Page - Microsaft Internet Explorer provided by FS5A - State of Indiana
Edit

Qe - - %] 2 \’h‘psaarch /"% Favories @| i - B

Development

b P-Card
I» Service Request
[ Procurement
[ Assets
I Travel and Expenses
— Open Resource Requests
— Employee Project Center
— Etaffing Apply Online
— Travel and Expense Center
-E
> Manager Self-Service
> Supplier Contracts
[ Customers
[ Partners
[ Praducts
> Catalog Management
[> Pramotions
[> Customer Contracts
[ Order Management
[> Pricing Configuration
[ Customer Returns
[ lterns
> Cost Accounting
[ endors
> MAMIDBE Repository
> Purchasing
> Inwentory
[ eProcurement
[ Services Procurement
> Sourcing
> Engineering
I Manufacturing Definitions
[> Praduction Contral
> Configuration Modeler

[> Product Configurations
I b

=

ﬁ Employee Self-Service

= Open Resource Requests
= Cpen Resource Requests

_ avel and Expense Center - E
=] Employee Travel and Expense Center

Procurement
Manage reguisitions, receiveing and scheduls

interviews
ElManage Requistions
ElRecsiving

El¥iew Scheduled Intervisws

Address [{€] hitps: fdevfin.gnis. in.govpspifsupl [EVPLOYEE [ERF s/ WEBLIE_PTPP_SC HOMEPAGE FieldFormula I5cript_AppHP?pt_mame=C0_EMPLOYEE_SELF_SERWICESFolderPath

plovee Project Center
coess the key areas for entering and
wiewing project team member information

P-Card
Frocurement Cards

FElty P-Card transactions
EHow to Reconcile P-Cards

Assets

Use the self-service employes role to manage
assets.

[ElviewiTransfer Assets

Edit "Employee Self-Service” Folder

Staffing Apply Online
= Staffing Apply Online

Service Request

il o manage self-service Service
Reduests

=lService Requsst Vizard

[l Service Request

My Service Requests

Travel and Expenses
Submitheview expense reports, cash
advance requests, or travel autharizations.
CiUger Preferences
[CIExpense Report
by wisllet

Ehlore...

zﬂstart| | @ (% [~ [# | [~ Inbox - icrosoft Outlook | E51] Test Employees [Cumpa...l £ Base Navigation Page...

T T [8 @ mustedsies

Step Action

2.

Click the Travel and Expense Center - E link.
|!|mrel and Expense Center - E

3.

Click the Travel Authorization link.

Click the Delete link.

Page 242




ENCOMPASS Training Guide
Travel and Expense User Guide

Z Delete - Microsoft Internet Explorer provided by FSSA - State of Indiana RS
File  Edit View Favorites  Took  Help ‘ o
) = e ] S, L =
Qe - ) - (%] & 0 ‘ ) search 57 Favortes % | N TR« S
Address [{€] hitps:devfin.gnis. in.govpsp{fsupl JEMPLOYEE [ERF s/ WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. iScript_DeleteTraveltuth? TE.Menu ¥ar=ADMINGPORTALPARAM,
Development
Search: =
& [T Test04i17(09 9:55 0000000192 041702009 04/17/2009 7.000 USD
b My Favorites [T test3:21 authorization 0000000181 041162008 0411612009 32000 USD
[~ ED";P‘C“VE;‘- Self-Senvice [~ TestOutofState 041609 0000000189 041162008 04162000 434,000 USD
-Car
1 Sevice Request [T OutofState Test12:49 0000000186 040702008 04/07/2009 137,000 USD
E:;i;”t;emm [T aftachmentTest03182008 0000000178 03(17/2008 03(17/2009 147.880 USD
I Travel and Expenses ™ Routing Test 4- In State 0000000171 0342312008 0312312009 175,000 USD
— Open Resource Reguests
— Emplovee Prolect Center [ Testing Routing 0000000169 0302008 031172009 32,000 USD
— Stafiing Apply Qnline [~ Travelto Chicago 0000000168 03110/2008  03(11/2009 752.000 USD
— Travel and Expense Center
-E o [T Business Course in Chicago 0000000167 0311002008  03M3/2009 2487800 USD
> Manager Self-Service "
b Supplier Cantracts [ Pool Routing Test 2 TA 0000000165 0052008 03052009 40,000,000 USD
I Customers 7 outoftownTrip-2 0000000155 02242008 02/24i2009 589.000 USD
[ Partners
& Products [T Attachment Test 0000000152 05122008 050122008 255000 USD
[> Gk CEREEEmai I test 0000000161 02232009 02232009 1,000 USD
[ Promotions
> Customer Contracts " Demot 0000000143 051132009 050132009 195,000 USD
> Order Managerment
b Pricing Gonfiguration [ DemoTest1 0000000141 051312008 0511312009 380.000 USD
1> Customer Retums - Peoplesoft Gonference-New yo0n00p 4p 020512010 02M052010 482.000 USD
[ lterns fark
';\fjs;;‘ff“””"g I TATest1 00D0DODY36 02122008 03M 32009 270,000 USD
[ BB (Rl Delete Selected Authorization(s)
> Purchasing
> Inwentory
&> eProcurement Return to Travel Authorization
[> Senices Procurement
> Sourcing
> Engineering =
I: Manifactving Nafinitinns LI =l
) [ B @ tustedsies
istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | ¥51] Test Employees [Compa... |[&] Delete - Microsoft Tnt... @, [M] 1z8PM

Step Action

5. A page will open displaying Travel Authorization documents that are eligible to
close.

Select the document(s) to delete and click the inside the checkbox.

6. Click the Delete Selected Authorization(s) button.
| Delete Selected Authorization(s) I
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Z Delete - Microsoft Internet Explorer provided by FSSA - State of Indiana RS

File Edit View Favortes Took  Help ‘ i

eﬁack - - @ @ \h‘;jSearch *Favnrites {‘M f:<v ; - Jid 3

Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERP s/ WEBLIE_TE _NAW. WEBLTE_FLNCTIOH FieldFormula. Script_DeleteTraveltuth? TE.Menu ¥ar=ADMINEPORTALPARAM = | [E] S0

Development
Search: = Mew Window | Help | Customize Page | B
[+ Wty Favorites Travel and Expense
- Employee Self-Service
b P-Card Delete Confirmation

I Service Request
[ Procurement
[ Assets
I Travel and Expenses TV R — transaction(s) have heen deleted
— Open Resource Requests
— Emplovee Praject Center
— Staffing Apnly Online
- Traveland Expense Center
“E -
> Manager Self-Service
> Supplier Contracts
[ Customers
[+ Partners
[+ Products
> Catalog Management
[ Promations
[> Customer Cantracts
> Order Managerment
[> Pricing Configuration
[> Customer Retumns
[ ltemns
[ Cost Actounting
[> vendors
> MAMIDBE Repository
> Purchasing
> Inwentory
[» eProcurement
[+ Services Procurerment
> Sourcing
[+ Engineerini
[ hd:allfnrhwﬁnm Nefinifinns ~ldl | i

&) Done [ B @ tustedsies
Jﬂstart| | @ (% [~ [# | [~ Inbox - Microsoft Outlook | E31] Test Employees [Cumpa...l £] Delete - Microsoft Int... @, , M 1:28PM

Howard Holtzelaw

Step Action

7. The Delete Confirmation page will confirm that the action was successful.

Click the OK button.
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Z Delete - Microsoft Internet Explorer provided by FSSA - State of Indiana RS
File Edit View Favorites Tools Help ‘ o
) = 1 ] S, L =
Qe - ) - (%] & 0 ‘ ) seareh /"¢ Favortes €¢3| i i - L) -
Address [{€] hitps:devfin.gnis. in.govpspifsupl JEMPLOYEE ERF s/ WEBLIE _TE _NAW. WEBLTE_FLINCTIOH FieldFormula. iScript_DeleteTraveluth? TE.Menu ¥ar=ADMINGPORTALPARAM T |
Development
Search: =
& [T Test04i17(09 9:55 0000000192 041702009 04/17/2009 7.000 USD
b My Favorites [T test3:21 authorization 0000000181 041162008 0411612009 32000 USD
[~ ED";P‘C“VE;‘- Self-Senvice [~ TestOutofState 041609 0000000189 041162008 04162000 434,000 USD
-Car
1 Sevice Request [T OutofState Test12:49 0000000186 040702008 04/07/2009 137,000 USD
E:;i;”t;emm [T aftachmentTest03182008 0000000178 03(17/2008 03(17/2009 147.880 USD
I Travel and Expenses ™ Routing Test 4- In State 0000000171 0342312008 0312312009 175,000 USD
— Open Resource Reguests
— Emplovee Prolect Center [ Testing Routing 0000000169 0302008 031172009 32,000 USD
— Stafiing Apply Qnline [~ Travelto Chicago 0000000168 03110/2008  03(11/2009 752.000 USD
— Travel and Expense Center
-E o [T Business Course in Chicago 0000000167 0311002008  03M3/2009 2487800 USD
> Manager Self-Service "
b Supplier Cantracts [ Pool Routing Test 2 TA 0000000165 0052008 03052009 40,000,000 USD
I Customers 7 outoftownTrip-2 0000000155 02242008 02/24i2009 589.000 USD
[ Partners
& Products [T Attachment Test 0000000152 05122008 050122008 255000 USD
[> Gk CEREEEmai I test 0000000161 02232009 02232009 1,000 USD
[ Promotions
> Customer Contracts " Demot 0000000143 051132009 050132009 195,000 USD
> Order Managerment
b Pricing Gonfiguration [ DemoTest1 0000000141 051312008 0511312009 380.000 USD
1> Customer Retums - Peoplesoft Gonference-New yo0n00p 4p 020512010 02M052010 482.000 USD
[ lterns fark
';\fjs;;‘ff“””"g I TATest1 00D0DODY36 02122008 03M 32009 270,000 USD
[ BB (Rl Delete Selected Authorization(s)
> Purchasing
> Inwentory
&> eProcurement Return to Travel Authorization
[> Senices Procurement
> Sourcing
> Engineering =
I: Maninfarctiivine Nafinitinn s LI —
@] Done [ B @ tustedsies
istart| | @ (X (~ [@ | [~ Inbox - Microsaft Outlook | ¥51] Test Employees [Compa... |[&] Delete - Microsoft Tnt... @, M rzaem

Step Action

8. Click the Return to Travel Authorization link.

[Return ta Travel Authorization]

9. End of Procedure.
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