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|. BEFORE YOU BEGIN

A. Internet Browser Suggestions
1. You must use Internet Explorer with PeopleSoft

2. You must disable Pepp Blockers To do this, click Tools, choose Rap Blocker,
and click -GpuBho®©kerBop

/= The University of West Georgia - Windows Internet Explorer

& A o “‘-ﬁ http: /v westga, eduy

File Edit Miew Favorites

v b [% The University of

Delete Browsing Histary, .. I_]

Pop-up Blocker Turn Off Pop-up Elocker
Phishing Filter M| Pop-up Blacker Settings
Manage Add-ons » Comtact Us | A-3

W Feed Discovery r

Windows Update

a Educational

Future Student:
Windows Messenger = a1
Diagnose Connection Problems. .. = |

Internet Options

Apply Now

Visiting UWG

B. Assistance
1. At any point in the process, please do not hesitate to corgagtittyet and Personnel

Coordinator for assistance.

2. If the Budget and Personnel Coordinator is not available, please contact Travel Servic
at (678)8396390 or see their websitelatp://www.westga.edu/tveel/ for assistance.

3. For technical issues, please contact ITi&tat//www.westga.edu/its/
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II. FINDING PEOPLESOFT AND LOGGING IN
A. WEBSITE:

https://dfsfineapps.qgafirst.usqg.edu/psp/F89PRD/?cmd=login&lanquageCd=ENG

B. LOGIN PAGE

a. This will take you to the Login page. Enter your User ID and password. Your
User ID is usually the first part of your email address. éxample, the email

address for Mar k Twain i s fAmtwai n@w
'ii? aaF 'EOracIeIPeopleSoFt Enterprise S Sign-in | | i’i} - B - T ._}’

FSCM Expenses Self Service

User ID:
Password:
Zign In
Forgot by Username or Password

Reaister For 4y Account
Notice to Users of this Computer System

This is a University System of Georgia computer system. This computer system, including all related
equipment, networks and network devices (including internet access), is provided only for autharized University
System of Georgia use. Unautharized use may subject you to criminal prosecution. All information, including
personal infarmation, placed on or sent aver this system may be monitored. Use of this system constitutes
consentto these terms of usage.
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C. PASSWORD HELP

a.lf you dondét know your User | D and/ or
P a s s wipkranddollow the instructions.

REMINDER : Your password must be at least 8 characters and include 2 numbers.
b. The system will prompt you to enter the name of your high school. If the name
wonoét work, try entering fAHigho after

may be entered in the systemiagla mmet t 6 or AHammett Hi

c. For problems logging in, please call the IT Help Desk at 678.839.6587,
servicedesk@westga.edur http://www.westga.edu/its

Forgot User ID or Password

Privacy and Security
Your personal information is completely private and will not be disclosed to any outside organization
withaut your expressed written consent.

If you know your User ID but have forgotten the password, click Forgot Password. Forgot Password i

If you have forgotten your User 1D, please provide the following personal
information and click NEXT in order to search for your User Profile,

Date of Birth 55N Home Zip Code
(mmiddiyyyy) (Last 4 digits) (5 digit)
Mext
Back I
Dane
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lI. SETTING UP YOUR ACCOUNT

A. Activate Travel and Expense Link
1.Once you have

| ogged i

nto Peopl eSof

Employee Home
i

Persenal nformation Home

Benefits Home
Reviewy dependent infarmation.

Payroll and Compensation Home

Activate access to Travel and Expense He

Reviewr and edit your cortact information, including name and marital status changes.

Reviewy health, life insurance, flexible spending sccounts or ather benefit information.

Access your on-ine paycheck, direct deposit, and ather deduction or contribution infarmation.

Click the Setup Expense
Reimbursement
Options link.

2. Verify your personal information and click the "Save" button at the bottom of

the page.

Setup Expense Reimbursement Options

wour EX administratar ifvou need ta chandge itto an alternate mailing address.

920 Sydney Lane
Apartment 214

Home Address

Atlanta Geargia 0324

Mailing Address

To add or edit addresses, please click on link: Horme and Mailing Address

used foryour expense reimbursemeants.

Account Type C  Checking
Routing Number 0245529342

Account Number 53948234

To add or edit direct deposit, please click onlink:  Direct Deposit

Please save to confirm your access to the expense
reimbursement application. The Travel and Expense Home will
then be visible on the Employee Home Page.

Save

Employes Horne

The home address is the default address for expense reimhbursements. Please contact

The 'Balance Row' from your Direct Deposit setup is displayed below. This accountwill be

Ead

From this Setup Expense Reimbursement
Options page you can review your
address{es) and bank account information
for expense reimbursements.

Press [Enter] to continue.
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3.Click the nEImpl oyee

Pager

Ho me O

[+ Self Service
— My Systern Profile

Setup Expense Reimbursement Options

The home address is the default address for expense reimbursements. Please contact
our EX administrator if vou need to chande itto an alternate mailing address.

920 Sydney Lane

Home Address

Apartment 214

Alanta Georgia 30324
Mailing Address 100 Main 5t

Peachtree Georgia 31528

To add or edit addresses, please clickonlink:  Haorne and Mailing Address

~

The ‘Balance Row' fram your Direct Deposit setup is displayed below. This account will be
used for your expense relimburserments

Account Type G Checking
Routing Number 0245829342

ol
Try it! Actions m

Click the Employee

count Number 239458234
or edit direct deposit, please click on link:

Direct Deposit

Home link.

Please save to confirm your access to the expense
reimbursement application. The Travel and Expense Home will
then be visible on the Employee Home Page.

Employee Horne

Help | &

4. Log out by <clicking

again

t

h e

ASi gbhogi@ut O

mployee Home
F& Personal Information Home
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B. Setting Accounting Defaults
1.Clickonthelinkf or " Tr avel and Expense Home.

= (=]

Employee Home
i

4, Personal Information Home
5 Review and edit your contact infermatien, including name and marital status changes.

@,?_l Benefits Home
a" Review health, life insurance, flexible 2pending accounts or other benefit information.
Review dependent information.

=y
i['{l Payroll and Compensation Home
% Access your en-line paycheck, direct depesit, and other deduction or contributien information.

Iy Leave Balances
Review vacation, sick, and other leave balances.

o
(E@ Travel and Expense Home
L=

Enter, submit, and review travel authorizations, expense reports, and

Cash aduance requests

2.Click ont h Empldyee Self Service | on thekleft

Personalize Content | Layout
| B
Search:

| |®

{o Employee Self-Servicel

b anager Sel-ser

b Worklist

» Beportng Toos

r PeopleTools
— Return to Self Service | Click the Employee

Self-Service link.

Fause
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3.Cl i

AnAgE your personal, o
financial details for trave!
reporting.

= ReviewEdit Prafile
FElDelegate Ertry Aut
E

ﬁ xpense Report
Creste, modify, print,
Expenze Report

link.

Click the Profiles
and Preferences

ElCreate
ElMadify
=] Wigw

ElDelste

c k Rrofilestarid ®refé@rences . i n k

Review Payments Other Expense Functions

Review history of expense payments Yiew contents in My Wallet, create your own
termplate, or modity and existing template.

Elcreateipdate User Template

ElReview Expense Histary
ElReview Payments

Travel Authorization ﬁ Cash Advance
Create, modify, print, viewy or delete a Travel Create, modify, print, viesw or delete & Cash
Authorization Aclvance
Elcreste Elcreste
= oty =l htoiity
=] igw = wiewn
2 hlare... ElDelete

4.Cl i ck on

Main Menu = Emg Emg

Profiles and Preferences

= Ee'view.-E(Iil Profile]

Try it Actions

Click the
Review /Edit
Profile link.

he ARevi

ew/ Edi t Pr of i

Manage your personal, organizational and financial detailz for travel and expense reporting.

Delegate Entry Authori

Authorize users to access and report expense information.
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5Click on the AOrganizational Dat ao t

Mew Window | Help | Customize Page | o5

| Employee Data |Organizati0na| Data| | User Defaults | BankAccounts )

Kenneth Payne

scions )

Personnel Status: Employee | Slick the
Organizational Home Based
Telephone: Data tab.

Office Based
Expense Role:

Home Address
Mailing Address

Country: USA United States

Address 1: 111 Bunker Drive

Address 2:

Address 3:

City: Athens

County: Clarke Postal: 30607
State: GA Georgia
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6,Enter the following information in

Try It actions |54

The Organizational Data page
displays an employee's Expenses
Processing Data and his/her

Default Chartfield Values.

Press [Enter] to continue.

Mewy Window | Help | Customize Page

/_Employee Data_|” Organizational Data {__User Defaults | Bank Accounts |
Kenneth Payne

Expenses Processing Data Find | Wiew All First [« 1of 4 [ Last
Valid for Expenses: Yes pefault Proﬁle_
lgnore Authorized Amounts
Reason for Status: Passed Al Validation Edits
Employee Status:  Active Name:
Hire Date: 05i01/2002 ID:
GL Unit: 93000 Board of Regents Telephone:
Department: 3510200 Enterprise Infrastructure Sery
Hours Per Periodl: Use Business Unit Default Designated Approver: | |Q

Default ChartField Values

GL Unit Fund Prodgram Class Project Bud Ref Dept

33000 | [s% | & | [s% [ la astozoo

a) Fund: 10500

b) Program: 11100

c) Class:11000

d) Program: Leave BLANK

e) Bud Ref: enter end of current academic year. For instéocte 200-
2000lacademic y#ao, enter 20

f) These are your default accaumumbers to which your expensetl be
charged.Even if you are instructed to use aftBrent account number,
you will not modify these fields
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7.1f you worked in the Summer semester at any point, PeopleSoft will have create
addi tional pages Ahiringo anttetdptightr mi
hand corner of the Organiat i on a l Dat a0t éh sthea®s 8
click the right arronand the next page will load

| Employee Data | Organizational Data Y User Defaults | Bank Accounts |
Shelley Decker

Expenses Processing Data

Find | View All

Default Profile

Valid for Expenses: ves Ignore Authorized Amounts
Reason for Status: Pazsed All Validation Edits
8The next page will | ook #0e xianc ttl hye tthoep

corner. Enter the same information as on page 1. Repeaictopage.
9.Cl i ck t he (atse botom ofihe pageh the last page.

10. If you do not enter the information on each page, you will receive an error
message as show bel ow. Click nAOKO
completing thdields on each pge.

A GL unit: 54000 University of West Georagia Telephone:

Department: 1001113 English

Hours Per Period: Use Busj

X

L] 'f Fund code is required (28000,4)
. b

Windows Internet Explorer

Default ChartField Values
GL Unit Fund

Bud Ref Dept

TR Q Q 008|Q 1001113
Business Unit 10,000.00 UsD

Specific Amount

Hone

Expense Processing Role:

& Save | S\ Returnto Search

Emploves Data | Organizational Data | User Defaults | Bank Accounts
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V. CREATING AN EXPENSE REPORT:
GENERAL INFORMATION

This section will provide you with the steps necessagptn a blank reportand
populate the General Information fields such as fADefault Locat|
Individual expenseaeimbursements, such as meals and mileadebe explained in Section V.

A. Opening a Blank Report

1.Click on the AEmMployee Self Service

= User Productivity Kit - Windows Internet Explorer,
& | https:ffupk.gafirst.usg.edufplayer/TE_travelersitoc/noscroll. html,  [PSTS/70204676/0343FB3E) TOPIC, HTML % 3F

Board of Regents

Personalize Content | Layout
| S
Search:

| ®
| Emnployee Self-Service]
b MEnager Sel-=en
b WWorklist

pebotina Tooks
Try It Actions
r PeopleToals J
— Beturnto SelfService Il Click the Employee
Self-Service link.

2. Underi Ex pens.,e0 Relpioc KA blank regod wilkappear.

b
Search: = ”~ financial details for History own template, or 4
@ travel and expense = Review Payments maodify and existing
reporting. template.
= Employee Self-Service 1= Review/Edit Profile i=| Create/Update User
r Employee T&E LA
Center Expense Report Travel
I Manager Self-Service Create, modify, print, Authorization
& Worklist view or delete an Create, modify, print,
. Expense Report view or delete a Travel
b Reporting Tools m Authorization
I PeopleTools = Modify I= Create
= Process Monitor i=] View / Print I=] Modify
— Change My Password 2 More_. IE] View / Print
= My System Profile 3 Mare
— Return to Self Service Home 3 N

€D Internet H150% v

PeopleSoft Guide fiothe Department dEnglish & Philosophy October2009



B.General Information Fields

indows Internet Explorer

et TE_travelers/tocinoscroll.html#. . JPSTE/7D204B78/0343FB3B) TOPIC HTML % 3FMode: 30T

Pagel4

T X

Create Expen
Expense R

The General Information section defines
general information about the expenses
incurred for the report. Expenses populates

most of these fields with information that you
set up on the employee's user defaults page.

Mew Window | Help | Custornize Page | 3

Press [Enter] to continue.

J

1. Ente r t

he name of

Marty Nance User Defaults Report ID: MNEXT
RSt T =
57
*Description: | | Comment:
*Business Purpose: |Attenc| Conference w |
Reference:
Default Location: |Athens. GA |Q
Accounting Defaults Apply Cash Advance(s) More Options: v | GO

t he

space, so abbreviations may be necessary.

indows Internet Explore

r

erfTE_travelersftoc/noscrollhtml# ., . JPSTSI7D204E78/0343FE36) TOPIC HTML%3FMode %30T

conference |

(o cions [P

The General Information section defines
general information about the expenses
incurred for the report. Expenses populates
most of these fields with information that you
set up on the employee's user defaults page.

Create Expen

Mew Window | Help | Customize Page | o

Press [Enter] to continue.

J

Expense R
Marty Nance User Defaults Report ID:
Quick Start: | ABlank Report v eo|
*Description: Comment:
*Business Purpose: Attend Conference w
Reference:
Default Location: |Athens. GA |Q

MEXT

Accounting Defaults

Apply Cash Advance(s) More Options:

vl eo] |
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2.Click on the drop down Il ist next to
Business Purpose.

indows Internet Explorer

ver/TE_travelersftoc/noscrol.htmig, . fPST8{7D204E78/0343FE36/ TOPIC HTML % 3FMode %30T

Try it : b

The General Information section defines
general information about the expenses . . B
incurred for the repart. Expenses populates Mew Window | Help | Customize Page | uf
most of these fields with information that you
set up on the employee's user defaults page.

Create Expen

Expense R Press [Enter] to continue. J
Marty Nance User Defaults Report ID: MNEXT
Quick Start: [ABlankReport <] so|
57
*Description: Comment:

I*E Jsiness Durngse: Attend Copference L¥3

Reference:

Default Location: |Athens, GA |Q
Accounting Defaults Apply Cash Advance(s) More Options: | w | GO |

PeopleSoft Guide fiothe Department dEnglish & Philosophy October2009



3. Default Location

a) Clickonthemagni fying glass next to ADef

A Mew Window I Help I Customize Page | i

Create Expense Report
Expense Report Entry

Jessica Simpsan User Defaults Report ID: WEXT
57

‘Description: |Savannah Callege Fair | Comment:

'Business Purpose:

Reference:

Default Location: |athens, oA

| Accounting Defaults Apply Cash Advancels) (J | "‘g |
aons 1)

Detail ) ind | View All | BR
[ Overview Default Location

(Alt+5) button.

Select ‘Expense Type ‘Expense Date S ayment Type ‘Billing Type

by i Al | US Locations b
l nstructions) . Ent
exampl e, feriGeosgga.Ch GA &

' Mes Window |

Look Up Default Location

Search by: |Expense Location v |hegins witrf |

J LookUp | Cancel | Advanced Laookup

Search Results Enter "ga” in the
begins with fizld.

Qnly the first 200 results can be digplayed. Enter more information abo e the numhber of search results,

Wi Al 1-100 of 200 |I| Last e
Expense Location Description

AFGKB Kahul (khabul), Afghanistan
AFGOT Cther - Afghanistan
AGOCH Lokito, Angola

AGOLA Luanda, Angola

AGDOT Other - Angola

AR1AF Mo Carthy, Ak

ARADE Adak I=sland

ARADD Kodiak, Ak

AkAKN King Salmon, Ak

AkARNY Klawock, Ak

ARANC Anchorage, Akl

LAV T Bliicst Al
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c) Click on the link next to the city to which you travelled. For example, if you
travelled to Savannah, GA, you wol

d) The screen will return to the Expense Report and the Default Location will
be populated with your city antbse.

e) TRIPS OUTSIDE THE U.SIf you travelled to a location outside of the
United States, try the first few letters of the country. For instance,
Af ghani stan is AAFG. 0 However, tF
ADEU. o | f vy oappropraate coontry cbde, wall Traval at
(678)8396390 for assistance.

f) ALL TRIPS: Il f your specific city i1isnot
destination. For instance. If you travelled to Elba, Alabama, but that city
I sndét shown i n I|tdhec hlo osétl ditldehee .ryoo u

4. Comment and Reference Fields
a) The Comment field should only be populated if there is something about
your report TraveBerviceseeds to know. For instance, if you are
submitting a second expense report to recover expensesmbursed
under a previous report, then you
number in the comments section.

b) The Reference Field is always left blank.
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