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I.  BEFORE YOU BEGIN  
 

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

 

2.  You must disable Pop-up Blockers.  To do this, click Tools, choose Pop-up Blocker, 

and click ñTurn Off Pop-up Blockerò 

 

 
 

 

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

Coordinator for assistance. 

 

2. If the Budget and Personnel Coordinator is not available, please contact Travel Services 

at (678)839-6390 or see their website at http://www.westga.edu/travel/ for assistance. 

 

3. For technical issues, please contact ITS at http://www.westga.edu/its/.   

http://www.westga.edu/travel/
http://www.westga.edu/its/
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I I . FINDING PEOPLESOFT AND LOGGING IN  
 

A. WEBSITE:  
 

https://dfs-fineapps.gafirst.usg.edu/psp/F89PRD/?cmd=login&languageCd=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.  For example, the email 

address for Mark Twain is ñmtwain@westga.edu,ò so his User ID is ñmtwain.ò   

 

 
  

https://dfs-fineapps.gafirst.usg.edu/psp/F89PRD/?cmd=login&languageCd=ENG
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C. PASSWORD HELP 
a. If you donôt know your User ID and/or password, click the ñForgot My Username or 
Passwordò link and follow 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 

wonôt work, try entering ñHighò after the name.  For example, Hammett High School 

may be entered in the system as ñHammettò or ñHammett High.ò 

 

c. For problems logging in, please call the IT Help Desk at 678.839.6587, 

servicedesk@westga.edu, or http://www.westga.edu/its. 

 

 
 

mailto:servicedesk@westga.edu
http://www.westga.edu/its
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III. SETTING UP YOUR ACCOUNT  
 

A. Activate Travel and Expense Link 
1. Once you have logged into PeopleSoft, click on ñSetup Reimbursementò link.  

 

 
 

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

the page. 
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3. Click the ñEmployee Homeò link. 

 

 
 

4. Log out by clicking the ñSign Outò link at the top right hand corner.  Log in 

again. 
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B. Setting Accounting Defaults 
1. Click on the link for "Travel and Expense Home.ò 

 

 
 

2. Click on the ñEmployee Self Serviceò link on the left. 
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3. Click on the ñProfiles and Preferencesò link. 

 

 
 

4. Click on the ñReview/Edit Profileò link. 
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5. Click on the ñOrganizational Dataò tab. 
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6. Enter the following information in the ñDefault Chartfield Valuesò fields: 

 

 
 

a) Fund: 10500 

 

b) Program: 11100 

 

c) Class: 11000 

 

d) Program: Leave BLANK 

 

e) Bud Ref: enter end of current academic year.  For instance, for the 2009-

2010 academic year, enter ñ2010.ò 

 

f) These are your default account numbers to which your expenses will be 

charged.  Even if you are instructed to use a different account number, 

you will not modify these fields.   
 

 

 

  



 Page 12 

PeopleSoft Guide for the Department of English & Philosophy   October 2009 

7. If you worked in the Summer semester at any point, PeopleSoft will have created 

additional pages ñhiringò and ñterminatingò you for that semester.  If the top right 

hand corner of the Organizational Data tab shows ñ1 of 2ò (1 of 3, etc.), then 

click the right arrow and the next page will load. 

 

 
 

 

8. The next page will look exactly the same, but show ñ2 of #ò in the top right hand 

corner.  Enter the same information as on page 1.  Repeat for each page. 

 

9. Click the ñSaveò button (at the bottom of the page) on the last page. 

 

10. If you do not enter the information on each page, you will receive an error 

message as show below.  Click ñOKò and follow directions above for 

completing the fields on each page.   
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IV.  CREATING AN EXPENSE REPORT:  

GENERAL INFORMATION  
 

This section will provide you with the steps necessary to open a blank report and 

populate the General Information fields, such as ñDefault Locationò and ñBusiness Purpose.ò  

Individual expense reimbursements, such as meals and mileage, will be explained in Section V. 

 

A. Opening a Blank Report 
1. Click on the ñEmployee Self Service Linkò 

 

 
 

2. Under ñExpense Report,ò click ñCreate.ò  A blank report will appear. 
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B. General Information Fields 
 

 
 

1. Enter the name of the conference in the ñDescriptionò field.  There is limited 

space, so abbreviations may be necessary. 
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2. Click on the drop down list next to ñBusiness Purpose.ò Choose the applicable 
Business Purpose. 
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3. Default Location 

a) Click on the magnifying glass next to ñDefault Location.ò 
 

 
 

b) ñAll US Locations begin with the state abbreviationò (UPK Player 
Instructions).  Enter the state abbreviation in the ñbegins withò field.  For 

example, enter ñGAò for Georgia.  Click ñLook Up.ò 
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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 would click the link for ñGASAV.ò 

 

 
 

d) The screen will return to the Expense Report and the Default Location will 

be populated with your city and state.  

  

e) TRIPS OUTSIDE THE U.S.: If you travelled to a location outside of the 

United States, try the first few letters of the country.  For instance, 

Afghanistan is ñAFG.ò  However, this is not always the case as Germany is 

ñDEU.ò  If you cannot find the appropriate country code, call Travel at 

(678)839-6390 for assistance. 

 

f) ALL TRIPS: If your specific city isnôt shown, choose ñOtherò as your 

destination.  For instance.  If you travelled to Elba, Alabama, but that city 

isnôt shown in the list, then you would choose ñOther ï Alabama.ò 

 

4. Comment and Reference Fields 

a) The Comment field should only be populated if there is something about 

your report Travel Services needs to know. For instance, if you are 

submitting a second expense report to recover expenses not reimbursed 

under a previous report, then you would include the previous reportôs ID 

number in the comments section. 

 

b) The Reference Field is always left blank. 

 


