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User Defaults

& [ & Secure | https://catalyst-test.uvm.edu SSUP,

% Bookmarks @ Google The University of Ver | Programs [} Policies [} Information [} School [ Rescue [ Personal | Banking W Tech

Favorites | Main Menu

]“i Th e Uni \"Cl'Sit}" 0/ Vermont [FSSUP - mf:esh:d to Aug 09, 20187040‘6AM from fsprd ‘ Welcome to UVM, Tiffany Barker Cook
: i Pe?)aleiSoftﬂl;c;&k - All ~ | Search > | Advanced Search [ Last Search Results
Personalize Content | Layout 2 Help

Menu s ov

My Favorites

* UVM Interfaces

* UVM Modifications

* UVM Reports

* UVM System
Employee Self-Service
Manager Self-Service
Supplier Contracts
Customer Contracts
Suppliers

Purchasing

https://www.uvm.edu/sites/default/files/Division-of-

Services Procurement

Finance/UserGuides/User Defaults.mp4

Project Costing

Lease Administration

T&E Administration

Travel Administration

Billing

Accounts Receivable

Accounts Payable

Financial Gateway
Commitment Control

General Ledger

Real Time Bottom Line

Set Up Financials/Supply Chain
Enterprise Components
Worklist

Tree Manager

Reporting Tools

PeopleTools

Tax Center

Treasury Dashboards

My Prefers

You can adjust your user defaults, which
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https://www.uvm.edu/sites/default/files/Division-of-Finance/UserGuides/User_Defaults.mp4

User Defaults

Favorites Main Menu

Employee Self-Service User Defaults

The University of Vermont
PeopleSoft Finance 9.1

Jser Preferences

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

Find an Existing Value

¥ Search Criteria

User ID: efitzger
Delegate User ID:
Empl ID:
User Description:

[} case sensitive

Search || Clear | Basic Search & Save Search Criteria

Search Results

view All First ‘4" 170f7 '* Last
User ID Delegate User ID Empl ID User Description
efitzger Petty_Cash_Approver 0028138 Petty Cash Approver
efitzger dtrono 0029957 Diane Trono

efitzger efitzger 0028138 Erin Fitzgerald
efitzger gdeziel 0017899 Gary Deziel

efitzger hleblanc 0031069 Holly LeBlanc
efitzger jdomis 0126004 John Dorris

efitzger tjbarker 0083811 Tiffany Barker Cook



User Defaults — for me

Favontes u Employee Self-Service User Defaults

The University of Vermont

PeopleSoft Finance 9.1

UVM User Defaults

Userld:  efitzger Erin Fitzgerald Empl ID 0028138
General Preferences

Journal Source DSB |Q Default Projects Business Unit Q
v Travel Default Chartstring and Direct Deposit Information
ou Dept Fund Source Function PCBU Project Activity  Program Purpose Property
01 |q [11290 |qfto0 |q 00001 @521 |Q Q| Q Q 0000 |@foooo @ pooo @

Do you want Direct Deposit or a Check? | Direct Deposit b

Bank Account Information | £
Default Account Account Source External Bank ID (last 4 digits) Bank Account # (last 4 digits)
' oo [ -
PurCard Default Chartstring (if employee has PCard) | D First ‘4 1-20f2 ‘*' Last
Cardmember Operating < PC Business . -
Number Unit Department  Fund Source Function Unit Project Activity Program Purpose  Property
1 rea31766 01 Q [11290 |Q_ 100 |Q [100001 |Q |521 Q Q Q Q_ (0000 | (0000 |@ (0000 |Q
2 wmeass£31758 01 Q (11290 Q100 |Q 100001 | 521 Q Q Q Q0000 | 0000 |Q 0000 (@
Requisition Default Chartstring and Location
ou Dept Fund Source Function PC BU Project Activity Program Purpose Property
01 Q11290 |Q 100 Q100001 |@ 521 Q Q Q QD000 |QOO00 | ooo0 Q@

Location 0000000201 Qv Disbursement Center
19 Rogsevelt Highway
Suite 120
Colchester VT 05446

|[F]save ||[ct RetuntoSearch ||t] PreviousinList ||« ] NextinList ||=] Notify |




User Defaults — a delegate

Favontes Main Menu Employee Seli-Service User Defaults

The University of Vermont
PeopleSoft Finance 9.1

UVM User Defaults |

Userld:  gdeziel Gary Deziel EmplID 0017839

General Preferences

Journal Source EXT Q Default Projects Business Unit Q

¥ Travel Default Chartstring and Direct Deposit Information

ou Dept Fund  Source Function PCBU Project Activity Program Purpose Property

32 € 50042 |Q 100 |y 100007 | 421 Q, Q, Q Q, 0000 |Q D072 Q0000 |Qy

PurCard Default Chartstring (if employee has PCard) | (B E First ‘4 10f1 ‘b Last
ﬁﬁﬁtr:aermher Bgﬁrating Department Fund Source Function Eﬁ“Business Project Activity Program Purpose Property
1 T Q656T |32 Q50042 |q [100 | 100007 |y 421 Q, Q Q Q 0000 |y |0O00 |Cy 0000 Oy

Requisition Default Chartstring and Location

ou Dept Fund  Source Function PCBU Project Activity Program Purpose Property
32 | /50020 |@ 330 |@ 201055 |@f421  |@[GCAO1 |@[027058  |@ [SPNS |@[0000 |@[o000  |@ 0000 @

Location 0000000231 |Q  university of Vermont
Extension Main
23 Mansfield Avenue
Burlington VT 05405

|[F Save ||[ch Retunto Search | 4] PreviousinList ||4Z] NextinList | |[=] Notify |




User Defaults — a delegate

Favorites Main Menu Employee Self-Service

User Defaults

The University of Vermont
.2l PeopleSoft Finance 9.1

UVM User Defaults |

Userld: hieblanc

General Preferences

Holly LeBlanc EmplID 00310589

Journal Source D58 Q Default Projects Business Unit Q

W Travel Default Chartstring and Direct Deposit Information

ou Dapt Fund  Source Function PCBU Project

Activity Program Purpose  Property
01 Q [11290 |Q 100 | 100001 |Q[521 Q Q

Q @ [0oo0  |@foooo  |@ oo o

PurCard Default Chartstring (if employee has PCard) | 2 First ‘4" 10of1 ‘*' Last

[G]save | [P Returnto Search || #] PreviousinLlist | 4] NextinLlist || =] Notify |




Public versus Private Templates

* Two types of template available in Peoplesoft
* Public — everyone can see and use

Create Expense Report
Select a Template

Template

Select MILEAGE
Select EX-DOM
Select EXMILE

Select EX_FOR

Return to Expense Report Entry

Description

testing mileage

Domestic Expense Report
EXP Travel Mileage

Foreign Expense Report

Report ID MEXT

Template Type

User Template
Fublic Template
Fublic Template

Fublic Template



.@ Public versus Private Templates

* Public templates

 Domestic Expense Report template has expense types for
airfare, automobile rental, rental car gasoline, hotel/lodging,
and meals.

* Exp Travel Mileage template has an expense type for
automobile mileage

* Foreign Expense Report template has expense types for
airfare, automobile rental, rental car gasoline, hotel/lodging,
and meals.

* Private — only user can see them
* Add any expense types you may frequently use



Creating a Template

Favorites | Main Menu > Employee Seff-Service > Travel and Expenses > User Preferences > Create/Update User Template

User Template

Find an Existing Value Mdal-lew Value

Document Template: |cn

Template Type: Expense Report =

Add



Add a Template

User Template
Erin Fitzgerald

General Information

User ID:
Template:
Template Type:
*Description:
Short Description:
e T

*Expense Type

efitzger
ER

Expense Report

—

|’ Air Travel Domestic

1 Air Travel Foreign
Amenities/Gifts/Hospitality
Automabile Mileage

U Automobile Rental - Domestic
Automobile Rental - Foreign
Automabile RepairfMaintenance
Books and Reference Materials
Computer Supplies

Zonference Reg. Fee - Domestic
Conference Reg. Fee - Foreign
Encumbrance - Domestic Trip
Encumbrance-Fareign Trip
Entrance Fees - Ed. Purposes
Equipment =55000
Gratuity-Domestic
Gratuity-Fareign

Ground Transportation - Dom
Ground Transportation - Fareig

1




Add a description
Add the expense types

Add a Template

User Template
Erin Fitzgerald

User ID: efitzger

Template; ER

Template Type: Expense Report

*Description: |D'u'ernight Trip

Short Description: |D'u'ernight

*Expense Type

| Automobile Mileage =] =]
| Meals- Domestic Travel Daily B [=]
|HnteIJ'Lndging Domestic El [=]

. Save |



Creating documents from templates

Create EXPEI‘ISE REPDI’t [3 Save for Later | [&) Summary and Submit
Erin Fitzgerald | 7

...Populate From

Quick Start LR EITNET GO
A Travel Authorization 3

*Business Purpose|ﬂdministratiunf@peratiun W *US State/Country |Chittenden County, VT Q An Existing Report
Entries from My Wallet

*Report Description 4 Attachments

Create Expense Report
Select a Template
Report ID MEXT

Template Description Template Type
Select MILEAGE testing mileage User Template
Select EX-DOM Domestic Expense Report Fublic Template
Select EXMILE EXP Travel Mileage FPublic Template
Select EX_FOR Faoreign Expense Report Public Template

:Return to Expense Report Entry:




Enter the date range and select the expense types

Template EX-DOM Description Domestic Expense Report
Date Range
From 11152013 [[5] To (1172012013 |[5)

Add Expense Types:
One Day All Days Expense Type

] ] Air Travel Domestic

] ] Automobile Rental - Domestic
L] L] Rental Car Gasoline - Domestic
] ] Hotel/Lodging Domestic

[] 3}} Meals- Domestic Travel Daily

Ok Cancel



The new expense report contains all the lines with dates

Create EXPEHSE REPDFt Save for Later | @n Summary and Submit
Erin Fitzgerald | 7

Actions |__Choose an Acfion v|| GO
*Business Purpose | Administration/Operation v *Us State/Country |Chittenden County, VT e}
*Report Description ﬁ Attachments
*Trip Description/Dates/Comments
Expenses (?
Expand All | Collapse All Add: | [ My Wallet (0) | 4 Quick-Fill Total 0.00 USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
11/152013 |5 [Air Travel Domestic vl Iz [cash v 000 [usD & =]
254 characters remaining
11/15/2013 |5 [HotelLodging Domestic vl IZ  [Cash v 0.00 [usb |o =l
254 characters remaining
11152013 |5 [Meals- Domestic Travel Daily vl i [Cash v 0.000 lusp  |q =]
254 characters remaining
11162013 |[5] [Meals- Domestic Travel Daily vl {0 [Cash v 0.00 uso  |Q =
254 characters remaining
11/17/2013 |5 [Meals- Domestic Travel Daily vl I [cash v 0.00 [usb @ =
254 characters remaining
11/18/2013 |5 [Meals- Domestic Travel Daily vl [Cash v 000 [uso |@ =]
254 characters remaining
1119/2013 |[5] [Meals- Domestic Travel Daily v T I [cCash v 0.00 [usb @ =
254 characters remaining
11202013 |5 [Meals- Domestic Travel Daily vl [Cash v 0.000 [UsD  |& =]

254 characters remaining



Review/Edit Profile

D Pepe i SIS EENEENENENENSER

% Bookmarks @ Google The University of Ver il Programs [l Policies [l Informaton [ School [ Rescue [ Personal i Banking [ Tech B Other bookmarks

e

Favorites | Main Menu

The University of Vermont |FSSUP=refreshed to Aug 09, 2018 0406AM I ‘ Welcome to UVM, Tiffany Barker Cook
PeOp|ESOft Finance 9.2 All ~ | Search > | Advanced Search [g] Last Search Results
Personalize Content | Layout ? Help

Menu h T ov

» My Favorites
* UVM Interfaces
* UVM Modifications
* UVM Reports
* UVM System
Employee Seli-Service
Manager Self-Service

» Supplier Contracts
Customer Contracts
Suppliers . . e o .
https://www.uvm.edu/sites/default/files/Division-of-
eProcurement
Services Procurement . . . . .
Finance/UserGuides/Review Edit Profile.mp4
Program Management
Project Costing
Lease Administration
T&E Administration

» Travel Administration
Billing
Accounts Receivable
Accounts Payable
Financial Gateway
Commitment Control
General Ledger
Real Time Bottom Line

» Set Up Financials/Supply Chain

» Enterprise Components
Worklist
Tree Manager
Reporting Tools

» PeopleTools

Tax Center

Treasury Dashboards

My Preferences



https://www.uvm.edu/sites/default/files/Division-of-Finance/UserGuides/Review_Edit_Profile.mp4

Change User Defaults — Default Creation Method

- Expense Report: Copy From a Template
- Employee Self-Service, Travel and Expenses, Review/Edit Profile

Employee Data Organizational Data User Defaulis Bank Accounts Corporate Card Information

Erin Fitzgerald

Default Creation Method

Copy From a Template

Copy From a Trawvel Auth.
Copy an Existing Report
*Expense Report o] = RE LW Gl

*Time Hepﬂrt|£}pen a Blank Report bt |
*Travel Authorization | Open a Blank Authorization v |
Expense Defaults
Report Description Mileage to campus for meetings Per Diem Range| v|
Business Purpose | Administration/Operation v | Billing Type | UVM Internal v |
Originating Location CHITT 2L Payment Type |CSH L cash
Expense Location |CHITT Q Credit Card | v |

Transportation 1D 2, Mumber of Nights

Accounting Detail Default ‘l.l’iew| Collapsed v|




Create an Expense Report

(_

% Bookmarks @ Google The University of Ver [l Programs [ Policies [ Informaton [ School W Rescue W Personal [ Banking [ Tech B Other bookmarks

Favorites | Main Menu

Home | Worklist | Process Monitor | Report Manager | Add to Favorites | Sign out
* UVM Interfaces

* UVM Modifications P-m MA“ﬂ 0 m“ mm "P'd Welcome to UVM, Tiffany Barker Cook

Peoy] * UVM Reports All ~ | Search > | Advanced Search  [g] Last Search Results
*UVM System
Accounts Pay abile Personalize Content | Layout ? Help
Menu Accounts Receivable c ov

My Favorites Billing

* UVM Interfaces Commitment¥ontrol

* UVM Modifi

. :Z»;\ R::;:: & S o Conuack

* UVM System Employee Self-Service

Employee Self-Se Enterprise Components

Manager Self-Sen eProcurement

(S:upi)l:r Cgm;‘arcls Financial Gateway h . . f I f. I . . . f

cuonr o PO ttps://www.uvm.edu/sites/default/files/Division-of-

Purchasing Grants . .

eProcurement Lease Administration F / U G d / E R 4

Somvens o [N Inance/UserGuides/Expense Report.mp

Grants

PeopleTools

Program Management
Project Costing
Purchasing

Real Time Bottom Line
Reporting Tools
Services Procurement
Set Up Financials/Supply Chain
Supplier Contracts
Suppliers

T&E Administration
Travel Administration
Tree Manager
Worklist

My Dictionary

My Feeds

My Preferences

Program Managen|
Project Costing
Lease Administrati
T&E Administratiof
» Travel Administraty
Billing
Accounts Receival
Accounts Payable
Financial Gateway|
Commitment Contf
General Ledger
Real Time Bottom
Set Up Financials/|
Enterprise Compo
Worklist

Tree Manager
Reporting Tools

» PeopleTools

Tax Center
Treasury Dashboa

R F R R EF R EFRFRR R EEREEF R R R FEEF R F R E R

e


https://www.uvm.edu/sites/default/files/Division-of-Finance/UserGuides/Expense_Report.mp4

Creating documents from previous documents

Create Expense Report S _Populate From and Submit
P—— A Template
?
Erin Fitzgerald (3 ) A Travel Authorization
Quick Start FOYEENNLG L
Entries from My Wallet

GO

*Business Purpose | Administration/Operation W *U§ State/Country |Chittenden County, VT Q

*Report Description <% Attachments

Copy from Existing Expense Report

From Date 01012016 |5 ~ Toloaio12019  |6) |  Search

Expense Reports

Report ID Description Business Purpose Status Created
Select | 00001164152019 HEUG Oriando Administration/Operation i:g:ﬂ;“ for  papanote
W 0000109123 Mileage to campus for meetings  Administration/Operation Faid 04152018
Select 0000105832 Mileage to campus for meetings  Administration/Operation FPaid 107282017
Select 0000105305 Milzage to campus for meetings  Administration/Operation FPaid 10272017
Select 0000100824 2017 HEUG Las Vegas AdministrationfOperation Faid 03102017
Select 0000093369 PeopleSoft HEUG Professional Development FPaid 031192016

Return



Change the dates and dollars,
delete any unnecessary lines

Create Expense Report Save for Later | [Z Summary and Submit
Erin Fitzgerald (7
Actions |__Choose an Action v|| GO
Business F'urpose| Administration/Operation ot *US State/Country Nevada Q,
*Report Description 2017 HEUG Las Vegas A% Attachments
*Trip Description/Dates/Comments
2017 PeopleSoft HEUG conference, 27272017 -3722017 L\\)
Expenses (¢
Expand All | Collapse All Add: | [ My Wallet (0) | 47 Quick-Fill Total 56.94 USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
02/26/2017 |[5] [Air Travel Domestic v|  "|baggage fee iZ  [Personal CreditCard _ w 2500 |usD  |Q =]
243 characters remaining
|02/27r2017 |[5] [Meals- Domestic Travel Daily v|  *|breakfast and lunch & [Cash v 12.80, |[usD Q (=]
235 characters remaining
03/02/2017 |5 [Meals- Domestic Travel Daily v|  “[aimort lunch [ [Cash v 614 [usD |qQ (=]
241 characters remaining
03/02/2017 |5 [Gratuity-Domestic v|  "[hotel room gratuity [ [Cash v 10.00 [usp |q (=]

235 characters remaining

03/02/2017 |5 [Gratuity-Domestic v|  "|shutlle driver gratuities, 2126 and 3/2 2 [Cash v 300 [uso  |q [=]




Expense Report Actions Drop Down Menu

- Apply or Adjust Cash Advance
- Attach a TA after the ER is started

Modify Expense Report

Erin Fitzgerald (#

*Business F'urpose| Professional Development A

*Report Description Society Collegiate T&E Manager

*Trip Description/Dates/Comments

Report 0000116422 Pending

*US State/Country [Nevada

&5 Attachments

Henderson, NV

LW ILR  Choose an Action
Adjustment Cash Advance

Save for Later | @. summary and Submit

Apply/View Cash Advance(s)
Associate Travel Authorization
Copy Expense Lines

Default Accounting For Report
Expense Report Project Summary
Export to Excel

User Defaults

GO

Actions

Save for Later | [3 Summary and Submit

...Choose an Aclion
Adjustment Cash Advance
Apphlyview Cash Advance(s)
Associate Travel Authorization
Copy Expense Lines

Default Accounting For Report
Expense Report Project Summary
Export to Excel

User Defaults

GO




Add New Expenses — Quick Fill

Create Expense Report
Erin Fitzgerald 7

*Business Purpose | Administration/Operation o *US State/Country |Chitienden County, VT

*Report Description |Mileage to campus for meetings A5 Attachments

*Trip Description/Dates/Comments

Expenses (7
Expand Al | Collapse All Add: | FEL,M:.r Wallet (0) | g?{]uick—Fill



Enter the date range

Quick-Fill

He

Enter the date range you want applied to the expenses you will be: adding to the report. Then choose the expense types
and whether you want to add one instance of the expense type or hawve an entry of that expense type for each day
within the date range.

Date Range
From [03/02/2019 |[y To 03/06/2019 |[=4]
Add Expense Types: I}

One Day All Days Expense Type

] ] Air Travel Domestic A
] ] Air Travel Foreign

] ] Amenities/Gifts/Hospitality

] ] Automobile Mileage

] ] Automobile Rental - Domestic

] ] Automobile Rental - Foreign

] ] Automobile RepairMdaintenance

] ] Books and Reference Materials

] ] Computer Supplies

] ] Conference Reg. Fee - Domestic v
OK Cancel



Select the expense types

CQuick-Fill X

Help

Enter the date range you want applied to the expenses you will be adding to the report. Then choose the expense types
and whether you want to add one instance of the expense type or have an entry of that expense type for each day
within the date range.

Date Range

From 03/02/2019 [ To [03/06/2018 |[5]

Add Expense Types:
One Day All Dayz Expensze Type

[«
L]

Ground Transportation - Foreig A
Hotel/Lodging Domestic

Hotel/Lodging Foreign

Instructional Supplies

Internet Services Charges

O 0O 00 d

Lab/Research Supplies

Meals - Business

[«

Meals - Hospitality

Meals- Domestic Travel Daily

JR O000000

R

Meals- Foreign Travel Daily

Ok Cancel



The expense report lines are added, based on the selection made.

Expenses (7
Expand All | Collapse All

*Date

03/02/2019

03/0272019

03/02/2019

03/03/2019

03/04/2019

03/05/2019

03/06/2019

El

El

El

El

El

El

El

Add: | [E; My Wallet (0} | é;’ﬂuick—Fill

*Expense Type

| Ground Transportation - Foreig v|
[ Meals - Business v
[ Meals- Domestic Travel Daily v|
[ Meals- Domestic Travel Daily v|
[ Meals- Domestic Travel Daily v|
[ Meals- Domestic Travel Daily v|
[ Meals- Domestic Travel Daily v |

*

*

*

*

*

*

*

*Description *Payment Type

[Cash
254 characters remaining

[ Cash
254 characters remaining

[Cash
254 characters remaining

[ Cash
254 characters remaining

[ Cash
254 characters remaining

[Cash
254 characters remaining

[ Cash

254 characters remaining

Total

*Amount

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

usp

*Currency
usD

usD

uso

usD

usD

uso

usD

[+ [=]

[+ [=]

[+ [=]

[+ [=]

[+] [=]

[+ [=]

[+ [=]



Business Meal Attendees

PeopleSoft contains functionality to easily add
additional attendees at a business meal, which
fulfills the requirements of the IRS Accountable
Plan Rules. The following example illustrates the

Add Additional Attendees functionality.



Business Meal Attendees

11/20/2013 |[5] |Meals - Business

v *|Meeting of the temperance League '@ [ Cash w 160.00 x| |USD Q [=]
222 characters remaining
*Billing Type| UVM Internal v Receipt Split M Default Rate *Exchange Rate | 1.00000000 ¢, E&
*Location |Nevada Q i Attendees

[INon-Reimbursable  Base Currency Amount
*Merchant ) Preferred

(@ Non-Preferred

5000 USD
L} [INo Receipt
Dog Team Tavern

Accounting Details (7

Attendees

Help
Expense Report

Attendees

Erin Fitzgerald Report ID 0000116422

Attendees are required for the Meals - Business expense on line 8. Please list the attendees
associated with this expense.

Mame Company Title

Fitzgerald, Erin Mary University of Vermont

OK



Business Meal Attendees

Aftendees

Expense Report
Attendees

Erin Fitzgerald Report Iy 0000116422

Attendees are required for the Meals - Business expense on line 8. Please list the attendees
associated with this expense.

MName

Company Title
Fitzgerald Erin Mary University of Vermont Director [+] [=]
Anthony, Susan B Women's Temperance Union President ﬂ j
Mation, Carrie US Temperance League Vice Chair x [+] [=]

OK

Help



Hotel Wizard

‘*PeopleSoft facilitates the itemization of a hotel bill: room,
parking, room services, etc.

s Stepping through the Hotel Wizard will create the correct lines
on the Expense Report, using the correct accounts.

‘*Works for domestic hotels only — due to restriction of account



Expenses (7

Expand All | Collapse Al Add: | [, My Wallet (0) | 4% Quick-Fill Total 750.00  USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
10/01/2019 |5 [HotelLodging Domestic v]  *[Las Vegas Flamingo I [cash ~ 750000 [usD| |Q
236 characters remaining
*Billing T!n"llﬂl UVM Internal A Receipt Split ¥ Default Rate *Exchange Rate 1.00000000 "':_; I_Eél
NMumber of Nights (&, temize Hotel Bill [ Mon-Reimbursable Base Currency Amount 750,00 USD
*Merchant O Preferred (® Non-Preferred

Mo Receipt

Accounting Details | %

Click on the Detail
link to fill in the
required fields for this
expense.



Create Expense Report

ltemize Hotel Bill

PEeBDe

Report ID0 NEXT

Room Charge Your Hotel Bill (7
Details Total Bill 750.00 USD
5 Number of . Room Charge 0.00
Transaction Date Nights Room Rate Currency Mon-Reimbursable Fioom Sesvice 0.0
100012019 |5 2| [ 275.00] USD ] =1 Parking 0-00
Add Room Charge Remaining 750.00 USD
Number of Nights 2
Room Charge Total 0.00 USD
Total Room Expense 0.00 UsSD
Pravious Continue
Return To Expense Report
Pe(l)(pIeSoft er1” a;slr(] fol_r the amort]mts that Once you've entered an amount
m"’ll € up each or the lines you have for the Room Charge, click
selected: Continue. This will bring you to
Room Charge the next item: Room Service.

Room Service (meals)
Parking



Lreate £xpense Heport

ltemize Hotel Bill

ﬁ'%’ @ H{z ﬂ% [ﬁp' eﬂ

Report ID NEXT

Room Service Your Hotel Bill (2
) Total Bill 720,00 USD
Date Meal Type Amount Currency Non-Reimbursable
Room Charge 550,00
11]!1]1&[]15@ 50,00, UsSD |:| ,:| Room Service 100.00
Parking 0.00
1D}'D2J’2D1EE1'J El]_l]l'J| usD |:| ,:|
Remaining 100.00 USD

Add Room Service Charge

Room Service Total 100,00 USD

Previous Continue

Under Room Service, enter a
Date, Meal Type and Dollar
Amount, then click Continue.



Create Expense Report

ltemize Hotel Bill

B S @ 83

Parking

Details

Date Amount
10/02/2015 Eﬂ

Add Parking Charge

Parking Total

Previous Continue

4
"

—
I:1
5

Currency

100.00) USD

100.00 UsSD

Report ID NEXT

Your Hotel Bill (2

Total Bill 750.00 USD
Mon-Reimbursable Room Charge 550.00
Room Service 100.00
] E| Parking 100.00
Remaining 0.00 UsD

Notice that the software
keeps a running total of
your hotel bill on the
right hand side of the

page.

Continue entering
detall in this way until
you have accounted for
all hotel expenses.
When you are finished,
the system will
congratulate you.



Create Expense Report

ltemize Hotel Bill

éj (I)P ¥

Hotel ltemization - Finish!

Congratulations! You are done. If you need to

make any adjustments, you may use 'Receipt
Split' function to reconcile your bill later.

Previous Dong

Report ID NEXT

Your Hotel Bill (2

Taotal Bill
Room Charge

Room Sernvice

Parking

Remaining

720.00 USD
220.00
100.00
100.00

0.00 UsD

Your Hotel Bill is in
balance and you
can return to the
Expense Report by
clicking the Done
button.



*Date
1000172019

10/027201%

10/01/2019

10/02/2019

1000272019

Once the Hotel Bill is itemized, the expense lines will

be populated in your Expense Report for you.

*Expense Type *Description *Payment Type

[ |Hotel/Lodging Domestic v| *|Hotel Wizard: Hotel/Lodging Domestic | Personal Credit Card W
218 characters remaining

[% [Hotel'Lodging Domestic v|  "|Hotel Wizard: Hotel/Lodging Domestic [Personal Credit Card V|
218 characters remaining

[ |Meals- Domestic Travel Daily v| *|Hutel Wizard: Meals- Domestic Travel Daily | Personal Credit Card W
212 characters remaining

[ |Meals- Domestic Travel Daily v| *|Hutel Wizard: Meals- Domestic Travel Daily | Personal Credit Card W
212 characters remaining

[ |Parking & Toll Fees v| *|Hutel Wizard: Parking & Toll Fees | Personal Credit Card W

221 characters remaining

To add more expense lines, click on the + button on the

right or the Add button under New Expense.

*Amount
275.00

275.00

50.00

50.00

100.00

*Currency
usD

usD

usD

usoD

usoD

[+ [=]

[+ [=]

[+] [=]

[+ [=]

[+ [=]



Modify Expense Report
Erin Fitzgerald 7

Accounting Defaults

LY=L ER Default Accounting For Report

) E— _ Expense Report Project Summary
*Business Purpose | Administration/Operation o Report 0000116423 Pending Export to Excel
o - User Defaulis
*Report Description |Mileage to campus for mestings *1S State/Country |Chittenden County, VT
4%  Aftachments
*Trip Description/Dates/Comments
trips to campus for various meetings, quarter ending 03/31°2018
Round trip = 4.6 miles; alternately entered 4 or 5 miles per round trip

Expenses (7
Expand All | Collapse All Add: | [ My Wallet (0) | #F Quick-Fil Total 21.96 USD

*Date *Expense Type *Description *Payment Type *Amount *Cumency

01/02/2013 |5 |Automobile Mileage v|  |RT - asst controller interview 2 [cash v 2.68 USD

224 characters remaining
*Billing Type |UVM Interal v| W] Default Rate “Exchange Rate | 1.00000000] ¢, [
Miles 5 x 0.5350 [ IMon-Reimbursable  Base Currency Amount 268 USD
[ Mo Receipt
Accounting Details | 7
Set Personalizations | Find | 2 | = First ‘4 10f1 ‘b Last
Chartfields | |2k
Amoumnt *GL Unit Monetary Amount E%‘:"w E:tzehange Account ﬁr Dept Source Function l;PCﬁtBus Project
[+] [=] 2,68 [UvMO1 |3y 2.68 USD 1.00000000 [60515 Q 01 | [11290 |C [100 |Q [100001 |Q [521 Q Q

Print | t
...Choose an Action
Adjustment Cash Advance
Apply/View Cash Advance(s) ¥ and Su
Associate Travel Authorization
Copy Expense Lines

[



Accounting Defaults, continued

Create Expense Report
Accounting Defaults

Report ID 0000116423

Accounting Summary Set Personalizations | Find | LY | = First ‘4’ 10f1 ‘%' Last

%, sGLunit  QPer Dept  Fund Fund Affil Source Function DU Project Activity Program Purpose Property Affiliate
100.00 | [uvmotay o1 oy [11220 |G [100 (@ @ [100001 |qy [521 Q Q Q @, 0000 @, 0000 @, 0000 Q Q =
Add ChartField Line Load Defaults

User Defaults

OK



Accounting Defaults, continued

Expenses (%

Expand All | Collapse All Add: | [ My Wallet (0) | #F Quick-Fill Total 21.96  USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
01/02/2018 |[5] |Automobile Mileage v | "|F{T - asst controller interview 'ﬁ' [Cash W 268 USD (=
224 characters remaining
*Billing Type|UVM Intemnal v M Default Rate *Exchange Rate | 1.00000000 v, [
*Miles 5 x 0.5350 [ INon-Reimbursable Base Currency Amount 268 USD
[INo Receipt
Accounting Details | 7
Set Personalizations | Find | £ | [ First ‘4’ 10f1 "}/ Last
Chartfields | |F=3¥
Amoumnt *GL Unit Monetary Amount Eg:"w E}::eharlge Account gﬁﬁr Dept Fund Source Function Eﬁifus Project Activity

[+ [=] 268/ [UVMOD1 | 2.68 USD 1.00000000 60515 |, [o1 |@ [11220|@ [100 |@ [100001 |@, [521 a, a Q,



Moving columns — Personalize link

Accounting Details (7

Set Personalizations | Find | & | E First ‘4’ 1of1 '}/ Last
Chartfields

Amount *GL Unit Monetary Amount Eg:"w E:cwhange Account gﬁﬁr Dept Fund Source Function Eﬁifus Project Activity Program Purpose Property
ﬂ j 268 UVMD1 |G 268 UsD 1.00000000 60515 Q 01 (& 11220 |G, 100 |Q [100001 |C 521 Q Q Q. Q, 0000 Q, 0000 Q1 0000 Q

Accounting Details | ¢

Set Personalizations | Find | 7 | B First ‘4 10f1 "b' Last
Chartfields | [[F=3»

. Currency Exchange
Amount *GL Unit Monetary Amount Code Rate Account

[+] [=] 268 UVMO1 |Q 2.68 UsD 1.00000000 60515 QL



Moving columns — Personalize link

nd Customization

Personalize Column Order

To order columns, highlight column name, then press
the appropriate button.

Frozen columns display under every tab.

Column Order
Tab Chartfields (frozen) (]
Amount
*GL Unit [x]
Monetary Amount
Account

Oper Unit Ol
Dept Hidden
Fund
Source
Function Frozen
PC Bus Unit
Froject
Activity
Frogram
Furpose
Property




Moving columns — Personalize link

Accounting Details |-

Set Personalizations | Find | ] L& First ‘4 10f1 '} Last
Chartfields
Amount *GL Unit Monetary Amount Account ﬁﬁﬁr Source Funcfion E‘n:itﬂ ||||| ty @@= Program = Purpoze = Prope rty E&rency aaaaaaaaaaa
ﬂ ﬂ 2,68 UVMO1 |3 2.68 60515 Qo1 |G 11220 G 100 |G 100001 |G (521 QL QL &'} Q0000 G, 0000 G, 0000 Q USD 1.00000

Any time there is a Personalize link, the column order can be
changed: travel and expenses, journals, requisitions....



Adding Attachments

There is an Attachments hyperlink on the expense report, General
Information section:

Favontes Main Menu Employee Self-Service Travel and Expenses Expense Reporis Create/Modify

Home | Worklist | Process Monitor | Re
The University of Vermont |FSPRX - refreshed to Apr 1, 2019 0359AM from fsprd

PeopleSoft Finance 9.2 Al ~ |search

Create Expense Report
Erin Fitzgerald |7

*Business Purpose | Administration/Operation hd *US State/Country |Chittenden County, VT Q,

*Report Description Mileage to campus for meetings A%, Aftachments



Expense Report Attachments

Report ID NEXT

Details

File Name  Description

View

Adding large attachments can take some time to upload, therefore, it is advisable to save the

transaction before adding large attachments.

File Attachment

User

Help

Browse._.

| Upload | | Cancel

Name

Personalize | Find | View All | 2] B First ‘4’ 10of1 '} Last

=]
Travel
Vehicle
Year End
DOCS
ernail_signature_GA_file:
Erins computer
ERP

General Accounting

File name:

Date/Time Stamp

[=]

@ Flyamerica_UVM.pptx
@) Flyamerica_UVM_033117.pptx
Fly America Act plan_0531717.docx

31e/2017 1:11 PM
331720017 8:38 AM
B/14/2017 11:38 AM

Microsoft Powerl
Microsaft Powerl
Microsaft Word [

-J_: Best-Practices-for-International-Group-T...  &/28/2017 219 PM Adobe Acrobat D

™ A-Holistic-View-in-Travel-Risk-Manage... B/28/2017 223 PM Adobe Acrobat D

™ Gonzaga Intl Trvl handbook.pdf (30720017 1635 AM - Adobe Acrobat D

"\ Genzaga Emergency Communctn planpdf  6/30/2017 10:35 AM  Adobe Acrobat D

™ Genzaga Faculty led handbook.pdf B/30/2017 10:36 AM Adobe Acrobat D
™ Concur Travel Risk Management in High...  7/31/20174:37PM  Adobe Acrobat D

>

~| | All Files (*%) W

Open |v Cancel




File Attachment X
Help
H:\Disburse Center\Traveliintl travel\Flyamerica_ UVM ' Browse...
.
(s
Details
File Mame Degcription U=
Flyamerica_ UVM_ 033117 pphx |adliliun.=.|l description b

Adding large attachments can take some time to upload, therefore, it is advisable to save the
transaction before adding large attachments.

Add Attachment |
—— >

Create Expense Report
Erin Fitzgerald (7

*Business Purpose | Administration/Operation v |

*Report Description |Mileage to campus for meetings |

*US State/Country Chittenden County, VT




.@ Submit Electronically

Electronic submission of expense reports that are submitted and
approved:

A. Expense report entered by employee, no required receipts:

* Use the notify button on the expense report screen, to travel@uvm.edu,
telling the Travel team in the Disbursement Center that expense report xxxxxx

is submitted and approved.

B. Expense report entered by employee, required receipts:
* Email travel@uvm.edu with a copy of the expense report AND
* Email scanned images of the required receipts; OR

e Attach scanned images of the required receipts to the expense report in
PeopleSoft.



mailto:travel@uvm.edu
mailto:travel@uvm.edu

.@ Submit Electronically, continued

C. Expense report entered by delegate, printed expense report signed by

traveler, no required receipts:
* Email travel@uvm.edu with a copy of the expense report, signed by the traveler.

D. Expense report entered by delegate, printed expense report signed by

traveler, required receipts:
* Email travel@uvm.edu with a copy of the expense report, signed by the traveler,
AND
* Email scanned images of the required receipts; OR
e Attach scanned images of the required receipts to the expense report in PeopleSoft.

E. Service previously provided by ABSC — submit request to travel@uvm.edu,
or via hardcopy through campus mail.


mailto:travel@uvm.edu
mailto:travel@uvm.edu
mailto:travel@uvm.edu

.@ Where is the expense report?

Report status =
* Pending — never submitted or sent back
* In process — Approvals in Process — in prepay auditor worklist

e Submitted — Submitted for Approval - in department approver
worklist

e Staged — will be paid by Disbursement Center, the next time
checks are produced

* Paid
* Denied — by either department approver or prepay auditor (cannot
be resubmitted)



' ﬁ Ways to find payment information

* T&E Employee Expense Payments — by payment
(check or direct deposit)

* T&E Employee Expense History — by expense report
* Accounts Payable



T&E Employee Expense Payments — by payment
(check or direct deposit)

Favorites Main Menu Employee Seli-Service Travel and Expenses

The University of Vermont
=wll PeopleSoft Finance 9.2

Review Payments

Employee Expense Payments

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

Find an Existing Value
Search Criteria
Empl ID| begins with v (0028138 Q,

Name | begins with ¥

Payment Reference | begins with v

SetiD[= v SHARE Q S
Bank Code| begins with ¥ Q,
Bank Account| begins with * Q
Payment Number| begins with ¥
I Case Sensitive
Search Clear Basic Search |'—i?'r Save Search Criteria
Search Results
View All First ‘4 1-140f14 (b Last
Empl ID Name Payment Reference SetiD Bank Code Bank Account Payment Number Creation Date
0028138 Fitzgerald Erin Mary 1310852 SHARE FI001 BNOS 0000311029 04/11/2014
0028138 Fitzgerald Erin Mary 1256098 SHARE FI1001 BNOS 0000256251 10/26/2012

0028138 Fitzgerald Erin Mary 1237073 SHARE FI1001 BNO8 0000237221 0452712012

Navigation:
- Employee Self Service, Travel and
Expenses, Review Payments

OR

- T&E Administration, Travel and
Expense Center, Review Payments,
Review Payments



Drill to detalil

Employee Expense Payment

Employee Payment History
Erin Fitzgerald

Payment Information

Payment Date 05/03/2019 Payment Amount 37.81 USD
Payment Status Faid Payment Reference 0005091
Payee Address
Payments
Type ID Description Status Created Amount Currency
Expense 0000116415 2019 HEUG Orlando  Paid 03/23/2019 37.81 USD

Report

Gl Save | |[aF Return to Search #_| Previous in List 4 | Mextin List




Payee Address Information

Help
Employee Payment History

Mailing Address

Country USA United States

Address 1 Disbursement Center |

Address 2 23 Mansfield Avenue |

Address 3. |

City | |
County | | Pnstal|

State | |Q
R




To update the address:

Addresses are fed from Human Resources

* Only Home and Mail addresses can be updates via HR Self
Services

* To update work address, contact your department HR
administrator to submit an ePar, when an employee
changes department. Otherwise, email payroll@uvm.edu

* Employees do not receive reimbursement for commute
from home to campus.

* If an employee works from home, they should not have a
campus address.



Employee Expense History — by report number

Favorites Main Menu Employee Self-Service Travel and Expenses

é\, The University of Vermont

=wll PeopleSoft Finance 9.2

Review Expense History

Employee Expense History
Erin Fitzgerald

Expense Dates

From Date [P5/03/2017 |[5j
Through Date [05/03/2019 |[5j

Transaction Tyrpel All

Search

Expense History

Type D Description Submitted Datev  Status

Expense Report 0000116415 2019 HEUG Orlando  03/23/2019 Staged
Mileage to campus for )

Expense Report 0000109123 meetings 04152018 Faid

Navigation:

Employee Self Services,

Travel and Expenses, Review

Payments, Review Expense

History

e Clicking on ID (ER #)
brings you to the expense
report

* Clicking on the Status
brings you to the Review
Payments page



View Payments through Accounts Payable

Favorites Main Menu Accounts Payable Review Accounts Payable Info Payments Payment

JTI The University of Vermont

Juii|

PeopleSoft Finance 9.2

Payment Inquiry

- Search Criteria

Search Name |ALL Q
From To
From Supplier Name 1 ]Q | Q

Supplier Location &}

*Amount Rule | Any v |
Amount

*Currency Q)

Bank SetlD SHARE Q

Bank Code o}

Bank Account Q)
Bank Account #
From Ref ID

Payment Status |
Remit SetlD

From Payment Date =] [=]
Payment Method | ¥
Pay Cycle Q
Seq Num o}
L
Q




View Payments through Accounts Payable
- select vendor — alpha by first name

Look Up From Supplier Name 1

Search by: Supplier Name begins with erin

Look Up Cance Advanced Lookup

Search Results
View 100 First ' 1470747 B Last

Supplier HName

................................

Erin Alberghin
Erin Argentieri
Erin Baker

Erin Bruhns
Erin Buckwalter
Erin Cain

Erin Clark

Erin Corhiere L\\)
Erin Craw

Erin Creley
Erin Crosby
Erin Cullen
Erin De\Vries
Erin Dickinson
Erin Dobbin
Erin Fitzgerald



View Payments through Accounts Payable

Max Rows 300 Search Clear Keyword Search
Show Chart *Chart Type | Bar Chart
Sorting Criteria
1st sort | Bank Account v Descending
2nd sort| Payment Reference 1D v Descending

Payment Inquiry Result

Payment Details Additional Info Supplier Details Financial Gateway
Actions Source= E:‘;g'::ge D Payment Method Amount Currency Creation Date PEB;;:T“
v Actions  EXPN 0009091 éf;g'r?nafjnu o 37.81 USD 05/03/2019  05/03/2019
« Actions  EXPN 0006164 éf;g'r?naﬁuu o 21.96 USD 0412712018 04/27/2018
~Actions  EXPN 0005509 gf;g'r?na;jw o 28.92 USD 02/09/2018  02/09/2018
- Actions  EXPN 0004222 il 36.42 USD MO72017 11072017

Clearing House

Sort

Personalize | Find | View Al | IE—'I =

Payment

Status

Paid

Paid

Faid

Faid

First

Reconciliation Status

Unreconciled

Reconciled

Reconciled

Reconciled

114 of 14 '*' Las

Reconcile Date~

05/14/2018

022372018

12101/2017

Source - EXPN = T&E module

Payment Reference ID = check
number

" Reconciliation Status =
- Unreconciled — not cashed
- Reconciled — cashed

Reconcile Date = date
UVM'’s bank processed cashed
check



o UVM Travel Policy

o Travel Web Site

o Travel FAQs

o International Travel FAQs

o Travel PeopleSoft User Guides,

includes videos
o T&E Direct Deposit
o PeopleSoft Online User Guides

Monthly Financial Processes
o travel@uvm.edu

@ Other Travel Resources

o Business Meals & Amenity Policy
o Business Meals Policy FAQs

o Risk Management Web Site

o Risk Management’s Travel Safety
Guidelines

o Travel Accident Insurance



http://www.uvm.edu/policies/travel/travel.pdf
https://www.uvm.edu/finance/travel
https://www.uvm.edu/finance/travel-faqs
https://www.uvm.edu/finance/travel-faqs
https://www.uvm.edu/finance/user-guides
https://www.uvm.edu/sites/default/files/Division-of-Finance/UserGuides/directdeposit.pdf
https://www.uvm.edu/finance/user-guides
https://www.uvm.edu/finance/business-manager-reference-guide
mailto:travel@uvm.edu
http://www.uvm.edu/policies/procure/businessmeals.pdf
https://www.uvm.edu/sites/default/files/Division-of-Finance/travel/FAQ_Bus_Meals.pdf
https://www.uvm.edu/riskmanagement
https://www.uvm.edu/riskmanagement/travel-safety
https://www.uvm.edu/riskmanagement/general-university-insurance-protection

“+ Procedures regarding electronic submission

https://www.uvm.edu/sites/default/files/Division-of-
Finance/UserGuides/emplreimbursementdcfs.pdf

“* Recelpt requirements:
https://www.uvm.edu/finance/employee-reimbursement

“ Adding attachments to an expense report:
https://www.uvm.edu/sites/default/files/Division-of-
Finance/UserGuides/attachments.pdf

“* The Travel web site has been updated. Please visit:
https://www.uvm.edu/finance/travel



https://www.uvm.edu/sites/default/files/Division-of-Finance/UserGuides/emplreimbursementdcfs.pdf
https://www.uvm.edu/finance/employee-reimbursement
https://www.uvm.edu/sites/default/files/Division-of-Finance/UserGuides/attachments.pdf
https://www.uvm.edu/finance/travel

Questions?



