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Agenda
 Policies

 Reminders

 Travel Authorization
 Travel Cash Advance
 Expense Reports
 User Settings

 Direct Deposit

 Submission Process
 Self-Service Customers
 Full-Service Customers

 T&E Approval
 Review Chartstrings
 Review Payments



Policies
 Travel 

 Last updated January 2014 (currently up for revision)

 Business Meal, Hospitality and Amenity

 Last updated January 2014 (up for revision in the near future)

 Automobile Rental Operating Procedure

 Last updated January 2019 



Reminders
 No pre-trip expenses
 Submitted within 60 calendar days

 30 days for travel cash advances

 Eligible Travelers
 Documentation

 Itemized receipts are required 
 Except travel meals 
 Travel log for developing countries

 Travel Meals
 Overnight Stay
 Domestic: Max $60/day actual 

expenses
 International: 

 Max $75/day actual expenses 
 Max $90/day with receipts

 Business Meals
 Business Purpose
 Attendees

 Airfare
 “basic economy” & economy/main 

cabin”
 Fly America Act (see SPA)

 Incidentals - $10/day
 Gratuities

 Housekeeping $2-$3/night
 Bellhop $1-$2/bag

 Personal Expenses
 No Alcohol



“If a receipt is lost, misplaced, or 
damaged beyond legibility, the 
traveler is responsible for contacting 
the vendor and requesting a copy of 
the receipt. This applies regardless of 
method of purchase, i.e., cash, 
purchasing card, personal credit 
card, etc.” 



International Travel

 Travel Authorization

 Required for international travel (outside US and Canada)

 International SOS

 Currency conversion

 < 7days – Once

 > 7 days – Start of each new week

 Prepay expenses

 Travel log (International Travel web page)

https://www.uvm.edu/sites/default/files/Division-of-Finance/Forms/expenselog.xlsx


Travel Authorization
 Encumbrance

 Travel Cash Advance requirement

 Risk Management requirement (International)

 Completed in PeopleSoft (Self-Service customers)

 Main Menu > Employee Self-Service > Travel and Expenses > 
Travel Authorization > Create/Modify

 Required information

 Business purpose

 Begin/end trip dates

 Destination

 Valid chartstring





9.2 Travel Authorization 

Create/Modify (Details)



9.2 Travel Authorization 

Create/Modify (Summary and Submit)



9.2 Travel Authorization 

View (Refresh Approval)



9.2 Travel Authorization 

View (Withdraw)



Travel Cash Advance
 No pre-trip expenses

 Completed in PeopleSoft (Self-Service customers)

 Main Menu > Employee Self-Service > Travel and Expenses > Cash 
Advance > Create/Modify

 Cash or direct deposit

 Required Information

 Travel authorization number

 Business purpose

 Location

 Begin/end trip date

 5 business days before trip





9.2 Cash Advance

Create/Modify



9.2 Cash Advance

View (Refresh Approval)



9.2 Cash Advance

View (Withdraw)



Expense Report

 Completed in PeopleSoft (Self-service customers)

 Main Menu > Employee Self-Service > Travel and Expenses > 
Expense Report > Create/Modify

 Required information

 Documentation (per policy)

 Employee signature (delegate entry)

 Apply/associate travel authorization and travel cash advance

 Approval based on department

 Reassign reports for supervisor





9.2 Expense Report

Create/Modify (Create vs Modify)



9.2 Expense Report

Create/Modify (Actions)



9.2 Expense Report

Create/Modify (Details)



9.2 Expense Report

Create/Modify (Summary and Submit)



9.2 Expense Report

Create/Modify 

(Summary and Submit Actions)



9.2 Expense Report

View (Refresh Approval)



9.2 Expense Report

View (Withdraw)



9.2 Expense Report

View (Withdraw/Refresh Approval)



9.2 Expense Report

View (Actions)



9.2 Expense Report

Export to Excel





9.2 Expense Report

Copy From an Existing







ER Train Tracks
 For newly created expense reports, there are stops on the train tracks. 

 Multiple approvers

 One approver and no Prepay Audit



Old ER Train Tracks

 Submitted and Payment  

 Action history



Comments



Personalize Page





User Defaults, Preferences, 

& Profile
 User Defaults 

 Default chartstring

 Direct Deposit

 Main Menu > Employee Self-
Service > User Defaults

 Preferences
 Create/Update templates 

(Advanced)

 Delegate Entry Authority

 Main Menu > Employee Self-
Service > Travel and Expenses > 
User Preferences

 Review/Edit Profile
 Edit

 User Defaults
 Default creation methods

 Expense defaults

 Review
 Employee Information

 Default Chartstring

 Bank accounts



User Defaults





User Preferences – Delegate Entry



Review/Edit Profile





Submission Process
Self-Service Customers

 Enter/Submit in PeopleSoft

 Attach documentation to expense report

 Notify approver (and travel@uvm.edu)

 Notify travel@uvm.edu

 Email

 PeopleSoft notification button

 Campus mail

Full-Service Customers

 Send request to travel@uvm.edu

 If entered in PeopleSoft notify 
travel@uvm.edu to obtain approval 
continue processing

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


Self-Service Customers 

(or full-service customers and are interested in approving in PeopleSoft)



T&E Approval Worklist
Main Menu > Manager Self Service > Travel and Expense Center > Approve Transactions > Approve 

Transactions



Regular Worklist



Approving
 Budget checking

 Making changes

 Amount

 Chartstring

 Deny a single line

 View approved transactions



Menu 

� My Favori tes 
� • UVM Interfaces 
� • UVM Modifications 
� ' UVM Reports 
� • UVM System 
� Employee Self-Service 
� Manager Self-Service 
� Supplier Contracts 
� Customer Contracts 
� Suppliers 
� Purchasing 
� eProcurement 
� Services Procurement 
� Grants 
� Program Management 
� Project Costing 
� Lease Administration 
� T&E Administration 
� Travel Administration 
� Bi lling 
� Accounts Receivable 
� Accounts Payable 
� Financial Gateway 
� Commttment 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 
My Dictionary 
My Feeds 

[ All � I Search Li] Advanced Search lg[ Last Search Results 

Personalize Content I Layout ? Help 

View Expense Report Approval video tutorial (MP4)

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


Query UV_EX_RPT_LISTING – Expense Report Details

to view chartstrings of all lines of an expense report



Download to Excel if necessary



Review payment information for:

• yourself

• anyone who has delegated entry authority to you







Helpful Links
 Travel Policy

 https://www.uvm.edu/sites/default/f
iles/UVM-Policies/policies/travel.pdf

 Automobile Rental

 https://www.uvm.edu/sites/default/f
iles/UVM-
Policies/policies/autorent.pdf

 Business Meals

 https://www.uvm.edu/sites/default/f
iles/UVM-
Policies/policies/businessmeals.pdf

 PeopleSoft User Guides

 https://www.uvm.edu/finance/user-
guides

 Travel Webpage

 https://www.uvm.edu/finance/travel

https://www.uvm.edu/sites/default/files/UVM-Policies/policies/travel.pdf
https://www.uvm.edu/sites/default/files/UVM-Policies/policies/autorent.pdf
https://www.uvm.edu/sites/default/files/UVM-Policies/policies/businessmeals.pdf
https://www.uvm.edu/finance/user-guides
https://www.uvm.edu/finance/travel





