Controller’s Office — Travel and Expense

Approving Expense Transactions - Approvers
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I. Objectives

By the end of this procedure, you should be able to:
e Access email or worklist to approve expense transactions
e Review chartfield string using the Related Content
e Approve expense transactions (Travel Authorizations, Travel Advances, and Expense Reports)
e Send back expense transactions
II. Tips and Tricks

Here are few tips and tricks that will help when approving transactions prepared on your behalf:

e Make sure Email User and/or Worklist is checked on your My System Profile page to receive
notification that an expense transaction needs your approval.

e If you plan to be out of the office for a several days please remember to select an alternate

user to review and approve transactions using the My System Profile page in PeopleSoft.

III. Scenario

A proxy within your department created expense transactions for a traveler that require your

approval.

IV. Prerequisites
Before approving expense transactions be sure to have the following:
e The approval role in PeopleSoft.

e Email User and/or Worklist User checked on your My System Profile page to receive emails
asking you to approve expense transactions prepared on your behalf.
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V. Approving Travel Authorizations Using Email

Use email to approve a Travel Authorization. Many approver levels are pooled so that more than one
person receives the notification. Once one person in the pool approves the item, it drops from
everyone else’s worklist.

Travel Authorizations are required for:
a. Expenses $5000 or greater
b. All Foreign Travel
c. All Travel Advances

As an approver:
e Verify the traveler
e Review attachments
e Review Notes
e Review the expense lines and amounts
e Review the accounting details
e Add comments when necessary
e Approve the transaction

Step 1: Open and review the Approval Request in your email.

Step 2: Log in to PeopleSoft using your Network ID and password, then click the link.

Approval requested for travel authorization Sus Urb Conf Hong Kong 2/7/18 for TABOR,LLOYD.

o © JOANNEC@mailbox.sc.edu <JOANNEC@mailbox.sc.edu>
© CALLAHAN, JOANNE; @ CALLAHAN, JOANNE

Wednesday, February 7, 2018 at 5:42 PM

Show Details

A travel authorization request has been submitted that requires your attention:

Employee ID: 1060632

Employee Name: TABOR, LLOYD

Submission Date: 2018-02-07

Travel Auth Description:Sus Urb Conf Hong Kong 2/7/18
Travel Auth ID: 1000000226

Business Purpose: Employee Travel

Reimbursement Amount: 2700.88 USD

You can navigate directly to the page for more information by clicking the link below:

Approving Expense Transactions February 2018



Step 3: Now you can see the details of the Travel Authorization. On this page, you can view:
e The name of the traveler
e Travel Authorization ID
e Travel dates
e Details of anticipated expenses
e The actions you can take such as Approve, Send Back, and Hold

Favorites v Main Menu ~ > Travel and Expenses v > Approve Transactions v > Approve Transactions
%‘% Home Worklist MultiChannel Console Add to Favorites Sign out
UNIVERSITY OF
(] CAROLINA

Related Content v | New Window | Help | Personalize Page

Approve Travel Authorization
Travel Authorization Summary

LLOYD TABOR

General Information

Description Sus Urb Conf Hong Kong 2/7/18 Authorization ID 1000000226

Business Purpose Employee Travel

Status Approvals in Process

[ pate From 0210712018 To 02107/2018 | Updated on 02/07/2018 By MARKT
5:42:13PM
Attachments (1) Notes
o More Options ...Choose an Action B | co
You can deny individual expenses and still approve or send back the overall report.
Details Personalize | Find | (2
Expense Type Date Amount Currency Attachments Approve
Air Travel Expenses 02/07/2018 1,200.00 USD Attachments v
Ground Transportation  02/07/2018 200.00 USD Attachments v
Hotel and Lodging 02/07/2018 900.00 USD Attachments v
Meal Expenses 02/07/2018 400.00 USD Attachments v
Totals
Total 2,700.00 USD
Less Non-Approved 0.00 USD
Total Authorized 2,700.00 USD

Approval History

Comments
Y
Budget Status Valid
Budget Options
Approve Send Back Hold ‘ Save Changes
Return to Approval List Next in List Previous in List

|
Approving Expense Transactions February 2018



Step 4: Click the Related Content link to review the accounting details for this transaction.

Step 5: Click the Accounting Details option.

Favorites v Main Menu v > Travel and Expenses v > Approve Transactions v > Approve Transactions
%"% Home Worklist MultiChannel Console Add to Favorites Sign out
UNIVERSITY OF
@g SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page
Approve Travel Authorization
Travel Authorization Summary
LLOYD TABOR
General Information
Description Sus Urb Conf Hong Kong 2/7/18 Authorization ID 1000000226
Business Purpose Employee Travel
Status Approvals in Process
Date From 02/07/2018 To 02/07/2018 Updated on 02/07/2018 By MARKT
5:42:13PM
Attachments (1) Notes
More Options ...Choose an Action GO
‘You can deny individual expenses and still approve or send back the overall report.
Details Personalize | Find | (21}
Expense Type Date Amount Currency Attachments Approve
Air Travel Expenses 02/07/2018 1,200.00 USD Attachments v
Ground Transportation ~ 02/07/2018 200.00 USD Attachments v
Hotel and Lodging 02/07/2018 900.00 USD Attachments v
Meal Expenses 02/07/2018 400.00 USD Attachments v
Totals
Total 2,700.00 USD
Less Non-Approved 0.00 USD
Total Authorized 2,700.00 USD

Step 6: Review the Accounting Details for this transaction.

Favorites v Main Menu v > Travel and Expenses v > Approve Transactions v > Approve Transactions
% Home Worklist MultiChannel Console Add to Favorites Sign out
UNIVERSITY OF
af)flx SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page
Approve Travel Authorization
Travel Authorization Summary
LLOYD TABOR
General Information
Description Sus Urb Conf Hong Kong 2/7/18 Authorization ID 1000000226
Business Purpose Employee Travel
Status Approvals in Process
Date From 02/07/2018 To 02/07/2018 Updated on 02/07/2018 By MARKT
5:42:13PM
Attachments (1) Notes
Related Content Accounting Detail ov
SC_EX_TAUTH_ACCTG_DETAILS- Travel Auth Accounting Details
Download results in :  Excel SpreadSheet CSV Text File XML File (3 kb)
View All First 1-4 of 4 Last
Travel Auth Travel Auth . Distribution Expense Oper FC ot Advance
S . Line P LongDescr  GLUnit P Dept Fund Account Class Bus Project Activity Tran Amt Distrib  Created From To
escr L Type it Unit atatiis 1D
Sus Urb Columbia to o
11000000226 Conf Hong 1 1 AIRFARE USCO1 CLO71 100670 E1012 52024 202 1200.000 N 02/07/2018 02/07/2018 02/07/2018|
Hong Kong
Kong 2/7/18
Sus Urb Taxis from hotel
2 1000000226 Conf Hong 2 1 GROUND to conference USCO01 CLO71 100670 E1012 52024 202 200.000 N 02/07/2018 02/07/2018 02/07/2018|
Kong 2/7/18 center
Sus Urb
3 1000000226 Conf Hong 3 1 LODGING Hyatt Regency USCO01 CLO71 100670 E1012 52024 202 900.000 N 02/07/2018 02/07/2018 02/07/2018|
Kong 2/7/18
Sus Urb Meals for all
4 1000000226 Conf Hong 4 1 MEALS USCO1 CLO71 100670 E1012 52024 202 400.000 N 02/07/2018 02/07/2018 02/07/2018|
Kong 2/7/18 days awsy
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Step 7:

Step 8: Click the Close option.

Click the Pagelet Settings icon to close the Accounting Details window.

Favorites v Main Menu v > Travel and Expenses v >

VERSITY OF

iiwmmko

LINA
Approve Travel Authorization
Travel Authorization Summary
LLOYD TABOR
General Information
Description Sus Urb Conf Hong Kong 2/7/18

Business Purpose Employee Travel

Status Approvals in Process

Approve Transactions v >

Approve Transactions

Authorization ID 1000000226

Home

Worklist

MultiChannel Console

Add to Favorites Sign out

Related Content v | New Window | Help | Personalize Page

Date From 02/07/2018 To 02/07/2018 Updated on 02/07/2018 By MARKT
5:42:13PM
Attachments (1) Notes
.......... 7
Related Content Accounting Detail fov |
SC_EX_TAUTH_ACCTG_DETAILS- Travel Auth Accounting Details
Download results in :  Excel SpreadSheet CSV Text File XML File (3 kb) 8
View All First 1-4 of 4 Last
Travel Auth  Travel Auth |, Distribution Expense | .o pneser  GLUnit 9" Dept Fund Account Class : c' Project Activity Tran Amt lel';ib Created  From To R Advance
D Descr LM u Type g Descr "t Unit Pt | Fu un o ity Fodad || (1 D
Sus Urb Columbia t
1 1000000226 ConfHong 1 1 ARFARE  -OUTP8T0 ysCo1 CLO71 100670 E1012 52024 202 1200.000 N 02/07/2018 02/07/2018 02/07/2018
Kong 21718 Hong Kong
Sus Urb Taxis from hotel
2 1000000226 Conf Hong 2 1 GROUND to conference ~ USC01 CLO71 100670 E1012 52024 202 200.000 N 02/07/2018 02/07/2018 02/07/2018
Kong 2/7/18 center
Sus Urb
3 1000000226 ConfHong 3 1 LODGING Hyatt Regency ~USCO1 CLO71 100670 E1012 52024 202 900.000 N 02/07/2018 02/07/2018 02/07/2018
Kong 2/7/18
Sus Uty Meals for all
41000000226 ConfHong 4 1MEALS USCO1 CLO71 100670 E1012 52024 202 400.000 N 02/07/2018 02/07/2018 02/07/2018
Kong 2/7/18 S Y,
Step 9: To view all important documentation, click the Attachments link. (Quotes if needed.)
Favorites v Main Menu ~ > Travel and Expenses v > Approve Transactions v > Approve Transactions
% Home Worklist MultiChannel Console Add to Favorites Sign out
UNIVERSITY OF
MQJ SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page
Approve Travel Authorization
Travel Authorization Summary
LLOYD TABOR
General Information
Description Sus Urb Conf Hong Kong 2/7/18 Authorization ID 1000000226
Business Purpose Employee Travel
Status Approvals in Process
Date From 02/07/2018 To 02/07/2018 Updated on 02/07/2018 By MARKT
5:42:13PM
Attachments (1) Notes
9
More Options ...Choose an Action GO

YYou can deny individual expenses and still approve or send back the overall report.

Details
Expense Type Date Amount Currency Attachments
Air Travel Expenses 02/07/2018 1,200.00 USD Attachments
Ground Transportation ~ 02/07/2018 200.00 USD Attachments
Hotel and Lodging 02/07/2018 900.00 USD Attachments
Meal Expenses 02/07/2018 400.00 USD Attachments
Totals
Total 2,700.00 USD
Less Non-Approved 0.00 USD
Total Authorized 2,700.00 USD

Approve

Personalize | Find | (2}
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Step 10: Click the File Name to view.

Favorites v Main Menu v > Travel and Expenses v > Approve Transactions + > Approve Transactions

% Home Worklist MultiChannel Console Add to Favorites Sign out
UNIVERSITY OF

@,soummkoum

Related Content v | New Window | Help | Personalize Page

Approve Travel Authorization

Travel Authorization Summary

LLOYD TABOR

General Information Travel Auth Attachments

Desci Help
Business Pul Travel Authorization ID 1000000226
Datd petails Personalize | Find | View All | ()| First ¢ 10f1  Last
File Name Description User Name Date/Time Stamp
Hotel_Quote.jpg JOANNEC JOANNE CALLAHAN 02/07/2018 3:38:02PM =

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

Dotalls transaction before adding large attachments.

Expense Type ol Add Attachment

OK Cancel
Air Travel Expenses 0]

Ground Transportation 0

Hotel and Lodging 02/07/2018 900.00 USD Attachments v

Step 11: Review the sample attachment.

Step 12: After reviewing the sample attachment, close to continue approving the Travel Authorization.

Favorites v Main Menu v > Travel and Expenses v > Approve Transactions v > Approve Transactions

% Home Worklist MultiChannel Console Add to Favorites Sign out
UNIVERSITY OF

@, SOUTH CAROLINA

Related Content v | New Window | Help | Personalize Page

Approve Travel Authorization

Travel Authorization Summary

LLOYD TABOR

General Information Travel Auth Attachments

Descl

Approve Transactions i * Hotel_Quote.jpg (JPEG Image. +

GJ @& https://fms-trn.ps.sc.edu/psc/FTRN/view/sAbHdoRO6PeKPJPUNMy % | Q search

Executive Queen $419

Enjoy some extra space with this 450 square foot
Executive Room featuring two queen beds, an oversized
balcony and outdoor sitting. SELECT

Avg/Night (USD)

More Details

VIEW PHOTOS
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Step 13: Click OK to return to the Travel Authorization approval page.

Favorites v ‘ Main Menu v > Travel and Expenses v > Approve Transactions v > Approve Transactions
% Home Worklist MultiChannel Console Add to Favorites Sign out
UNIVERSITY OF
@ SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page
Approve Travel Authorization
Travel Authorization Summary
LLOYD TABOR
General Information Travel Auth Attachments
Desci Help
Business Pul Travel Authorization ID 1000000226
Datd petails Personalize | Find | View All | ()| [ First ¢ 10f1 * Last
File Name Description User Name Date/Time Stamp
Hotel_Quote.jpg JOANNEC JOANNE CALLAHAN 02/07/2018 3:38:02PM =
YYou can deny individual ex§ Adding large attachments can take some time to upload, therefore, it is advisable to save the
Details transaction before adding large attachments.
Expense Type ol Add Attachment
; Cancel |
Air Travel Expenses 0f
13
Ground Transportation 0
Hotel and Lodging 02/07/2018 900.00 USD Attachments v
Step 14: Click the Notes link to view and add notes.
Favorites v Main Menu v > Travel and Expenses v > Approve Transactions v > Approve Transactions
%‘% Home Worklist MultiChannel Console Add to Favorites Sign out
UNIVERSITY OF
@g SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page
Approve Travel Authorization
Travel Authorization Summary
LLOYD TABOR
General Information
Description Sus Urb Conf Hong Kong 2/7/18 Authorization ID 1000000226
Business Purpose Employee Travel
Status Approvals in Process
Date From 02/07/2018 To 02/07/2018 Updated on 02/07/2018 By MARKT
5:42:13PM
Attachments (1)
14
More Options ...Choose an Action GO
YYou can deny individual expenses and still approve or send back the overall report.
Details Personalize | Find | (2
Expense Type Date Amount Currency Attachments Approve
Air Travel Expenses 02/07/2018 1,200.00 USD Attachments v
Ground Transportation ~ 02/07/2018 200.00 USD Attachments v
Hotel and Lodging 02/07/2018 900.00 USD Attachments v
Meal Expenses 02/07/2018 400.00 USD Attachments v
Totals
Total 2,700.00 USD
Less Non-Approved 0.00 USD
Total Authorized 2,700.00 USD
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Step 15: Review any notes already added by the proxy or other approvers.
Step 16: Click in the Text field to add a new note.

Step 17: Click the Add Notes button.

Favorites v ‘ Main Menu v > Travel and Expenses v+ > Approve Transactions v > Approve Transactions
% Home Worklist MultiChannel Console Add to Favorites Sign out
UNIVERSITY OF
el SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page

Approve Travel Authorization

Travel Authorization Summary
LLOYD TAB{ Travel Authorization Notes X
General Infory @ Help
Use this area for important information.
By
Notes Personalize | Find | &) 8 First ¢ 1202 * Last
‘You can deny in|
Notes Name Role Date/Time
Details
Ex I Use this area to add important information. LLOYD TABOR Employee 02/07/2018 3:55PM
pense Type
Use this area to add important information. JOANNE CALLAHAN Employee 02/07/2018 3:37PM
Air Travel Expent
OK Cancel
Ground Transpo
Hotel and Lodgit
Meal Expenses 02/07/2018 400.00 USD Attachments v

Step 18: Notice the note is added.

Step 19: Click the OK button to return to the Travel Authorization approval page.

Favorites v ‘ Main Menu v > Travel and Expenses v > Approve Transactions v > Approve Transactions
Home Worklist MultiChannel Console Add to Favorites Sign out

% UNIVERSITY OF
w SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page

Approve Travel Authorization

Travel Auf Travel Authorization Notes
LLOYD TAB

General Infory

Help

By

Add Notes
Notes Personalize | Find | £ | B First ‘4 1-30f3 ' Last
You can denyin| NO'¢® Name Role DatefTime
Details Use this area to add important information. LLOYD TABOR Employee 02/07/2018 3:55PM
Expenesivpe Use this area to add important information. JOANNE CALLAHAN Q Employee 02/07/2018 3:37PM
Air Travel Expen |Use this area for important information. ANNETTE JORDAN Employee 02/07/2018 5:58PM =

Ground Transpol “ Cancel
19

Hotel and Lodgirg

Meal Expenses T OZOTOTETT OO0 A enE

Totals
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Step 20: Click the Expand Section Approval History button to review the approval workflow.

Favorites v Main Menu v

> Travel and Expenses v > Approve

UNIVERSITY OF

~ > Approve

10

LINA

pproval History

Travel Authorization Employee

TRAVEL_AUTH_ID=1000000226:Approved
Employee Approval Required

Approved
Mark Tabor
Y Gerhe-sazeu
Comment History
Travel Auth. Approval 1

TRAVEL_AUTH_ID=1000000226:Pending
Travel Auth. Approval 1

Skipped
Mark Tabor
o1 Department Approvers
= 0200718 - 5:42 PM

Pending

Multiple Approvers
(@ Depariment Approvers

Comments
Comment History
Travel Auth. Approval 2

Travel Auth. Approval 2
Not Routed

Multiple Approvers
8 Level 2 Approvers

Comment History
Travel Department Approval

Travel Approval Required
Not Bauted

(D View/Hide Comments.

(DViewHide Comments

TRAVEL_AUTH_ID=1000000226:Awaiting Further Approvals (> View/Hide Comments

TRAVEL_AUTH_ID=1000000226:Awaiting Further Approvals (> ViewHide Comments

Home

Worklist

MultiChannel Console Add to Favorites

Sign out

|
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Step 21: Now that you have reviewed the travel authorization details and all is good, click the Approve

button.

Favorites v Main Menu v > Travel and Expenses v > Approve Transactions v > Approve Transactions
\ Home Worklist MultiChannel Console

Az
%ﬁ UNIVERSITY OF
af)flx SOUTH CAROLINA
More Options ...Choose an Action GO

‘You can deny individual expenses and still approve or send back the overall report.
Personalize | Find | {2

Details
Expense Type Date Amount Currency Attachments Approve
Air Travel Expenses 02/07/2018 1,200.00 USD Attachments v
Ground Transportation ~ 02/07/2018 200.00 USD Attachments v
Hotel and Lodging 02/07/2018 900.00 USD Attachments v
Meal Expenses 02/07/2018 400.00 USD Attachments v
Totals

Total 2,700.00 USD

Less Non-Approved 0.00 USD

Total Authorized 2,700.00 USD

Approval History

Comments

Budget Status Valid

Budget Options
21
Send Back Hold Save Changes

Return to Approval List Next in List Previous in List

Add to Favorites Sign out

Step 22: Click the OK button to confirm the approval.

‘You can deny individual expenses and still approve or send back the overall report.

Details Personalize | Find | ()

Expense Type Date Save Confirmation

Air Travel Expenses 02/07/24
Approve Travel Authorization

Ground Transportation ~ 02/07/24 Submit Confirmation

Hotel and Lodging 02/07/2y LLOYD TABOR Authorization ID 1000000226

Meal Expenses 02/07/2y ' Travel Authorization Totals

Totals Total 2,700.00 USD Aumo;:::: 2,700.00USD
Less Non- 0.00 USD
Approved

V This report will be approved.

» Approval History

Cancel

v Comments

Help

Favorites v Main Menu v > Travel and Expenses v > Approve Transactions v > Approve Transactions
% Home Worklist MultiChannel Console Add to Favorites Sign out
UNIVERSITY OF
@ SOUTH CAROLINA
More Options ...Choose an Action GO

Now that you have approved the Travel Authorization, it is ready to move to the next level in the

approval workflow.

Approving Expense Transactions
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VI. Approving Travel Authorizations Using the Worklist

Use the Worklist to approve a Travel Authorization. The Worklist is where you will find a prioritized list
of the work you have to do. To work on an item, select it from the worklist and the appropriate page
will open to begin work.

Many approver levels are pooled so that more than one person receives the notification. Once one
person in the pool approves the item, it drops from everyone else’s worklist.

Travel Authorizations are required for:
d. Expenses $5000 or greater
e. All Foreign Travel
f. All Travel Advances

As an approver:
e Verify the traveler
e Review attachments
e Review Notes
e Review the expense lines and amounts
e Review the accounting details
e Add comments when necessary
e Approve the transaction
e Or, Send back the transaction for revision

Step 1: Click the Worklist link.

Favorites v Main Menu v
Az Home Worklist MultiChannel Console Performance Trace Add to Favorites Sign out
%@ UNIVERSITY OF WL .
@! SOUTH CAROLINA 1
Personalize Content | Layout ? Help
Top Menu Features Description c ov

Our menu has changed!

The menu is now located across the top of the page. Click on Main
Menu to get started.
Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left.

Breadcrumbs visually display
your navigation path and give
you access to the contents of
subfolders.

Menu Search, located under the
Main Menu, now supports type -t

ahead which makes finding [ b
pages much faster. ===
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Step 2: Click the Date From link to view most recent. You may need to click this a couple of times to

see the most recent at the top.

Favorites v Main Menu v > Worklisty > Worklist
% Home Worklist MultiChannel Console Performance Trace Add to Favorites Sign out
UNIVERSITY OF
wlfl SOUTH CAROLINA
New Window | Help | Personalize Page
Worklist
Worklist for TRAVEL_OFFICE: Travel Office
Detail View Worklist Filters B Feed
Worklist Items 2 Personalize | Find | View All | £ | =] First ‘4 10f1 * Last
From [DateFrom —— [Workitem Worked By Activity Priority Link
TAAQ%roval 118, USCO1
Mark Tabor 01/17/2018 Approval Routing Approval Workflow 2-Mediom [ Fo2o 82 0 1000000034 Mark Worked Reassign
Step 3: Click the link for the Travel Authorization you would like to approve.
Favorites v Main Menu v > Worklistv > Worklist
% Home Worklist MultiChannel Console Performance Trace Add to Favorites Sign out
UNIVERSITY OF
@g SOUTH CAROLINA
New Window | Help | Personalize Page
Worklist
Worklist for TRAVEL_OFFICE: Travel Office
Detail View Worklist Filters B Feed
Worklist Items Personalize | Find | View All | £ | =] First ¢ 1of1 ) Last
From Date From Work Item Worked By Activity Priority Link
T_S—OAJ %roval 118, USCO1
Mark Tabor 01/17/2018 Approval Routing Approval Workflow ROt Mark Worked Reassign

- 1
2:Medivm || TRAVEL AUTH 10:1000000094
RDCRADA,

Approving Expense Transactions
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Step 4: Now you can see the details of the Travel Authorization. On this page, you can view:

e The name of the traveler
e Travel Authorization ID
e Travel dates

e Details of anticipated expenses
e The actions you can take such as Approve, Send Back, and Hold

Favorites v Main Menu » > Worklistv > Worklist
% Home Worklist MultiChannel Console Performance Trace Add to Favorites Sign out
UNIVERSITY OF
wlfls SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page
Approve Travel Authorization
Travel Authorization Summary
LLOYD TABOR
General Information
Description Sus Urb Conf Hong Kong 1/17/18 Authorization ID 1000000094
Business Purpose Employee Travel
Status Approvals in Process
[ ate From 011172018 To 011772018 | Updated on 01/17/2018 By MARKT
12:08:07PM
° Attachments Notes
More Options ...Choose an Action GO
You can deny individual expenses and still approve or send back the overall report.
Details Personalize | Find | ()
Expense Type Date Amount Currency Attachments Approve
Air Travel Expenses 01/17/2018 1,200.00 USD Attachments v
(Ground Transportation ~ 01/17/2018 200.00 USD Attachments v
Hotel and Lodging 01/17/2018 900.00 USD Attachments v
Meal Expenses 01/17/2018 400.00 USD Attachments v
Totals
Total 2,700.00 USD
Less Non-Approved 0.00 USD
Total Authorized 2,700.00 USD
Approval History
Comments
[ E15A
Budget Status Valid
Budget Options
Approve Send Back Hold

Follow Steps 4 thru 22 in the Approving a Travel Authorization Using Email section, to finish reviewing
the transaction details and approve.

Approving Expense Transactions
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VII. Approving Travel Advances using Email

Use email to approve a Travel Advance. Many approver levels are pooled so that more than one
person receives the notification. Once one person in the pool approves the item, it drops from
everyone else’s worklist.

Travel Advances can be created for 70% of total estimated expenses for Hotel/Lodging and Meals but

cannot exceed $3000.00 per policy.

As an approver:
e Verify the traveler
e Review Travel Advance details
e Verify the chartfield string is correct
e Approve the transaction
e Or, Send back the transaction for revision

Step 1: Open and review the Approval Request in your email.

Step 2: Log in to PeopleSoft using your Network ID and password, then click the link.

Approval Request for USC travel advance for Sus Urb Conf Hong Kong 1/17/18 for TABOR,LLOYD.

© CALLAHAN, JOANNE; @ CALLAHAN, JOANNE; © CALLAHAN, JOANNE
Wednesday, January 17, 2018 at 1:48 PM
Show Details

o © JOANNEC@mailbox.sc.edu <JOANNEC@mailbox.sc.edu>

A USC travel advance request has been submitted that requires your attention:

Employee ID: 1060632

Employee Name: TABOR,LLOYD

Submission Date: 2018-01-17

Advance Description: Sus Urb Conf Hong Kong 1/17/18
Advance ID: 2000000032

Business Purpose:  Employee Travel

Reimbursement Amount: 1180.00 USD

You can navigate directly to the page for more information by clicking the link below:

https://fms-tm.ps sc.edu/psp/FTRN/EMPLOYEE/ERP/c/APPROVE_EXPENSE TRANSACTIONS.EX ADV_APPR.GBL?Action=U&ADVANCE_I1D=2000000032
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Step 3: Now you can see the details of the Travel Advance. On this page you can view:

e The name of the traveler

e Advance description

e Travel Advance ID and status
e Travel Authorization ID and status

e Travel Advance details

e The actions you can take such as Approve, Send Back, and Hold

Favorites v Main Menu v
WV
UNIVERSITY OF

@! SOUTH CAROLINA

Approve USC Travel Advance

LLOYD TABOR

Business Purpose Employee Travel

Home Worklist

Advance ID 2000000032 Approvals in Process

|Advanca Description Sus Urb Conf Hong Kong 1/17/18 I

[Travel Authorization ID_1000000094 |

Post State Not Applied

Created 01/17/2018
Last Updgggd 01/17/2018

User Defaults

JOANNE CALLAHAN
LLOYD TABOR

MultiChannel Console

USC Travel &) View Printable Version © Notes & Attachments (1)
Advance 7
*Source Description *Amount Currency
Travel Advance Sus Urb Conf Hong Kong 1/17/18 1,180.00 USD
Totals

Advance Amount 1,180.00 USD

Approval History

Comments

g

Approve Send Back Hold

Performance Trace Add to Favorites Sign out

Related Content v | New Window | Help | Personalize Page
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Step 4: Click the Related Content link to review the accounting details for this transaction.

Step 5: Click the Accounting Details option.

Favorites v Main Menu v
% Home Worklist MultiChannel Console Performance Trace Add to Favorites Sign out
UNIVERSITY OF
M@%! SOUTH CAROLINA 4
Related Content w | New Window | Help | Personalize Page
Accounting Detail
Approve USC Travel Advance
LLOYD TABOR
Business Purpose Employee Travel Advance ID 2000000032 Approvals in Process
Advance Description Sus Urb Conf Hong Kong 1/17/18 Travel Authorization ID 1000000094
Post State Not Applied
Created 01/17/2018  JOANNE CALLAHAN
Last Updated 01/17/2018  LLOYD TABOR
ve
0 User Defaults
USC Travel View Printable Version @ Notes & Attachments (1)
Advance 7
*Source Description *Amount Currency
Travel Advance Sus Urb Conf Hong Kong 1/17/18 1,180.00 USD
Totals
Advance Amount 1,180.00 USD
Approval History
Comments
g
Approve Send Back ] Hold |
Step 6: Review the Accounting Details for this transaction.
Favorites v Main Menu v
% Home Worklist MultiChannel Console Performance Trace Add to Favorites Sign out
UNIVERSITY OF
MQ; SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page
Approve USC Travel Advance
LLOYD TABOR
Business Purpose Employee Travel Advance ID 2000000032 Approvals in Process
Advance Description Sus Urb Conf Hong Kong 1/17/18 Travel Authorization ID 1000000094
Post State Not Applied
Created 01/17/2018  JOANNE CALLAHAN
Last Updated 01/17/2018 LLOYD TABOR
ve
¥ User Defaults
USC Travel & View Printable Version @ Notes & Attachments (1)
Advance 7
*Source Description *Amount Currency
Travel Advance Sus Urb Conf Hong Kong 1/17/18 1,180.00 USD
Related Content ‘Accounting Detail | ov
SC_EX_ADV_ACCTG_DTL- TRAVEL ADVANCE ACCTG DETAILS
Download results in:  Excel SpreadSheet CSV Text File XML File (1kb)
View All o First 1-10f 1 Last
0 AdvID Line Dm"‘z"““ Status Acctg Date Created GL Unit ?J:; Dept Fund Account Class Project Amount Status Tr“::)m'lh R-I%on Total Descr
1 1060632 2000000032 1 1PAR 01/17/2018 01/17/2018 USCO1 CLO71 100670 E1012 10206 202 1180.000 N 1180.000 f;ﬁ}:’a" Conf Hong Kong
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Step 7: Click the Pagelet Settings icon to close the Accounting Details window.

Step 8: Click the Close option.

Favorites v Main Menu v

18

UNIVERSITY OF

ﬁg SOUTH CAROLINA

Approve USC Travel Advance
LLOYD TABOR

Business Purpose Employee Travel

Advance Description Sus Urb Conf Hong Kong 1/17/18

Home Worklist MultiChannel Console Performance Trace Add to Favorites Sign out

Related Content v | New Window | Help | Personalize Page

Advance ID 2000000032 Approvals in Process

Travel Authorization ID 1000000094
Post State Not Applied

Created 01/17/2018  JOANNE CALLAHAN

Last Updated 01/17/2018  LLOYD TABOR
vo

O User Defaults

USC Travel &) View Printable Version @ Notes & Attachments (1)
Advance 7
*Source Description *Amount Currency
Travel Advance Sus Urb Conf Hong Kong 1/17/18 1,180.00 USD
e 7
Related Content Accounting Detail lo~]
SC_EX_ADV_ACCTG_DTL- TRAVEL ADVANCE ACCTG DETAILS
Download results in :  Excel SpreadSheet CSV Text File XML File (1 kb) 8
View Al First 1-1of 1 Last
D AdvID  Line m""&"“m‘ Status AcctgDate Created GL Unit Z‘::" Dept Fund Account Class Project Amount Status T’"ﬂ)‘“"’ R‘I‘l’)"" Total Descr
11060632 2000000032 1 1PAR 01/17/2018 01/17/2018 USCO1 CLO71 100670 E1012 10206 202 1180.000 N 1180.000 f‘;’;ﬁg’ Conf Hong Kong
Step 9: To view all important documentation, click the Attachments link.
Favorites v Main Menu v
Home Worklist MultiChannel Console Performance Trace Add to Favorites Sign out
LINA

Approve USC Travel Advance
LLOYD TABOR

Business Purpose Employee Travel

Advance Description Sus Urb Conf Hong Kong 1/17/18

USC Travel &) View Printable Version
Advance 7

*Source Description

Travel Advance Sus Urb Conf Hong Kong 1/17/18

Related Content v | New Window | Help | Personalize Page

Advance ID 2000000032 Approvals in Process

Travel Authorization ID 1000000094
Post State Not Applied

Created 01/17/2018  JOANNE CALLAHAN

LLOYD TABOR

) & Attachments (1)

*Amount Currency

Last Updated 01/17/2018
Ve
7 User Defaults

@ Notes

1,180.00 USD
Totals
Advance Amount 1,180.00 USD
Approval History
Comments
Approve Send Back Hold

|
Approving Expense Transactions
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Step 10: Click the File Name to view.

Favorites v ‘ Main Menu ~
% Home Worklist MultiChannel Console Performance Trace Add to Favorites Sign out
UNIVERSITY OF
@ SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page

Approve USC Travel Advance

LLOYD TABOR
UIDOSA. Jravel Ady D 2
Advance Des{ Cash Advance Attachments
Help
Advance ID 2000000032
Details Personalize | Find | View Al | €] B First ¢ 10f1 * Last
USC Travel File Name Description User Name Date/Time Stamp
Advance 7
USC_PeopleSoft_Attachment.docx JOANNEC JOANNE CALLAHAN 01/17/2018 1:44:24PM
*Source
Adding large attachments can take some time to upload, therefore, it is advisable to save the
Travel Advance transaction before adding large attachments.
v Totals OK Cancel

» Appi | History

 Comments

B

Step 11: Review the sample attachment.

Step 12: After reviewing the sample attachment, close to continue approving the Travel Advance.

Favorites ~ ‘ Main Menu ~

% UNIVERSITY OF
)l SOUTH CARQ

Approve USC

Home Worklist MultiChannel Console Performance Trace /Add to Favorites Sign out

ntent v | New Window | Help | Personalize Page

©-

&t Share A

mMma wv:Jd 8 ~ R USC_PeopleSoft_Attachment-1
Insert Design Layout References Mailings Review View
Calibri (Body) +/[22 + A« Av £a+ Ap = - i= T = a2 44 9 AD/ 'o

XV AL = ===t S v Styles Styles
A = . == Pane

LLOYD TABC u
Paste & B I U -abe X; x?

Busines
1 1 2 3 4 s

Advance D ¥ g ! y y X v y ¥ ¥ y
= Help

7

—o

4 10f1 * Last

A s

USC Travel
Advance 7 ’ ' UNIVERSITY OF
z 18 1:44:24PM

= )i SOUTH CAROLINA
Travel Advance @‘@

v Totals > v .

This is an attachment for PeopleSoft Testing and
Training ¢
) Approval Histo - ——
v Comments
Approve '_ n Page 10f 1 9 Words 0¥  English (US) EN B = = - — — 100%
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Step 13: Click OK to return to the Travel Advance approval page.

Favorites v ‘ Main Menu ~
% Home Worklist MultiChannel Console Performance Trace Add to Favorites Sign out
UNIVERSITY OF
w SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page
Approve USC Travel Advance
LLOYD TABOR
Teael Ad i 2
Avones Doal Cash Advance Attachments
Help
Advance ID 2000000032
Details Personalize | Find | View All | 2] E¥ First ¢ 10f1 * Last
USC Travel File Name Description User Name Date/Time Stamp
Advance 7
USC_PeopleSoft_Attachment.docx JOANNEC JOANNE CALLAHAN 01/17/2018 1:44:24PM
*Source
Adding large attachments can take some time to upload, therefore, it is advisable to save the
Travel Advance transaction before adding large attachments.
+ Totals Ca ncel
» Approval History
" Comments
Approve | Send Back | Hold
Step 14: Click the Notes link to view and add notes.
Favorites v Main Menu v
%‘% Home Worklist MultiChannel Console Performance Trace Add to Favorites Sign out
UNIVERSITY OF
@g SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page
Approve USC Travel Advance
LLOYD TABOR
Business Purpose Employee Travel Advance ID 2000000032 Approvals in Process
Advance Description Sus Urb Conf Hong Kong 1/17/18 Travel Authorization ID 1000000094
Post State Not Applied
Created 01/17/2018  JOANNE CALLAHAN
Last Updated 01/17/2018 LLOYD TABOR
ve
7O User Defaults
USC Travel €3 View Printable Version # Attachments (1)
Advance 7 14
*Source Description *Amount Currency
Travel Advance Sus Urb Conf Hong Kong 1/17/18 1,180.00 USD
Totals
Advance Amount 1,180.00 USD
Approval History
Comments
Approve Send Back Hold

e
February 2018
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Step 15: Review any notes already added by the proxy or other approvers.

Step 16: Click in the Text field to add a new note.

Step 17: Click the Add Notes button.

Performance Trace Add to Favorites Sign out

Favorites v ‘ Main Menu ~
Home Worklist MultiChannel Console

% UNIVERSITY OF
(i SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page

Approve USC Travel Advance
Help

LLOYD TABOR
Bd Expense Notes for Cash Advance

Adva

Use this area to add important information.

USC Travel
17
Personalize | Find | ] E§ First ¢ 1of1 * Last

Advance 7
Action DatelTime

S otree Notes
Name Q Role
01/17/2018 1:44PM

Travel Advance| Notes
JOANNE CALLAHAN Employee

| Use this area to add important information.

v Totals

OK || Cancel

» Approval

v C

] Hold

Approve Send Back

Step 18: Notice the note is added.

Add to Favorites Sign out

Step 19: Click the OK button to return to the Travel Advance approval page.

Worklist MultiChannel Console Performance Trace

Favorites v | Main Menu ~
Home

Y
% UNIVERSITY OF
SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page

Approve USC Travel Advance

LLOYD TABOR
B4 Expense Notes for Cash Advance
Help

Adval

First ¢ 1-20f2 * Last

USC Travel
Personalize | Find | (&} | B

Advance 7
Role Action DatefTime

*Source Notes
Name
01/17/2018 1:44PM

Travel Advance| Notes
Q JOANNE CALLAHAN Employee
01/17/2018 2:19PM =l

Employee

Use this area to add important information.

v Totals
ANNETTE JORDAN

IUse this area to add important information.

» Approval Cancel

19

v Comment]

Hold

Approve Send Back

February 2018
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Step 20: Click the Expand Section Approval History button.

Favorites v

W
% UNIVERSITY OF

Main Menu ~

22

@Qg SOUTH CAROLINA

&proval History

USC Travel Advance Employee

Home Worklist MultiChannel Console Performance Trace

ADVANCE_ID=2000000032: Approved
Employee Approval Required
Approved
Mark Tabor
Ve a8 P

(Dview/Hide Comments

Comment History
USC Travel Advance Approval 1

ADVANCE_ID=2000000032:Pending
Level 1 Approval
Skipped
Mark Tabor
ot Department Approvers
= 01117118 - 1:48 PM
Pending
Multiple Approvers
@ Department Approvers

O\ﬁewIHide Comments

Comments
Comment History

USC Travel Advance Approval 2

ADVANCE_ID=2000000032:Awaiting Further Approvals (OView/Hide Comments
Level 2 Approval

Not Routed

Multiple Approvers
Level 2 Approvers
=]

Comment History
Travel Department Approval

Travel Approval Required
Not Routed

Multiple Approvers
@ Travel Department

ADVANCE_ID=2000000032:Awaiting Further Approvals (OView/Hide Comments

Comment History
Comments
(£
Approve Send Back Hold

Add to Favorites

Sign out

|
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Step 21: Now that you have reviewed the Travel Advance details and all is good, click the Approve
button.

Favorites v Main Menu v
N

Home Worklist MultiChannel Console Performance Trace
UNIVERSITY OF

Add to Favorites Sign out
A
@iﬂ, SOUTH CAROLINA

ot rtment Approvers
= 0117118 -1:48 PM

Pending

Multiple Approvers
® Department Approvers

Comments
Comment History
USC Travel Advance Approval 2
ADVANCE_ID=2000000032: Awaiting Further Approvals (O View/Hide Comments
Level 2 Approval
Not Routed

Multiple Approvers
& Level 2 Approvers

Comment History
Travel Department Approval

ADVANCE_ID=2000000032:Awaiting Further Approvals (O View/Hide Comments
Travel Approval Required

Not Routed
Multiple Approvers
@ Travel Department

Comment History

Comments

21
sendback | o

Step 22: Click the OK button to confirm the approval.

Favoritesv ~ Main Menu v

% Home Worklist MultiChannel Console Performance Trace Add to Favorites Sign out
UNIVERSITY OF
&gg SOUTH CAROLINA

ot it Approvers
—* 01/17/18 - 1:48 PM

Pending
Multiple Approvers
@ Department Approvers
C
* Comment Histor| Save Confirmation
USC Travel Advanc

©  ADVANCE_ID| Travel & Expenses - Cash Advance Report
Level 2 Approval Submit Confirmation
Not Routed LLOYD TABOR

Advance ID 2000000032
Multiple Approvers
- Level 2 Approvers

Help

Totals
) Comment Histor Advance Amount 1,180.00 USD
Travel Department 4
© ADVANCE_ID|
Travel Approval Required Cancel ‘
Not Routed 22

Multiple Approvers|
Iy Travel Department

“ This report will be approved.

» Comment History

v Comments

'EIlLA

Now that you have approved the Travel Advance, it is ready to move to the next level in the approval
workflow.

Approving Expense Transactions February 2018
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Approving Travel Advances using the Worklist

Use the Worklist to approve a Travel Advance. The Worklist is where you will find a prioritized list of
the work you have to do. To work on an item, select it from the worklist and the appropriate page will

open to begin work.

Travel Advances can be created for 70% of total estimated expenses for Hotel/Lodging and Meals but

cannot exceed $3000.00 per policy.

As an approver:
e Verify the traveler

e Review Travel Advance details
e Verify the chartfield string is correct

e Approve the transaction

e Or, Send back the transaction for revision

Step 1: Click the Worklist link.

Favorites v Main Menu v
%% - . Home m MultiChannel Console Performance Trace Add to Favorites Sign out
@! i{\n “S"\(('RR()UNA B
Personalize Content | Layout ? Help
Top Menu Features Description T ov

Our menu has changed!

The menu is now located across the top of the page. Click on Main
Menu to get started.
Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left.

Breadcrumbs visually display ‘orAce
your navigation path and give
you access to the contents of
subfolders.

Menu Search, located under the e
Main Menu, now supports type ——
ahead which makes finding — L
pages much faster. |===—-

Approving Expense Transactions
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Step 2: Click the Date From link to view most recent. You may need to click this a couple of times to

see the most recent at the top.

Favorites v Main Menu v > Worklistv > Worklist
% Home Worklist MultiChannel Console Performance Trace Add to Favorites Sign out
UNIVERSITY OF
ulfl SOUTH CAROLINA
New Window | Help | Personalize Page
Worklist
Worklist for TRAVEL_OFFICE: Travel Office
Detail View Worklist Filters B Feed
Worklist Items 2 Personalize | Find | View All | £ | =] First ‘4 10f1 * Last
From [DateFrom — |workltem Worked By Activity Priority Link
CAAggroval 45 USCO1,
Mark Tabor 01/17/2018 Approval Routing Approval Workflow 2-Medium [ 13NN D 2000000032 Mark Worked
A ;

Step 3: Click the link for the Travel Advance you would like to approve.

Worklist for TRAVEL_OFFICE: Travel Office

Detail View

Worklist Items
From Date From Work Item

Mark Tabor 01/17/2018 Approval Routing

Worklist Filters

Worked By Activity

Approval Workflow

Favorites v Main Menu v > Worklistv > Worklist
% Home Worklist MultiChannel Console Performance Trace AAdd to Favorites Sign out
UNIVERSITY OF
w)fix SOUTH CAROLINA
New Window | Help | Personalize Page
Worklist

B [ Feed
Personalize | Find | View All | £ | =] First ‘4 1of1 * Last
Priority Link
C%Qgroval 45, USCO1
2-Medium [ 1KDV1&N'&1EJFD:‘2'600000032 Mark Worked
RDC:RA,0A,

Approving Expense Transactions
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Step 4: Now you can see the details of the Travel Advance. On this page, you can view:

e The name of the traveler

e Advance description

e Travel Advance ID and status

e Travel Authorization ID and status

e Travel Advance details

e The actions you can take such as Approve, Send Back, and Hold

Favorites v Main Menu v > Worklistv > Worklist

% Home Worklist MultiChannel Console Performance Trace Add to Favorites Sign out
UNIVERSITY OF

&Q(& SOUTH CAROLINA

Related Content v | New Window | Help | Personalize Page

Approve USC Travel Advance

LLOYD TABOR

Business Purpose Employee Travel I Advance ID 2000000032 Approvals in Process

| Advance Description Sus Urb Conf Hong Kong 1I17I18] Travel Authorization ID 1000000094
Post State Not Applied

Created 01/17/2018  JOANNE CALLAHAN
Last Updg@gd 01/17/2018  LLOYD TABOR

° @ User Defaults

USC Travel &) View Printable Version @ Notes & Attachments (1)
Advance 7
*Source Description *Amount Currency
Travel Advance Sus Urb Conf Hong Kong 1/17/18 1,180.00 USD
Totals

Advance Amount 1,180.00 USD

Approval History

Comments

(g

Approve Send Back Hold

Follow Steps 4 thru 22 in the Approving a Travel Advance Using Email section, to finish reviewing the
transaction details and approve.

Approving Expense Transactions February 2018
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IX. Approving Expense Reports using Email

Use email to approve an Expense Report created by a Proxy on your behalf.

An Expense Report in PeopleSoft makes it easy to transform a handful of receipts into a final
document for expense reimbursement(s).

As an approver:
o Verify the traveler
e Review Expense Report details
o Verify the chartfield string is correct
e Approve the transaction
e Or, Send back the transaction for revision

Step 1: Open and review the Approval Request in your email.

Step 2: Log in to PeopleSoft using your Network ID and password, then click the link.

Expense report 3000000386 for TABOR,LLOYD requires your attention

© CALLAHAN, JOANNE; @ CALLAHAN, JOANNE
Thursday, February 8, 2018 at 7:17 AM
Show Details

° © JOANNEC@mailbox.sc.edu <JOANNEC@mailbox.sc.edu>

An expense report has been submitted that requires your action:

Employee ID: 1060632
Employee Name: TABOR, LLOYD
Submission Date: 2018-02-08
Report Description: Sus Urb Conf Hong Kong 1/23-31
Report ID: 3000000386
Business Purpose: Employee Travel
From Date 2018-01-23

To Date 2018-01-31
Trip Location Hong Kong
Total Amount: 6152.00 USD
Reimbursement Amount: 6152.0@ USD

You can navigate directly to the approval page by clicking the link below:

|
Approving Expense Transactions February 2018
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Step 3: Now you can see the details of the Expense Report. On this page, you can view:
e The name of the traveler
e ReportID
e |dentify the Travel Authorization, if associated to the Expense Report
e Travel Dates
e Trip Location
e Details of expenses
e The actions you can take such as Approve, Send Back, and Hold

Favorites v Main Menu v > Travel and Expenses v > Approve Transactions v > Approve Transactions

% Home Worklist MultiChannel Console Add to Favorites Sign out
UNIVERSITY OF
li n SOUTH CAROLINA

Related Content v | New Window | Help | Personalize Page

Approve Expense Report - Expense Summary

LLOYD TABOR Actions .-.Choose an Action B
Business Purpose Employee Travel | Report 3000000386 Approvals in Process From Date 01/23/2018
I Description Sus Urb Conf Hong Kong 1/23-31 Created 02/08/2018  JOANNE CALLAHAN To Date 01/31/2018
Reference Last Updated 02/08/2018 LLOYD TABOR Trip Location Hong Kong
Authorization ID 1000000116

Budget Status Not Budget Checked  Budget Options

Totals 2 ° B3 View Analytics @ Notes & Attachments (1) B Expense Report
Employee Expenses (6 Lines) 6,152.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 6,152.00 USD Amount Due to Supplier 0.00 USD

Approval History

Comments

‘ Jj,g‘ﬁ,

| Approve | Send Back Hold | Save Changes

" Receipt Information
Receipts Received

Expense Line (2

Expense Line Items Personalize | Find | L“J] L—.;‘
Date Expense Type Description Reimburse Amt Currency Approve
01/23/2018 Air Travel Expenses Columbia to Hong Kong 1,200.00|USD /. v
01/23/2018 Ground Transportation Taxis from hotel to conference center 200.00(USD (/‘; v
01/23/2018 Hotel and Lodging Hyatt Regency 900.00(USD J, v
01/23/2018 Meal Expenses Departed at 6am 428.00|USD PA v
01/23/2018 Meal Expenses Meals for all days in between 2,996.00(USD /. v
01/23/2018 Meal Expenses Returned at 8pm 428.00|USD & v

Return to Approval List Next in List Previous in List

Approving Expense Transactions February 2018
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Step 4: Click the Related Content link to review the accounting details for this transaction.

Step 5: Click the Accounting Details option.

Favorites v Main Menu v > Travel and Expenses v >

% UNIVERSITY OF
M@ﬂ SOUTH CAROLINA

Approve Expense Report - Expense Summary
LLOYD TABOR
Business Purpose Employee Travel

Description Sus Urb Conf Hong Kong 1/23-31

Reference

Approve Transactions v >

Approve Transactions

Home Worklist

Report 3000000386 Approvals in Process
Created 02/08/2018 JOANNE CALLAHAN
Last Updated 02/08/2018 LLOYD TABOR
Authorization ID 1000000116

MultiChannel Console

Related Content v | New Window | Help | Personalize Page
Accounting Details

Approval History

Add to Favorites. Sign out

se an Action B

From Date 01/23/2018
To Date 01/31/2018
Trip Location Hong Kong

Budget Status Not Budget Checked  Budget Options
Totals 7 B3 View Analytics @ Notes & Attachments (1) B Expense Report
Employee Expenses (6 Lines) 6,152.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee  6,152.00 USD Amount Due to Supplier 0.00 USD
Approval History
Comments
Jm%
Approve Send Back Hold Save Changes
Step 6: Review the Accounting Details for this transaction.
Favorites v Main Menu ~ > Travel and Expenses v > Approve Transactions v > Approve Transactions
% Home Worklist MultiChannel Console Add to Favorites Sign out
UNIVERSITY OF
My SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page
Approve Expense Report - Expense Summary
LLOYD TABOR Actions ---Choose an Action
Business Purpose Employee Travel Report 3000000386 Approvals in Process From Date 01/23/2018
Description  Sus Urb Conf Hong Kong 1/23-31 Created 02/08/2018  JOANNE CALLAHAN To Date 01/31/2018
Reference Last Updated 02/08/2018  LLOYD TABOR Trip Location Hong Kong
Authorization ID 10099_0_9_1_1_6
Related Content Accounting Details | Approval History ov
SC_EXP_RPT_ACCTG_DETAILS- Expense Rpt Accounting Details
Download results in :  Excel SpreadSheet CSV Text File XML File (5 kb)
View All First 1-60f 6 Last
PC
ReportlD  ReportDescr Line D'“"ﬂ“""“ Type LongDescr  GL Unit ?j:'l': Dept Fund Account Class Bus Project Activity Tran Amt Status Created Tovel Auth AI"" Applied
Unit
Sus Urb Conf N
13000000386 Hong Kong 1 1 AIRFARE E::;’“"'a oHong  ysco1 CLO71 100670 E1012 52024 202 1200.000 N 02/08/2018 1000000116
1/23-31
Sus Urb Conf o
2 3000000386 Hong Kong 2 1 GROUND Ta""s fromhotelto ;<01 cLo71 100670 E1012 52024 202 200000 N 02/08/2018 1000000116
112331 conference center
Sus Urb Conf
3 3000000386 Hong Kong 3 1 LODGING Hyatt Regency USCO01 CLO71 100670 E1012 52024 202 900.000 N 02/08/2018 1000000116
3-31
Sus Urb Conf
4 3000000386 Hong Kong 4 1 MEALS  Departed at 6am USCO01 CLO71 100670 E1012 52024 202 428.000 N 02/08/2018 1000000116
1/23-31
Sus Urb Conf Meals for all days in
5 3000000386 Hong Kong 5 1 MEALS betw ¥$IN UsCo1 CLO71 100670 E1012 52024 202 2996.000 N 02/08/2018 1000000116
112331 etween
Sus Urb Conf
6 3000000386 Hong Kong 6 1 MEALS  Returned at 8pm USCO01 CLO71 100670 E1012 52024 202 428.000 N 02/08/2018 1000000116

Approving Expense Transactions
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Step 7: Click the Pagelet Settings icon to close the Accounting Details window.

Step 8: Click the Close option.

Favorites v Main Menu v > Travel and Expenses v > Approve Transactions + > Approve Transactions
% Home Worklist MultiChannel Console Add to Favorites Sign out
{ UNIVERSITY OF

w SOUTH CAROLINA

Related Content v | New Window | Help | Personalize Page

Approve Expense Report - Expense Summary

LLOYD TABOR Actions _---Choose an Action
Business Purpose Employee Travel Report 3000000386 Approvals in Process From Date 01/23/2018
Description Sus Urb Conf Hong Kong 1/23-31 Created 02/08/2018 JOANNE CALLAHAN To Date 01/31/2018
Reference Last Updated 02/08/2018  LLOYD TABOR Trip Location Hong Kong

Authorization ID 1000

6 7

Related Content Accounting Details  Approval History m
SC_EXP_RPT_ACCTG_DETAILS- Expense Rpt Accounting Details
Download results in :  Excel SpreadSheet CSV Text File XML File (5 kb) O
View All First 1-6 of 6 Last
pC
ReportID  ReportDescr  Line °""'|3““°" Type LongDescr  GL Unit ?J"’"I"’ Dept Fund Account Class Bus Project Activity Tran Amt Status Created "’V‘I’L‘""’ Alg’ Applied
Unit
Sus Urb Conf .
1 3000000386 Hong Kong 1 1 AIRFARE ﬁg:’g’“”‘a toHong  ysco1 cLo71 100670 E1012 52024 202 1200000 N 02/08/2018 1000000116
1/23-31
Sus Urb Conf .
2 3000000386 Hong Kong 2 1 GROUND T"”“f from "°‘e'|’° USCO1 CLO71 100670 E1012 52024 202 200.000 N 02/08/2018 1000000116
1/23-31 conference center
Sus Urb Conf
3 3000000386 Hong Kong 3 1 LODGING Hyatt Regency USCO1 CLO71 100670 E1012 52024 202 900.000 N 02/08/2018 1000000116
1/23-31
Sus Urb Conf
4 3000000386 Hong Kong 4 1MEALS Departedatéam  USCO1 CLO71 100670 E1012 52024 202 428000 N 02/08/2018 1000000116
1/23-31
Sus Urb Conf Meals for all days in
5 3000000386 Hong Kong 5 1 MEALS  fesD ¥$IN Uscot CLO71 100670 E1012 52024 202 2996.000 N 02/08/2018 1000000116
3-31
Sus Urb Conf
6 3000000386 Hong Kong 6 1MEALS Retumedat8pm  USCO1 CLO71 100670 E1012 52024 202 428000 N 02/08/2018 1000000116
Step 9: To view all important documentation, click the Attachments link.
Favorites v Main Menu v > Travel and Expenses v > Approve Transactions v > Approve Transactions
%‘% Home Worklist MultiChannel Console Add to Favorites Sign out
UNIVERSITY OF
li 1 SOUTH CAROLINA

Related Content v | New Window | Help | Personalize Page

Approve Expense Report - Expense Summary

LLOYD TABOR Actions ---Choose an Action a
Business Purpose Employee Travel Report 3000000386 Approvals in Process From Date 01/23/2018
Description Sus Urb Conf Hong Kong 1/23-31 Created 02/08/2018 JOANNE CALLAHAN To Date 01/31/2018
Reference Last Updated 02/08/2018  LLOYD TABOR Trip Location Hong Kong

Authorization ID 1000000116

Budget Status Not Budget Checked  Budget Options

Totals 7 3 View Analytics @ Notes & Attachments (1) &} Expense Report {
Employee Expenses (6 Lines) 6,152.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee  6,152.00 USD Amount Due to Supplier 0.00 USD

Approval History

Comments

Approve | Send Back Hold Save Changes
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Step 10: Click the File Name to view.

31

Favorites v ]

Main Menu v

> Travel and Expenses + > Approve Transactions v+ > Approve Transactions

Home

Worklist

MultiChannel Console

AAdd to Favorites. Sign out

% UNIVERSITY OF
)l SOUTHCAROLINA

Approve Expense Report - Expense Summary

Related Content v | New Window | Help | Personalize Page

LLOYD TABOR Actions ---Choose an Action
Business B £ypense Report Attachments x
Des Help
Ref
Report ID 3000000386
Budgef
Totals @ Details Personalize | Find | View All | 0] & First ¢ 1of1 * Last & Expense Report
File Name Description User Name Date/Time Stamp
Expensd
02/08/2018
USC_PeopleSoft_Attachment.docx JOANNEC JOANNE CALLAHAN =
Cash Advang —eop - 7:14:37AM =

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

Add Attachment |
» Approval History
OK Cancel
v Comments
[ Approve Send Back [ Hold | saveChanges |

Step 11: Review the sample attachment.

Step 12: After revieing the sample attachment, close to continue approving the Expense Report.

Favorites v | Main Menu v > Travel and Expenses v > Approve Transactions v > Approve Transactions
UNIVERSITY OF

MultiChannel Console

Add to Favorites Sign out

ﬁ SOUTH CAROLINA

i5 I~ | ) (=) 57 2R USC_PeopleSoft_Attachment-5 (0N
Insert Design Layout References Mailings Review View &t Share ~ 7 |H°'F’ | Personalize Page
Approve Expense Report - E Lﬁ . % lcabri@ody) |22 | A= A~ ga- Ay q e/ “ 1)
LLOYD TABOR Paste B I U vabe X, x2 A & v A~ EH|- Styles  Styles Emjon B
Business§ EXPense Reil' I a) ! i : | 4 | > | 6 7 E
Des: L elp
Ref Report
Budge
Details |
Totals 2 e ) v &) Expense Report {
USC_PeopleSol \/V 0
g Adding large ana! ’ . U N l VE RS l TY O F
transaction befor‘—'
ps rrﬁl'lj frhm SOUTH CAROLINA
» Approval History I 80,
v Comments
— This is an attachment for PeopleSoft Testing and

Trainin
Approve Send g
Rlkccelptipfonation - Page1of1 9words ¥ Bl = = - — +  130%

Receipts Received

|
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Step 13: Click OK to return to the Expense Report approval page.
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Employee Expensd USC_PeopleSoft_Attachment.docx

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

Add Attachment

» Approval History “ Cancel
v Comments 13

Favorites v Main Menu v > Travel and Expenses v > Approve Transactions v > Approve Transactions
% Home MultiChannel Console Add to Favorites Sign out
UNIVERSITY OF
el SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page
Approve Expense Report - Expense Summary
LLOYD TABOR Actions --.Choose an Action B
Business EXPense Report Attachments
Des: Help
Ref Report ID 3000000386
Budge —
Details Personalize | Find | View All | [ First * 10of1 » Last
Totals 2 e Expense Report ]
File Name Description User Name Date/Time Stamp

JOANNEC JOANNE CALLAHAN

02/08/2018 =
7:14:37AM =

=

b

Approve Send Back Hold

¥ Receipt Information
Receipts Received

v Expense Line (2

Save Changes

Step 14: Click the Notes link to view and add notes.

Approve Expense Report - Expense Summary

LLOYD TABOR

Business Purpose Employee Travel

Description Sus Urb Conf Hong Kong 1/23-31
Last Updated 02/08/2018  LLOYD TABOR

Authorization ID 1000000116

Reference

Budget Status Not Budget Checked  Budget Options

Favorites v Main Menu v > Travel and Expenses v > Approve Transactions v > Approve Transactions
Y Home Worklist MultiChannel Console Add to Favorites Sign out
ﬁ% UNIVERSITY OF
af)flx SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page

Report 3000000386 Approvals in Process
Created 02/08/2018 JOANNE CALLAHAN

Actions _..Choose an Action

From Date 01/23/2018
To Date 01/31/2018
Trip Location Hong Kong

Totals 2 B3 View Analytics P & Expense Report {

Employee Expenses (6 Lines) 6,152.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD

Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD

Amount Due to Employee  6,152.00 USD Amount Due to Supplier 0.00 USD
Approval History
Comments
ri ¢
Approve Send Back Hold Save Changes

e
February 2018
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Step 15: Review any notes already added by the proxy or other approvers.
Step 16: Click in the Text field to add a new note.

Step 17: Click the Add Notes button.
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Favorites v ‘ Main Menu v > Travel and Expenses v > Approve Transactions v > Approve Transactions
% Home Worklist MultiChannel Console Add to Favorites Sign out
UNIVERSITY OF
el SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page
Approve Expense Report - Expense Summary
LLOYD TABOR A ..Choose an Action
Expense Notes
Business Purpose Employee Ti Help [Pate 01/23/2018
elp
Description Sus Urb Cor Date 01/31/2018
Reference Use this area to add important information. tion Hong Kong
Budget Status Not Budget
Totals 2 lachments (1) §c3 Expense Report
Employee Expenses (6 Lines) 6,1 17 0.00 USD
Cash Advances Applied Notes Personalize | Find | | ¥ Fist ¢ 10f1 * Last 0.00 USD
Notes e Name Role Action DatefTime
A Due
|Use this area to add important information. JOANNE CALLAHAN Employee 02/08/2018 7:14AM
» Approval History
OK Cancel |
v Comments
Approve Send Back Hold | saveChanges |
Step 18: Notice the note is added.
Step 19: Click the OK button to return to the Expense Report approval page.
Favorites v ‘ Main Menu v > Travel and Expenses v > Approve Transactions v > Approve Transactions
% Home Worklist MultiChannel Console Add to Favorites Sign out
UNIVERSITY OF
u@; SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page
Approve Expense Report - Expense Summary
LLOYD TABOR Expense Notes « |s  ...Choose an Action
Business Purpose Employed Help te 01/23/2018
Description Sus Urb te 01/31/2018
Reference n Hong Kong
Budget Status Not Budgf
Totals 2 Add Notes ments (1) &3 Expense Report
EEEEOEEmEOUED) Notes Personalize | Find | )| [ First * 1202 * Last )
Cash Advances Applied @ 0.00 USD
Notes Name Role Action Date/Time
Amount D | Use this area to add important information. ANNETTE JORDAN  Employee 02/08/2018 12:36PM =
» Approval History Use this area to add important information. JOANNE CALLAHAN Employee 02/08/2018 7:14AM
 Comments OK Cancel |
B¢
Approve Send Back Hold | saveChanges |

Approving Expense Transactions

February 2018



34
Step 20: Click the Expand Section Approval History button.

Favorites v Main Menu v > Travel and Expenses v > Approve v > Approve

Home Worklist MultiChannel Console Add to Favorites Sign out
UNIVERSITY OF

CAROLINA

pproval History

Exp Report Employ
SHEET_ID=3000000386:Approved
Employee Approval Required

Approved
Mark Tabor

Employea
v oaers . 7:17 aM

Expense Report Approval 1

SHEET_ID=3000000386:Pending (> View/Hide Comments
Level 1 Approval

Skipped
Mark Tabor
1 Department Approvers
= 02108/18 - 7:17 AM

Pending
Multiple Approvers
(@ Department Approvers

Comments
Expense Report Approval 2

SHEET_ID=3000000386:Awaiting Further Approvals
Level 2 Approval

Not Routed
Multiple Approvers
@ Lovel2Approvers

Travel Department Approval

SHEET_ID=3000000386:Awaiting Further Approvals
Travel Approval Required
Not Routed

Multiple Approvers
@ Travel Department

|
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Step 21: Now that you have reviewed the Expense Report details and all is good, click the Approve

button.

Favorites v

UNIVERSITY OF

@W(N{OUM

Approve Expense Report - Expense Summary
LLOYD TABOR

Business Purpose Employee Travel
Description Sus Urb Conf Hong Kong 1/23-31
Reference
Budget Status Not Budget Checked  Budget Options

Totals

Employee Expenses (6 Lines) 6,152.00 USD

Cash Advances Applied 0.00 USD

Amount Due to Employee

Approval History

Comments

6,152.00 USD

Main Menu v > Travel and Expenses v > Approve Transactions + > Approve Transactions

Home Worklist

Report 3000000386 Approvals in Process
Created 02/08/2018 JOANNE CALLAHAN
Last Updated 02/08/2018 ANNETTE JORDAN
Authorization ID 1000000116

& View Analytics @ Notes

Non-Reimbursable Expenses 0.00 USD

Prepaid Expenses 0.00 USD

Amount Due to Supplier

MultiChannel Console Add to Favorites Sign out

Related Content v | New Window | Help | Personalize Page

Actions _...Choose an Action B

From Date 01/23/2018
To Date 01/31/2018
Trip Location Hong Kong

Attachments (1) LQ] Expense Report

Employee Credits 0.00 USD
Supplier Credits 0.00 USD

0.00 USD

Receipt Information

Send Back Hold

¢

Save Changes

Step 22: Click the OK button to confirm the approval.

Favorites ~ | Main Menu v

> Travel and Expenses » > Approve Transactions v > Approve Transactions.

% usxiverl  Save Confirmation
ek Sou

Approve Expense Report
Approve E Submit Confirmation
LLOYD TABOR

Totals 2

LLOYD TABO|
B

Employee Expenses (6 Lines) 6,152.00 USD

Cash Advances Applied 0.00 USD

Totals @ Amount Due to Employee

Employej
Ca:

OK Cancel |
PP

 Commeni

“ This report will be approved.

»

6,152.00 USD

Report ID 3000000386

Non-Reimbursable Expenses 0.00 USD

Prepaid Expenses 0.00 USD

Amount Due to Supplier

Employee Credits 0.00 USD
Supplier Credits 0.00 USD

0.00 USD

« | Signout
Help

onalize Page

bense Report

Now that you have approved the Expense Report, it is ready to move to the next level in the approval

workflow.

Approving Expense Transactions
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X. Approving Expense Reports Using the Worklist

Use the Worklist to approve an Expense Report. The Worklist is where you will find a prioritized list of
the work you have to do. To work on an item, select it from the worklist and the appropriate page will
open to begin work.

Many approver levels are pooled so that more than one person receives the notification. Once one
person in the pool approves the item, it drops from everyone else’s worklist.

An Expense Report in PeopleSoft makes it easy to transform a handful of receipts into a final
document for expense reimbursement(s).

As an approver:
o Verify the traveler
e Review Expense Report details
o Verify the chartfield string is correct
e Approve the transaction
e Or, Send back the transaction for revision

Step 1: Click the Worklist link.

Favorites v Main Menu v
’6 m Worklist | MultiChannel Console | Add to Favorites Sign out
)l SOUTHCAROLINA d
Personalize Content | Layout ? Help
Top Menu Features Description T ov

Our menu has changed!

The menu is now located across the top of the page. Click on Main
Menu to get started.

Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left.

Breadcrumbs visually display
your navigation path and give

you access to the contents of

subfolders.

Menu Search, located under the
Main Menu, now supports type
ahead which makes finding
pages much faster.

Approving Expense Transactions February 2018
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Step 2: Click the Date From link to view most recent. You may need to click this a couple of time to

see the most recent at the top.

Favorites v Main Menu v > Worklistv > Worklist

%

%% UNIVERSITY OF
@ SOUTH CAROLINA

Worklist

Worklist for TRAVEL_OFFICE: Travel Office
Detail View Worklist Filters

o 2

Worklist Items

From m Work Item Worked By Activity
Travel Office 01/31/2018 Approval Routing Approval Workflow
Travel Office 01/31/2018 Approval Routing Approval Workflow
Travel Office 01/31/2018 Approval Routing Approval Workflow
Proxy 19 02/01/2018 Approval Routing Approval Workflow
Traveler 25 02/06/2018 Approval Routing Approval Workflow
Traveler 25 02/06/2018 Approval Routing Approval Workflow
Traveler 25 02/06/2018 Approval Routing Approval Workflow
Travel Office 02/08/2018 Approval Routing Approval Workflow

Home Worklist MultiChannel Console Add to Favorites Sign out

New Window | Help | Personalize Page

B [ Feed

Personalize | Find | View All | €] [ First ¢ 1-100f10 * Last
Priority Link
TAApproval, 212, USCO1
i 1901-01-12, N ark Worke
2-Medium [ 1R R AT 10:1000000191 Mark Worked Reassign
ROCRADA,

ROC:RADA,
C%Qgroval 124, USCO1
2-Medium iR

R oD 2500000108 Mark Worked Reassign
RDCRAOA,

ERA roval, 185, USCO1
2Mmedium [ T Esbs0000323
ROCRAOA,

TAAQ%rovaI 216, USCO1
2-Medium [ 1201-01-1

TRAVEL AUTH 1D:1000000197 Mark Worked Reassign
ROCRADA, —

TAAporoval, 223, Uscot
2Medium [ ROLAEIZL0, 0000204 Mark Worked
RDCRADA,

C%Egmval 134, USCO1

2-Medium mvmc‘s“lts‘m‘ouooons Mark Worked Reassign
RDCRADOA,

RDC:RA0A,
E roval 197, USC01

2Medum [ SHEET TEoat0000342
ROCRAOA,
TAAg%rovsI 259, USCO1
2-Medium 01

TRAVEL AUTH 10:1000000237 Mark Worked Reassign
ROCRAUA, —

ROGRAOA,
TAApproval, 248, USCO1
— 'ms‘%“n-ff_‘q xi

Mark Worked Reassign

Reassign

Mark Worked Reassign

Step 3: Click the link for the Expense Report you would like to approve.

Favorites v Main Menu v > Worklistv > Worklist
UNIVERSITY OF
w %% SOUTH CAROLINA

Worklist

Worklist for TRAVEL_OFFICE: Travel Office

Detail View Worklist Filters

Worklist Items

From Work Item ‘Worked By Activity
Mark Tabor 02/08/2018 Approval Routing Approval Workflow
Travel Office 02/08/2018 Approval Routing Approval Workflow
Travel Office 02/08/2018 Approval Routing Approval Workflow
Traveler 25 02/06/2018 Approval Routing Approval Workflow
Traveler 25 02/06/2018 Approval Routing Approval Workflow
Traveler 25 02/06/2018 Approval Routing Approval Workflow
Proxy 19 02/01/2018 Approval Routing Approval Workflow
Travel Office 01/31/2018 Approval Routing Approval Workflow

Home Worklist MultiChannel Console Add to Favorites Sign out

New Window | Help | Personalize Page

B [ Feed
Personalize | Find |\ﬁewA|I|@| =] First ¢ 1-100f10 ' Last
Priority Link
ERApgroval 234, USCO1
2-Medium sr-TEET’IrS‘é‘o&Téuoaas Mark Worked Reassign
RDC:RA0A,

TAAQ.%roval 248, USCO1
2:Medium [ TR ZTH ip:1000000228 MargcWorked
RDCRADA,

TAApproval, 259, USCO1
2:Medium [ ROLAIZ L0, 00000237 Mark Worked Reassign
RDCRADA,

C%ﬁgmval 134, USCO1
2-Medium

moﬂoooﬂa Mark Worked Reassign
RDCRADA,

ERApprova, 197, USCO1
2-Medium [ 1 Mark Worked

snssﬂw’snémaoom
TAAQ%mvaI 223, USco1

2:Medium [ ROLAIZ L0, 000204 Mark Worked Reassign

TAAg%roval 216, USCO1
1901-01-~

2Mediom [ ot 22 0:1000000197 Mark Worked Reassign
ROCRAOA, —

RDCRADA,
ERApprova, 185, USCOt
2-Medium [ 29101

SHEET 1D-3000000323 Mark Worked Reassign
RDC:RAOA,

Reassign

Reassign

Approving Expense Transactions
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Step 4: Now you can see the details of the Expense Report. On this page, you can view:

e The name of the traveler

e ReportID

e |dentify the Travel Authorization, if associated to the Expense Report

e Dates of Travel

e Trip Location

e Details of expenses

e The actions you can take such as Approve, Send Back, and Hold
Favorites v Main Menu ~ > Travel and Expenses v > Approve Transactions v > Approve Transactions
% T Home Worklist MultiChannel Console Add to Favorites Sign out
Wi S CAROLINA

MQSOUIH

LLOYD TABOR

Related Content v | New Window | Help | Personalize Page

Approve Expense Report - Expense Summary

Business Purpose Employee Travel | Report 3000000386 Approvals in Process
I Description Sus Urb Conf Hong Kong 1/23-31 Created 02/08/2018  JOANNE CALLAHAN
Reference Last Updated 02/08/2018  LLOYD TABOR

Authorization ID 1000000116

Budget Status Not Budget Checked  Budget Options

Actions .--Choose an Action B

From Date 01/23/2018
To Date 01/31/2018

Trip Location Hong Kong

Totals 7 ° B3 View Analytics @ Notes & Attachments (1) B Expense Report
Employee Expenses (6 Lines) 6,152.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee  6,152.00 USD Amount Due to Supplier 0.00 USD
Approval History
Comments
r\%
Approve Send Back Hold Save Changes
Receipt Information
Receipts Received
Expense Line 2
Expense Line Items Personalize | Find | 7]
Date Expense Type Description Reimburse Amt  Currency Approve
01/23/2018 Air Travel Expenses Columbia to Hong Kong 1,200.00|USD /. v
01/23/2018 Ground Transportation Taxis from hotel to conference center 200.00(USD <f. v
01/23/2018 Hotel and Lodging Hyatt Regency 900.00(USD /. v
01/23/2018 Meal Expenses Departed at 6am 428.00|USD oi v
01/23/2018 Meal Expenses Meals for all days in between 2,996.00(USD c,ﬂ v
01/23/2018 Meal Expenses Returned at 8pm 428.00|USD A v
Return to Approval List Next in List Previous in List

Follow Steps 4 thru 22 in the Approving an Expense Report Using Email section, to finish reviewing the
transactions details and approve.

Approving Expense Transactions
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XI. Send Back an Expense Transaction

If you want the person who originated (the Proxy) the Expense Report to make a change to it and
resubmit it, you can make that happen by clicking the Send Back button. Only by clicking the Send
Back button can you allow the Proxy to gain access to the report again. The following steps walk you
through this procedure; they pick up at the point in which you have opened a submitted report from

your email and/or worklist.

Step 1: Click in the Comment textbox at the bottom of the report and add the reason for sending
back. The purpose of this is to inform the Proxy why you are sending the form back, and how you want
him/her to edit the form before they resubmit it to you. The system will not allow you to send back

the report without typing an explanation.

Step 2: Click the Send Back button.

Favorites v Main Menu v > Worklistv > Worklist
Az SHERRYNH FTST Home ~ Workist = MultiChannel Console | Add to Favorites Sign out
M UNIVERSITY OF

@ SOUTH CAROLINA

Related Content v | New Window | Help | Personalize Page

Approve Expense Report - Expense Summary

LLOYD TABOR Actions _---Choose an Action GO
Business Purpose Employee Travel Report 0000000336 Approvals in Process
Description AICPA Conf. Orlando Created 10/23/2017 JOANNE CALLAHAN
Reference Last Updated 10/23/2017  SHERRY HUMPHREY
Budget Status Valid Budget Options.
Totals 7 3 View Analytics @ Notes & Attachments (1)
Employee Expenses (3 Lines) 730.43 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 730.43 USD Amount Due to Supplier 0.00 USD

Approval History

Comments ‘

Fease change the accounting details. Ll\‘f,
2
Approve Send Back Hold
Receipt Information
Receipts Received
Expense Line 7
Expense Line Items Personalize | Find | L‘JI B

|
Approving Expense Transactions February 2018



40

Step 3: To complete sending the form back, click the OK button on the Submit Confirmation page.

Favorites v ‘ Main Menu v > Worklisty > Worklist
i « | Signout
% univer]  Save Confirmation 9!
[ n SOUI Help
Approve Expense Report jonalize Page
Approve Submit Confirmation
LLOYD TABOR Report ID 0000000336 BT oo
LLOYD TAB B [co |
Totals 2
Employee Expenses (3 Lines) 730.43 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Totals 2
Amount Due to Employee 730.43 USD Amount Due to Supplier 0.00 USD
Employj
e ¢ s report will be sent back for revision.
» Approvj 3
[k ] Cancal |
v Comme| S ——
Please cH E
_Ard
¥ Receipt
Recel
v Expensd
When a transaction is sent back for modifications, the Proxy will see the comment.
Note: Pending status indicates the transaction can be modified and submitted again for approval.
Favoritesv | Main Menu v > Employee Self-Service v > Travel and Expenses v > Expense Reports v > Create/Modify &
Y FTST Home Worklist MultiChannel Console Add to Favorites Sign out
72 UNIVERSITY OF
% SOUTH CAROLINA
New Window | Help | Personalize Page
Modify Expense Report () Save for Later | [ Summary and Submit
LLOYD TABOR 7
By: HUMPHREY.SHERRY Please change the accounting detals. Actions [ Giooss an Adion 0
*Business Purpose Employee Travel
*Report Description AICPA Conf. Orlando Default Location Out of State Q
Reference Q & Attachments (1)
Expenses 7
Expand All | Collapse All Add: | [ My Wallet (0) | £¥ Quick-Fill Total 73043 USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
10123/2017 |  Hotel and Lodging B "[HvattRegency 7 Personal Reimbursemer | 4, 43560 usp o F[E
241 characters remaining
10/23/2017 |] ~ Meal Expenses B "Mealsforalltravel days J71  Personal Reimbursemer [ 8000 [USD =
229 characters remaining
10232017 |  Mileage B '[Retumtrip Orando J2) Personal Reimbursemer [ 4, 21483 USD =
235 characters remaining
Expand All | Collapse All Total 73043 USD
February 2018
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XII. Hold an Expense Transaction
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Holding an expense report claims the transaction for the approver. If a pool of approvers exists, each
of whom can approve a transaction, placing the transaction on hold means that only the holding user
can take action on the transaction. The following steps walk you through this procedure; they pick up
at the point in which you have opened a submitted report from your email and/or worklist.

Step 1: Click in the Comment textbox at the bottom of the report and. The purpose of this is to inform

the Proxy why the transaction is being held.

Step 2: Click the Hold button.

Favorites v Main Menu v > Travel and Expenses v > Approve Transactions v > Approve Transactions

UNIVERSITY OF

ﬁg SOUTH CAROLINA

Approve Expense Report - Expense Summary

JOANNE CALLAHAN

Business Purpose Employee Travel

Description HEUG Conf. in Boston Created 10/16/2017  JESSICA KLIMA

Home

Report 0000000330 Submitted for Approval

Last Updated 10/16/2017  JOANNE CALLAHAN

Worklist MultiChannel Console Add to Favorites Sign out

Related Content v | New Window | Help | Personalize Page

Actions _-.-Choose an Action B co

Reference
Authorization ID 0000000141
Budget Status Valid Budget Options
Totals 7 B3 View Analytics O Notes &4 Attachments
Employee Expenses (3 Lines) 820.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 820.00 USD Amount Due to Supplier 0.00 USD
Approval History
Comments o
Checking for budget availability. ENA
2
sope Sendsack
Step 3: Click the OK button to complete the HOLD.
Favorites v ] Main Menu v > Travel and Expenses v > Approve Transactions v > Approve Transactions
i Sign out
% univer] Save Confirmation 9
el SOUY Help
Approve Expense Report jonalize Page
Approve Submit Confirmation
JOANNE CALLAHAN Report ID 0000000330 Go
JOANNE CAJ 'B (S
Totals 2
Employee Expenses (3 Lines) 820.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Totals @ Amount Due to Employee 820.00 USD Amount Due to Supplier 0.00 USD
Emplo;
Lty “ This report will be saved and held for later.
You can approve, deny, or send back this report at a later time.
3
» Approvi [ oK || Cancel
~ Commel
February 2018
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When a transaction is held for further review, the Proxy can see that the Status has been updated to
On Hold on the view pages.

Favoritesv | Main Menu v > Employee Self-Service v > Travel and Expenses v > Expense Reportsv > View @
% Home Worklist MultiChannel Console Add to Favorites Sign out
UNIVERSITY OF
#lfls SOUTH CAROLINA
Related Content v | New Window | Help | Personalize Page
View Expense Report Q) Expense Details
JOANNE CALLAHAN Actions ...Choose an Action GO
Business Purpose Employee Travel Report 0000000330 On Hold
Description HEUG Conf. in Boston Created 10/16/2017  JESSICA KLIMA
Reference Last Updated 10/23/2017  JOANNE CALLAHAN
Post State Not Applied
Totals 2 & View Printable Version B3 View Analytics O Notes
Employee Expenses (3 Lines) 820.00 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 820.00 USD Amount Due to Supplier 0.00 USD
v By checking this box, | certify the expenses submitted are accurate and comply with expense policy.
Submit Expense Report Submitted On  10/16/2017  Submitted By JESSICA KLIMA
Approval History
| Previous in List 4| Nextin List

When research complete, click the Approve button to remove the Hold allowing the transaction to
move to the next level in the approval workflow.

|
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XIII. Assign an Approver When Out of Office

Use the Alternate User section of the My System Profile page to designate an approver. In order to
assign someone as an Alternate Approver they MUST have the approver role assigned to them.

In situations where you will be unavailable, add a user to the Alternate User ID field and enter a date

range for when you are not going to be available. The system uses these dates to forward routings to
the alternate user.

To designate an Approver when out of the office begin with the following navigation:
Main Menu - My System Profile

Step 1: Click in the Alternate User ID field and enter the name of the approver who will approve in
your absence.

Step 2: Enter the date range for when you will not be available.

Step 3: Click the Save button.

Favorites v Main Menu v > My System Profile
Y Home Worklist MultiChannel Console Add to Favorites Sign out

75 UNIVERSITY OF
uflln SOUTH CAROLINA
New Window | Help | Personalize Page
General Profile Information
Joanne Callahan

Password

Change password
Change or set up forgotten password help
Personalizations
My preferred language for PIA web pages is: English
My preferred language for reports  English B
and email is
Currency Code USD Q
Default Mobile Page Q

Alternate User

If you will be temporarily unavailable, you can select an alternate user to receive your rouung?

| Alternate User ID Q|
From Date (9 |  (example:12/31/2000)
To Date [ | (example:12/31/2000)
Workflow Attributes
Email User Worklist User

Miscellaneous User Links

Email Personalize | Find | &) | L: First ¢ 1-20f2 ' Last
Primary Email Account  Email Type Email Address
Business B lcannec@mailbox.sc.edu ==
Other sherrynh@mailbox.sc.edu ==
IM Information Personalize | Find | £ | B Fist ‘4 10of1 » Last
Protocol  XMPP Domain UserlD Password
XMPP Q_ [JOANNEC [RTTR—— [+ =]
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