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1. NAVIGATE

1.1 NAVIGATE TO THE ONLINE TRAVEL AND EXPENSES APPLICAT ION
There are various navigations methods:

1.1.1 DIRECT WEBLINK TO FINS

Launch your internet browser and enter https://fins.sfu.ca for the address. Once the PeopleSoft
sign in page is presented, enter your user id and password.

1.1.2 VIA FACULTY AND STAFF

From SFU’s main webpage (www.sfu.ca) select “Faculty and Staff”. Use the FINS link to log on
into the application.

1.1.3 VIA SFU ONLINE

From SFU’s main webpage (www.sfu.ca), go to the SFU Online header, and click on the SFU
Online link. Under “For faculty and staff” section, use the FINS link to log on into the application.

1.1.4 OTHER
From SFU’s main webpage (www.sfu.ca), the A-Z Links under:
F - FINS - Travel & Expenses
T - Travel & Expenses (FINS) and
E - Expenses - Travel & Expenses (FINS).

From SFU’s main webpage (www.sfu.ca), Quicklinks under "Miscellaneous", click on the
FINS link.

Note that Quicklinks is the drop down selection on the right-hand side towards the centre
of the SFU homepage.

1.2 NAVIGATE TO THE EXPENSE REPORT PAGE
Navigate: Employee Self-Service, Travel and Expense Center, E  xpense Report

PeopleSoft Screen Shot

1.

Search:

| )

[ Wy Favarites
[} Employee SelF-Service |

PeopleSoft Screen Shot

2.
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Search: hain Menu =

) ﬁ Employee Self-Service

[= hiyt Favorites

Employee Self-Service
— Travel and Expense Center Travel and Expense Center
[ Yendors i=| Employee Travel and Expense Center
PeopleSoft Screen Shot

3.

Main Menu = Emplovee Self-Service »
ﬁ Travel and Expense Center

Emplovee Travel and Expense Center

I:‘ Expense Report I%‘ Cash Advance
‘ Create modify, print, view or delete an Expense Report Create, modify, print, view and delete
=] Create i=] Create
=] Modify =] Modify
i=] Print i=] Print
2 More... 2 More...

2. CREATE A NEW EXPENSE REPORT FROM A BLANK
REPORT

Background: use this PeopleSoft functionality to fill in an Expense Report. The approval is not
done online, you have to fill in the request online, print it and obtain the approval on paper.

Important!  You should know the Fund and Department/Project — Grant the expenses are
charged to before you start. Your departmental assistant should be able to provide you with this
information.

Important! For an easy way to fill in the form some of the fields are pre-populated. Keep in
mind that each and every field can be overridden.

Navigate: Employee Self-Service, Travel and Expense Center, E  xpense Report, Create

PeopleSoft Screen Shot
Main Menu = Emplovee Self-Service = Travel and Expense Center =
Expense Report
Create, modify, print, view or delete an Expense Report
E" Create E Modify E Print
Create an Expensze Report Modify an Expense Report Print an Expense Report
E" View E Delete
View an Expense Report Delete an Expense Report
Instructions:
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Click on the Create link under Expense Report and your Employee ID will fill in automatically in
the EmplID field.

21 STEP 01 - ADD A NEW VALUE

Instructions:

On the Expense Report page, your Employee ID will fill in automatically in the EmplID field. Click

Add and a blank Expense Report Entry form will appear on the screen displaying your

name in the upper left-hand corner of the blank report.

PeopleSoft Screen Shot

Expense Report

{ Find an Existing Value | Add a New Value

EmpllD:IBEﬂDSS?E? Q,

Add

Find an Existing Value | Add a New Value

22 STEP 02 - ENTER REPORT DATA IN REPORT INFORMATION SECTION

NOTE:

The Start Your Report With: field is already populated with “A Blank Report” value.
PeopleSoft Screen Shot

Create Expense Report
Expense Report Entry

Carmen Costea User Defaulis
Start Your Report With: || 2 Blank Repart | GOl
Instructions:

1. Type a short, meaningful description of the expense in the *Report Description: field (max.
of 30 characters). (e.g., 2009-12, Recruiting Trip China).

2. Click the *Business Purpose: list. Select the entry in the list that most closely identifies the
purpose of your expense.
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3. In the *Default Location field, chose the location of your expense by clicking on the
magnifying glass. The location list contains the Canadian provinces, the United States
of America and the Rest of the World. When choosing the location the taxes will be
automatically calculated.

[Optional field]. You may chose to fill in the Reference: field (max. of 10 characters).
[Optional field]. You may chose to use Comment: to add additional, meaningful
information to your expense report. Use this field to give as many details as necessary,
especially for research related expenses.

PeopleSoft Screen Shot

ok

&
*Report Description: |2IZIDQ—1 2, Recruiting Trip China U,)Raference: | @
*Business Purpose: |Trave| Expenses j @Cumment: ;l
*Default Location: [cAN- British Columbia Q @ 2 @

23 STEP 03 - ENTER EXPENSE LINES

Instructions:
1. Click on the arrow in the drop-down box under *Expense Type and select one from the
list provided.

2. Click on the Calendar icon under *Expense Date and select the date the expense was
incurred. (This cannot be a date in the future).
3. Enter the amount of the expense in the *Amount Spent column.

Repeat the process for all the expenses you want to claim.

This is all you need to enter expense lines for a simple, basic expense report.
PeopleSoft Screen Shot

Enter Expense Lines Customize | Find | First [ 1-d of 4 [ Last

{ *Overview Y\ Detal Y *lLocation Y Merchant ' MrHotel )" Mieage )" PerDiem :r | [ =0

Select | | *Expense Type ‘. } *Expense Date | *Currency | *Amount Spent | *Payment Type *Billing Type

™ | ||Accommodation - HoteliLodg = | || 5] ICAD a || 0.00 ||EFT Payment v| || Internal Ex | B (&g | =
e F F

Conference Registration Fes ‘@) L:_D
Ceparttment Sponsored Train s
Entettainment - Caterad Meal
Equipment - Maintenance

Equipment- Purchase

Equipment - Rental

: INE o Copy Selected Expense(s)... Delete Selected Expense(s

Add FacilitwRoom Rental J By P &) | P (&)
heck Fl{Honoraria Employee

Meals (with receipts)
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24 STEP 04 - CHECK FOR ERRORS

Instructions:

When the Expense Lines for your report are completed, click _“heckForErrars | button. This
button checks to make sure that you did not omit a necessary field or that you have entered an

invalid chart string.
Any errors or omissions will be flagged. Correct or complete the highlighted fields and click

Check For Erors | b iton until there are no longer fields which are highlighted.

25 STEP 05 - FINISH, PRINT, SIGN, OBTAIN APPROVAL AND SUBMIT THE
REQUEST ON PAPER

2.5.1 SAVE FOR LATER

Instructions:

If you are not quite ready to submit, click __ 538 FOrLaer |5 temporarily save the Expense
Report for updating at a later point in time.

PeopleSoft Screen Shot

Employee Expenses: 200,00 CAD Due Employee: a00.00 CAD
Hon-Reimbursable Expenses: 0.00 CAD Due Vendor: oon cab
Prepaid Expens_es: noo cab Definition of Totals Update Totals |
Employee Credits: 000 cabD
Vendor Credits: noo cabD
Cash Advances Applied: noo cab
Save For Later Finish and Subrmit |
Erintable Yiew
Instructions:

Click OK push button to confirm. Your report is now saved. To navigate away from Create
Expense Report page, use Return to Travel and Expense Center hyperlink.

PeopleSoft Screen Shot

Create Expense Report
Save Confirmation

Carmen Costea

" The Save was successful.

Q

2.5.2 FINISH AND SUBMIT

Instructions:

Finish and Submit You

If you are ready with this Expense Report and wish to submit it press
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will not be able to edit the Expense Report once submitted.
Click the Print Report hyperlink on the bottom of the View Cash Advance page.

Use the browser’s print feature and print the Expense Report.
Sign it, obtain the appropriate approval and send the request to Payment Services.

PeopleSoft Screen Shot

Employee Expenses: 400,00 CAD Due Employes: 400,00 CAD
Mon-Reimbursable Expenses: 0.00 CAD Due Vendor: 0.00 CAD
Prepaid Expens_es: 000 CAD Diefinition of Tatals Update Totals |
Employee Credits: 000 CAD

Vendor Credits: 0.00 CAD

Cash Advances Applied: 0.00 CAD

Save For Later Finish and Submit

| Frintable View

FEeturn to Expense Report

Instructions:

Click OK push button to submit confirmation.

PeopleSoft Screen Shot

Create Expense Report
Submit Confirmation

Carmen Costea Report ID: 0000063180
Employee Expenses: 400.00 CAD Due Employee: 400.00 CAD
Hon-Reimbursable Expenses: 0.00 CAD Due Vendor: 0.00 CAD
Prepaid Expenses: 0.00 CAD Definition of Totais
Employee Credits: 0.00 CAD
Vendor Credits: 0.00 CAD
Cash Advances Applied: 000 CAD

V Click Ok to submit, or click Cancel to return to the expense report without submitting.

Ok E! Cancel |

Instructions:

Click OK push button.

The View Expense Report page will open.

Your online request has now been successfully submitted to Payment Services. However you
must complete next step for your payment to be processed.

PeopleSoft Screen Shot
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Create Expense Report

Submit Confirmation
Carmen Costea Report ID: 0000063180

“ The Subimitwas successiul.

E

2.5.3 PRINT, SIGN, GET APPROVAL AND SUBMIT THE EXPENSE REPORT ON
PAPER

2.5.3.1 PRINT THE EXPENSE REPORT

Instructions:

Click the Printable View hyperlink on the bottom of the View Expense Report page.
Use the browser’s print feature and print the Expense Report.

PeopleSoft Screen Shot

Enter Expense Lines Custarnize | Find | View Al 88 First [0 4 00 4 [ Last
[ “overview Detal | ‘Loestion ) Merchant Y AnHotel Y Miesge Y PerDiem  } waAT Y [M
N *Expense N *Amount |, -
EXpense [ype CY Payinent Ivpe o Iyp
Expense Type Date Curren Spent P ent Type Billing Type
Accommodation - Internal Expense Billing E
S L 2008709701 CAD a00.00 |EFT Payment Code =} i
Employee Expenses: A00.00 CAD Due Employee: A00.00 CAD
Hon-Reimbursable Expenses: 0.00 CAD Due Vendor: 0.00 CAD
Prepaid Expenses: 0.00° CAD Definition of Totals
Employee Credits: 0.00 CAD
‘Vendor Credits: 0.00 CAD
Cash Advances Applied: 0.00 CAD

Printable Wiew !

2.5.3.2 SIGN, GET APPROVAL AND SUBMIT THE EXPENSE REPORT

Instructions:

After you print the Expense Report:
1. Sign it on the provided field. The local telephone number is very useful to have if
Payment Services need to contact you. “Date” and “Print Name” fields are optional.
2. Obtain the appropriate approval.
Send the request to Payment Services or if it is Research related send it to Research
Accounting.

PeopleSoft Screen Shot
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Emplovee Signature @ Date Print Mame Tel. Local

Approved By ® Date Print Mame of Autharized Persons Tel. Local

3. CREATE AN EXPENSE REPORT AND APPLY A CASH
ADVANCE

Background: use this PeopleSoft functionality to apply an existing Cash Advance when
creating an Expense Report.

You have 3 options when applying a Cash Advance:
Apply a Cash Advance in full (See 3.1),

Apply a Cash Advance partially (See 3.2),

Apply multiple Cash Advances (See 3.3).

When clearing a Cash Advance the amount of the submitted Expense Report can be the same,
higher or lower than the amount of the cleared Cash Advance(s). (See 3.4).

Instructions:

To apply a Cash Advance to an Expense Report click the Apply Cash Advance(s) hyperlink on the
Expense Report Entry page. (On how to create an Expense Report See 2). A new page — Apply
Cash Advance(s) - will open.

PeopleSoft Screen Shot

Create Expense Report

Expense Report Entry
Carmen Costea User Defaults ReportID:  WNEXT
Start Your Report With: | A Blank Report | Gol
v
*Report Description: |test Reference: I
*Business Purpose: |Trave| Expenszes j Comment: ;I
*Default Location: |CAN- British Columbia (e} LI
Default Accounting For Report | Apply Cash Advancefs)h | More Options: | j GOl |
Instructions:

Click the magnifying glass under *Advance ID header. A new page — Look Up Advance ID — will
open.

PeopleSoft Screen Shot

SIMON FRASER UNIVERSITY THINKING OF THE WORLD

SFU Online Expense Report User Guide

11



— C | i SIMON FRASER UNIVERSITY
I
I 1

Create Expense Report
Apply Cash Advance(s)

Carmen Costea Report ID: MEXT

*Advance ID Advance Amount Balance Exchange Rate Total Applied

0.000 0.00 0.00 cap o [=]

Add Cash Advance | Update Totals

Total Advance Applied: 0.00 caD
Total Employee Expenses: 000 CAD
Total Due Employee: 0.00 CAD

OKl

Instructions:

Chose the Cash Advance you want to apply by clicking the hyperlink under the Advance ID
header. You will return to the Apply Cash Advance(s) page.

PeopleSoft Screen Shot

Look Up Advance ID

Search by: Advance ID begins with|

Look Up | Cancel |Advanced Lookup

Search Results
1-3 of 4

Advance ID Advance Description Balance Currency Code
000000507 8)Cash Advance Submitted 500 CAD

nooooosng3lcash Advance Submitted 200 CAD
00000051 32Cash Advance Submitted 500 cAD
00000051 33Cash Advance Submitted 100 cAD

3.1 APPLY A CASH ADVANCE IN FULL

Instructions:

When applying a Cash Advance in full, simply click the OK push button. The entire amount of
the Cash Advance will be applied.

Notice that the Advance Amount equals the Total Applied and that the Balance is “zero”.

You will return to the Expense Report Entry page.

PeopleSoft Screen Shot
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Create Expense Report
Apply Cash Advance(s)

Carmen Costea Report 1D: MEXT

*Advance 1D Advance Amount Balance Exchange Rate Total Applied
IDDDEIEIEISHEQ 0.00 cAD 1.00000000 500.00 GAD | [=]
Add Cash Advance | Update Totals |
Total Advance Applied: a00.00 CAD
Total Employee Expenses: 0.00 CAD
Total Due Compamy: 500.00 CAD
QK ﬂ
Instructions:

On the Expense Report Entry page, NOTE at the bottom of the page on the Expense Report Totals
filed the amount of the Cash Advances Applied:

PeopleSoft Screen Shot

Employee Expenses: 50000 CAD Due Employee: 0.00 CAD
Mon-Reimbursahble Expenses: 0.00 CAD Due Vendor: 0.00 CAD
Prepaid Expenses: 0.00 CAD Definition of Totals Undate Tatals |
Employee Credits: 0.00 CAD
Vendor Credits: 0.00 CAD
Cash Advances Applied: 50000 CAD

Save For Later Finish and Submit

Frintable iew

3.2 APPLY A PARTIAL CASH ADVANCE

Instructions:

When applying a partial Cash Advance, insert the amount you desire in the Total Applied field.
Notice that the Total Applied amount plus the Balance equals the Advance Amount.

Click OK push button.

You will return to the Expense Report Entry page.

PeopleSoft Screen Shot
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|bnunnusnaaq

Add Cash Advance |

Update Totals |

Total Advance Applied: 300,00 CAD
Total Employee Expenses: a00.00 CAD
Total Due Employee; 200.00 CAD

ﬂhl

UNIVERSITY
Create Expense Report
Apply Cash Advance(s)
Carmen Costea Report ID: MEXT
| =]
*Ahrance 1D Advance Amount Balance Exchange Rate Total Applied

200,00 CAD 1.00000000

300.00 caD | [=]

3.3 APPLY MULTIPLE CASH ADVANCES

Instructions:

To apply more than one Cash Advance:

1. Click AddCashadvance | piton. A new row will be added.
2. Click the magnifying glass and chose another Cash Advance.

3. Click OK.

You will return to the Expense Report Entry page.

PeopleSoft Screen Shot

Create Expense Report

Apply Cash Advance(s)

Carmen Costea

*Advance 1D Advance Amount
IEIEIDEIEIDS132Q 2 500.00
IEIEIDDEIDSHSQ 100.00

Add Cash Advance | | Update Totals |

Total Advance Applied: 550.00 CAD
Total Emplovee Expenses: @ a00.00 CAD
Total Due Comparn: 50.00 CAD

Ok i_.._—@

Balance
0.00 CAD

Report ID:

Exchanige Rate

MERT

Total Applied

1.00000000 |

500.00 CAD  [=]

50.00 CAD 1.EIEIEIEIDEIEIEI|

s0.00 caD [=]
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34 HOW TO RETURN UNUSED CASH ADVANCE MONIES

Instructions:

When the amount of the Cash Advance applied is higher than the amount claimed (not the
entire Cash Advance has been spent) use the *Expense Type “Returned Monies from Cash Adv”
for the difference.
Follow the screen shot provided:

1. the Cash Advance Applied — 500

2. the Accommodation Expense — 300

3. the Returned Monies from Cash Adv - 200

PeopleSoft Screen Shot

Enter Expense Lines Customize | Find | View & | #8  First [ 1.4 of 4 [F] Last
[ toverview Y Detal Y ‘locstion j Merchant ) AinHotel )" Mieage ) PerDiem ' wAT W [B)
Select | | ‘Expense Type *Expense Date | *Currency | *Amount Spent | ‘Payment Type *Billing Type
I | ||Accommodation - Hotel/Lods | ||2009/09/01 ] | CAD | ‘300.00 [EFT Payment =] |[Internal =] |E2y 5 =
I | || Retumed Monies from Cash =] ||2009/08/01 [ |CAD 20000 |[EFTPayment =] [Intemal ] (E2|  |=
| B 2 ®

Add: INEW Expense j OKl Copy Selected Expenseis)... | Delete Selected Expenseds)

Check For Errors |

Employvee Expenses: A00.00 CAD Due Emplovee: 0.00 CAD
Hon-Reimbhursable Expenses: 0.00 CAD Due VYendor: 0.00 CAD
Prepaid Expens_es: 0.00 CAD Definition of Tatals Update Tatals |
Employvee Credits: 0.00 CAD
its: 0o can
Cash Advances Applied: A00.00 Q&—l—@
Instructions:

Write a personal cheque for the amount owing payable to Simon Fraser University and attach it
to the signed and approved Expense Report together with the original receipts.

4. CREATE AN EXPENSE REPORT FROM AN EXISTING ONE

Background: this PeopleSoft functionality it is very useful when you have recurring, identical
expenses to claim (egs. You claim every month internet or mileage or cell phone expenses.)

Navigate: Employee Self-Service, Travel and Expense Center, E  xpense Report, Create

Instructions:

Open a blank Expense Report.
1. From Start Your Report With: drop down list select An Existing Report.
2. Press the Go button.

PeopleSoft Screen Shot

SIMON FRASER UNIVERSITY THINKING OF THE WORLD
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Create Expense Report

Expense Report Entry 2
Carmen Costea_—A ] User Defaults ReportID:  NEXT

|5tart‘mur RBpurtWith:l A EHiSﬂh&REpDH =l GOl

= A Blank Report
*Report Description: ATemplate Reference: I
*Business Purpose: b TenD I vI Comment: | ;l
¥ — Fofty
Default Location: I QL =
| Default Accounting For Repart Apply Cash Advance(s) More Options: | j GOl |

Instructions:

Existing Expense reports that you have created will appear.Select the appropriate Expense
Report to copy.

PeopleSoft Screen Shot

Create Expense Report

Copy From an Existing Expense Report

Carmen Costea Report ID: MEXT
From Date: |t2cmemrmz TR |znuar1 oz [x Search |
Report ID Description Business Purpose Status Created
000531 95 test Travel Expenses Approved  2009/09/29
Select "#IO000GS1 26 test Travel Expenses Approved  2008/09528
Select | 00000631845 test Travel Expenses Pending 2009/09/28
Select | 0000063184 test Travel Expenses Fending 2009/09/28
Instructions:

The entire content will be copied into the new Expense Report. Update accordingly (i.e. Dates,
Amount Spent).

5. MODIFY AN UN-SUBMITTED EXPENSE REPORT

Background: use this PeopleSoft functionality to modify an Expense Report.

Important!  Once submitted, an Expense Report cannot be modified anymore. To be able to
modify a request you have to “save for later”. Another scenario when an Expense Report can be
modified is when an auditor sends it back for revision.

Navigate: Employee Self-Service, Travel and Expense Center, E  xpense Report, Modify

SIMON FRASER UNIVERSITY THINKING OF THE WORLD

SFU Online Expense Report User Guide

16



51 RETRIEVE THE PENDING EXPENSE REPORT

Instructions:

1. Enter the Report ID for the pending Expense Report
2. Or leave the field blank and click on the Search button. If you have only one Expense

Report pending it will open automatically. If you have more than one, a list of Expense
Reports which you are eligible to modify will open. You can sort the list by any of the
fields. You can also click on the Advanced Search hyperlink to restrict the search by
various fields (i.e. by Creation Date, by Name, etc), where appropriate.

PeopleSoft Screen Shot

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

D

53185|‘I/

ind an Existing Value ‘{ Add a New Value |

h by: |ReportID | begins with

Find an Existing Yalue | Add 3 Mew Walue

NOTE:

The Search By: drop down list has a variety of search criteria to choose from if needed.

PeopleSoft Screen Shot

Expense Report
Enter any infarmation you hawve and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Y Add a New Value

Search by: [ |Report D | Hegins with |
Creation Date

EmpllD
Search |E‘1Name

Repnn Description _
Find an Existin i et =]

Instructions:

Choose the Report ID you wish to modify by clicking on the ten-digit number in the Report ID
column. The requested Expense Report will open.

PeopleSoft Screen Shot
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— C | i SIMON FRASER UNIVERSITY
I
I 1

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

[ Find an Existing Value Y Add a Mew Valug

Search by: |ReportD x| heging with

Search |Advanced Search

Search Results

1-25 of 25
ID Report Description Hame EmpliD Report Status Creation Date
"""" Costea,Carmen 3010583727 Pending 2009/09/28

000063184 fest Costea,Carmen 301083727 Pending 2009509528
00000631 i est Costea,Carmen 3010583727 Pending 2008/09524

52 MODIFY THE EXPENSE REPORT AND FINALIZE THE PROCESS

Instructions:

Once you retrieved the pending Expense Report and you’'ve completed any modifications you
need you can chose to:

1. Click the ___5@v@ForLater | pytion in order to continue to edit this request at a

later date.
2. If you are finished with this request and wish to submit for approval click the

Finish and Subrrit | button. Review and repeat step 2.5.3.

6. PRINT AN EXPENSE REPORT

Background: use this PeopleSoft functionality to print an Expense Report. You can print any
expense reports with any status. For more about expense reports statuses see Advanced
Topics.

Navigate: Employee Self-Service, Travel and Expense Center, E  xpense Report, Print

SIMON FRASER UNIVERSITY THINKING OF THE WORLD
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6.1 RETRIEVE THE EXPENSE REPORT
See 6.1.

6.2 PRINT THE EXPENSE REPORT

Instructions:

Use the browser’s Print or Print Preview features and print the Expense Report.

7. VIEW AN EXPENSE REPORT

Background: viewing an Expense Report allows you to see the details or to check its status.
NOTE: You can use View Expense Report page to print a request. Use Printable View hyperlink at
the bottom of the page.

Navigate: Employee Self-Service, Travel and Expense Center, E  xpense Report, View

7.1 RETRIEVE A CASH ADVANCE
SEE 6.1.

8. DELETE

Background: you can Delete an Expense Report that was not yet submitted or it was denied
by the auditors.

Navigate: Employee Self-Service, Travel and Expense Center, E  xpense Report, Delete

8.1 RETRIEVE A CASH ADVANCE

Instructions:

1. Your Employee ID will be filled in automatically.

2. Click the __2&arth

deleted will display.

3. Click the ﬂl push button and the Employee ID will be cleared. This function is
useful when you have delegation for more employees besides yourself and you want to
perform the search for somebody else.

4. You can type in the Employee ID or the Name to perform the search for.

The page Delete an Expense Report will open.

push button and a list with the Expense Reports that can be

PeopleSoft Screen Shot
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Delete Expense Report
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value

30,
EmpliD: [ begins with x| [301 053?27/ ‘O\>Q:D

Name: | heains with | |

[ Case Sensitive

59% Cmar%aearch Save Search Criteria

8.2 DELETE AN EXPENSE REPORT

Instructions:

1. Select the Expense Report to delete by checking the Select box.

2. Click Delete Selected Reporis) push button.

A Save Confirmation page will open.

PeopleSoft Screen Shot

Travel and Expense

Delete an Expense Report

Liliana Hill (1
Select Peport ID Report Description Creation Date Amount CUrrency
0000062890 Kamloops travel 2009508526 100.00 CAD
[ 0000062834 test 2009508525 2822.25 CAD
Delete Selected Report(s) *———k@
Instructions:

Click OK.

PeopleSoft Screen Shot
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Travel and Expense

Save Confirmation
Liliana Hill

‘ The Save was successil.

Q

9. DELEGATE ENTRY AUTHORITY

9.1 DELEGATE ENTRY AUTHORITY

Background: Delegating Entry Authority is a feature of PeopleSoft. You can delegate another
SFU employee to process Cash Advances and Expense Reports for you. However, it is
recommended as a best business practice that each employee enter their own forms.

Navigate: Employee Self-Service, Travel and Expense Center, P  rofiles and Preferences,
Delegate Entry Authority

9.1.1 AUTHORIZE USERS

Inst ructions:

The Authorize Users page displays your SFU user ID and your name.
Click the button to authorize another SFU employee to be your delegate.

PeopleSoft Screen Shot

Authorize Users
Carmen Costea

Enteting newy userid's an this padge will give those users the akility ta enter
expense transactions on hehalf ofthe emplovee,

*Authorized Lser ID Hame
[ccosTeA Q. Costea,Carmen

Save |

Instructions:

When you click the button a new line will be added. Click the magnifying glass.
PeopleSoft Screen Shot
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Authorize Users
Carmen Costea

Entering new: user id's an this page will give those users the ahility to enter
expense transactions on behalf of the employee.

*Authorized User ID Hame

|ccosTEA Q, Costea,Carmen [=]

[ Q [=]

Instructions:

The entire SFU employee list will appear. You can Search By: User Id which is the SFU
Employee computer ID or Description  which is the employee’s name.

Once you get the delegate you want click on the User ID hyperlink. The Authorize Users page will
reopen.

PeopleSoft Screen Shot

Look Up Authorized User ID

Search by |USErID ~| beglns with [Ihill

Look Up |

dvanced Lpokup

Search Results
1 of1

User ID Description
LHILL Liliana Hill

R

Instructions:

The delegate hame shows up under your name. Click il.

PeopleSoft Screen Shot
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Authorize Users
Carmen Costea

Entering new user id's on this page will Qive those users the ahility to enter
expense transactions an hehalf of the employvee.

*Authorized User ID Hame
|ccosTEA ) Costea,Carman =]
[LHILL L Hill Liliana =]

Save !

9.2 CREATE AN EXPENSE REPORT AS A DELEGATE

Navigate: Employee Self-Service, Travel and Expense Center, E  xpense Report, Create

Instructions:
On the Cash Advance page click the magnifying glass. You will get a list with the all the SFU

employees you have delegation for.
PeopleSoft Screen Shot

Expense Report

/' Find an Existing Yalue ) Add a New Value
EmplD:[5o1053727 | |

Add

Find an Existing Yalue | Add a Mew value

Instructions:
Chose the employee for which you want to create an Expense Report by clicking on the EmplID
hyperlink.

PeopleSoft Screen Shot
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Look Up EmplID
Search by IEmpIID vlhegins with

Look Up | Cancel |Aduanced Lookup

Search Results
1-26 of 26

EmpliD Hame

200073100 Yeung,Magaie Yuen-Ting
20010994 3 Beaudaoin, Luc |
2illiams-Jones, Glyn
A01000148wWikaruk,Dale
010145772 Forde, Mancy Roberta

201036943 Marshall Steve

Instructions:

Chose the employee for which you want to create a Cash Advance by clicking on the EmplID
hyperlink. Follow steps 3.1 to 3.5
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