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UWO PeopleSoft Financials
Expense Reports, Cash Advances and Manager Approval

1. Create a Cash Advance

Navigation: Employee Self-Service / Travel and Expense Center / Cash Advance
/ Create

Fields marked with an
asterisk are required

Travel & Expenses - B’Kﬂ\dwnc- Report

Create Cash Adyance Report
@ Professor Expenses, Authogization I0: HEXT Uger Datatits
@ *Descriplion: [ | comment: 2
"Husiness Purpose: | vl
Anticipated fates af ravelempense
Begin Daie: | Bl £nd Date: i
@ @ Reference: | |
It ATH AgvancesBlsk et @ @
|.‘J:'c||.-|:]m|'
Gl
TSaurce Description "Amourt | Currency  Speed Code Busmass "Account ::':;i O=partment E:‘g;am Project
Unit
Cash Avance |w [ 0.00|CAD [ G, juwo @ [ssm @, | @, [a71000 @, Q, @,
Tolals
Advance Amount; 000 Gan
Update Tolals |

\Why 58lect EFT?

_ SaveForaer—| | Surmit | Seledl EFT

Faturn lo Traval and Expense Cenler @

1. Your name will be inserted here. In this example Professor Expense is requesting
a Cash Advance.

2. An Authorization ID is assigned when you save the Cash Advance. The ID isin a
format of A000000O0.

3. Enter a description such as the purpose of the travel. This will display on
financial reports.

4. Select the appropriate Business Purpose, such as Conference or Department

Expense.

Enter or select the Begin and End Dates.

Enter your own internal Reference (optional, will display on financial reports).

7. Enter the amount of the advance and the Speed Code or Chart Fields. The

Department and Account will default.

You can save the report and submit it later or

9. Submit it as soon as you are finished. Submit will start the process of approvals,
audit and payment.

10. If you haven’t previously selected, select EFT to have the funds deposited to your
bank account.

oo

0
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UWO PeopleSoft Financials
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2. Create an Expense Report

Navigation: Employee Self-Service / Travel and Expense Center /
Expense Report / Create

Fields marked with an asterisk are required. You can start with a Blank Report or an Existing Report.

Create Expense Report

Expense Report Entry
Professor Expenses n User Defaulls Report i EDDEZETE

El Suis
° T — PASS——— - . =
l Description: |--n| val Conferance Mew Yark Comment:

ABaEineSs PUrpose: |-.“.:nrnmnm -
Reference: 01-01 |
*Default Location: [@ener - Cutsige Canada @, 6
Accounting Defaults Apply Cash Advanceis) More Opions: = G0 |

Select "Expense Type "Exponac Dates "AmMount spent  SCurrency
(] P | artarecanaa-canzoaus w [o7r1rz011 i3] S00.00 [CAD @, rDetall 3]

Accom - hatal (GA5000) w 14 35 Al '
|l | bal (G4 5000 07/ 12011 [ 35000 [CAD A, *Datail =N
Weal - all day allawance - B £ =0 el
[T | day all a7 4500 SO “Dtail <=
| copyselected | | Delsteselected | | Check For Emors |—|5|H'—'i|.r|t'll'_-"_-'fd';‘.il:l' Hew Eipanse vl Add |
Totals
Employes Expenses: BO540 CaD Due Employas: 895,49 CaDb
Hon-Reimbursable Fxpenses: 0.00 CAD Due Vendor: 0.00 cap
Pragaid Expenses: D.oD CAD
Employee Credits: D00 CaD
Wendor Credits: 0.00 CAD
Cash Advances Applied: 0.00 CAD
Defnition of Totals (e |

Sawve ForLaber Finish and Submit B N 1
' Prirtable View |- D@l Rpt |@

Return 1o Travel and Expense Center

agkrownE

o

2

10.

11.

12.

13.

Your name will be inserted here, in this example it is Professor Expense.

A Report ID is assigned when the Expense Report is saved. (ID format is EO000000)
Enter a description. This will display on financial reports.

Select the appropriate Business Purpose, such as Conference.

Default Location is either Canada or Other — Outside Canada. This value will be the
default on each expense detail and will be used for tax calculations.

You must apply an outstanding Cash Advance that relates to this expense.

Click on the Accounting Defaults link to add or modify the defaults. (Refer to
Accounting Defaults on the next page/s).

Enter Expense Type from the drop down list.

Click the Detail link on the line to enter detail for that line. (Refer to Expense Line
Example on the next page/s).

If you want to change the Accounting Defaults for an individual Expense Type click
on the icon to the right of the Detail link.

You can save the report and submit it later or complete and submit as soon as you are
finished. Submit will start the process of approvals, audit and payment.

If you haven’t previously done so select EFT to have the funds deposited to your
bank account.

Click | petasret | print report and attach receipts.
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Expense Reports, Cash Advances and Manager Approval

Accounting Defaults

If all or most of the expenses on your Expense Report are to be charged to the same
Speed Code /ChartField combination, it is easier to enter this as the default for all
expenses. If the accounting for one or two of the expense items is different you can edit
the accounting for those items

1. The Dept will default to your home Department and the % to 100%.
2. Enter either the Speed Code or the Fund, Department, and Program or Project.

Create Expense Report

Accounting Defaults

Frofessor Expenses Report IO Ell5ZaTa
St Perscnalizabions | Fnd | £ | _I'I'I'=" First A | 1of1 | =1
% SGLURIE  Speed Code Fund Dept Program  Project
0000 || [uwa @, | @ [ @ [sz0a0 @, [ooconid, || Q, =
AdD ChanField Ling - Load Defaults

. UeserDelaulis

9,8

1. To allocate the Accounting Defaults between two or more departments click Add

ChartField Line button.

Change the % and enter the Speed Code/ChartField combination for each line.

3. Click on OK to apply these defaults to your expense entries and return to your
Expense Report Entry page.

N

Create Expense Report

Accounting Defaults

Frofessor Expenses Report I0: EQOGZETE
St Fersonakzations | Fnd | (2] | i First 4] 1-2 of 2 [+ Last
% *GLUNIt  |Speed Goda Fund Dept Program  Project
sn00 | Juwo (@, | @, 1 @ |lsz030 @, [ooooo @, | @, =
2000 || [uwo (@ | @ [+ @& [szono @ [ooooo @ | @ [=]
Add CharFieldLing | LoadDefauls —  |JggrCefauds
oK
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UWO PeopleSoft Financials

Expense Reports, Cash Advances and Manager Approval

Expense Line Example

‘Dyarview

Select ‘Expensge Type “Expensge Date= “Amaount Spent  [“Curmency
0 P ) sirtare Canata-Canadalls w| |o7nzn B | 500,00/||can @, |*Detail B
O P | Accom - hotel is45000) «| [prruzon | 350,00 [CeD @, |rOetan B =
O [ Wl - all day sllovance | [oFzn i 45.00|U2D Digtail B ®
Copy Salacted | Delete Salactad Chack For Errors [New Expense v|| fdd |

Healp wih this section

1. The red flag beside indicates missing or invalid information. Click on the Detail
link on the, Airfare Canada — Canada/US, Expense Type line.

2. Enter the missing information; Originating Location, Ticket Number, Merchant
Name and Tolerance Amount Explanation.

3. Click Return to Expense Report.

Date of departure

Cﬁatt Exptriu Raport . /

Expense Detall for Airfare:Cangda-Canada/Us (Line 2)

Professor Expenses

Report I0: EODG2ETE

Plegase envter or update tha Tollpwing informatigf;

Craate Expanss Report
Expense Detail for Alrfare:Canada-Canada/ls [Llne 2]
Profeszor Expenses Report |D: ELDG2476

About This Expansa

Ongmatng Location
|
F Location Amaunt - You entered an amoynt over your authorizad limit of 200.00 CAD. Explain

why.
P Ticket Humber

P Merchant {Preferrad or Hon-Frefermgd)

About This Expense
*Expense Date: [przaet [
o Recaipt
CIHon-Reimbursable
*Ticket humber: I
Originating Location: [
“Barchant Hame: |
Location: [Other - Gutside Canada @,
Descrption: ‘ F—l
*drnound S puent: 300,00
*Currency: CER Y
"Exchange Rate! ,m L
¥ Detawt Rate
Raimbursament Amt: 0000 CAD

Exception Comments

Tolerance Amount Exgplanation;

Ho Receipt:

“Expense Date: frmiaen |4

[0¥io Recept

[ Hon-Reimbursabie
Tickat Humber. |riG4321
Originating Location: |canada 4,
*Merchnt Hame: [eir Canada
Location: |anada a,
Deacription: i
“Amount Spent: 500.00
‘CUrmency: AL g,
*Exchange Rate: 1ooonin % B

Nefault Rate

Reimbursament AmE: 21000 CAD
Toberance Amount Explanation; |hae to boc: last minute 2= M. Frofessar cauld nat atenc
No Receipt |

Accourting Detail

Receipl Splil
| Check Expense For Emars

Relurn {o Expenss Report

Accounting Datail
ReiplSpil
| theckExpenseForEmars |

Relur lo Expenss Report
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Expense Line Example

Customize | Find | Yiew 211 -] | Al et B

Select "Expense Type "Expense Dates Amount Spent  ["Currency
O Aiare:Canada-Canadals  [w| [D7A1i2011 | 500,00 [CAD @, [*Dedail B &l
| P accom - notel (545000) | BCLARESER R 350,00/ [UsD @, et [E S|
O | Meal - all day allcwance % [prruzoe it 45.00|USD *Detail B =
Capy Selectad | Delete Selectad " Check ForEfors lew Expenze v [ Add

Helo wilh his seclian

The amount is entered in US dollars or whatever currency was used to pay for the
expense. The exchange rate will default to the current exchange rate for the date
indicated. If you have been charged a different rate you can change the rate. In this case
the default rate was changed as below.

From 1.0109 To 1.04

Create Expense Report Create Expense Report

Expense Detail for Accom - hotel (645000} (Line 3) Expense Detail for Accom - hotel (645000) (Line 3)

Professor Expenses Repart IC: E00RZATA Professor Expenses Report I0: Eo0G2aTe
Ll e—————————————————
*Expensa Date; [o7rt1iz011 *Expense Date: Wﬂ

O ko Receipt ClHo Recaipt
[ Hon-Relmbarsabie CTton-Reimbursable

*Numbr of Hights: | 2 *Humber of Highte: 2

*Merchant Name: [mzmot: “Werchant Name: [parrici

Location: [cher - Outsice Canacs 4, Lorafion: [other- outside Canada a,

Description: r'"' Deacription: B}

SAMOUNE Spant: 390,00 *Amoaurt Spent: 15000

*Currency: 130 @ HCTENCY: =0 2,

*Exchangs Rate: | 101080000 o R *Exchange Rate: 1.04000000 L -

[+ Detault Rate Cnetaut Rate

Reirmbur semanl Amt: 6387 CAD Reimbursament Amt; 15400 CAD

Excepon Comment
Tolerancs Amount Explanation” | Tolerance Amount Explanation; |

Ho Recaipt: No Receipt: |

Aceunting Detel Exception Comments is for the Accouniing Detai

Reeceipt Sgli explanations of irregular items. You Racaipt 3pit

Itemize Hotel Eil will be directed to these explanation Norrize Hole! Bl

Clisck Expense For Er101s boxes if they are required. [ CheckExpense FarEmars |

Retum ta Expense Report

Retlurn I Expense Rapor|

Ignore the Warning Message by 7

clicking OK and then the Return to Warning -- Exchange rate differs frorm previous value by maore than 2.5%. (13.7)
Expense Report link. The exchange rate entered differs from the previous value by mare than the

maxirmurm vanance. The vanance is maintained on the rmarket rate definition.

| e |
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UWO PeopleSoft Financials
Expense Reports, Cash Advances and Manager Approval

You can save your Expense Report at anytime. When you save, dollar amounts will be
updated, the report checked for errors and the first time you save a Report ID will be
assigned.

Once you have completed the report click the Finish and Submit button. This will initiate
the process of electronically routing your Expense Report for review and approval.
Although this is an automated routing you must print your Expense Report, attach
receipts and forward to your Reviewer/Approver.

Create Expense Report

Expense Report Entry
Professor Expenses User DafEulls Report I0c EQOG2ETE
*Description: |ennual Conference Hew Yark |  comment: &
"Busingss Purposs: | Carference v|
Relerance: 01-01
“Default Location: Other - Dulside Canadz &,
Accounting Defauls Anply Cash Advanca(s) More Options: hal R
Customire | Fiod | Ve ol [ PR fpag B |
T =K
Select "Expense Type Expense Datea "Amaount Spent  ["Currency

O [sidzreCanada-Canadals  [»l| [07A702D17 B 500,00 [CAD %, [*Datail B

O [ Accam - hotel (345000) | [p7zot ol 350,00/ |usD B, |*Detai =

O [ Meat - all day zlicwance »| [prrzon il 45.00|USD *Detal B

Copy Selectad Delese Selactad Chedk FOFEMOMS |\ e |New|:gpgnae v|[ Add |
Tolials
Empioyes Expanses: 909.49 CAD Due Employes: B09.49 CAD
Hon-Reimburzable Expenses: 0.00 Can Due Vendor: 0.00 CAD
Prepaid Expenges: 0.00 CeO
Employes Credits: 0.00 Can
Vendor Credits: 000 Can
Cash advances Applied: 000 Can
Cefintion of Totals | Update Totaks——
Seve For Let [+ Finish.and Subma. |
eve ForLater || Finish an | Frintabile Vigw

Feburm to Trawel and Expense Canter /

Print your Expense Report, attach
receipts and forward to your
Reviewer/Approver.

Communication by email and Approval Process
Your Cash Advance and Travel Report will be routed for review and approval. You will be notified by
email when it is approved and when funds have been deposited. The sender will show as

psoft@uwo.ca.

If you do not use your @uwo.ca email account be sure to forward to an email account that you do
use.

You have the option to turn off the email notification functionality (See section 5 My System Profile).

Page 7 of 14



mailto:psoft@uwo.ca

UWO PeopleSoft Financials
Expense Reports, Cash Advances and Manager Approval

3. View Expense Reports

Navigation: Employee Self-Service / Travel and Expense Centre / Expense Report /
View

As your report goes through the approval process, this view will show its progress and
current status. You will receive an email from psoft@uwo.ca when your expense report
has been approved. If you have set up Electronic Funds Transfer (EFT), payment will be
deposited to your designated account. Otherwise a cheque will be issued.

Expense Report
Enter any information you hawe and dick Eearch. Leave flelds blank for a list of all values.

Find an Exsting Value

Lirnit the numBber af resulls b upto 3003 (300
Search by: |ReportiD | begins with

|-Bsearch— |2 ganced Search

Search Results

Vi Al  Fiest ) 1#ate [ Last

I . Report Il | Report Description Hame Ermpl 1D Report Status\Creation Date|
Select to View  [————, £0062878 annual Confernce New York [Expenses Profassor 020057 13XSubmitled _J07/26/2011 |

.

View Expense Report
Expense Report Detail

Professor Expenses User Detaultts Repot I0: EQOG2BTE
w Geemsarad Informartsomn

Dascription: Annual Conferencos Mew York Cewmmant: i
BuUSiness PuUnposs: Conference

Status: Subrmitted for Appraval Referance: a1-01

"Detawt Location: Cther - Ouiside Canada Last Updated: Q726 2011 By EGRAYZE

Post State: mot Applied

Accounting Defzults MGre Options: [ || =o |

Customiza | Find | wicw 211

"Exprnae Dute TAmMOUNT Spent [ CCUTTEnGy
fdeal - all day allowance 0712011 45.00|UsD Dietall | E.
Airfare.Canads-Canadaf)s 07M12011 500.00|CAaD Diedail | Eb.
Aocom - hotel (645000% O7THAAZ011 350.00|USD Dretail | E,

Halp wilh this sedion

Employes Expenses: 09,49 CaD Due Employee: Q048 CaD
Hon-Agimbursatble EXpenses: 0.00 caD Dhbee: Whesnehon: oL CAD
Prepaid Expenses: 0,00 CAD
Employas Cradits: 0.00 Can
Vendor Credits: 0.00 Can
Cash Advances Applied: o.oo Cap

Cefinilon of Totals

Printabls Yigw

~ Pending Actions Customize | Find | B | 31 ¢t 14 af 4 ast
———

Scroll down to view the Pending Actions for
Review, Approve and Prepay Audit.
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4. Manager Approvals

Click on Worklist on the top right of the menu bar.\

Workiist Add to Favories

Favrkes | Main Menu N S

Personalize Content | Layout

All Cash Advances and Expense Reports that require your review are available through your
Worklist. Once you have dealt with an item, it will be removed from your list.

You can also view the Cash Advance or Expense Report by clicking the link in the email
notification received from psoft@uwo.ca.

You can sort the list by clicking on the

warkist tor 1| €olumn headings. .

Comtail Wime Publish as Feeg J Wrark List Fitbars: | v-'l D Fasd
WarkFisd Customize | Fid | View i) 3 | T prze BT 428 002 0 Last
From Nale Fros  Wark e Wiarked B Aetivily Frigdity Link
|| ERAporoval. 1864, UWG, 201008
Ruls E Lawranos 18222011 Approval Routing Approval 'Workdlow Z-Madium % 01 M 0, SHEET 10 E0OB3TE] leslinaad [ Feessign |
oA T A
|CAAponoval 1211, UWC, 2010-08-
Jennifer W Maxwell [08/22°2011 Approval Routing Approval Waorkdlow Z-ledivm W fvlereiosed fimmanign e |
ROCTHATA
ERfporoval 1824 UAS 200006 || Select the item you
Rutz E Lewranos 0821/2011 Approval Routing Approval Warkdlow Z-ladium % 01 M O, SHEET 10 EQORITES hescdficsad .
[ want to review by
. _ _ : _ | ERAporoval 1834 LW, 29-3.551/_ clicking on the Link
Rula E Lawrenge (087212011 Approval Rouling Appival Workdlow I-Mediem %) 01 N 0, SHEET 10 EOOSS753 Tk ol
RCC:RA 1 A
ER&pgoval. 1584, WD, 2010-08-
Jennrfes H Moovell |08721/2011 Approval Routing Approval Wardlow 2ol dedium il TR 5 CHEET 0 E0OFZIES Iesclicged Heszsign |
_|ERAporoval. 1804, WG, 207008
Jenniled H Maswsll Q8313011 Appicval Routing Apgicval Wandlaw Z-Madiem W) |01, N, 0 SHEET ID E0OBZTES Tl Windad b Feessinn |
_|ERApgicval 1844, LIAC, 301000
Jennifer H axwell (08212011 Approval Routing Approval 'Wordlow |E—h-’euier L Eﬁm&_ Ivlerdiome Fimm g g |
“|RRCRA A
|ERAporoval. 1EE4, WG, 2010-0E-
Janniles B Mgl |(09720/3011 Aporoval Routing Approval Worndlow Z-lAsdium (W01 N 0 SHEET ID EQ0JE3TAS hlasicrad Recsipn |
wiHA T A
_|CAAporoval 1221, WS, J010-08-
Jennifes H Maxwell (0872002011 Approval Routing Approval Workdlow 2-Medivm & 01 N, 0, ATVAHCE 10 AGD0S00T Tleet o Fmmssign |
ROC:RA1 A
’ CAdporoval 1201, WG, 2010-08-
Jennres H Maxwall [08°20:2011 Approval Routing Aporoval Warkdlow Zliadium W %1[3. M, 0 ADVANCE I0:A0C004008 Iesdficsad Raczzipn |
- CHATA
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Approving a Cash Advance

Desznption: Willl Foalad G Woare | dapa®™ Commenk 2
Business Furpose: Weesing - Protessional Groug

Arfiopried daies of mavelepense

Begin Dale R ) End Datw: EEEER|

Siands: Zoprovals In Frooses Raleranca:

"hooounting Dae: wezszn H Past Gente: Hot Applisd

Agcaunting Template: CAHADLAN P Lt Upelated: oagentt By EGRAYIE

ol
: Furd Proy )

“Saures Descriphian tmounl Corrsncy  Spesd Cods Business  hernuns o Depuarimant c':d'ﬂ"'" Praject

Lnit
Cush Aduanzs v [ Pociad Ga vihers | Hops® I T o000 a0 a, Wu__ &, |1_Q§ fam A, W‘% '7%
Advanoe Amount 200060 Sa0

| Updata Tolals | ‘

+ Panding Acions Comomen | Find | 7] | J: i
Fratile flame Hation (it Time:
Frapay Auditce {Prclsd)

Custnmire | Fd | B | = F

Prafile Hama kefinn O Tirme
Mathars #Willam & Bubmitled DBZEZOIN 4T 30FH
[apartmanial Anpmvs Expariss Frotess Appromss 0283011 T-25:50PH
i A comment is required if you are
denying or sending the request back
for revision
Apgenve || Gend back Hold Deny ] |-~ e Ghangen |

\

Approve Signifies your acceptance of the request and sends it on for further review or processing.

Send Back  Returns the request to the claimant with an explanation and the request may be modified and
resubmitted.

Hold Preserves any changes you made and puts the request back into your Worklist.

Deny Returns the request to the claimant, with an explanation and it cannot be resubmitted.

Save Changes
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Approving an Expense Report

Approve Expense Report

Expense Report Summary

Professor Expenses User Defaulls ReportID; E0052578

+ General information

*Report Descrption: Annual Conference Mew ¥ ok Referance: 01-01 Employes Basa: Offica
*Business Purpose: Conferance Commant;
Raport Slalus: Submitted for Appraval
You are “Deffault Location: lher - Dulside Canada
responsible Created On: 07/26i2011 By:  EGRAY2S
to review *Accounting Date; 07/262011 [6 Last Updated: OTi2ER011 By EGRAYZE
each Accounting Templale: |-.“.\-1H*-I:II1-N @,
expense
Iine YOU Risk Details
may allow :
or disallow Apsounting Defaults Kore Options: v | a0
any line. Aaply Cash Advancels
Click on Receipt information
these titles Recelpts Recelved
to review . _
dditional You o\n deny indiidual expensas and sl apprave or send back tha owerall regart
_a P ti Expen: : Line ltems Customze | Fd | )1
information fieimburse Recept Recsipt 3
and Expense Type Date Kod Currency Verified Revpianid Approve
accounting. M2al - 3ll day allowancs 07112011 45.49|CAD El & ]
fields A 4 2L 07112011 50000 CAD 0
Aocarm - holel (6450007 TR0 364,00 CAD | v |
Expinse Repor] Totals
Employes EXpensea: a0e.48 CAD Due Employee: 20048 CaD
Hon-Reimbursable Expenses: 0.00 CAD Duse Vendor: 0.00 CAD
. P id E SEE] [l L] i Bis:
Click on Emplayee Credite f o0 con befmmen stlziEs
- Wendor Credits: 0.00 CAD
Exception Cash Advances Applied: 0.00 CAD
to review ~ Panding Actions: Customize | Find | B 1 i Fost KT 1 40fa T Lo
reasons. Frofile Hame Action DateTime:
Examples Remawer Faoasg Lilnanne K
are; an item Departmantal Apprevar I4athars William
may be Diepartmental Approser Krizche Elizabeth Anne
Submitted Prepay Auditor (Foaled)
on another Cuctomize | Find | B | 5
Clalm Prodile Harme Action OatelTime:
amou’nt Expenass Frofessor Submitted 07262011 1:14:10FK
may exceed =
tolerance | <«
limits.
Budget Startws: hlot Budget Checked
Budget Dptons
| Revigwed ! Send Back ] Hald | Dary | [~ SaweChanges |

Expense Repor Delail

If you want
to disallow
an expense
line
uncheck
the box.

When you
uncheck an
Approve
Expense
checkbox
you will
have to
select a
reason
from

the drop
down menu
that

A comment is
required if you
are denying or
sending the
report back for
revision

Reviewed Signifies your acceptance of the request and sends it on for further review or processing.
Send Back Returns the request to the claimant with an explanation and the request may be modified and resubmitted
Hold Preserves any changes you made and puts the request back into your Worklist.

Deny Returns the request to the claimant, with an explanation and it cannot be resubmitted.
Save Changes
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5. My System Profile

Navigation: Manager Self-Service / Travel and Expense Centre / Approvals / My System
Profile

General Profile Information
Approvers have the ability to designate an

Professor Expenses alternate approver.

Designating approval to an alternate

Ky praferred language Tor Fl& web pages is: English .
an=d : SR should only be to someone who is formally
My preferred language for reparts and email is: English & acting in your role or is at the same
CurTency Code: CAD |4, hierarchical level as you or above
Default Mobile Page: 4,
Enter the User ID and the From/To Date.
i you wil be temporariy unavainble, you can szlect an aliemnate user o recee your routings After the To Date passes Cash Advances

Atternate User ID: @, and Expense Reports requiring your
&) approval will again be routed to you.
From Date: [mnmple: 1212172000}
If you return early, or need to extend the
period open this page and adjust the To

Date.

E
To Diate: E [Exampla 123120000

Remove this check mark if you do not
Email User Worklist User | want to receive email notices about Cash

e Advances and Expense Reports requiring
your review.

%7
Custorrize | Find [ B | & First B 42 of 2 1 L ast

Primary Email

Email Type Email Address
Buziness w |faemail-§m\'n.ca | [=]
o il | =
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6. Delegate Entry Authority by Individual

Navigation: Employee Self-Service / Travel and Expense Center / Profiles and
Preferences / Delegate Entry Authority

Delegate Entry Authority enables users of the Travel and Expenses System to identify
other users who are allowed to create Cash Advances and Travel Reports on their behalf.

Authorize Users
Professor Expenses
Entering new U=sedDs an this page will give those users the ability to enter

expense transactions on behalf of the employee.

“Authonzed User D Hame
EENE 2 Expenses Professor [+]{[=]
@, [+ |[=]
@, EIREY
| Sawe

It is up to you to maintain this page if you choose to use it. If you provide another member of
your department access to do your data entry via this form and that person moves to another

department you should remove them from this list.

Departments are able to identify staff that will do data entry for claimants departmentally. In this
case, each user does not have to set up the Delegate Entry Authority. Your department will

arrange this with Financial Services.
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UWO PeopleSoft Financials
Expense Reports, Cash Advances and Manager Approval

7. View Payment History
Navigation: Manager Self Service/ Travel and Expense Centre / Review Payments

Enter the employee ID or other search criteria and click Search

Employee Expense Payments

Enter any Infarmation you have and dick Search Leave Nlelds blank far a list of 2l values.

Find an Existing Walug

Lirnit the nurmiber of resulks to up to 3007 (200

Empl I0; [pegine wim |~ |[510073257 @,
Harme: bieging with || |

Payment Reterance:| begins with [w]|
Sefin: = = U
Bank Coda: [ Begins wim (]|
Bank Account: | beging v [ Bank Account CDN is a cheque and
Payment Number: | begine with || CDN1 is a direct deposit (EFT)

Ocase sensitive

pRP

payment.
Searcho || meBleaiey Basic Search BF Save Search Criens

Search Results
WiEws All First 4] 1-d4cfa [a] Last
EmpiD  Wame Paymeont Reference See0 Bonk Cods|Bank Account PRyment Rumber Creation Duee

1 T Rose illianne 1 1102814 n ChNt ) 4 E0/2011
010019467 Rass.Lilllanne 14 1100502 LN&O KMIMTRL CDRA oo0D1aa502 MBI 0343011
01 T Foss Lilianne 1 1060230 IO MHTRL  |[CDH1 D0000E0930 1154201
J900194B87 Ross Lilllanne 4 1035326 L0 MMTRL CDMA ooDDD3S3ZE 1117009

Click on a payment to view details.

Employee Expense Payment

Employee Payment History

Payment Information

PaymentDate: 09022011 Payment Amount: 61.13 CAD
Payment Status: Paig Payment Reference: 1102814

Payvee Address

Type 0 Description jsuws Created |Amount Currency
‘ \

}Sxeti;on:e E0074711 'maeal during upgtada“Paid 08252011 ‘ 61.13 CAD

|

) Save | |G Retumto Search| 15 Prevovsn st T-Nexnist |

Page 14 of 14



