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This presentation will provide:

Workflow through the Statewide Financial System (SFS)
9.2 Travel and Expense Module

 Create Expense Reports
 Modify Expense Reports
* View Expense Reports

« Available Functions

Note: The screen shots in this Power Point presentation are subject to change as EE1 is finalized for “Go Live”.
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Expense Report Workflow

Submitted expense reports in the Travel & Expense module will follow this workflow. through SFS:

a >

Traveler/
Proxy

—

e h 4 Y
Traveler
Supervisor Agency
(configured Travel
through Approver 1
employee (pooled)
data)

**These workflow steps vary based on individual agency role mapping.
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Accessing SFS 5

To access SFS Portal, http://mww.sfs.ny.gov . Click on “Agency Financials Portal” and you

will then be prompted to log in. You will need an SBS User ID and Password.

Home = Overview v UserResources v Strategic Resources v EE1 v Search . DR ACLE' PEOPLESOFT

Agency Finance Office Travel and Expense
New Yaork State agency State employees traveling and con”_cting
financial management teams. business on behalf of New Yor. state.

Login Center Trairiig EE1 News and Information

o T Bulletins and Announcements Select a Language

Password

Agency Financials Portal Leaming fools for
SFS users. Enhancement and information

Project, Phase 1. access in the SFS.

Testing Portal SFS User Group Calendar
Get training... Get resources... Visit security...

SFS Secure AT
Latest Web Updates B Enable Accessibility Mode

AnalyzeNY <

SFS Agency Calendar

I

English
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http://www.sfs.ny.gov/

Time Out Reminder

As the traveler is entering information in the expense report, periodically they should
remember to “Save” the expense report. SFS times out after 20 minutes. Information not
saved when SFS times out, will be lost. When SFS times out, you will receive the screen
below. Click on “Sign in to PeopleSoft” to get back to the log in screen (seen in slide 5).

[H Save for Later

Your PeopleSoft connection has expired.
For increased security on this site, connections are expired after 20 minutes of inactivity.

Your PeopleSoft session has expired. Close all browser windows before logging in again_ If this i1s your only active PeopleSoft session, click
the Sign In link fo sign in again.

Copyright @ 2000, 2014, Oracle and/or its affiliates. All rights reserved.
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Main Menu

SFS - EE1 - Main Menu

Favorites — Main Menu —

sfs

Menu
Search:

0
]
{

&=
SF=S OBIEE Reports
Employese Self-Service
Manager Self-Service
Supplier Contracts
Customers
COrder Management
Items
Suppliers
FProcurement Contracts
Purchasing
eProcurament
Semnvices Procurement
Real Estate Management
Travel and Expenseas
Billing
Accounts Receivable
Accounts Payable
eSettlements
Asset Management
Banking
Commitment Control
General Ledger
Allocations
Statutory Reports
Set Up Financials/Supply Chain
Enterprise Components
SF3 Processes
Worklist
Tree Manager
Reporting Tools
FPeopleTools
Tax Center
My Personalizations
My System Profile

NEwYork | Officeof
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Create Expense Report 8

Follow this path to “Create/Modify” an SFS expense report (ER).

Start by clicking on “Main Menu™:

Favorites ~ Main Menu-
Search Menu:
RACLE )
L1 Employee Self-Service
) (3 Procurement r
Top Menu Featu [ Manager Self-Service
B2 Purchasing 3 Travel and Expenses = = -
. 1 EXpense reports
|=] Employee Project Cent P P B Create/Modif
1 eProcurement 3 Travel suthorizations y
The menu is no B Sen 5 t |_°| Travel and Expense Ce - View
Menu to get st: Semnvices Procuremen |_“| My Wallet
3 Travel and Expenses » |_°| Review Payments
Highlights [O0 Real Time Bottom Line ¥ |_°| Feview Expense History
1 SetlUp Financials/Supply Chain »
Recently Uset P PRl
under the Fayo L1 Enterprise Components r
atthe topleft. 5 yyorkist b
L1 Tree Manager r

Office of
General Services
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Create Expense Report (continued)

The user’'s employee
ID number will appear.

Click “Add” to start a
blank report.

Expense Report

Find an Existing Value Add a Hew Value

Empl. ID :N01234567

Add

Find an Existing Value | Add a Mew Value

If opening as a Proxy,
click the magnifying
glass & to search for
the traveler whose
report you are

preparing.

Or, if you know the
traveler’s “N” number,
enter in the “Empl. ID”
field.

Office of
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Quick Start

The traveler may use a blank report to create their ER, or they can use the “Quick
Start” feature.

Favorites~ | Main Menu~ > Employee Selt-Senice ~ » Travel and Expenses = » Expense Reparts = » Create/Madify

Home = Worklist = AddtoFavorites | Sign out

ORACLE
T

New Window | Help | Personalize Page | &

The “QU |Ck Sta I't” [ Create EX,DenSE Report [ Save forLater | [2 Summary and Submif
list allows the ELIZABETH EXUNE (2 — Quick Start ..PopuzFon » G0
traveler to select Business Ppoe ¥ DeauLocatn 1

*Report Description

A Template

o & ATravel Authorization
the mOSt eﬁIClent Reference @, An Existing Report
Entries from My Wallet |
method tO Create DOB Approval Code []Out of State  Work Location Official Station 80 MAIDEATLN NEW YORK, Ny FTOT(FFCH] rorrel)
- . Expenses (? 33
thelr report' CIICk ExpandAll | Collapse Al Add: | [ MyWallet(49) | % Quickt Totals (0 Lines) 000 USD
the drop down
Description *Payment Type *Amaunt *Currency
arrow. Make @ . w o o EE
choice, then click
Expand All | Collapse Al Rai Tatals (0 Lines
“G 1) Non-Reimbursable Expenses 0.00 USD ( J 0.00 USD
O.
7 ” c s NEWYORK | Office of
- STATE OF -
The “Template” feature is non-functional. T | o Ol vices




Quick Start (continued)

Travel Authorization: This allows the traveler to create I
an Expense Report (ER) generated from data pulled
from an approved Travel Authorization (TA).

_Populats From
ATemplate

- |4 Travel Authorization
An Bxisting Repon

Enfries from My Wallet

s—— )]

An Existing Report: This allows the traveler to create
an ER generated from data pulled from an existing ER.
Travel dates should be updated as necessary.

Entries from My Wallet: This allows the traveler to
create an ER by selecting the credit card transactions
from “My Wallet” before entering any header or out of
pocket expenses.

NEWYORK | Office of )
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Business Purpose

The traveler is now ready to enter the “header” details for the ER.

Create Expense Report

Business Purposefeir:Tz:=

*Report Description

Reference

[OB Approval Code

Expenses 7
Expand All | Collapsa Al

*Date

Choose your

[ Save for Later | [B Summary and Submit

Quick Start ...Populste From » GO
hd Default Location - Travel Dates
. From W To
&% Attachments Normal Work Hours
[ 0ut of State Work Official Station Albany, WY From{HH:M) o
Location
Obligation Date .
7o by Wallet (0) | 47 Quick-Fil Yok (0 Lineq no s
pense Typ Diescription *Payment Type *Ammount *Currency
- gL v & 000 USD |@ XM I=
Non-Reimbursable 0.00 USD Totals (0 Lines) 0.00 USD

Expenses

“Business Purpose”.
Click the drop down

arrow. Select the
business purpose that
best fits your travel
(see next slide).
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Business Purpose (continued)

Business Purpose| I

Agency Vistt

Cash Advance

Conference

Construction / Maint / Repairs
Emergency Travel
Enforcement

Equipment Transportation
Inmate / Client Transportation
Inspection

Legal Proceedings

| Meeting

Non-Travel Expense
Oversight

Procurement

Routine Travel

Site Visit

| Test Administrations

Training and Education Travel
Travel for Audit

Union Business

This iIs the list
of the choices
available when
clicking the

drop down
arrow for
“‘Business
Purpose”.

Office of
General Services
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Report Description

Click in the “Report
Description” field.
The description
should be specific

so the expense
report can be
identified quickly
by the traveler and
supervisor.

Create Expense Report

) Save for Later | [B} Summary and Submit

— Quick Start . Popuate From i

*Business Purpose Routine Trave v

Detault Location ‘ Travel Dates
Repgrt Descriptiom Inpection at Empire State P From WoTo i
A !
Reference 4 o Mischments Mormal Wark Hours
DOB Approval Code [ Out of State Work Offcal Station Aksny, NY From(HH:MI} To{HH:MI)
Expenses | Location
Obligation Date " o
Exgend Al | Colspse Al Add: | I ister () | 4 il foals({Lies) 000 UsD
*Date *Expenze Typ Description *Payment Type “Amount *Cumency
i - 1 y O 000 UsD (@ W=

Expand All | Collapsz Al Non-Reimbursable 000 USD Totals [0 Lines) 000 LSO

Enter a brief description of your trip .

(This field has a 30 character limit.)

Office of
General Services
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Reference

Create Expense Report Save for Later | (& Home | [B summary and Submit
- Quick Start ...Populats From v | GO
*Business Purpose Routing Trave T Default Location Travel Dates
*Report Description  Inspection at Empire State Pz From W To W
Reference TR AtmmEt
008 Approval Code [ Qut of State Work Official Station Albany, NY From(HH:HI To{HHHI
Expeflses 7 Location
Obligation Date " Totals  Linesl
fand All | Colapse Al Add: | [5: My Walket (1) | 4 Quick-Fil P e LU0
*Date *Expenzz Type Diescription *Payment Type *Amaount *Curency
* v B v & 000 UsD (@ A=

Non-Reimbursable 0.00 USD Totals (0 Lines) 000 USD

The “Reference” fleld Exupenses
IS optional and agency
specific.

An example would be
a travel code that your
agency uses.

Office of
General Services
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DOB Approval Code

Create Expense Report

*Business Purpose Routine Trave

*Report Description |nspection at Empire State Pz

Reference
DOB Approval Code:z:x
Expenses 7
In-state travel $500 Expang (| Calapsz Al Add: | (3 My Wallet [0)
or more, and all out- S
of-state travel

requires DOB

Expand All | Collapze Al

approval. Contact
your agency
Finance Office for

further
details/instruction.

(5 Gave for Later | Home | @-Summawand Submit.
Quick Start ...Populsts From ¥ | G0

T Default Location . Travel Dates
From W To n

% Attachments

Normal Work Hours
- Ml To{HH:MI)
[l 0ut of state Work Official Station Alsany, NY From{HiH] .
Location
Obligation Date 1 Fotle 0 Linee
47 Quick il e s
Diescriptio *Payment Typs “Amount *Curency
. it « & 000, UsD @ Hi=

If a DOB Approval was obtained for your

travel, the Approval Code number must be
entered in the “DOB Approval Code” field.

Office of
General Services
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Default Location

[ Save for Later | (& Home | [E} Summary and Submit

***The “Default

Create E:‘:pEﬂSE REF]UH: ) Save for Later | [2 Summany and Submit
- : ”
— e — Location” is the
*Business Purpose Routine Travel ***Default Locat|on NY ALBANY] - S -
*Report Deseription |Inspection at Empire State Pz From 5 To Clty and State

Reference

12458-234-2014

To populate the

deSt|nat|On Where ¥ Add: | [ Walkt (0

you traveled, type T4
in the state’s two &
letter designation, g

space, and the

& Quick-Fil

& Attachments Normal Work Hours

From{HH:MI) To{HH:MI)

where you
traveled, your

[ Qut of State Work

Official Station Albany, NY
Location

Obligation Date

first few letters of
the city you
visited. (See
example)

Totals (0 Lines) 000 USD “dest|nat|0n”
Description “Payment Type “Amount “Currency
v AL I 000 |USD |& HI=
Hon-Reimbursable 0.00 USD Totals [0 Lines) 000 USD
Expenses
— N AL
Expense Location Description h h .
28412 NY ALBANY «— From here, choose your city or
ZE413 NY ALBANY COUMNTY . = A 3
by MY ALoe oreon the county, if destination city
ZE415 MY ALBICN
ZB416 NY ALDER CREEK does nOt pOpUIate
ZE417 NY ALEXANDRIA BAY
28415 MY ALFRELD
ZE415 MY ALLEGANY
ZE470 NY ALLEGAMNY COUNTY 4
2E4Z1 MY ALFIME
Newvork | Office of
eromnm | General Services




Out of State

) S=us far | star | FL Genemezng 2nd Sihesit

Create Expense Report -
F:' p SaveforLater | Home | @ Summary and Submit
- Quick Start  Populstz From - | GO
*Business Purpose Routine Trave A Default Location|NY ALBANY Travel Dates
*Report Description |Inspsction st Empire State Pz From A To =
Reference - €% Attachments o mal Work Hours
DOB Approval Code|123455-234-2014 oQut of Statek Offcial Station Albany, NY From{HH:MI] To{HH:MI)
Expenses 7 Location
Cbligation Date W .
Expand All | Colzpse Al Add: | L My Walet (0 | & gflickFil Totals (0 Lines] 000 UsD
*Diate *Expenze Typs Diescription *Payment Typs *Amaount *Cumency
1 - il I} [y B v & 0.00f USD |@ =
Hon-Reimbursable 0.00 USD Totals (0 Lines) 000 USD

Expand All | Collzpss Al
Expenses

Check this box if travel is “Out of State”.

NEworoRK | Office of

STATE OF

orroriNT. | Ganeral Services



Work Location

Create Expense Report

*Business Purpose Rputine Traye

*Report Description Inspection at Empire State P

Reference

DOB Approval Code 12455-234-2014

Expenzes 7

The “Work Location” field is used
to identify a temporary official . e
station when not traveling from

your normal official station

NOTE: This is not a required el

field.

lapse &l Add | 5 My Wallet (0) | & Duee

Default Location WY ALBANY

Work Locatiom{

¥

Description
{|

5] Save for Later | & Home | [ Summary and Submit

&Uiik Start . Pooulsts From

Travel Dates
From

% Attachments

_ From(HH:MI}

Obligation Date

([

Hon-Reimbursable
Expenses

"Fayment Type

0.00 USD

Totals {0 Lines| ikl

*Amaunt

Totals (0 Lines) 0.00

f NEW YORK
STATE OF
OPPORTUNITY.

v Gl

WoTo i

Normal Work Hours

To{HH:HI}

U3

*Curtency

00 lsD @ Hi=

UsD

Office of
General Services



Official Station

CrEEtE EHPEHSE REF]DH: [ Save for Later | Home | @ Summary and Submit The “Oﬂ:ICIaI Statlon”
- Quick $1 Fopuiste From , G0 field identifies the
employees usual

“Business Purpose Routire Trave M Default Location 'Y ALBANY

Travel Dates q o
*Report Description Inspection 3t Empirz State Pk From " 1o - WOrk |OCatI0n, and |S
Reference . Ch MEMENE e Houre dESIgnated by the

. gL . . - M To[HH:MI)
E DOB Approval Code 122458-224-2014 [ Qut of State Ll}::;};: Official Station 4t NY From{HH:HI| agency-
Apenzes . . -

Obligation Date i . NOTE ThIS fleld

Epand Al | Colzpse Al Agd: | [ My Walet ) | 4 CukFil Totals 0 Lines 1 S0 auto-populates based

"Date "Expense Type Desciiption "Fayment Type "Amount *Cumency on the SFS Employee

0 v Al m ) ¥ v oh | 0 4 HE Profile.
Exgand Al | Colizgse Al Non-Reimbursable 000 USD  Totals (O Lines) 000 USD
Expenses

Office of
General Services
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Obligation Date

[ Save for Later | Home | @ Summary and Submit
G0

Quick 3tart | Populste From -

Create Expense Report

—————— - Default Location |NY ALBANY Travel Dates
From W To ]

*Business Purpose Routine Trave
*Report Description |Inspection st Empire State Pz
Reference o Attachments Normal Werk Hours
DOE Approval Code|122458-234-2014 O out of State Work Official Station Albamy, NY From({HH:MI) To{HH:MI)
e Obligation Dat
igation Date g _
Expand All | Collapse Al Bdd: | [ Wy Wallet {0) | £F Quick-Fil Totals (0 Lines) 0.00  usD
*Date “Expenss Typs Drescription *Payment Typs *Amount *Currency
i - 4| 1 I » & - & 0.00] [usD |@& (=
Non-Reimbursable 0.00 USD Totals (0 Lines) 0.00 USD
Expenses

Expand All | Collapss All

The “Obligation Date”

IS not a required field.

NEwYork | Officeof
OPPORTUNITY. General Services



Travel Dates

Create Expense Report [ Save for Later | & Home | [&} Summary and Submit

*Business Purpose Routine Trave - Default Location MY ALBANY TI’&VG' DateS

*Report Description |Inspection at Empire State Flz ) From | 1000272014 [[W 1]
Enter your travel e |

DOB Approval Code | 122455-234-2014 [ Qut of State Work Offici - T FpaefHH:MI) ToHH:MI)
date “From” Expenses 7 Location

ibligation Dat .
Expand &1l | Colapss &l Add | [ My Walkt (D) | 5 Cyjgkas otals {0 Lines) 000 ush

(start date) by -
clicking on the - - DA Lo o o
Calendar option e | e
icon. ] Clicking [ s

on the calendar Setcber w2074

g y 102 3 4 travel date), follow the
a pop up 010)4 6 7T & 5 10 11
) e 17 4z Same process.

to choose your
travel “Start”
date.

F,
2
120 21 EZE O3 24 2%
25

4| Current Dat= [P

Office of
General Services
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Normal Work Hours

Create E?I[]EHSE REDUIT 5] Save for Later | & Home | [& Summary and Submit
- Quick Start ... Fopulate From v G0
*Business Purpose Foutine Trave - Default Location [NY ALBANY Travel D
U *Report Description  Inspection at Empire Statz Pl FromMOZ0 R Tol0B31E |
21010 Reference Normal Work Hours
TURRTILN . 530 A0 | ToHH:MI) 1430 Pi
N DOB Approval Code |12456-224-2014 [ Out of State WF"”‘ Official Station Albany, NY Frogggirtl] =<4 A8 |
Fxpenses 7 Location
J(U D C C Obligation Date n —
Expand Al | Colapse Al Add: | [ My Walkt ) |45 Cuialei Totals (0 Lines| 00 USD
U U C
O O “Cate *Expenzs Type Description *Payment Type “Amount *Cumency
. v yE v & 000 USD @ M=
Note: Time can be entered in 24 hour format or 12 hour

format followed by AM/PM (e.g. 1400 or 02:00 PM).

Office of
General Services

f NEW YORK
STATE OF
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Attachments

Required receipts and supporting documentation should be scanned as an electronic PDF file
and attached to the ER.

To add “Attachments’,
click the paperclip
icon. This will prompt

the next screen where
you click the “Add
Attachment” button.

Create Expense Report

*Business Purpose‘ Routine Travel v

Default Location |NY ALBANY

*Report Description Inspection at Empire State Plz

Reference @,

SaueforLater | @ Summary and Submit

Actions ‘...Choose an Action V‘ GO

Travel Dates
From 1010212014 & To[10003/2014 |5

—> 4 Attachments

L0 Asprovateete 270020 14 [lOutof State  Work Location

Expenses (2
Obligation Date

ExpandAll | Callapse Al Add: | Eér-ﬂ}".".fallet(SB} | ffauick-FHI

am a0 | TolHHEM) £:30PM
Offcial Station Albany, NY From(ita) B30Au | TobHID

Cl

Totals (4 Lines) 17.00 UsSD

Expense Report Attachments -
elp
ReportID MEXT
Details Personalize | Find | view All |E2 | First 4 1071} Last
File Hame  Description User Hame Date/Time Stamp
View =]
Adding large attachments can take some time to upload, therefore, itis advisable to save
\& transaction before adding large attachments.
Add Attachment
OK Cancel
NEW YORK 1
o | Officeof
General Services




Attachments (continued)

Add Attachment ]

After clicking the “Add
Attachment” button |
File Attachment

you will be prompted Help
to “Browse”. \
Browse. ..

Upload Cancel

Click “Browse”. Find the saved
file (receipt/document),

to be attached. Double click on j hment
the file link, which pulls Help
the link into the attachment. U-\Documents\Correspondence\EE1 Screenshots docx Browse._.

Click “Upload”.

| Upload Cancel

Please refer to Page 12 of the OSC Travel Manual for required receipts. office of
Geng?aol Services

http://www.osc.state.ny.us/agencies/travel/manual.pdf



Attachments (continued)

After the attachment has
uploaded, the file name

of the attachment will
appear. Click “OK". This
brings you back to the ER.

Create Expense Report

.

*Business Purpose‘ Routine Travel v

*Report Description Inspection at Empire State Plz

Reference Q

DOB Approval Code 123456-234-2014
Expenses (2

Expand All | Collapse Al Add: | Eérﬂ}".“.fallet[ﬁa} | fff[luick—FHl

(JOutof State  Work Location

Expense Report Attachments

ReportID NEXT

Details

File Name Description User Name
>
EE1_Screenshots.docx

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

Add Attachment

Help
~

Personalize | Find | View All |2 |0 First 4 1 of 1 '» Last
Date/Time Stamp

™ oK Cancel v
Save for Later | @ Summary and Submit Afte r attaC h m e ntS
Actions ‘...Chuosean}\cﬁon V‘ GO have been added!
| the number of
Default Location Y ALBANY QJ Travel Dates

om 100212014 |/ To 10032014 [}

f__.;:." Attachments|(1)

Official Station Albany, NY

Normal Work Hours
From{HH:MI) 8:30AM

To(HH:MI) 4:30PN

Obligation Date e

Totals (4 Lines) 1700 USD

attachments will be
displayed.

Office of
General Services

f NEW YORK
STATE OF
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Accounting Details

Expenses (¢
Obligation Date E] )
Expand All | Collapse Al Add: | [ My Wallet (60) | 4F Quick-Fill Totals (1 Line) 61.00 UsD
“Accountlng DetaIIS” *Date *Ex;?enseType Description *Payment Type *Amount *Currency
. . 1000212014 |5 |PD'9m'O""r“9”'-'193|9 V| [The description field can be usedto enter o |2 | V| A 6100 [uso [@ [ [=]
are reqUIred N the “Billing TypeIn State Bill V| B Receipt Spit [¥] Default Rate *Exchange Rate | 1000000000 & B
*Location |y ALBANY OJ PerDiemDedumions Rei i ; a
ER. TO ensure [IMon-Reimbursable Reimbursement Amt G100 USD
. . [ INo Receipt
accounting details EEEE——
. ccounting vetalls
are loaded, click the
arrow . ' After ExpandAll | Collapse Al Non-Reimbursable Expenses 0.00 USD Totals {1 Line) §1.00 USD
clicking the arrow,
. . ‘Accounting Details
(13 ”
Accounting Detalls _
il lat Chartfields[=»
WI popu a' e A t +GL Unit Monetary Currency Exchange Dept p Fund A t Product Bud Ref PC Bus
mcun ni Amount Code Rate ep rogqram un cCoun roduc 1] e Unit
7 61.00 |OGS01@, 61.00USD 1.00000000(1140230@, 26258 |@, 10050/, 54014 |@ @, [2014-15(@, @,
£ >
(11 - ” - - -
If “Chartfields” are empty, contact your Supervisor for further direction.
Newvork | Office of
oreorinTv. | General Services




Expense Lines

Creafe E?:pEﬂSE REDUH Save for Later | {8 Home | [£ Summary and Submit
After the N ———
G ” - hetions ..Chooze an Action y 0
Header
infOrmation iS *Business Purpose Routine Trave v Defaut Location NY ALBANY —

.1 bt nerastinn 3 :n-r.r:c:::'r ERrERETS ERLERET
Report Description Inspection at Empie State Pz From[ 1002004 i Tolt00N20M4

complete, the

. Reference ORI
traveler will — . - o A | T
: DOB Approval Code 12425234201 Out of State ork Oficial Station Akarv. NY rom{rirl) =<4 gy e
enter their benses P |
“Expenses” and Obligaton Date " q
. — o 1T bk Wialles | dF AL Otals {1 Ling) B, [J5D
Expand Al | ColpseAl  Add: | [ My Walet ) | & CuckFil
travel card R A A
Tate “Expenza Type jescription “Payment Type *Amount *Cumency
transactions (if : _ - —_— ot
applicable). Q04§ P Oumg e v o] gt J o4 [ o m o HE

Office of
General Services

f NEW YORK
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Adding Additional Expense Line(s)

When a trip contains more than one expense, multiple lines need to be added.

Expenses (7

Obligation Date [54]

Expand All | Collapse Al Add: | L My Wallet (80) | %% Quick-Fil Totals (1 Line) 6100 USD
*Date *Expense Type Description *Payment Type *Amount *Currency
1002/2014 |5} | PDiem-Oungt Meals v| [The description field can be usedto enter - [0 | Personal Funds vl A §1.00) [usp @ [+ [=]
*Billing Type| In State Bill v Receipt Split [¥] Default Rate *Exchange Rate | 1.00000000) 5 B
*Location |NY ALBANY @, Per Diem Deductions [ Hon-Reimbursable Reimbursement Amt §1.00 USD
[INo Receipt
Return to State
Accounting Details | 7
100212014 |5 | v| | o EL vl 4 ooo|] [usp |& [+ [=]
Expand All | Collapse A Non-Reimbursable Expenses 0.00 USD Totals (1 Line) 61.00

To add or delete expense lines

A new expense click either the “plus” B or the

line is generated.
See slides

“minus’ icons.

“Choose Your
Expense Types”

for detalls. %%m

Office of
General Services




Quick Fill Option

A new feature that will
be available when
creating or modifying

Create Expense Report B SateforLter | 8 SummanyandSuomi

- Actions | .Choose an Acion V)| G0

an ER is “QUiCk Fill”. *Business Purpose| Rouine Trave v ot 00N Pori —
ThIS featu re enab IeS *Report Description Inspection at Empire State Plz Defaut Location NY ALBANY OJ — 4@ e 4@
e V] 110 ek Reference Q / Machments () »
multiple expense : Normal Work Hours

T DOB Approval Cies23456-224-2014 ] i . From(Bi) B30 | T £30PH
types to a SpECIfIC W Outof Stete Work Location OficialSaton a1

Expenses 7

date of travel or
date range of travel.
See next slide.

Obigation Date il

uddl | Colgsedl At | BVt | 4 Quick il Toasfelies) 100 18D

Office of
General Services
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Quick Fill Option (continued)

Quick-Fill

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

Expenses (7

Expand All | Collapse All Add: | [Ey My Wallet (58) | £ Quick Fill From [02125/2015 [ To 0212572015 |

Add pApense Types:

Expense Type

Additional Airline Fees

Agent Fee

Bulkload {(MonTax)

Click on “Quick Fill”. This will give
you the expense types to choose
from to add to the report.

If choosing a date range, click on
“From™ and “To” to select the

date range.

Note: This is only a partial view
of the choices available.

Bulkload (Tax)

Commercial Air Travel

Conference

Cost of Supplies/Materials

Due State

Fuel for Travel

'DIZII:II:II:II:II:II:II:I
O o o o o g oOog o

Hospitality costs W

o
e

Office of
General Services
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Description 32

Create EXPET‘ISE REPOI’t ) save for Later | Home | @ Summary and Submit
_ Actions | ..Choose an Action V| GO
*Business Purpose | Routine Travel hd Default Location |NY ALBANY @, Travel Dates
*Report Description |Inspection at Empire State Plz From 10/02/2014 E‘j To 10032014 E‘]
i
Reference = * Altachments Mormal Wark Hours
DOB Approval Code [123456-234-2014 (] Out of State  Work Location Official Station Albany, NY From{HH:MI) 8-30AM | TO({HH:MI} |4:30PM
Expenses ¢
Obligation Date El Totals (111
| [ My Wallet (50) | 47 Quick-Fill ofals {1 Line) 61.00 USD
. . p nse Type DeSC”ptlon *Payment Type *Amount *Currency
|nf0rmat|0n |nto the m-Ovrngt Meals v| | __» .7 |Personal Funds v 4 6100/ [usp [@ [#] []
Al Bill v Recsipi-ar [¥] Default Rate *Exchange Rate | 1.00000000] % E&

description field, . = b Dot
(when applicable) click

the down arrow to s € ey creimmeinas ooy gy TSR Ao Ry e o SN o apprealpurpescs
access the description .
box. You will be able Non-Reimbus

Expense Report Entry
Help

to review as you enter.

Return

Office of
General Services
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Payment Type

Create Expense Report

[ Save for Later | Home | @-Summawand Submit

Actions |...Chuuse an Action V|

GO
*Business Purpose | Routine Travel

Default Location NY ALBANY
*Report Description Inspection at Empire State Plz

Travel Dates

From [10/02/2014 5]  To[10/03/2014 |[5]
£
Reference @, * Aftachments Normal Work Hours
DOB Approval Code |123456-234-2014 ClOut of State  Work Location Official Station Albany, NY From(HH:MI) |8:30AM | To{HH:MI) 4:30PM
Expenses (7
Obligation Date El Totals (1 Li
Expand All | Collapse Al Add: | [ My Wallet (60) | 4% Quick-Fill ofals (1 Line) 61.00 USD
*Date *Expense Type Description Pa.yment Type =Amount *CUurrency
10/02/2014 |[H | PDiem-Ovrngt Meals v | o El vl & 6100] [uso |@ [# [=]
*Billing Type| In State Bill »

s

[] Default Rate *Exchange Rate | 1.00000000 & B
Per Diem Deductions

Non-Reimbursable

i Y ALBANY

Choose payment type.

Reimbursement Amt 61.00

UsD
DNQReceim
Return to State
13 9 ) .
Select “Personal Funds”. il
Expand All | Collapse Al Non-Reimbursable Expenses 0.00 USD Totals {1 Line) §1.00 USD

Note: In the payment field, travel card transactions will auto-populate to “Travel Card”

NEwYork | Officeof
OPPORTUNITY. General Services



Billing Type

To select the “Billing Type”,
click the drop down arrow.

‘Tt 'Eipense Tipe Destripton ‘Payment Tipe 1T T
Mt 5 |PlemOmgles / e L e A T I
Billing Typeyt '“SIGIEB”W/ Rty ¥ Dt it chaehde | 1000000 ) B
“lcatn £ L Epulenbein lorReinowrsable  RembursementAnt 100 US)
Nt (o et
Reim to Stat
For New York State
travel, select, “In State "Date "Expense Type Description I
Billable”. 1000212014 |3 | PDiem-Ovngt Meals M The description field can be used toenter v
For out of state travel, [ B8 Receit Sl
select “Out of State Biling Type ok
Billable”. *Location e J Per Diem Deductions

Office of
General Services

f NEW YORK
STATEOF




Adding Travel Card Transactions From “My Wallet”

“‘My Wallet” is
where all pending
travel card
transactions are
stored. They must
be imported from
“‘My Wallet” into
the ER for
reconciliation.
Click on "My
Wallet”.

Create Expense Report

*Business Purpose| Procurement ~

*Report Description |Inspection at Empire State Plz
Reference
DOB Approval Code [123456-234-2014
Expenses (7

Expand All | Collapse AN E|:I| \My Wallet aviceri

Save for Later | @ Summary and Submit
l.tuil B . Choose an Action W GO

Travel Dates
From [10/02/2014 |[H]  To|10/03/2014 |[&

Default Location |NY ALBANY @,

S h
+ Aftachments Mormal Work Hours

From{HH:MI} | 2:20AM To(HH:MI) |4:30FM

[ out of State  Work Location Official Station Albany, NY

Obligation Date [#]

Totals (1 Line) 61.00 USD

By clicking on “My Wallet” your “Wallet”
will appear showing your pending transactions
to be reconciled.

Create EprﬁéRepor‘L

My Wallet

Functions®.

Unassigned Wallet Entries (7

Select Logo Date
0 @E 09/23/2014

O @B ooror2014

Below is a complete list of unassigned wallet transactions. To view all ransactions please gg

Select All Deselect All

Selectitems and select if a Personal Expensze. Press ‘Done’ to add#€m to the expense report

O @@ 0910/2014  Vehicle Rental

Report1D NEXT

the wallet menu og#on under "Other Expense

Expense Type Merchant Cardmember Number 6L Busmﬁﬁi Amourg Currency Non-Reimbursable

RECOVERY SPORTS

S Ius
Return To State Charges GRILL CO 49.03USD Y
) EXXONMOBIL o o
=lInspecified= 97635742 20.00UsD
ET;ERPRISE RENT-A- £5.42USD

Note: Charges brought in from the wallet will automatically populate Office of

General Services

to the date the charge was posted, and cannot be changed.

f NEW YORK
STATE OF
OPPORTUNITY.




“My Wallet”, Select and Specify

Not all transactions come into the Wallet
with an expense type. For charges that

come in as “unspecified”, an expense type
will need to be given.

Create Expense Report
My Wallet

Report ID MEXT

Below is a complete list of unassigned wallet transactions. To view all fransactions please go to the w
Functions™.

Select All Deselect All

Selectitems and select if a Personal Expense. Press Done’to add them to the expense report.
Unassigned Wallet Entries (2

Select Logo  Date Expense Type Merchant
BLUE RIBBON
J II Ili"- S
(@@ 0910/2014 Return To State Charges RESTAURANT
@@ 09092014 <Unspecified HESS 32262

For “Unspecified” expenses in the

wallet, click on the blue hyperlink.

Create Expense Report

My Wallet Detail

Unassigned V\allet Entries (2

Fxpense Typet NN
iy

Transaction Date;
Payment Type_
Merchant
Expense Location

Cardmember Number

Transac tion Amount®
Country,

Exchange Rale.

Reimbursemen t Amtl
Description

City
Receipt Details/Summary/Breddown (2

Return to My Wallet

ReportID MEXT

"\

Non-Reimbursable

After clicking “unspecified”,
choose your expense type

from the “My Wallet Detail”

screen.

NEW YORK
TATE OF

4

OPPORTUNITY.

Office of
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“My Wallet”, Select and Specify (continued)

Select the appropriate
transaction(s) by clicking in
the box [l to import
charges into the expense
report.

When all charges
pertaining to your

specific trip have been
selected, click “done”.

Create Expense Report

My Wallet

Select All

Select items and select If 3 Personal Expense. Press ‘Done

Unassigned V'

Select

Logo

Feull o8
vahes

Deselect All

Entnes 9

Date

09/10/2014

09/09/2014

Expense Type

Retumn To State Charges

Fuel for Travel

tn arkd thaom
{0 add them

ReportiD NEXT

10 the expense repon

Merchant

BLUE RIBBON

RESTAURANT

HESS 32262

Office of
General Services
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“My Wallet”, Select and Specify (continued)

Create Expense Report

My Wallet

ReportiD NEXT

Below is a complete list of unassigned wallet transactions. To view all transactions please gotothew

Functions

Select All Deselect All

Unassigned Wallet Entnes °

Select Logo Date Expense Type
—

W

vl T 09/09/2014  Fuel for Travel

= EnuEnts s Return to State Charges «—

Select items and select if a Personal Expense._ Press ‘Done’ 1o add them (o the expense repon

Merchant

BLUE RIBBON
RE o ST

HESS 32262

Note: When meals are charged
to the State travel card, the
expense type “Return to State
Charges” should be selected.

Once in the ER, the traveler
must offset the charge by
selecting the correct meal
expense type.

Office of
General Services

f NEW YORK
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Reminder

Create Expense Report Save for Laterm | [ smmayansumi

_ Actions ‘ _.Choose an Action V| GO

"Business Purpose|Ruu1ine Travel v Defaul oIy ALBANY @ Travel Dafes
) . . *Report Description Inspection at Empire State Piz From[10022014 [§)  To[10032014 [§]
As you are entering information s A e
in the expense report periOdica” DOB Approval Codg Ldee5-234-2014 [Joutof State  Wark Location Official Station Albany, NY FromiHH) 3:30AM | - TolHHEM) 4074
) y1 Expenses-
: ] = = + Obligation Date e ,
click on In the upper “ght BgandAl | Colapse Al Add | 3 MyWallt(60) | 4 Quicksil folls(tine) 6100 Us0
CO rn e r- S F S tl m eS 0 Ut afte r *Date ‘Expense Type Description *Payment Type *Amount *Currency
. . 10022014 8 | PDiem-Ovngt eals v | Personal Funds vl 4 g100 lso @ [ [

20 min . Information n ved .

O utes . 0] atio . ot save “Biling Type[ Szt Bil V] B Receipt Spit W Defalt Rate “Exchange Rate | 100000000 b [
Whe N S FS tl mes Out’ WI ” be |OSt_ “Location Y ALBANY & PerDiem Deducions [Ition-Reimbursable  Reimbursement Am 6100 USD

[]o Receipt
Return to State

Accounting Details |7

ExpandAll | Collapse Al Non-Reimbursable Expenses 0.00 USD Totals (1 Line) 6100 USD

Office of
General Services

f NEW YORK
STATE OF
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Save for Later

Once the ER entry
IS complete, click on
“Save for Later”.

Modify Expense Report Save for Later® Home | B summaryand suomit
_ Actions |..Choose an Action v| | 6o
*Business Purpose| Routine Travel v| Report 0000489964 Pend|ng o Dato
*Report Description Inspection at Empire State Plz Default Wocation |NY ALBAMNY G, From [1002/2014 | To 101032014 5]
!
N Ote . Once reference OJ + Aachments Mormal Work Hours
- DOB Approval Code |123456-234-2014 [JOut of State  Work Lcation Official Station Albany, NY From{HH:MI) 3:30AM To(HH:MI} |4:30PM
saved, the =
! Obligatiof Date B Totats (1 L
funCtiOn il | Collapse Al Add: | [Go My Wallet (50) | 47 Quick-Fil ofals (1 Line) §1.00 USD
*Date *Expensze Type Description *Payment Type *Amount *Currency
Upd ateS fI'O | | 10/02/2014 |5 | PDiem-Ovngt Meals v| [The descriptionYield can ffe usedto enter & [ | Personal Funds v A g100 [uso @ [ [=]
“Create” tO *Billing T‘;'pe__ln State Bill W Default Rate Exchange Rate | 100000000 % B
TLocaton |NY ALBANY A Per Dlem [feductions Non-Reimbursable Reimbursement Amt B1.00 USD

o Receipt

“Modify”.

g Once the report is saved, the “Report” ID

number is assigned, and the status changed
to “Pending”.

Expand All | Collapse All 61.00 usD

Office of
General Services

f NEW YORK
STATE OF
OPPORTUNITY.




Choose an Action 41

MOdify EXpE!I'ISE REpOI’t Save forLater | [ Summary and Suomit
—_ Actions; G0
*Business Purpose | Routing Travel v Report 0000489984 Pending u'
*Report Description Inspection at Empire State Plz Default Location NY ALBANY Q ‘- | ‘ 014
Reference Q 4 acmen ' |
DOB Approval Code 123436-234-2014 [ outof State Work Locati Official Station Albany, NY ,:k JMM s
Expenses 7 e Defaus ’

Another feature in EE1
9.2 is “Choose an Action”.
“Choose an Action”
assists with copying

expense lines and
defaulting your
accounting detall for
the ER.

Office of
General Services

f NEW YORK
STATE OF
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Receipt Split

When an invoice contains Fuelfor Trauel

multiple expenses, they need

to be separated or “Split” by ‘Billng Type N Stte bk V

expense types.

e |V e v i Vo se5.42
g e 15351V AReiyn et Bcge e | 00010
“Crghang Locaon A Y 4 i fembursebe  RembursenentAnt $65.42
Werchant * Prefered @ Hon-Preferred (Mo Recipt
[IRefimto St

Accounting Detals 7

— [ Receipt Split

Example: Rental invoice with
gas charges. The $65.42

Invoice must be split showing
“Vehicle Rental” and “Fuel for

Travel”. In this instance, we will
split the actual rental cost of
$38.00 and the gas cost of
$27.42.

Office of
General Services




Receipt Split (continued)

Once you click on
“Receipt Split”, you
will need to select
the expense type for
what you are

splitting. In this
instance, “Fuel for
Travel”. Click the
drop down arrow,
choose expense type
“Fuel for Travel”.

Expense Information (2

*Expense Date

*F'ayrnentType| S
*Billing Type| In State Billable b

*Merchant (Choose One)

Hon-preferred |
**(Driginating Location [NY ALBAMNY

2

Description

[ ] Mo Receipt

*Amount Spent |

$65.42
*Currency l_
*Exchange Rate |
[] Default Rate

Lipdate

Reimbursement Am 6542 UsD

Current Expenses on Receipt (?

Date Type Amount
Vehicl
07022014 =t 85 .42 USD
Rental
Current Total 6542 USD
Receipt Total USDE5.42
Balance 0.00 UsD

Split With Another Expense (2 /m
Expense Type |RalERM MLV L] Split

Spiit with another expense will subtract from original expense while leaving current total unchanged.

Done

Office of
General Services
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Receipt Split (continued)

Enter “Fuel for
Travel” Dollar

amount, $27.42.
Click “Update”™.

SRy E— Once the screen updates, the “Current Expenses on

et Receipt” box will show you have accounted for both
il cxpense types and the “Receipt Split” is complete.
Payme

*Billing Type| In State Billable

Description ]

[ ] Mo Receipt

* Vehicl
Amount Spent $27.42| % o702 g 4 Lehicle $38.00u=0
Hental
*Currency
Fuel f
*Exchange K3 07/02/2014 ﬁ $27.42 =0
[ Default R
e Current Total $65 42LIEI3
. pdate :
Reimbursement Amt 0.00 UsD Receipt Total USDES 42
Split With Another Expense (2
Expense Tﬁlpe LY Sp”t Balance 0.00 UsD

Split with another expense will subtract from original expense while leaving current total unchanged.

Done <+ . " .
Click “Done”.

Office of
General Services

f NEW YORK
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Receipt Split (continued)

13 0
After “Receipt [z [Vemick Renta v J v 4 [$38.00
Spllt” |S Complete, o .*B- . gTy_lpe Receipt Split [] Default Rate *Exchange Rate | 1.00000000
Ogg#fating Location |NY ALBANY @ Non-Reimbursable Reimbursement Amt 3271
the tWO expense *Merchant Preferred * Non-Preferred [] Ho Receipt

types will be e CIRetur to State
displayed separateiy T
In the body of the

| Fusl for Travel v| | o L W & | $27.42
expense report' *Billing Type Receipt Split [] Default Rate *Exchange Rate | 1.00000000
[ Hon-Reimbursable Reimbursement Amt 3271

[]Ho Receipt

[IReturn to State
Accounting Details (¥

Office of
General Services
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ltemize Hotel Bill

| Recpted Lodging v |

ltemize Hotel Bill < |
“Billing Type| In State Bill: \v

El'E Receipt Split

“*Location NY MASSAPEQUA )
*Number of Nights 1

[, itemize Hotel Bil

*Merchant Preferred ® Non-Preferred

When a hotel bill contains
multiple expenses, they
need to be separated or
“Itemized” by expense types.
Click on “ltemize Hotel Bill".

Note: Hotel bills are “itemized”, all other invoices with

multiple expenses, are “split”.

Office of
General Services
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ltemize Hotel Bill (continued)

Example: A hotel
Invoice with parking
charges, $171.00. The
Invoice must be
“ltemized” showing
“Receipted Lodging”
and “Parking Fees”. In

this instance, we will
itemize the actual
lodging cost of $149.00
and the parking cost of
$22.00.

Check appropriate “charges”.

Click “Continue”.

General Hotel Bill Information | °

*Transaction Date |

Checkout Date

“Payment Typel Ly
~Billing Type | In State Billable ~

*Mumber of Mights 1

*Merchant ([Choose One)

Mon-preferred |
Location |NY MASSAPEQUA r

Description

hatige Rate |
[ ] Default Rate

Reimbursement Amt 171,004 USD

Calculate Amounts

Charges Incurred on This Bill ' %

Room Charge Parking
RooMm Service Laundry
[]| Telephonellnternet [ Misc Charges
—> Continue

Office of
General Services

f NEW YORK
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ltemize Hotel Bill (continued)

ltemize Hotel Bill

Enter “Room Charge”
(receipted lodging Room Charge

dollar amount) of Details

$149.00. mmsaction Date ”.“”r:f;r':'f Room Rate Currency ———e

Click “Continue”. 00/09/2014 [ 1] 19149.00 usD E Total Bil 171.00 USD

Add Room Charge Room Charge 145.00
Parking 0.00
Humber of Hights
Room Charge Total 0.00 USD Remaining =0
Total Room Expense 0.00 UsD
Previous Continue

Feturn To Expense Report

Note: “Your Hotel Bill” box will also update.

Of the $171.00 being separated, you have itemized
$149. There is still $22.00 to be accounted for. QEWW

Office of
General Services

OPPORTUNITY.




ltemize Hotel Bill (continued)

Enter “Parking Charge”,
remaining dollar amount

of $22.00.
Click “Continue”.

ltemize Hotel Bill

s R & i e

Parking
Detalls
[Tt Amount Currency
09/09/2014 |[5] $22.00 uUsD
Add Parking Charge
Parking Total 0.00 UsD

Previous Continue

Return To Expense Report

f NEW YORK
STATE OF
OPPORTUNITY.

Office of
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ltemize Hotel Bill (continued)

You have
completed ine

“ltemize Hotel
Bill” process.

Expense Report

ltemize Hotel Bill Your Hotel Bill &
Total Bil 171.00 USD
L A N P e ' Room Charge 149.00
B L & 8L i @ __ ©
— - Parking Z2.00
Hotel Itemization—Finish! Remaining $0.00 ),
Previous Done

The “Your Hotel Bill” box has updated.

Click “Done”.

Office of
General Services
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Adding out of Pocket Expenses, “Personal Funds”

When all travel card transactions pertaining to the trip are accounted for, any remaining out of pocket expenses
can be added to the ER.

*Business Purpose Routine Trave - Default Location [NY ALBANY Travel Date
*Report Description ||nspaction at Empire State Pz . From 10022014 W To|10/03/2014
Reference . o Aitzchments Mormal Work Hours
DOB Approval Code |123455-234-2014 [l 0ut of State Wark Official Station Albny, NY From(HH:MI) :304M | TofHH:MI |4:30F
Expenses ' Location
Obligation Date " -
Expand All | Collspse Al Add: | [ My Wallet (0) | £ Cuick-Fil Totals (1 Line) 6.00 USD
“Date “Expensze Typs Diescription *Payment Type *Amaunt *Currency
C 10/022014 [l |PDiem-Ovngt Mesls g I 4 6100 [uso |@ |#I=
All available | e S
) “Billing Tybe |, .- ‘ . fil Receipt Spii [¥] Default Rate *Exchange Rate | 1.00000000 % [
Expense “Locatipn ::ﬁ ! =) Per Diem Deductions Non-Reimbursable  Reimbursement Amt 6100 USD
Moving Ex
” Mo Ex [N Receipt
Types a re L\E_E'ﬁ“’ Return to State
listed here. e
PDin Py ur expense by
h h y
C Oose t e Expand Al | Collapss Al PDiem- fat - .
appropriate oo clicking the drop down
FDiem-
selection for ; arrow, and then choosing
your expense an expense type.

Office of
General Services
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Expand All/Collapse All

Also available in EE1 9.2 is “Expand All” and “Collapse All”.

Expand Allcimsea st | Bivaie) | § ot astLnes) 700 USD

By clicking the

1] ” "Dt *Eipense Type Description *Payment Type *Amaount *Currency
Expand A” 10022014 ‘PDiem-O'urngtﬁ.-lea\s V‘ [T desuigion e be ety 210 PesondFunde V) 4 o b 4 HE
featu re, thIS *BillingTypeW ’_REEEiDtSDm DETBU“RBIE Exchange Rate 100000000 r:,l_ﬁél_\
d|Sp|ayS a” deta”S Locaton Ny ALBANY 4 | ot Do NonReimbursable  Reimbursement Amt 500 USD
- — Ho Receipt —
and functions ey
. . Return fo State
pel’talnlng tO the Accounting Details (7
expense line
entered.
it Collapse Al | il TSy T T
/V
Tate “Expense Type Destripion ‘Pament Type ‘tmount - *Clmency
. 7 ” . 10022044 |4 | POizm-DugtHeals v inf ‘B P v o s @ 4
ClICk Collapse A” : tO hlde @ The description fied can be used o enter ' %

details and functions.

Office of
General Services
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Modify Expense Report

Should you need to save your
report, and come back later,
click on “Main Menu” on the
SFS toolbar and then:

« Employee Self

Service

« Travel and Expenses

 EXxpense Reports

* Create/Modify
Once at this screen, click
on “Find an Existing Value”.
In the “Report ID” field, type in
the expense report ID number,
or type in your name (last
name, first name — no space)
in “Name” field.

Favorntes = Main Menu™

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

Find an Existing Value = Add a MNew Value

Search Criteria

Report ID:

begins with “*

Report Description:

pegins with

Name:

begins with

Empl 1D:

begins with

Creation Date:

= S

[ ]case Sensitive

Search Clear

Find an Existing Value | Add a New Value

Basic Search [gf Save Search Criteria

Office of
General Services




Summary and Submit

Modify Expense Report O saeorLaer | pOUMMary and Submit

4
Actions |...Chuose an Action r V| GO
*Business Purpose| Routine Travel W Report 0000489964 Pending Travel Dates
*Report Description Inspection at Empire State Plz Default Location |NY ALBANY @, From 100022014 |5 To[10/03/2014 |[5]
Reference &, & Aftachments

Mormal Work Hpurs
DOB Approval Code | 123456-234-2014

[Jout of State  Work Location

Official Station Albany, NY From{HH:MI) [30AM |  TO(HH:MI) (4:30PN
Expenses (7
Obligation Date El .
Expand All | Collapse Al Add: | [ My Wallet (60) | £ Quick-Fill Totals (1 Line} 610 USD
*Date *Expense Type Description *Payment Type *Amount *Currency
10/02/2014 |[H) | PDiem-Ovingt Meals v| [The description field can be usedto enter & Jo0 | Personal Funds v| P f100] [usp |@ [ [=]

Expand All | Callapse All Mon-Reimbursable Expenses 0.00 USD Totals (1 Line)

Once all expenses have been
entered and ER Is saved,

click on “Summary and
Submit”.

NEwYork | Officeof
OPPORTUNITY. General Services



Summary and Submit, “Certification”

After clicking on
Summary and
Submit, you will
receive a
populated

“certification
box”. To submit
the ER, you
must check the
“certification

7

00)4

Modify Expense Report

Save for Later | E’ﬂ Expense Details

Actions| ..Choose an Action

v| GO

*Business Purpose| Routine Travel

Report (0000489964 Pending

*Description Inspection at Empire State Plz

Reference

Totals (7

Employee Expenses (1 Line) 61.00 USD
Cash Advances Applied 0.00 USD

Amount Due to Employee

v

Created 021312015 -
@ Last Updated 0213/2015

O Notes

B View Analtics 4 Mtachments

Non-Reimbursable Expenses 0.00 USD

0.00 USD

Employee Credits 0.00 USD

Prepaid Expenses 0.00 USD

Supplier Credits

61.00 USD Amount Due to Supplier 0.00 USD

;‘ By checking this box, | certify that the expenses reported and the attachments associated with the transactions are just, true, and correct, that no part thereof has been paid (except as stated
therein) , and that the balance is actually due and owing. If | am a proxy submatting on behalf of aa employee, | certify that this is a tree representation of information certified by the employee.
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“Submit” Expense Report

By checking this box, | certify that the expenses reported and the attachments associated with the transactions are just, true, and correct, that no part thereof has been paid (except as stated
therein) , and that the balance is actually due and owing. If | am a proxy submitting on behalf of an employee, | certify that this is a true representation of information certified by the employee.

Submit Expense Repor

Expense Repart Submt Confim
By clicking in the
certification bOX, you Expense Repor
will be prompted to SubitConfimaton
“submit” the ER. Tl

Employee Expenses (1 Line) §100 U3D Non-Reimbursable Expenses 000 U3D
Cash Advances Applied 000 150 Prenid Expenses 000 U3D
You will then receive a Amount Due to Employee 64,00 USD Amount Due to Supplier

confirmation notice. Click
“OK” to completely submit K | o

Employea Credits 0.00 U3
Supplier Credits 0.00 USD

0.0 USD

Help

the ER. :
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“Submit” Verification

Your expense report 0000489964 has been submitted for approval.

Business Purpose Routine Travel Report 0000489964 Submissionin Process
Description Inspection at Empire State Plz Created 02/13/2015 -
Reference Last Updated 0213/2015
Togals (2 B view Analytics (> Notes
Employee Expenses (1 Line) §1.00 USD Hon-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 64.00 USD Amount Due to Supplier 0.00 USD

+| By checking this box, | certify that the expenses reported and the attachments associated with the transactions are just, true, and correct, that no part thereof has been paid (except as stated
therein}, and that the balance is actually due and owing. If | am a proxy submitting on behalf of an employee, | certify that this is a true representation of information certified by the employee.

After clicking “OK”, a “View” screen will prompt indicating the report has been

successfully submitted to the supervisor.
E-mail supervisor advising your expense report has been submitted.
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View Expense Report

Fawvorites —

To “View” an Expense report, click sis
on “Main Menu”.

Search:

Main Menu

0
]
{

&=
SF=S OBIEE Reports
Employese Self-Service
Manager Self-Service
Supplier Contracts
Customers
COrder Management
Items
Suppliers
FProcurement Contracts
Purchasing
eProcurament
Semnvices Procurement
Real Estate Management
Travel and Expenseas
Billing
Accounts Receivable
Accounts Payable
eSettlements
Asset Management
Banking
Commitment Control
General Ledger
Allocations
Statutory Reports
Set Up Financials/Supply Chain
Enterprise Components
SF3 Processes
Worklist
Tree Manager
Reporting Tools
FPeopleTools
Tax Center
My Personalizations
My System Profile

NEwYork | Officeof
OPPORTUNITY. General Services



View Expense Report (continued)

Follow this path to “View” an SFS expense report (ER).
Start by clicking on “Main Menu™:

Favorites - Main Menu =
Search Menu:
RACLE )
3 _ .
Employee Self Serwc&I Procurement ,
Top Menu Featu [ Manager Self-Service
B Purchasi 1 Travel and Expenses
urchasing _ 05
=] Employee Project Cent Expense Reports 5 CreateModify
3 eProcurement 3  Travel Authorizations '
The menu is no B Sen 5 \ [£] Travel and Expense Ce . I_el View
Menu to get st: Semnvices Procuremen |_°| My Wallet
3 Travel and Expenses » |_°| Review Payments
Highlights [O0 Real Time Bottom Line ¥ |_°| Feview Expense History
1 SetlUp Financials/Supply Chain »
Recently Uset P PRl
under the Fayo L1 Enterprise Components 4
atthe topleft. = workiist b
L1 Tree Manager r
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View Expense Report (continued)

From “View”, enter the
Information you have: report

Find an Existing Value

Search Criteria

Report ID|begins with W |

Report Description| begins with v |

ID; name (last name, first with
no space); or employee ID.
Then click “Search”.

Name|begin5 with v| Doe,Jane

Empl ID| begins with /| \ Q
"~ Report Status|= v | \ v
Creation Date 's1)

[ ] Case Sensitive

i = o
Search Clear Basic Search & Save gearch Criteria

In this instance, we entered just the “name”.

See next slide.

Office of
General Services
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View Expense Report (continued)

By entering the “name” in the search criteria, the traveler will see a list of all
expense reports and their status: pending, submitted, paid, rejected.

=@ L
Search Clear Basic Search & Save Search Criteria

Search Resulis

View All First ‘4 1-1000r114 '} Last
Report ID Report Description Name EmplID Report Status Creation Date
0000490095 meeting Pending 03M12/2015
0000490040 TEST BSC Paid 03/06/2015
0000489934 Inspection at Empire State Plz Fending 02/21/2015
00004289964 Inspection at Empire State Plz ubmitted 02/13/2015
0000489926 (blank) Pending 02/05/2015
0000456523 20140402 nyc travel Pending 09/05/2014
0000456455 20140331 nyc travel Paid 09/05/2014

Click on the

expense report you
wish to “view”.

Office of
General Services
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View Expense Report (continued)

View Expense Report

Purpose Routine Travel
Description Inspection at Empire State Plz

Reference

Totals

& View Printable Version

61.00 USD
0.00 USD

Employee Expenses (1 Line)

Cash Advances Applied

Amount Due to Employee

5 Expense Detail

Actions [._Choose an Action

vl

report con0scees SUDMItted for Approval

Created 02/13/2015

Last Updated 02/13/2015

B4 View Analytics

Non-Reimbursable Expenses

Prepaid Expenses

61.00 USD

Amount Due to Supplier

L:’ Notes

0.00 USD
0.00 USD

Employee Credits
Supplier Credits

0.00 UsSD

0.00 USD
0.00 USD

W1 By checking this box, | certify that the expenses reported and the attachments associated with the transactions are just, true, and correct, that no part therecf has been paid (except as stated therein),
and that the balance is actually due and owing. If | am a proxy submitting on behalf of an employee, | certify that this is a true representation of information certified by the employee.

Approval History

B i
J B ﬂ_
Submitted HR Supervisor
(Poocled)
Action Role

Submitted Employee

#=| Previous in List 4| Nextin List

Withdraw Expense Report

Submitted On 02/13/2015

Agency TE Approver 1

(Pooled)

Name

E]

Agency TE Approver 2
(Poocled)

Submitted By ALBERT RELATION

{ ,LQ
OSC Approver
Multiple Approvers

Date/Time

02/13/2015 2:51:25PM

The traveler can view the “status” of their

expense report, and where it is currently
located in the approval process.

__"?J

Payment

GO
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Need Help?

« BSC Web Page: http://bsc.ogs.ny.gov/

 E-mail: OGSTravel.Unit@ogs.ny.gov

. Phone: (518) 457-4272

Office of
General Services
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