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2This 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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4Expense Report Workflow

Traveler/

Proxy

Traveler 
Supervisor 
(configured 

through 
employee 

data)

Agency 
Travel 

Approver 1 
(pooled)

**Business 
Purpose/Out of 
State Approver

**Travel 
Authorization

Final Approver

Agency 
Travel 

Approver 2 
Fiscal/BSC 
Approval

OSC Audit 
(pooled)

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

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



5Accessing SFS

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

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

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

Time Out Reminder
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SFS – EE1 – Main Menu

Main Menu



8Create Expense Report

Employee Self-Service

Travel and Expenses

Create/Modify
Expense Reports

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

Start by clicking on “Main Menu”:

Main Menu



9Create Expense Report (continued)

N01234567

The user’s employee

ID number will appear.

Click “Add” to start a 

blank report.

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.

Empl. ID 



10Quick Start

Quick Start

The “Template” feature is non-functional.

The “Quick Start” 

list allows the 

traveler to select 

the most efficient 

method to create 

their report.  Click 

the drop down 

arrow.  Make 

choice, then click 

“Go”.

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

Start” feature.



11Quick Start (continued)

Travel Authorization:  This allows the traveler to create 

an Expense Report (ER) generated from data pulled 

from an approved Travel Authorization (TA). 

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.

Quick Start



12Business Purpose

Business Purpose

Choose your 

“Business Purpose”.  

Click the drop down 

arrow.  Select the 

business purpose that 

best fits your travel 

(see next slide).

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



13Business Purpose (continued)

Business Purpose

This is the list 

of the choices 

available when 

clicking the 

drop down 

arrow for 

“Business 

Purpose”.



14Report Description

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.  

Enter a brief description of your trip . 

(This field has a 30 character limit.)



15Reference

Reference

The “Reference” field 

is optional and agency 

specific.  

An example would be 

a travel code that your 

agency uses.



16DOB Approval Code

DOB Approval Code

In-state travel $500 

or more, and all out-

of-state travel 

requires DOB 

approval.  Contact 

your agency 

Finance Office for 

further 

details/instruction.

If a DOB Approval was obtained for your 

travel, the Approval Code number must be 

entered in the “DOB Approval Code” field.



17Default Location

***The “Default 

Location” is the 

city and state 

where you 

traveled, your 

“destination”.

***Default Location

To populate the 

destination where 

you traveled, type 

in the state’s two 

letter designation, 

space, and the 

first few letters of 

the city you 

visited.  (See 

example)

From here, choose your city or 

the county, if destination city 

does not populate.



18Out of State

Out of State

Check this box if travel is “Out of State”.
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The “Work Location” field is used 

to identify a temporary official 

station when not traveling from 

your normal official station

NOTE:  This is not a required 

field.

Work Location

Work Location
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The “Official Station” 

field identifies the 

employees usual 

work location, and is 

designated by the 

agency.

NOTE:  This field 

auto-populates based 

on the SFS Employee 

Profile.

Official Station

Official Station



21Obligation Date

Obligation Date

The “Obligation Date” 

is not a required field.



22Travel Dates

Travel Dates

Enter your travel 

date “From” 

(start date) by 

clicking on the 

Calendar option 

icon.       Clicking 

on the calendar 

icon will give you 

a pop up box 

to choose your 

travel “Start” 

date.

For “To” date (“End” 

travel date), follow the 

same process.



23Normal Work Hours

Normal Work Hours

Use the 

“From” 

(HH:MI) and 

“To” (HH:MI) 

box to enter 

your “Normal 

Work Hours”.

Note: Time can be entered in 24 hour format or 12 hour 

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



24Attachments

Attachments

Expense Report Attachments

To add “Attachments”,

click the paperclip       

icon.  This will prompt 

the next screen where

you click the “Add 

Attachment” button.

Required receipts and supporting documentation should be scanned as an electronic PDF file 

and attached to the ER.



25Attachments (continued)

After clicking the “Add

Attachment” button 

you will be prompted

to “Browse”.

Click “Browse”.  Find the saved 

file (receipt/document), 

to be attached.  Double click on 

the file link, which pulls 

the link into the attachment.  

Click “Upload”.

Please refer to Page 12 of the OSC Travel Manual for required receipts.
http://www.osc.state.ny.us/agencies/travel/manual.pdf



26Attachments (continued)

After the attachment has

uploaded, the file name

of the attachment will

appear.  Click “OK”.  This

brings you back to the ER.

After attachments

have been added, 

the number of 

attachments will be 

displayed.



27Accounting Details

“Accounting Details” 

are required in the 

ER.  To ensure 

accounting details 

are loaded, click the 

arrow       .  After 

clicking the arrow, 

“Accounting Details” 

will populate.

Accounting Details

If “Chartfields” are empty, contact your Supervisor for further direction.

Chartfields

Accounting Details



28Expense Lines

After the 

“Header” 

information is 

complete, the 

traveler will 

enter their 

“Expenses” and 

travel card 

transactions (if 

applicable).



29

To add or delete expense lines

click either the “plus”      or the 

“minus”      icons.

A new expense 

line is generated.

See slides 

“Choose Your 

Expense Types” 

for details.

Adding Additional Expense Line(s)

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



30Quick Fill Option

Quick Fill

A new feature that will 

be available when 

creating or modifying 

an ER is “Quick Fill”.  

This feature enables 

the traveler to enter 

multiple expense

types to a specific

date of travel or 

date range of travel.

See next slide.
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Quick Fill

Quick Fill Option (continued) 

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.

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.
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To enter important 

information into the 

description field, 

(when applicable) click 

the down arrow to 

access the description 

box.  You will be able 

to review as you enter.

Description

Description
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Choose payment type.

Select “Personal Funds”.

Payment Type

Payment Type

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

Billing Type

To select the “Billing Type”, 

click the drop down arrow.

Billing Type

For New York State 

travel, select, “In State

Billable”.

For out of state travel, 

select “Out of State 

Billable”.



35Adding 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”.

My Wallet

My Wallet

By clicking on “My Wallet” your “Wallet”

will appear showing your pending transactions

to be reconciled.

Note:  Charges brought in from the wallet will automatically populate 

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



36“My Wallet”, Select and Specify

My Wallet Detail

<Unspecified>

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.

For “Unspecified” expenses in the 

wallet, click on the blue hyperlink. 

After clicking “unspecified”, 

choose your expense type 

from the “My Wallet Detail” 

screen. 



37“My Wallet”, Select and Specify (continued)

When all charges 

pertaining to your 

specific trip have been 

selected, click “done”.

Select the appropriate 

transaction(s) by clicking in 

the box       to import 

charges into the expense 

report.



38“My Wallet”, Select and Specify (continued)

Return to State Charges

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.



39Reminder

As you are entering information 

in the expense report, periodically, 

click on                     in the upper right 

corner.  SFS times out after 

20 minutes.  Information not saved

when SFS times out, will be lost.

Save for Later
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Save for Later

Report 0000489964 Pending

Modify Expense Report

Note:  Once 

saved, the 

function 

updates from 

“Create” to 

“Modify”.

Once the report is saved, the “Report” ID 

number is assigned, and the status changed 

to “Pending”.

Save for Later

Once the ER entry 

is complete, click on 

“Save for Later”.
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Actions Choose an Action

Choose an Action

Another feature in EE1

9.2 is “Choose an Action”.

“Choose an Action” 

assists with copying 

expense lines and 

defaulting your 

accounting detail for

the ER.   



42Receipt Split

When an invoice contains

multiple expenses, they need

to be separated or “Split” by

expense types.

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.

$65.42

$65.42



43Receipt 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”.
Click “Split”.

$65.42



44Receipt Split (continued)

Enter “Fuel for 

Travel” Dollar 

amount, $27.42.

Click “Update”.

Once the screen updates, the “Current Expenses on 

Receipt” box will show you have accounted for both

expense types and the “Receipt Split” is complete.

$38.00

$27.42

$65.42

$27.42

Click “Done”.



45Receipt Split (continued)

After “Receipt

Split” is complete,

the two expense

types will be 

displayed separately

in the body of the

expense report.

$38.00

$27.42



46Itemize Hotel Bill

Itemize Hotel Bill

When a hotel bill contains 

multiple expenses, they 

need to be separated or

“Itemized” by expense types.

Click on “Itemize Hotel Bill”.

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

multiple expenses, are “split”.
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Example:  A hotel 

invoice with parking 

charges, $171.00.  The 

invoice must be 

“Itemized“ 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”.

$171.00

Itemize Hotel Bill (continued)



48Itemize Hotel Bill (continued)

$149.00

Enter “Room Charge” 

(receipted lodging 

dollar amount) of 

$149.00.

Click “Continue”. 

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.

Remaining $22.00



49Itemize Hotel Bill (continued)

Enter “Parking Charge”,

remaining dollar amount

of $22.00.

Click “Continue”.
$22.00



50Itemize Hotel Bill (continued)

You have 

completed the 

“Itemize Hotel 

Bill” process.

The “Your Hotel Bill” box has updated.

Click “Done”.

Hotel Itemization–Finish!
Remaining $0.00



51Adding out of Pocket Expenses, “Personal Funds”

All available 

“Expense 

Types” are 

listed here. 

Choose the 

appropriate 

selection for 

your expense.

Choose your expense by

clicking the drop down

arrow, and then choosing

an expense type.

When all travel card transactions pertaining to the trip are accounted for, any remaining out of pocket expenses 

can be added to the ER.
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Expand All

Expand All/Collapse All

Collapse All

By clicking the 

“Expand All” 

feature, this 

displays all details

and functions 

pertaining to the 

expense line 

entered.

Click “Collapse All”, to hide 

details and functions.

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



53Modify 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

• Expense 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.

Find an Existing Value

Report ID:

Name:

Main Menu



54Summary and Submit

Summary and Submit

Once all expenses have been 

entered and ER is saved, 

click on “Summary and 

Submit”.



55Summary 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 

box”       . 



56“Submit” Expense Report

By clicking in the 

certification box, you 

will be prompted to 

“submit” the ER.

You will then receive a 

confirmation notice.  Click 

“OK” to completely submit

the ER.
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Your expense report 0000489964 has been submitted for approval.

“Submit” Verification

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.



58View Expense Report

To “View” an Expense report, click 

on “Main Menu”.

Main Menu
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Employee Self-Service

Travel and Expenses
Expense Reports

View Expense Report (continued)

View

Follow this path to “View” an SFS expense report (ER).

Start by clicking on “Main Menu”:



60View Expense Report (continued)

From “View”, enter the 

information you have:  report 

ID; name (last name, first with 

no space); or employee ID.  

Then click “Search”.

Doe,Jane

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

See next slide.
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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.

Click on the 

expense report you 

wish to “view”.

View Expense Report (continued)
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The traveler can view the “status” of their 

expense report, and where it is currently 

located in the approval process.

Submitted for Approval

View Expense Report (continued)
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• BSC Web Page:  http://bsc.ogs.ny.gov/

• E-mail:  OGSTravel.Unit@ogs.ny.gov

• Phone:  (518) 457-4272

Need Help?

http://bsc.ogs.ny.gov/

