PeopleSoft Financials Employees Self-Service for Travel and Expenses Claims
Quick Trip Reimbursement

i

The Travel and Expenses Center is found in the Employee Self-Service portion of PeopleSoft Financials. A link to Peoplesoft
Financials can be found on the UMass Dartmouth website www.umassd.edu under Quick Links. Select Finance 8.9 Production
Login and click on Finance Production v8.9.

useriD:[pLaoUDRE | Enter your user name
Enter your password

Click the Login button

Help Resources

For assistance with your password contact Access Management at ext. 8528

For PeopleSoft Help call Louise Boudreau ext. 8085

For Policy and Procedures for Travel Expenses, go to
http://www.umassd.edu/administrativeservices/assets/travelmanual.pdf or contact Rebecca Pina ext. 8189

Menu Navigation: Employee Self-
Service/Travel and Expense b iy Favarites A
_— > Report Center
Center/Expense Report Create [ Employee Self-Senice ﬁ Employee T&E Center

b EIEEL I Employee Travel and Expense Self-Service Center

e Exps Report Travel Authorization
Step 1. Ou |Ck Start Drop dOWn cmier ﬁ Createmodify, print, view or delete an Expense Report ﬁ Create,_modify, print, view or delete a Travel Authorization
Template Go: Select Mileage b Travel Aumarization

[ M Selt-5

One day/All days and OK e e

[ ltems
[> Vendors

Step 2: Complete Report Header bPurcnasing
Description: Month Year

Select: Business Purpose
Comment: purpose .

AP IT e IV VIL =TIy

Step 3: Select Date & Expense Type Lothsg Boudreau User Defaults ReportiD: — NEXT

Date:Date of service \
Click + if more rows are needed
Enter $ amount

Select: Payment Type & Billing Type

*Description: |Shrewshury' 31108 | Comment: Expense Module Meeting

siness Purpose: |Uni'v'EI'Sit)" Meeting v|

Reference:

Step 4: Confirm that Speedchart
[Chartfields are correct on lines: \\5¢.CCDL|minu Defaults %&Cash Advance(s) More Options: | w |ﬂ
Click the Accounting Defaults link to
make adjustments or view chartfields.

Customize | Find | £ First E 10f1 |I| Last)

*Expense Date | *Amount Spent |*Currency [*Payment Type *Billing Type
Step 5: Check for Errors O | Mileage v ||| 02r2112009] 8470 [USD Q[ OutofPocket |w||[In-State” v || ||
If errors click red flag and enter needed ' : :

P_ Copy Selected | Delete Selected | |NewExpense v|AcIcI| Check For Errors

information s
. - - Employee Expenses: 8470 USD Cue Employee: 8470 USD
Step 6' Rewew and CIICk Save fOF Later Non-Reimbursable Expenses: 0.00 UsD Due Vendor: 0.00 USD
. Prepaid Expenses: 0.00 USD
Save for Later | Employee Credits: 0.00 USD
Vendor Credits: 0.00 UsSD
Subkmit | Cash Advances Applied: 0.00 USD
Step 7: |
You cannot make changes after you submit Definition of Totals _ Update Totals_|
|\b
Save For Later Submit . X . I
Step 8: Print, Sign & attach receipts Bzl Frintable View

Click Printable View — generates detailed

report including chartfields. Budget checking will occur in the

nightly batch process. Please
monitor for budget errors as
nothing in budget error can be
approved.




