State of Tennessee

A Bright Idea for State Government

Travel Manual:
Approvers

for the
State of Tennessee

Edison Project

May 3, 2016




State of Tennessee — Edison Project
End User Training Material — Travel Manual: Approvers

‘

A Bright Idea for State Government

S E I = WY o o] fo XV =T IR o] o <R 3
BUdget ChecCKiNg TraVel ClaimsS. .. ...uui i iiiieeee ettt e e sttt e e e e e e et r e e e e e e e eeesaataaeeeeaeeeesnstaaaeaeeseeaannssssaeaaaeeennnnsrasaeaaanns 9
Viewing Notes and Attachments Prior t0 APProVal ...t e e e e s s e s ae e e e e e e e annraaeeeaees 15
APProViNG @ TrAVEI ClaiM..ccc i iieii ettt e e e ete e e e sttt e e e e ataeeeeateeeeestaeeeesbaeeeeastaeeeestaeeeasaeeesastaeesaseneeennsens 20
YT Te oY=l = T Tl e T I = 171 1 =T SRR 25
DT oMY T o =4 T I AV =1 o o I PSPPSR 30
Review Travel Claim WiIth EXCEPLIONS ...ciiuiiii ittt st e e st e e e st e e s st e e e s sabeeeesaabeeeessabeeeesanseeeesasaneenns 35
View Budget EXCeptions ON Travel ClaimMS......uiii it ceitee s sritee sttt e e ettt e s sstee e s s sibee e s sabee e s ssbeaesssbeaessnsaeessnseeessnnees 44

2 TU Lo ooy o T CTU N o 1] gL PSPPI 48
VIieW and Print EXPENSE REPOIES ....uuiiiiiitiieiiciiieeectte e e e ettt e e eette e e e etteeeeebteeesebaeeesasteeesansaseesanstaeeeansaseesasanseeasaeeesanseeeesasen 51
View and Print Travel AULNOFIZATIONS .....c..ciitiiiieie ettt ettt sb e st sttt e b e b e beesbeesaeesaneas 60
VieW and Print Cash AGVANCES ......coouioiiiieteee ettt s bt sttt et e et e e s bt e sheesatesabe et e e bt e beenbeesneesneesnnean 67



State of Tennessee — Edison Project
End User Training Material — Travel Manual: Approvers

/
A Bright Iea for State Gorernment

Reassign Approval Work
An approver may reassign a travel claim from one approver’s worklist to another. You must have a travel approval role

in Edison to have access to reassign travel claims.

Step 1.
Click the Main Menu link and then select FSCM.

Reporting Tools
HCM Reporting Tools
ELM Reporting Tools

My Personaiizations

My System Profile

Step 2.
Click the Travel and Expenses link.

FSEM TN_Enhancements

Reporiing Tools Employee Self-Service
HCM Reporting Tools

ELM Reporting Tools

Manager Self-Service
Supplier Contracts

My Personaiizations Customers

My System Profile Customer Contracts

Items

Cost Accounting

Suppliers
Procurement Contracts

Purchasing

Inventony

eFrocurement

Senvices Procurement

Sourcing
Granis

Program Management

Project Costing

I Travel and Expenses I

FREFrdCrFRER AP R B @

t%%vl Training

Billing
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Step 3.
Click the Manage Expenses Security link.

Favoriies ™

HCM 4

My Personalizations Customers 4

&=

B ew b

5 rFsoM THN_Enhancements

3  Reporting Tools Employee Seli-Service b
{3 HCM Reporting Tools Manager Self-Service v
3 ELM Reporting Tools Supplier Contracts b

SCM Integrations

i
=
=
=
=
My System Profile B3 customer Confracts »
L ltems '
B3  cost Accounting ¥
=] Suppliers E
1 Procurement Contracts b
8 Purchasing .
E| Inventory 3
O eProcurement b
B3  Services Procurement »
8 sourcing b
8  Grants .
8 Program Management b
3 Project Costing b
(3 Travel dndExpanses | 1  Approve Transactions
&1 Biling &0 Manage Employee Information b
8 Accounts Receivable (3 [Manage Expenses Securily| k
O Accounts Payable (3  Expense Report 3
(3 Asset Management 3  Travel Authorization v
8 Financial Gateway & cash Advance 3
& Commitment Coritrel 8 Process Fxpenses v
3 General Ledger B3 Manage Accounting b
0o [El  Expenses Workzenter
=

615-741-HELP{43! Travel and Expense Center

Set Lip Financials/Suppl
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Step 4.
Click the Reassign Approval Work link.

Favorites ™

I = | Search 8 Advanced Search
ELM s

FSCM TN_Enhancements 4
Reporting Tools

HCM Reporting Tools
ELM Reporting Tools

Welcome to Edi
Employee Self-Service 4

Manager Self-Service 4
Supplier Contracts 4
My Personalizations Customers k
Customer Contracts 4

mmep rFeer R

My System Profile

= Items r
Vo EN ENROLL
Suppliers 4

@ Human Resources

Procurement Contracts

PARTNERS

- Time and Labor ::::;ii;ng : _.m—n—“
ml II-
Bensfits eProcurement 4
Services Procurement L O C T- 1 > N ov-
ELM Sourcing 4
Grants »
el FSCM Program Management »
Project Costing 4
%QQJ Training Travel and Expenses 5 Approve Trangactions L4 =
gilling 3 manage Employee Information

PR R PRPRPRPPPPRPPRPREOR @A

1  Manage Expenses Secx‘ E | Reassign &ggroval work | ‘

Accounts Receivable

Step 5.
Enter the Edison User Id of the individual whose approval list the claim is located on.

Favorites Main Menu ~ > FSCM ™ Travel and Expenses ¥ Manage Expenses Security ¥ Reassign Approval Work

All  ~ | Search B Advanced Search

TN Tennessee
__ State Government

Reassign Work

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

Find an Existing Value i

w Search Criteria

Search by: begins with[tommk0206001 |

[ case Sensitive

i Searth | Advanced Search
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Step 6.
Click the Search button.

Favorites ~ Main Menu ~ * FSCM ¥ > Traveland Expenses ¥ > Manage Expenses Security ¥ > Reassign Approval Work

Al  ~ | Search B8 Advanced Search

TN Tennessee
__ State Government

Reassign Work

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

Find an Existing Value

w Search Criteria

Search by: begins with|{tommk0206001

[ case Sensitive

Advanced Search

Step 7.
The Reassign Work page displays all travel claims currently on the approver’s worklist.

In the “Reassign Work To:” field, enter the Edison User ID of the individual you wish to reassign the claim to. This
would be the individual who needs to take approval action on the claim.

Favorites ¥ Main Menu » FSCM ¥ > Travel and Expenses ¥ > Manage Expenses Security ™ » Reassign Approval Work

All  ~ | Search B8 Advanced Search

TN Tennessee
__ State Government

Define Security
Reassign Work
Approver tommk0206001 Tommie K Pendergrass
Reassign Work To|saraaD223001 |Q Sarah A Lunsford

M select Al O peselect an Reassign
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Step 8.
Click on the checkbox(s) beside the travel claim(s)s that need to be reassigned to place a checkmark in the box
thereby selecting the transaction(s).

Favorites Main Menu ~ » FSCM = > Traveland Expenses ¥ Manage Expenses Security = Reassign Approval Wark

Al » | Searc | » vanced Seart
TN Tennessee — I Aavanced Search
— State Government Welcome to Ed

Define Security

Reassign Work

Approver tommik0206001 Tommie K Pendergrass
Reassign Work To saraa(l223001 1@, Sarah A Lunsford
Select Al O peselect Al I Reassign
Transaction Information Personalize | Find | View All | LED | E First
Select Transacfion Type Total Amount Name Empl |D Report 1D Submizsion Date Role
[ Cash Advance 5.00 UsSD Hamdorif,James R 00145734 0000000668 11/09/2015 HR Supervisor

Expense Report 27531 USD Hamdort.James R DO145734 DODT0459821  12111/2015 HR -Supenisor

| Expense Report 245.00 USD Hamdorfi James R DD145734 DDO10459793  91/20/2015 HR Supervisar
(| Expense Repon 10.00 USD HamdorT James R DD145734 0DD10408822 1211172015 HR Supervisor

Expense Report 19650 USD Hamdorfi,James R 00145734 DDD1049818  12M6/2015 HR Supervisor
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Step 9.
Click the Reassign button. Claim(s) will disappear from current approver’s worklist and route to the new approvers.

Favorites ¥ Main Menu ¥ > FSCM = & Traveland Expenses ¥ Manage Expenses Security ¥ Reassign Approval Work

TN Tennessee m—— S

— State Government Welcome to Ed

Define Security

Reassign Work
Approver tommi0206001 Tommie K Pendergrass
Reassign Work To saraa0223001 |@, Sarah A Lunsford
¥ select An O pesetect Al
Transaction Information Personalize | Find | View Al | (2] = First
Select Transachion Type Total Amount Name EmpliD Report D Submission Date Role
(| Cash Advance 500 USD Hamdorff,James R 00145734 000000066 11/08/2015 HR Supervisor
] Expense Report 27531 USD Hamdorff.James R 00145734 DODT040821 1241/2015 HR Supenvisor
| Expense Report 248.00USD Hamdorii James R 00145734 DO01049793 112002015 HR Supervisor
Tl Expense Report 10.00 USD Hamdorff James R 00145734 DO010409822 1271172015 HR Supervisor
¥l Expense Repori 186.50 USD Hamdorii,James R 00145734 00010409818 12M16/2015 HR Supervisor
Step 10:

You have now successfully Reassigned Approval Work.

End of Procedure.
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Budget Checking Travel Claims
Prior to approving an Expense Report OR Travel Authorization, the claim must have a “Valid” budget status.

Step 1.
Click the Main Menu link and then select FSCM.

B2 HomM

8 e b
5 :
=] Reporiing Tools |
(3  HCM Reporting Tools b
4 ELM Reporting Tools b
E] My Personaiizations

=] My System Profile

Step 2.
Click the Manager Self Service link.

Favorites

i = »
T FScM 0 Employee Self-Service
B Hcm B3 | manager Seli-Service| v
3  Peopiesoft O eProcurement -
9 Reporing Tools 3  Services Procuremant b
{2 HR Reporting Tools (3  Travel and Expenses b
{3 ELMReporing Tools | )  SetUp Financials/Supply Chain »
=l My Personaiizations (3 Enterprise Components C
I5] My System Profile B workist b
B0 = e &

Step 3.
Click the Travel and Expense Center link.

Favorites ¥

ELM
FSOM Employee Self-Service

HCM L Manager Seli-Sanvice 5 | 7ravel ana Expense Cenier

PeopieSoft eProcurement

Ea
=
B2
&
&

Reporting Tools Services Procurement
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Step 4.
Click the Approvals link.

Favorites = Main Menu ~ FSCM = Manager Seff-Sepvice *

TN Tennessee
State Government

Travel and Expense Center

rfj Travel and Expense Center

Manager Travel and Expense Center

EEL 4 Approvals
V?\\.t'.’sj Rpprove expense transactions

&l Approve Transactions

[il] Analysis
Access analysis tools for ime and expense enines

Step 5.
Click the Approve Transactions link.

Favorites = Main Menu FSCM = Manager Self-Service *

TN Tennessee
State Government

Travel and Expense Center

El
Approvals
Approve expense transactions
= Approve Transactions

4y o TR g o

Step 6.

‘Travel and Expense Canter

=o:ai Budget Check
: ,é} Reguest budget check, review budget exceptions and cancel approved fravel
|

uthonzations
=l iew Exceptions - Travel Auth
=l View Exteptions - Expenss Rpt

@ Print Reporis

Print managemsnt reports for travel expenses
Cash Advances by Dept

=] Cash Advance Aging by Dept

=] Expense Transaction by Dept

Travel and Expense Center = Approvals *

Click on the appropriate Report ID (OR Authorization ID) under the “Transaction ID” column for the claim you are
reviewing and approving. This will take you into the claim.

Favorites Main Menu ~ FSCM + Manager Self-Service ~

TN Tennessee
— State Government

| Overview | Expense Reporis || Time Repors || Time Adjustments || Travel Authorizations ||
¥ Search Pending Transactions 7

b Change Sort Order 7

¥ setect Al [ Glear | APmove | || Reviewed || Send Back o
Transactfions to Approve 7
Select Transaction Type Total: Unit Name Employee ID
Il Cash Advance 15.00,USD Halcomb, Susie 00105003
[ Expense Report 226.00 USD Halcomb, Susie 00108003
Expense Report 150.00 USD Halcomb, Susie 00102003

Travel and Expense Center ¥

Approvals ¥ Approve Transartions

Welcome to Edison Employee Portal

Cash Advances Errors

|| RefreshList
Personalize | View Al | Ed] | E F
Deacription Transaction ID :::-nmu Status Role
test 0000000699 12172015 Submitted for Approval  HR Supervisor
test-withdraw 0001154794 12172015 Submitted for Approval HR Supenvisor
Canference 12M82015  ‘Submitted for Apgroval  HR Supeniisor

10
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Step 7.
Scroll to the bottom of the page and verify the budget status is “Not Budget Checked”.

NOTICE: The “Approve” button is grayed out due to the claim not being budget checked. The claim must be budget
checked prior to approval.

Favorites ¥ Main Menu v FSCM = > Manager Self-Servi 5 Travel and Expense Cepter ¥ & Approvals ™ > Approve Transachions

TN Tennessee

Expense Type Date ﬂﬁ_ﬂﬂusmess Project Activity Reml:rl:rsnel Currency E::;Ej $:q?f£; Appro
Conference Fees.  12M1/2015 35810 CHSTATEFUNDED1O STATE 150.00USD
Expense Report Totals
Employee Expenses {1 Line) 150.00 USD Due Employee 150.00 USD
Non-Reimbursable Expenses 0.00 UsD Due Supplier 0.00 Ush
Prepaid Expenses 0,00 UsD Definition of Totals
Employee Credits 0.00 UsD
Supplier Credits 0.00 USD
Cash Advances Applied 0.00 UsD
= Panding Actions Personalize | Find | 2| E Firat 4/ 1:2af2 &' Last
Role Name Action Date/Time
HR Supervisor Lakins Rebecca W
TN-Fiscal Officer Approval {Fooled)
v Action History Personalize | Find ':E—l[ E Fist & 1of1 U0 Last
Hole Name Action Date/Time
Employee Haltomb, Susie Submiitted 12182015 12:16:10PM

= Comments

Budget Status |Not Budget Checked |
Budget Options

AppITve Send Back | Hold | Deny | Save Changes

Comments | L&

11
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Step 8.
Click on the “Budget Options” blue hyperlink.

Favorites Main Menu FSCM +

TN Tennessee

Expense Type Date Eﬁi:}usmess Project
Conference Fees  12M1/2015 35810 CHSTATEFUNDED 1O
Expense Report Totals
Employee Expenses (1 Line) 150.00 USD
Non-Reimbursable Expenses 0.00 USD
Prepaid Expenses 0,00 USD
Employee Credits 0.00 UsD
Supplier Credits 0.00 UsSD
Cash Advances Applied 0.00 UsD
= Pending Actions
Role Name

HR Supservisor Lakins Rebecca W

TH-Fiscal Officer Approval {Fooled)

v Action History
Role Name

Employee Halcomb, Susie

 Comments

Manager Self-Service ™

A Bright Iea for State Gorernment

Travel and Expense Center ¥ Approvals «

o Reimburse HRecempt Receipt
Ariiity Amt CurTEncy Verified  Required
STATE 150.00'USD

Due Employee 150.00 USD
Due Supplier 0.00 USD

Definition of Totals

Personalize | Find | 2] L= First ‘A 1-2.0f2 'k Last

Action Date/Time

Personalize | Find | B | = First & 1of1 UM Last

Action DatelTime

Submiitted 121182015 12:16:10PM

B2

Budget Status Not Budget Checkad

Budget Options

Budget Checking is required before the Expense Report can be Approved. Please click on the
Budget Options hyperiink.

Send Back |

AGDITHE

| Deny | Save Changes

Comments |

Approve Transaciions

Appro

12
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Step 9.

Click the “Budget Check” button to budget check the claim. This may take a few minutes, let the page continue
spinning until complete.

Commitment Control

Commitment Control Details

Source Transaction Type Expense Shest
Budget Checking Header Status MNot Budget Checked

Commitment Control Amount Type Encumbrance

Override Transaction

Budget Check 0
Go to Transaction Exceptions Go To Activity Log
OK Cancel
Step 10.

If a message is generated stating there are “Budget Warnings”, these are OK. Click the “OK” button, and then click the
“No” button. You may ignore this message and proceed with approving the claim.

If a message is generated stating there is a “Budget Error”, this is an issue. The travel claim cannot be approved until
the budget error is resolved. Follow the steps below to resolve the error:

a) Review the “Budget Error Guidelines” section in this document to understand the error received.

b) Contact your Budget Department and/or Fiscal Office regarding the Budget Error in order to find out how to
resolve the particular error.

c) If further assistance is needed, contact the Edison Help Desk (741-HELP).

13
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Step 11.
After budget checking is complete, the status will update to “Valid”. You may click the OK button, and proceed with
approving the claim.

Commitment Control

Commitment Control Details

Source Transaction Type Expense Shest

Budget Checking Header Status “alid

Commitment Control Amount Type Encumbrance
Commitment Control Tran ID 00591852728

Commitment Control Tran Date 12/21/2015
Override Transaction

Budget Checl 0
Go to Transaction Exceptions
Cance
Step 12.

You have now successfully Budget Checked a Travel Claim.

End of Procedure.
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Viewing Notes and Attachments Prior to Approval
In this scenario, we will review the Notes and Attachments added by the employee prior to approval of an expense

report.

Step 1.
Click the Main Menu link and then select FSCM.

5 [ o

8 EM "
o »
&3 Reporiing Tools ¢ B
(3 HCM Reporting Tools »
3 ELM Reporting Tools b
E] My Personaiizations

D My System Profile

Step 2.
Click the Manager Self Service link.

Favorites

8 e b
= FscMm L1 Employee Seli-Sanvice
B3 wom &3 | Manager Seli-Service | 3
9 Peopiesoft O eProcurement 3
3 Reporting Tools 3  Semices Procurement ¥
{3  HR Reporting Tools 3  Travel and Expenses 3
{3  ELM Reporting Tools 3  Set Up Financials/Supply Chain b
=| My Personaiizations 8 Enterprise Components ’
5] My System Profile 5 workist v
B0 E e E

Step 3.
Click the Travel and Expense Center link.

Favortes ~

ELM
FSOM Employee Seli-Service
HCM i Manager Sel-Service D Travel and Expense Center

PeopieSoft eProcurement

£a
=
B2
i
s

Reporting Tools Senvices Procurement

15
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Step 4.
Click the Approvals link.

Favorites ™ Main Menu ~ FSCM + Manager Self-Sepvice Travel and Expense Center

TN Tennessee
State Government

Travel and Expense Center

ffj Travel and Expense Center

Manager Travel and Expense Center

Budget Check

Reguest budget chetk, review budget exceptions and cancel approved fravel
authorizations

W Exceptions - Travel Auth

\iew Exceptions - Expense Rpt

Eile] Analysis @ Print Reporis
GQ Aceezs analysiz tools for time and expenze entnes w Print management reports for travel expenses
Gash Advances by Dept

Cash Advance Aging by Dept
= Expsnse Transachion by Dept

Step 5.
Click the Approve Transactions link.

Favorites « Main Menu ~ > FSCM ¥ > Manager Self-Service ¥ > Travel and Expense Center ¥ > Approvals ¥

TN Tennessee
__ State Government

Travel and Expense Center

% Approvals
Approve expense fransactions

=4 Approve Transactions

T Eons

Step 6.
Click on the appropriate Report ID under the “Transaction ID” column for the claim you are reviewing and approving.

This will take you into the claim.

Favorites ™ ManMenu 3 E: Manager Self-Service ™ Travel and Expense Center ™ »  Approvals ¥ > Approve Transactens

TN Tennessee
___ State Government

| Overview | Expense Repor= || Time Reports || Time Adjustments || Travel Authorizafions || CashAdvances || Errors |
¥ Search Pending Transactions 7

P Change Sort Order 2

seiect All [T Ciear Al | Approve || Reviewsd | ‘Send Back 1l Hold Il Refresh List _I
Transactions to Approve ¢ Personalize | View All | £ | B
Select Alert Transaction Type Total Umt Mame Employee ID  Descrption Transaction ID g:;fmmﬂ Statug Role

] Cash Advance 15.00USD Halcomb, Susie 00108003 test 0030000899 12172015 Submitted for Approval HR Supervisor
=l Expense Repori 150.00 USD Halcomb,Susie 00108003  Conference 00011545801 12/18/2015: Submilted for Approval  HR Supervisor
[ Vi) Expense Report 3T.32UsD Halcomb, Susia 00108003  Conference 1001154302 12/27/2015  Submitted for Approval  HR Superisar
1 Expense Report 12:00USD Halcomo Susie 00108003  TEST Froxy 0001154806 12/21/2015:  Submitted for Approval  'HR Supervisor
(] Expense Report 245.00USD Halcomb, Susie 00105002  Noles & Attachments 12/2312015  Submitted for Approval  HR Supervisor

16
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Step 7.
Any comments included on an expense report are now added in Notes.

Click on the Notes link to view any notes included on the report.

Favorites Main Menu ~ > FSCM ™ Manager Self-Service ™ Travel and Expense Center ™ > Approvals ™ > Approve Transachons

TN Tennessee
State Government

Approve Expense Report
Expense Report Summary
Susie Halcomb User Defaults Expense Report Detail

v General Information

Report Description Motes & Attachments ReportlD Q0011543808
Business Purpose Assessments Reference Employee Base Office
Report Status Submitted for Approval Created On 12/23/2015 By susid0520001
Destination  MNashville Davigson Updated on 12/23/2015 By susid0520007
B.30:35AM
Aitachments (1) Motes
Accounfing Defaults More C-ptions| [V | GO

Step 8.
Any comments added on an expense report display under the Notes section with the comment, name of user who
added the note, their role, and the date and time the note was added.

Click the OK button to return to the expense report approval page.

Expense Notes

Add Motes
Motes Personalize | Find | Y| B First ‘&' 10f1 ®/ Last
Notes MName Role Date/Time
Note will show up here. Susie Halcomb Employee 122315 3:27:20AM I

OK I Cancel

17
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Step 9.
If an attachment has been uploaded to the travel claim an Attachments link will appear on the page to allow the
approver access to view or download the attached file.

If there is no Attachments link visible on the page, then no documents are attached to the claim. The link is only
visible when attachments exist.

Click on the Attachments link.

Favorites ~ Main Menu ~ > FSCM ™ Manager Seli-Service ™ Travel and Expense Center ™ »  Approvals ¥ > Approve Transacbons

TN Tennessee
_ State Government

Approve Expense Report
Expense Report Summary

Susie Halcomb User Dafaults Expense Report Detail

v General Information

Report Description Notes & Attachments Report1D 0001154309
Business Purpose Assessments Reference Emploves Base Office
Report Status  Submutted for Approval Created On 12/23/2015 By susid0520001
Destination  Mashville Davioson Updated on  12/23/2015 By susid0520001
8:30:35AM

Attachmen MNotes

Accounfing Defaults More Options| v| GO

Step 10.
The Expense Report Attachments page displays the File Name, Description of the attachment, User ID and Name of
who attached the file, and the Date and Time the file was attached.

Click on the Link containing the file name.

Note: An approver can only view an attachment and does not have access to upload a new attachment or delete an
existing one. Only the employee or proxy has access to add and delete attachments.

Expense Report Attachments
Report ID 0001154809

Details Personalize | Find | View All | @l @ First ‘4 1

File Mame Description User Name Date/Time Stamp

TEST docx Uploaded a Test Document. susidD520001 Susie Halcomb 1202372015 8:30:33AM

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

OK Cancel

18
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Step 11.
There is the option to either Open the file or Save it to your computer.

Do you want to open or save TEST.docx from agl7ndciw(0017.dcnorth.tenn?

Step 12.

You have successfully reviewed notes and attachments prior to approval.

End of Procedure.

A Bright Idea fir State Government

Open

| Save |v

Cancel

19
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Approving a Travel Claim
In this scenario, we will approve an expense report.

Step 1.
Click the Main Menu link and then select FSCM.

B2 HomM

8 e b
5 :
=] Reporiing Tools |
(3  HCM Reporting Tools b
4 ELM Reporting Tools b
E] My Personaiizations

=] My System Profile

Step 2.
Click the Manager Self Service link.

Favorites

i = »
T FScM 0 Employee Self-Service
B Hcm B3 | manager Seli-Service| v
3  Peopiesoft O eProcurement -
9 Reporing Tools 3  Services Procuremant b
{2 HR Reporting Tools (3  Travel and Expenses b
{3 ELMReporing Tools | )  SetUp Financials/Supply Chain »
=l My Personaiizations (3 Enterprise Components C
I5] My System Profile B workist b
B0 = e &

Step 3.
Click the Travel and Expense Center link.

Favortes v
ELM
TN FSOM Employee Self-Service
Manager Seli-Sanvice 5 | 7ravel ana Expense Cenier

HCM
PeopieSoft eProcurement

Ea
=
B2
&
&

Reporting Tools Services Procurement
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Step 4.
Click the Approvals link.

Favorites = Main Menu ~ FSCM ~ Marager Self-Sepvice * Travel and Expense Center

TN Tennessee
_ State Government

Travel and Expense Center

ffj Travel and Expense Center

Manager Travel and Expenze Center

= [57; Budget Check
VI’@ Approve expense fransactons f Af Request budget chetk, review budget exceptions and cancel approved fravel
= Approve Transactions suthonzations

w Exceptions - Travel Auth
view Exceptions - Expense Rpt

[ilh] Analysis @ Print Reporis
Srcess analysis tools for imes and expenss entnes s Print management reports for travel expenses
Cash Advances by Dept
Cash Advance Aging by Dept
=] Expense Transaction by Dept

Step 5.
Click the Approve Transactions link.

Favorites = Main Menu - FSCM > > Manager Seff-Service ¥ > Travel and Expense Center * >  Approvals =

TN Tennessee
—_ State Government

Travel and Expense Center

\% Approvals

Approve expense transactions

= rove Transactions
prove expenses fransactions

Step 6.
Click on the appropriate Report ID (OR Authorization ID) under the “Transaction ID” column for the claim you are

reviewing and approving. This will take you into the claim.

Favorites ™ Main Menu 5> [FSCM * Manager Self-Service = Travel and Expense Centar Approvals ¥ 5 Approvie Transactions

TN Tennessee
— State GOVE nm ment Welcome to Edison Employee Portal

Overview Expense Reporis || Time Repors || Time Adjistments || Travel Authorizations || Cash Advances Errois

¥ Search Pending Transactions

) Change Sort Order (7

¥ Setect All [l Clear A | Appove’ || Reviewed ||  SendBack || Hod ||  RefreshList
Transactions to Approve (2 Personalize | View All | 1) = F
Select Transaction Type Total Unit "Name Employee I Deacription Transaction D ﬁ:-nﬂmd Status Role
(| Cash Advance 15.00,USD Halcomb, Susie 00108003 test 0000000895 120117/2015  'Submitted for Approval  HR Supervisor
[ Expense Report 226.00 USD Halcomb. Stsie 00108003 testawithdraw 0001154794 12/17/2015  Submitted for Approval  HR Supervisor
(| Expense Report 150.00 USDy Halcomb, Susie 00102003 Conference 12/18/2015  ‘Submitted for Approval  HR Supenisor
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Step 7.
Scroll to the bottom of the page and verify the budget status is “Valid”. If the claim has a budget status of “Not Budget
Checked”, please see the” Budget Checking Travel Claims” section in this document.

NOTICE: The “Approve” button will be grayed out if the claim has not been budget checked. The claim must be budget
checked prior to approval.

Favorntes ™ Main Menu ~ > FSCM * Manager Self-Service Travel and Expense Center ¥ > Approvals ™ 5 Approve Transactions

TN Tennessee

State Government
Expense Type Drate: Eﬁi?usines iz Project Activity Heimb?:.::; Cumency 33:?[:’; Rm:'%::l Apprc
Conference Fees:  12/11/2015 35910 CHSTATEFUNDED 1D STATE 150.00 USD

Expense Report Totals

Employee Expenses (1 Ling) 150,00 USD Due Employee 150,00 USD
Non-Reimbursable Expenses 0.00 UsD Due Supplier 0.00 UsD
Prepaid Expenses 0.00 UsSD Definition of Totals
Employee Credits 0.00 UsD
Supplier Credits 0.00 UsD
Cash Advances Applied 0.00 UsSD
= Pending Actions Personalize | Find | (] el First ‘A 1-2of2 "M/ Last
Role Hame Action Date/Time
HR Supervisor Lakins Rebecca W
TN-Fiscal Officer Approval {Pooled)
+ Action History Personalize | Find | G1| = First & 4.0t W' Last
Role Mame Action DratelTime
Employee Halcomb, Susie Submitted 1211812015 12:16:10PM

v Comments

Bl
[Budget statws vaio ] Budget Checking completed. Report is ready for Approval/Posting.
Budget Options
Approve Send Back Hold Deny Save Changes
Comments =g
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Step 8.
Click the Approve button.

Favorntes ™ Main Menu ~ > Manager Self-Service Travel and Expense Center ¥ > Approvals ™ 5 Approve Transactions

TN Tennessee
State Government

E

PC Business 3 Tt Reimburse Receipt Receipt
Expense Type Date Uit Project Activity Amit Cumency Visificd Required Appic
Conference Fees: 1211/2015 35910 CHSTATEFUNDED 1D STATE 150.00 USD

Expense Report Totals

Employee Expenses (1 Ling) 150,00 USD Due Employee 150.00 USD
Non-Reimbursable Expenses 0.00 UsD Due Supplier 0.00 UsD
Prepaid Expenses 0.00 UsSD Definition of Totals
Employee Credits 0.00 UsSD
Supplier Credits 0.00 USD
Cash Advances Applied 0.00 UsSD
= Pending Actions Personalize | Find | (] el First ‘4 1-20f2 "B/ Last
Role Mame MAction DatelTime
HR Supervisor Lakins Rebecca W
THN-Fiscal Officer Approval {Pooled)
+ Action History Personalize | Find | G1| = First & 4.0t W' Last
Role Mame Action DratelTime
Employee Halcomb, Susie Submitted 1211812015 12:16:10PM

v Comments

B2
Budget Status Vafid Budget Checking completed. Report is ready for Approval/Posting.
Budget Options
| Approve | Send Back Hold Deny Save Changes

Comments | I
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Step 9.

Click the OK button. The claim will disappear from your worklist and will route to the next approver needed.

A Bright Tdea for State Government

Save Confirmation

Approve Expense Report
Submit Confirmation

Susie Halcomb

Expense Report Totals

Employee Expenses (1 Line)
Non-Reimbursable Expenses
Prepaid Expenses
Employee Credits

Supplier Credits

Cash Advances Applied

“ This report will be approved.

Cancel

Step 10.

150.00 USD
0.00 UsD
0.00 UsD
0.00 UsD
0.00 UsD
0.00 UsD

You have now successfully Approved a Travel Claim.

End of Procedure.

Report ID 0001154301

Due Employee
Due Supplier

150.00 USD
0.00 UsD
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Sending Back a Travel Claim
In this scenario, we will send back an expense report for revision.

Step 1.
Click the Main Menu link and then select FSCM.

B2 HomM

8 e b
5 :
=] Reporiing Tools |
(3  HCM Reporting Tools b
4 ELM Reporting Tools b
E] My Personaiizations

=] My System Profile

Step 2.
Click the Manager Self Service link.

Favorites

i = »
T FScM 0 Employee Self-Service
B Hcm B3 | manager Seli-Service| v
3  Peopiesoft O eProcurement -
9 Reporing Tools 3  Services Procuremant b
{2 HR Reporting Tools (3  Travel and Expenses b
{3 ELMReporing Tools | )  SetUp Financials/Supply Chain »
=l My Personaiizations (3 Enterprise Components C
I5] My System Profile B workist b
B0 = e &

Step 3.
Click the Travel and Expense Center link.

Favortes v
ELM
TN FSOM Employee Self-Service
Manager Seli-Sanvice 5 | 7ravel ana Expense Cenier

HCM
PeopieSoft eProcurement

Ea
=
B2
&
&

Reporting Tools Services Procurement

/
A Bright Iea for State Gorernment
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Step 4.
Click the Approvals link.

Favorites = Main Menu ~ FSCM ~ Manager Seif-Sepvice * Travel and Expense Center

TN Tennessee
State Government

Travel and Expense Center

ffj Travel and Expense Center

Manager Travel and Expenss Center

=L 4 Approvals o Budget Check
‘}@ Approve expense fransactions |§ Request budget chetk, review budget exceptions and cancel approved fravel

honzations
Tew Exceptions - Travel Auth
\View Exteptions - Expense Rpt

Lilh] Analysis @ Print Reporis
Access analysiz tools for ime and expenss entries w Print managemsnt reports for travel expenses
ash Advances by Dept
ash Advance Aging by Dept
[ Expense Transaction by Dept

&l Approve Transactions

Step 5.
Click the Approve Transactions link.

Favorites = Main Menu > FSCM ™ > Manager Self-Service ¥ »  Travel and Expense Center ¥ > Approvals ™

TN Tennessee
State Government

Travel and Expense Center

Ehs o
y rovals
v PP
Approve expense transactions
= Approve Transactions
E ADProve expenses ranzaciions

Step 6.
Click on the appropriate Report ID (OR Authorization ID) under the “Transaction ID” column for the claim you are
reviewing and approving. This will take you into the claim.

Favofites ™ Man Menu ~ ¥ FSCM ¥ Manager Si »  Travel and Expense Center ¥ Approvals ™ - Approve Transactions

TN Tennessee
__ State Government Welcome to Edison Employee Portal

Overview Expense Reporis || Time Reporis || Time Adjustments || Travel Authorizations || Cash Advances Errors

¥ Search Pending Transactions

) Change Sort Order (7

¥ setect Al Ol Cleara | Approve || Reviewed || SendBack ||  Hald ||  Reftech List
Transactions to Approve (2 Personalize | View All | £ | B f
Select Transaction Type Total Unit ‘Hame Employee 10 Deacription Transaction iD ﬁ;:nﬂmd Status Role
[ Cash Advance 15.00;U5D Halcomb, Susie 00108003 test 0000000699 1217/2015  'Submitied for Approval  HR Supervisor
E Expense Repord 22600 USD Halcomb. Susie 00102002 test-withdraw 0001154794 12/17/2015  Submitted for Approval  HR Supervisor
(| Expense Report 150.00 USD Halcomb, Susie 00102003 Caonference 12/18/2015  'Submitied for Approval  HR Supenvisor
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Step 7.
A Comment is required when sending back a travel claim.

Enter a Comment in the “Comments” box (located above the budget status section) explaining why the claim is being
sent back to the employee and include any additional details (revisions the employee needs to make, etc.).

Favorites = Main Menu ~ ¥ FSCM ™ Manager Seff-Service ™ Travel and Expense Center ¥ = Approvals ™ > Approve Transacfions

TN Tennessee

Expense Type Date Eﬁi:}usmess Project Activity Flelmbf;: Cumency Eﬁ:ﬁg Rﬁ;ﬁ; Approy
Conference Fees  12/11/2015 35910 CHSTATEFUNDED10 STATE 150.00 USD
Expense Report Totals
Employee Expenses (1 Line) 150,00 UsD Due Employee 150.008 UsSD
Non-Reimbursable Expenses 0.00 USD Due Supplier 0.00 USsD
Prepaid Expenses 0.00 USD Definition of Totals
Employee Credits 0.00 USD
Supplier Credits 0.00 UsD
Cash Advances Applied 0.00 UsD
w Pending Actions Personalize | Find | =) h;ﬂ First A 4-20f2 b/ Last
Role MName Action Date/Time
HR Supernvisor Lakins Rebecca W
Th-Fiscal Officer Approval {Pooted)
¥ Action History Personalize: | Find | ﬁll @ First & Apfl &' Last
Role Name Action Dratel/Time
Employee Halcomb. Susie Submitted 121812015 1216:10PM
v Comments
Amount for Conference Fees is incorrecl Please modify your claim and change to ihe comect amount of $125. E_I@
Budget Status “afid Budget Checking completed. Report is ready for Approval/Posting.
Budget Options
Approve Send Back Hold Deny Save Changes
Comments e
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Step 8.
Click the Send Back button.

Favorntes ™ Main Menu ~ > Manager Self-Service Travel and Expense Center ¥ > Approvals ™ 5 Approve Transactions

TN Tennessee
State Government

E

PC Business 3 Tt Reimburse Receipt Receipt
Expense Type Date Uit Project Activity Amit Cumency Visificd Required Appic
Conference Fees: 1211/2015 35910 CHSTATEFUNDED 1D STATE 150.00 USD

Expense Report Totals

Employee Expenses (1 Ling) 150,00 USD Due Employee 150.00 USD
Non-Reimbursable Expenses 0.00 UsD Due Supplier 0.00 UsD
Prepaid Expenses 0.00 UsSD Definition of Totals
Employee Credits 0.00 UsSD
Supplier Credits 0.00 USD
Cash Advances Applied 0.00 UsSD
= Pending Actions Personalize | Find | (] el First ‘4 1-20f2 "B/ Last
Role Mame MAction DatelTime
HR Supervisor Lakins Rebecca W
THN-Fiscal Officer Approval {Pooled)
+ Action History Personalize | Find | G1| = First & 4.0t W' Last
Role Mame Action DratelTime
Employee Halcomb, Susie Submitted 1211812015 12:16:10PM

v Comments

B2
Budget Status Vafid Budget Checking completed. Report is ready for Approval/Posting.
Budget Options
Approve | Send Back | Hold Deny Save Changes

Comments | I



State of Tennessee — Edison Project

End User Training Material — Travel Manual: Approvers

Step 9.

Click the OK button. The claim will disappear from your worklist and will return to the employee and allow them to

modify.

Save Confirmation

Approve Expense Report

Submit Confirmation
Susie Halcomb

Expense Report Totals

Employee Expenses (1 Line)
Non-Reimbursable Expenses
Prepaid Expenses
Employee Credits

Supplier Credits

Cash Advances Applied

V This report will be sent back for revision.

Cancel

Step 10.

150.00 USD

0.00 usD
0.00 UsSD
0.00 UsD
0.00 UsD
0.00 UsD

You have now successfully Sent Back a Travel Claim.

End of Procedure.

A Bright Tdea for State Government

Report 1D 0001154301

Due Employee
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Denying a Travel Claim
In this scenario, we will deny an expense report preventing the claim from being modified and resubmitted.

Step 1.
Click the Main Menu link and then select FSCM.

B2 HomM

8 e b
5 :
=] Reporiing Tools |
(3  HCM Reporting Tools b
4 ELM Reporting Tools b
E] My Personaiizations

=] My System Profile

Step 2.
Click the Manager Self Service link.

Favorites

i = »
T FScM 0 Employee Self-Service
B Hcm B3 | manager Seli-Service| v
3  Peopiesoft O eProcurement -
9 Reporing Tools 3  Services Procuremant b
{2 HR Reporting Tools (3  Travel and Expenses b
{3 ELMReporing Tools | )  SetUp Financials/Supply Chain »
=l My Personaiizations (3 Enterprise Components C
I5] My System Profile B workist b
B0 = e &

Step 3.
Click the Travel and Expense Center link.

Favortes v
ELM
TN FSOM Employee Self-Service
Manager Seli-Sanvice 5 | 7ravel ana Expense Cenier

HCM
PeopieSoft eProcurement

Ea
=
B2
&
&

Reporting Tools Services Procurement
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Step 4.
Click the Approvals link.

Favorites = Main Menu ~ FSCM ~ Manager Self-Service * Travel apd Expense Center

TN Tennessee
State Government

Travel and Expense Center

ffj Travel and Expense Center

Manager Travel and Expense Center

EL -4 75| Budget Check
VI’Q@ pIovE expense transactions |§ Reguest budget check, review budget exceptions and cancel approved ravel

= Approve Trangactions uthonzations
Wiew Exceptions - Travel Auth
View Exceptions - Expense Rpt

[ilh] Analysis @ Print Reports

@ Aeccess analysis tools for time and expense enines w Print management reporis for travel expenses

) =] Cash Advantes by Dept

Cash Advance Aging by Dept
[= Expense Transaction by Dept

Step 5.
Click the Approve Transactions link.

Favorites = Main Menu ~ - FSCM = > Manager Self-Service ¥ » Traveland Expense Center * >  Approvals =

TN Tennessee
_ State Government

Travel and Expense Center

\\% Approvals

Approve expense transactions

Step 6.
Click on the appropriate Report ID (OR Authorization ID) under the “Transaction ID” column for the claim you are
reviewing and approving. This will take you into the claim.

Favorites ™ Main Menu ™ » [FSCM * Manager Seff-Service = »  Travel and Expense Cenier ¥ Approvals = > Approve Transactions

TN Tennessee
__ State Government Welcome to Edison Employee Portal

Overview Expanse Reports || Time Reporis || Time Adjustments || Travel Authofizations || Cash Advanges Emrors
¥ Search Pending Transactions

) Change Sort Order (7

2 setect All Tl Cloarat | Apmove || Reviewed || SendBack || Hod ||  RefreshList
Transactions to Approve (2 Personalize | View All [ 2] = f
Select Transaction Type Total: Unit 'Name Employee [0 Deacription Transaction I ::-nmd Status Role
(| Cash Advance 15.00;USD Halcomb, Susie 00108003 test 0000000629 121702015 'Submitied for Approval  HR Supenvisor
1 Expense Report 22600 USD Halcomb. Susie 00108002 test-withdraw 0001154794 12/17/2015  Submitted for Approval  HR Supervisor
[ Expense Report 150.00 USD Halcomp, Susie 00108003 Conference 12M18/2015  'Submitied Tor Approval  HR Supenvisor
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Step 7.
A Comment is required when denying a travel claim.

Enter a Comment in the “Comments” box (located above the budget status section) explaining why the claim is being
denied.

Favornies Main Menu » FSCM = : Manager Self-Service  »  Travel and Expense Cepter ¥ > Approvals = »  Approve Transactions

TN Tennessee

PC Business 2 24 Reimburse Receipt Receipt
Expense Type Drate Unit Project Activity Arnt Cumency Verified Required Approvi
Conference Fees: 12M1/2015 35810 CHSTATEFUNDELD 10 STATE 150.00UBD
Expense Report Totals
Employee Expenses (1 Line) 150.00 USD Due Employee 150,00 USD
Non-Reimbursable Expenses 0.00 UsSD Due Supplier 0.00 UsD
Prepaid Expenses 0.00 UsSD Definition of Totais
Employee Credits 0,00 ush
Supplier Credits 0.oo ush
Cash Advances Applied 0.00 usD
= Pending Actions Personalize | Find | 21| Ed Fugk W =0 aE7 AR Cast
HRole Name Action Date/Time
HR. Supenvisor Lakins Rebecca W
TM-Fiscal Officer Approval {Pooled)
v Action History Personalize | Find | 11 | = Frst & 1of1 U Last
Role MName Action DatelTime
Employee Halcomb, Susie Submiitted 121812015 12:16:10PM
w Commenis
Report is a duplicate claim and is being denied] Expenses have already been reimbursed to empioyes. |F@
Budget Status valid Budget Checking completed. Report is ready for Approval/Posting.
Budget Oplions
Approve Send Back Hold | Deny | | Save Changes
Comments _' L&'y
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Step 8.
Click the Deny button.

Favorntes ™ Main Menu ~ > Manager Self-Service Travel and Expense Center ¥ > Approvals ™ 5 Approve Transactions

TN Tennessee
State Government

E

PC Business 3 Tt Reimburse Receipt Receipt
Expense Type Date Uit Project Activity Amit Cumency Visificd Required Appic
Conference Fees: 1211/2015 35910 CHSTATEFUNDED 1D STATE 150.00 USD

Expense Report Totals

Employee Expenses (1 Ling) 150,00 USD Due Employee 150.00 USD
Non-Reimbursable Expenses 0.00 UsD Due Supplier 0.00 UsD
Prepaid Expenses 0.00 UsSD Definition of Totals
Employee Credits 0.00 UsSD
Supplier Credits 0.00 USD
Cash Advances Applied 0.00 UsSD
= Pending Actions Personalize | Find | (] el First ‘4 1-20f2 "B/ Last
Role Mame MAction DatelTime
HR Supervisor Lakins Rebecca W
THN-Fiscal Officer Approval {Pooled)
+ Action History Personalize | Find | G1| = First & 4.0t W' Last
Role Mame Action DratelTime
Employee Halcomb, Susie Submitted 1211812015 12:16:10PM

v Comments

B2
Budget Status Vafid Budget Checking completed. Report is ready for Approval/Posting.
Budget Options
Approve Send Back Hold | Deny | Save Changes

Comments | I
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Step 9.

Click the OK button. The claim will disappear from your worklist and the status will update to Denied. The employee

cannot modify a claim that is Denied.

Save Confirmation

Approve Expense Report
Submit Confirmation
Susie Halcomb

Expense Report Totals

Employee Expenses (1 Line)
Non-Reimbursable Expenses
Prepaid Expenses
Employee Credits

Supplier Credits

Cash Advances Applied

V This entire report will be denied.

Mone of the expenses will be reimbursed.

Step 10.

150.00 UsD
150.00 USD
0.00 UsD
0.00 usD
0.00 UsD
0.00 USD

You have now successfully Denied a Travel Claim.

End of Procedure.

A Bright Tdea for State Government

Report ID 0001154801

Due Employee
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Review Travel Claim with Exceptions
When a travel claim has an exception the claim will display on the Approve Transactions page with the checkbox
grayed out under the “Select” column and a yellow triangle on the line.

The approver must drill into the claim to view any exceptions that exist and take action on the claim from a different
page. The approver cannot take any action on the claim from the main Approve Transactions page.

Step 1.

One example of an exception is “Duplicates Exist”. A “Duplicates Exist” exception means an expense line contains the
exact same “Date”, “Expense Type”, “Payment Type”, and “Amount” on another expense line for the same claim OR a
different claim.

In this scenario we will be demonstrating an expense report with a “Duplicates Exist” exception.

Step 2.
Click the Main Menu link and then select FSCM.

HCM *

-
[ = Y 3
o= b
(3 Reporiing Tools *
3 HCM Reporting Tools |
{3 ELM Reporting Tools 4

i)
o

My Personaiizations

i [

My System Profile

Step 2.
Click the Manager Self Service link.

i ¢

O EscM 0 Employee Self-Service

B HeM &3 | Manager Seli-Service | ’

(3  Peopiesoft O3 eProcurement r
| 3 Reporting Tools E Services Procurement ¥
| & 3  HR Reporting Tools (3 Travel and Expenses ¥
= A {3 ELM Reporting Tools 3 Set Up Financials/Supply Chain >
{ B E My Personaiizations 3 Enterprise Components r
[ 2_: 5 my system Profile ? 'i"rﬁf""-”.“ } '
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Step 3.
Click the Travel and Expense Center link.

Favortes ~

ELM
FSOM Employee Seli-Service

HOM L tanager Self-Service

PeopieSoft eProcurement

EEERE

Reporting Tools Senvices Procurement

Step 4.
Click the Approvals link.

Favorites = MdinMenu ~ FSCM ~ Manager Self-Service * Travel and Expense Center

TN Tennessee
State Government

Travel and Expense Center

rfj Travel and Expense Center

Manager Travel and Expense Center

L‘_J%ﬁ Approvals [F5=5 Budget Check
VI’W Erioe enpense fransactions |§]i"' = Reguest budget chetk, review budget exceplions and cancel approved fravel

i) -ro\re Tranzactions suthorizations
E W Exceptions - Travel Auth
=l Visw Exceptions - Expense Rpt

[ilh] Analysis @ Print Reports

&3‘ Aeccess analysis tools for time and expense enines w Print management reporis for travel expenses
Cash Advances by Dept

Cash Advance Aging by Dept

= Expensze Transaction by Dept

Step 5.
Click the Approve Transactions link.

Favorites ™ Main Menu ~ > FSCM = > Manager Self-Service ¥ Travel and Expense Center ¥ > Approvals ¥

TN Tennessee
State Government

Travel and Expense Center

\\% Approvals
Approve expense transactions

=l Approve Transactions
E ADPIOVE SXPENSES Tansactons

36



State of Tennessee — Edison Project
End User Training Material — Travel Manual: Approvers

Step 6.
Under the “Select” column the checkbox is grayed out preventing you from selecting the box. Additionally, a yellow
triangle appears on the line alerting you to a potential issue.

The claim cannot be approved on this page, and you will need to check to verify if there is an exception on the claim.

Favories ™ Mam Menu ™ F: Manager Seil-Senvice Travel and Expense.Center ™ > Approvals ™ > Approve Transaciens

TN Tennessee
— State Government

| Ovesview || Expense Reports | Time Reports || Time Adjustments || Travel Authorizations || Cash-Advances || Errars
b Search Pending Transactions. 2

b Change Sort Order 2

select All [T Ciear Al | %ppa'ove Reviewsd 1l ‘Send Back | Hold || Refrash List |
Transactions to Approve % Personalize | View Al | 21| E
Select Alert Transaction Type Total Umt Name Employee ID Description Transzaction ID g:hmmmﬂ Status Role
[ Cash Advance 15.00 USD Halcomb Susie 001058003 ‘fest 000000069 1217/2015  Submitted Tor Approval HR Supervisor
1 Expense Report 226.00USD Halcomb.Susie 00108003 testwithdraw 0001154794 12M1772015.  Submitted for Approval  HR Supervisor
[ Expense Report 150.00 USD Halcomb, Susie 00108003  Conference 0001154801 12/18/2015  Submitted for Approval HR Supenisar
D Expense Report HT32USD Halcomp Susie 001023003 Conference 0001134802 12/29/2015  Submitted for Approval HR Supervisor

Step 7.
Click on the appropriate Report ID (Authorization or Advance ID) under the “Transaction ID” column for the claim you

are reviewing and approving. This will take you into the claim.

Favories ™ MainMenu ¥ FSCM Manager Self-Semvice ™ Travel and Expense Center ™ > Approvals ™ > Approve Transactons

TN Tennessee
__ State Government

| Overview || Expense Reperts || Time Reports || Time Adjustments || Travel Authorizafions

CashrAdvances || Errors |

V¥ Search Pending Transactions 2

} Change Sori Order 2

& select All [T Clear All | .I-Q_-\Q{.H'OVB Il ‘Reviewed 1 “Sand Back || Hold || Refrash List _|
Transactions to Approve % Personalize | View Al | (2| o
Select Alert Tranzaction Type Total Umt Name Employee 1D Description Transaction ID g:bmmmd Staiug Role
[N Cash Advance 1500 USD Halcomb Susie 00108003 test DOX0000899 1217/2015  Submitted for Approval HR Supenisor
Expense Report 226.00USD Halcomb,Susie 00108003 test-withdraw DO0115475%4 12117/2015.  Submitted for Approval 'HR Supervisor
[l Expense Report 150.00USD Halcomb, Susie 00108003 Conference 0001154801 12/13/2015  Submitted for Approval HR Supervisor
& Expense Report IT32UsD Halcomp. Susie 00102003  Conference 12/29/2015  Submitted for Approval  HR Supervisor
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Step 8.

A Bright Idea for State Government

For this scenario, since there are duplicate exception lines on this claim exception bubbles appear beside the lines to

show the approver there is an exception.

NOTICE: Both of these lines have duplicate exception line bubbles due to the “Date”, “Expense Type”, “Payment Type”,

and “Amount” being the exact same on both lines.

Favorites Main Menu ¥ » FSCM = - ManagerSelf-Service ¥  Traveland Expense Cepler ¥ 5 Approvals =

TN Tennessee
State Government

Apr__:rove Ex_pen_se R?gon
Expense Report Summary
Susie Halcomb User Defaults

w General Information

Empiloyee Base Office

Receipt
Reqguired

Report Description Conference Report 1D 0001154802
Business Purpose Assessmenis Reference
Report Status Submitted for Approval Created On 12/24/2015 By susidD520001
Destination  Knoxville Knox Updated-on 12/21/2015 By susidD520001
12:04:06FM
Nates
Accounting Defaults More Options | v|
Receipt Information
O Receipts Received
You can deny individual expenses and siill approve or send back the overall report
Expense Line litems
Expense Type Date ﬁgi:}us:’ness Project Activity Reimb‘::: Cumency E:rﬁg;
Conference Fees  12/21/2015 35310 CHSTATEFUNGED10 STATE 150.060USD
In-State Pointto
] boint Miles 1212172015 35910 CHSTATEFUNDED 10 STATE 8366 USD
i
[N State PO 40 m015 35010 CHSTATEFUNDED10 STATE 8366 USD

] Point Miles

Approve Transactions|

Pe

24

38



State of Tennessee — Edison Project
End User Training Material — Travel Manual: Approvers

A Bright Idea for State Government

Step 9.
There are two ways an approver can access viewing exception comments. Both take the approver to the same page.

Use one of the options listed below to view exception comments.

1. Click on the Exception Bubbles icon
2. Select the dropdown beside “More Options” and choose, “View Exception Comments”. Click “Go”.

Favorites ¥ Main Menu ~ » FSCM =  Manager Self-Service ¥ °  Travel and Expense Cepter ¥ > Approvals ™ »  Approve Transactions

TN Tennessee

State Government
Approve Expen_se R?p:o:t
Expense Report Summary
Susie Halcomb lUser Defaulls Expense Repo

w General Information

Report Description Cenference Report 1D 0001154802
Business Purpose Assessments Reference Employee Base Office
Report Status Submitted for Approval Created On 12/21/2015 By susidD520001
Destination  Knoxville Knox don 12/21/2015 By susidD520001
2 12:04:06PM
Notes
Accounting Defaults More Options |\flew Exception Comments vl I GO |
Receipt Information
| Receipts Received
You can deny individual expenses and sfill approve or send back the overall report
Expense Line liems Pay
F{ Business " 2 Reimburse Receipt Receipt
1 Expense Type Drate Unit Project Activity At Cumency Verified Required
Conference Fees  12/21/2015 35010 CHSTATEFUNBED1D STATE 180.00USD
= Point
G ”ﬁfﬁneg'“ © {2212015 35910 CHSTATEFUNDED 10 STATE 83.66 USD
o
G | State Pointio: 4 5 n015 35010 CHSTATEFUNDED10 STATE 53.66 USD

oint Miles
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Step 10

On the View Exception Comments and Risks page each line on the claim is listed and what exception exists (if any)

under the “Exception” column. The “Comment” column explains why the line has this particular exception.

A “Duplicates Exist” exception is generated to alert the approver that there is a possibility the expense has already

been paid on a different claim. The system is wanting the approver to view the exception to verify if the expense

should still be paid.

NOTICE: In the “Comment” column for our scenario it explains the line is a duplicate of the same report id. This means

the same claim has the duplicate line. If a different claim has the same line it will display a different id.

Main Menu ~ » FSCM =  Manager Self-Service ¥ Travel and Expense Cepter ¥ % Approvals =

TN Tennessee
_ State Government

Approve Expense Report
View Exception Comments and Risks
Report ID 0001154302

General Information

Report Description Conference

Business Purpose Assessmeants

Reference
Exception Information
Line Exception Comment
1/ Conference Fees MNone Mo exceptions associated with this Iine.

Expense line is a duplicate of Line 3. Sheet Id DO01154802,

2 In State Pomt o Point Miles | Duphicates Exest Date 2015-12-21 Ami Spent 83.66 USD.

Expense line 15 a duplicate of Ling 2. Sheet Id D001 154802.

= fo Point i 1 Exi
3/In Btate Point fo Point Miles | Duplicates Exist Date 2015-12-21. Amt Spent 83.66 USD.

Retum To Expense Report

Approve Transactions
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Step 11.
Note: /n some cases a claim may display an exception, but after reviewing it is discovered that no true issue exists and
the claim should still be paid.

In our scenario, the report has a duplicate line of another on the same report. After reviewing the expenses on both
lines we discovered on one line the employee traveled to their destination, and the other line the employee returned
on the same day. The employee has not been reimbursed for either expense line yet and the claim should still be paid.

After viewing the exception comments, click the “Return to Expense Report” link.

Main Menu ~ » FSCM = > Manager Self-Servi »  Traveland Expense Center ¥ > Approvals = > Approve Transactions|

TN Tennessee
State Government

Approve Expense Report
View Exception Comments and Risks
Report ID 0001154302

General Information

Report Description  Conference
Business Purpose Assessmeants

Reference
Exception Information

Line Exception Comment

1 Conference Fees Mone Mo exceptions associated with this [ine.

Expense line is ‘a duplicate of Line 3. Sheet Id 0001154802,

2 [m State Pomt io Pomt Miles Duplicates Exst Date 2015.12.21 Amt Spent 83.66 UISD.

Expense line 18 a duplicate of Line 2. Sheet Id 0001154302

St fo Point Mi li Exi =
3/In Btate Point fo Point Miles Duplicates Exist Date 2015-12-21, Amt Speat 8366 USD.

| Refum To Expense Repart |
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Scroll to the bottom of the page and verify the budget status is “Valid”. If the claim has a budget status of “Not Budget
Checked”, please see the Budget Checking Travel Claims section in this manual.

NOTICE: The “Approve” button will be grayed out if the claim has not been budget checked. The claim must be budget

checked prior to approval.

Favorites = Main Menu ~ » . FSCM = Manager Seil-Service ™

TN Tennessee
State Government

Approve Transachons

Travel and Expense Center ™ Approvals ¥

Conference Fees.  12/21/2015 35010 CHSTATEFUNDED10 STATE 150.00USD
= In Btate Point fo =
@ Paint Miles 2212815 35910 CHSTATEFUNDEDTO STATE A3.66USD
= In State Peint to dnr ;
C,a\, Paint Miles 1242142015 35310 CHSTATEFUNDED1O STATE 8366 USD
Expense Report Totals
Employee Expenses (3 Lines) 31732 UsSD Due Employee 3732 USD
Non-Reimbursable Expenses 0.00 USsD Due Supplier 0.00 USD
Prepaid Expenses 0.00 UsD Definition-of Totals
Employee Credits 0.00 USD
Supplier Credits 0.00 UsSD
Cash Advances Applied 0.00 UsD
+ Pending Actions Personalize | Find | (E2l] Eﬁ' First ‘W' 1-2pf2 ‘0 Last
Role: Name Action Date/Time
HR Superyisor Lakins Rebecca W
TN-Fiscal Officer Approval {Pooled)
+ Action History Personalize | Find | i | E First. & 1af1 & Last
Role Name Action DatelTime
Employee Halcomb, Susie Submutted 1212142015 12:04:06PM
v Comments
e
! Budget Status Valig I Budget Checking completed. Report is ready for Approval/Fosting.
Budget Uptions
Approve Send Back Hoid Deny, Save Changes
Comments | i
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Step 13.
If the travel claim should still be approved (no true issues were found), or needs to be sent back or denied, then scroll

to the bottom of the page and click the “Approve”, “Send Back”, OR “Deny” button.

In our scenario, the report has no true issues and needs to be approved. Scroll to the bottom of the page and click the
“Approve” button.

Favorites ~ Main Menu ~ » FSCM = Manager Seii-Service ™ Travel and Expense Center ™ > Approvals ¥ > Approve Transachens

TN Tennessee

Conference Fees  12/24/2015 35810 CHSTATEFUNDED1D STATE 150.00USD
e Point
(p InState POINLID. 1 5 01 35010 CHSTATEFUNDEDTD STATE 83.66USD
Paint Miles
Point
G o= PO om0t 35010 CHSTATEFUNDED10 STATE 83 66USD

Expense Report Totals

Employee Expenses (3 Lines) 31732 UsD Due Employee 317.32 USD
Non-Reimbursable Expenses 0.00 Ush Due Supplier 0.00 usD
Prepaid Expenses 0.00 UsD Definition-of Totats
Employee Credits 0.00 USD
Supplier Credits 0.00 USD
Cash Advances Applied 0.00 UsD
* Pending Actions Personalize | Find | 2] B Fitst W 4-20f2 N Last
Role: Name Action Date/Time
HR Supervisor Lakins Rebecca W
TN-Fiscal Officer Approval {FPooled)
¥ Action History Personalize | Find | LED] | Q First. & 1af1 & Last
Rale Name Action DatelTime
Employee Halcomb, Susie Submiited 122142015 12:04:06PM
v Comments
e
Budget Status Valig Budget Checking completed. Report is ready for Approval/Posting.
Budget Options
| Approve | Send Back Hoid Deny Save Changes
Comments | I

Step 14.
You have now successfully viewed and approved a travel claim with exceptions.

End of Procedure.
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View Budget Exceptions on Travel Claims
For research purposes an approver can view budget exceptions on expense reports and travel authorizations if they
have the Report ID or Authorization ID for the report that currently has a budget error.

Note: The budget error can only be viewed if the claim is still remaining on the approver’s worklist.

To have access to view budget exceptions on travel claims you must have the Travel Inquiry role.

Step 1.
Click the Main Menu link and then select FSCM.

B3 Hem

& e 3
= b
3 Reporiing Tools 3
3 HCM Reporting Tools -
3  ELM Reporting Tools b
El My Personaiizations

D My System Profile

Step 2.
Click the Travel and Expenses link.

Favorites =

8 Ew v

B3 FscM 3 Employes Seff-Service b
& Hew 3 Manager Self-Service b
3 pPeoplesott L3 eProcurement »
{3 Reporting Tools J  Services Procurement »
9  HR Reporting Tools =] |Traue| and Expensesl »
& ELM Reporfing Tools 3 SetUpFina ncialsiSupply Chain 4
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Step 3.
Click the Manage Accounting link.

7

= 3 Employee Self-Service
B 831 manager Self-Service
9 PeopieSoft 33 eProcurement
r | ©9 Reporting Tools (3 Services Procurement L
| J [0 HR Reporing Taols 3 Travel and Expenses &3  Approve Transactions L
[  ELM Reportng Tools | LI SetUp Financials/Supp 3 Manage Employes Information ’
5 wmy Personaiizations O3 enterprise Components =l Wanage Expenses Securiy '
= 5 My System Profile B workist 8 Expense Report ’
i £ Reporting Tools & Travel Authorization ’
G:L:f‘? Human Resources :_—] o — l:;l SRR ;
B [E  change My Password | =) Process Expenses v
: £l my Personaiizations | g
B My system Profile Bl expenses workcenter
|__'| My Dictionary IJ Travel and Expense Center

Step 4.
To view Budget Exceptions on a travel authorization, click on the Travel Auth Budget Exceptions link.

To view Budget Exceptions on an expense report, click on the Expense Rpt Budget Exceptions link.

For this scenario, we will look at a budget exception on an expense report. Click on the Expense Rpt Budget
Exceptions link.

Favorites ~ Main Menu

ELM

ESCM L Employee Self-Service
HCM 5 manager Self-Senvice Welcome 1
PeopieSott 3 eProcurement . e~ |
| 3 Reporting Toals & Services Procurement r -
oé 1 HR Reporting Tools 8 Travel and Expenses L_J ARG TIE el ;
b & ELM Reorting Tosis 3 SetUp Financials/Supp| = Manage Employee Information »
g = My Personalizations B3 Enterprise Components I?] Manage Expenses Security '
F=] B wmy system Profile 0 workist : Expenss Ropud 4
‘ i, {31 Reporting Tools &0 Travel Authonzation r
: 38 PeopleTools &1 Cash Advance *
[El change My Password | ) Process Expenses :
D My Poisonalizzabians i \anage Accounting E2 View/Adjust Accounting Entries L
B wy system Profie [E  Expenses WorkCenter l—_] Frint Reporis :
B My Dictionary |51 Travel and Expense Ce |__-| Travel Auth Budgst Exceplions
E I Expense Rpt Budget Exceptions I
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Step 5.
Enter a Report ID for an expense report that currently has a budget exception.

Favorites Main Menu » FSCM = & Travel and Expenses ¥ Manage Accounting ¥ Expense Rpt Budgel Exceplions

TN Tennessee
— State Government

Expense Report Exceptions

Enter any information you have and click Search. Leave fields blank for a list of ail values.
Fl-nd-an -Ex: st'i.ng -ﬁaiue
v Search Criteria

Commitment Controi Tran ID[begins with »v ||

Commitment Control Tran Date : I
Report 1D [pegins with ™ [fonD1 145284 =3
Process Instance L
Process Status|= || v

Limit the number of results to (up to 300} BDB

_ T . ==
Search || Clear | Basic Search & Save Search Criteria

Step 6.
Click Search button.

Favorites ™ Main Menu »  FSCM = & Travel and Expenses ¥ Manage Accounting = Expense Rpt Budgel Exceplions

TN Tennessee
— State Government

Expense Report Exceptions

Enter any information you have and click Search. Leave Tields blank for a list of il values.
Fl_mi-an Ex: sﬁ-ng _'-Uaiue
v Search Criteria

Commitment Control Tran ID[begins with »||
Commitment Contral Tran [}ate |
Report 1D [begins with ]/0001 149234
Process Instance

Process Status|= v |

felics

Limit the number of results to (up to 300) 3{]0

= Tl = | =
I Search I Ciear® | Basic Search & Save Search Criteria
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Step 7.
Review the Exception Type to confirm the exception is an issue.

o If the travel claim has an Exception Type of “Warning”, then this is not an issue and the claim can still be
approved while in a Warning budget status.

7

o If the travel claim has an Exception Type of “Error”, then this is an issue. Review the “Budget Error Guidelines’
provided after this step, and then contact your Agency’s Budget Department and/or Fiscal Office to locate a
resolution for the issue.

In this scenario, the Exception Type for the expense report is in “Error”. This is an issue and we must review the
budget exception to determine the cause of issue.

Favorites = Main Menu ~ FSCM + Travel and Expenses Manage Accounting ™ Expense Rpt Budget Exceptions

TN Tennessee
— State Government

Expense Sheet Excepiions ' Line Exceptions

Report 1D 0001140284 &

“Exception Type| Eror v| | Override Transaction Li ] i
Maximum Rows 100 More Budgets Exist
_ Search Advanced Budgst Criteria
Budgets with Excepfions Personalize | Find | View Al | @| E First ‘W 1-100f12 M Last
Budget Override Budget Charifields | |[E=M
Details Business Unit Ledger Group Exception More Detail %fuﬂnggte Transfer
1 @L 35910 PRJFDS_CH Budget Date out of Bounds More Detail E5 Go To. A&
2 @L 35910 PRJ_FDS CH Budget Date out of Bounds Maore Detail GoTo .. &
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Budget Error Guidelines
Review the budget exception to determine the cause for the error. The following budget exceptions are explained in

greater detail below.

Budget Date Out of Bounds

The budget date for the travel claim is not in-between the start and ending dates for the Project ID used on the
expense line distribution. A new Project ID may need to be used where the budget date will fall in-between the start
and end dates to resolve the issue.

Note: Contact your Agency’s Budget Department and/or Fiscal Office for guidance.

Exceeds Budget Tolerance

The combination of accounting chartfields (department, fund, account, project, etc.) used on the claim are over
budget (your budget is overspent). You may need to change one or more of the accounting chartfield values used on
the expense line(s) or add more funds to the budget to resolve the error.

Note: Contact your Agency’s Budget Department and/or Fiscal Office for guidance.

No Budget Exists

A budget has not been set up for the combination of accounting chartfields (department, fund, account, project, etc.)
used on the travel claim.

Note: Contact your Agency’s Budget Department and/or Fiscal Office for guidance.

Ref'd Doc Has Been Finalized

The system has experienced issues linking the expense lines from the expense report to the associated travel
authorization to liquidate the authorization.

Note: Contact the Edison Help Desk (615-741-4357) for guidance.
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Step 8.
For this scenario, the expense report has a budget exception of “Budget Date Out of Bounds”.

Click on the Budget Chartfields tab to view the accounting chartfields from the expense line causing the error.

Favorites = MainMenu * FSCM *= Travel and Expensas ™ Manage Accounting = Expense Rpt Budget Excepbons

TN Tennessee
— State Government

Expense Sheet Excepiions ' Line Exceptions

Report 1D 0001149284 &

“Exception TYDE _| Override Transaction i) LS
Maximum Rows 100 _ | More Budgets Exist
_ Search Advanced Budgst Criteria
Budgets with Excepfions Personalize | Find | View All | & (£ First ‘0 1-100f12 1 Last
Budget Override | Budget Chartfislds | =M
Details Business Unit- Ledger Group Exception More Detail %ﬂng:te Transfer
1 @L 35810 PRJ_FDS_CH |Elun:!get Date ouf of Bounds | More Detail Bl Go To... E|
2 @L 35910 PRJ_FDS CH Budget Date out of Bounds Maore Detail GoTo ... ,’E|

Step 9.

After reviewing the “Budget Exception Guidelines” section located right before Step 8, we discovered for this
particular error the budget date for the claim is not in-between the start and end dates of the Project ID used on the
expense lines.

Favorites Main Menu - »  FESCM = »  Travel and Expenses * Manage Accounting = Expense Rpt Budget Exceplions

TN Tennessee
State Government

Expense Sheet Excepﬁbns i L.l_ne-.Ex;eﬁtmns |

ReportID 0001146234 &

“Exception Type | Dverride Transaction i) Lo
Maximum Rows| 100 !More Budgets Exist
Search | Advanced Budget Critena
Budgets with Exceptions Personalize | Find | View Al | | B Frst. 4 1-100f12 ! Last
Budget Override Budge! Chartiieids | [F=H
Detai Business PC Bus . . .
ils Uit Ledger Group Fund Account Unit Project Activity Burdget Period
1 @\ 135010 PRJ_FDS CH |1 1000 70300 35010 CHIVEFCAPADMNIG STATE I ALL
2 @l 350910 PRJ_FDS_CH 11000 70300 35810 CHIVEFCAFPADMMIG FEDERAL ALL
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Step 10.
Click on the Line Exceptions tab to view the Budget Date for the expense report.

Favorites + Main Menu = » FSCM = »  Travel and Expenses ~ Manage Accounting = Expense Rpt Budgel Exceplions

TN Tennessee
— State Government

Report ID 0001149234 §

*Exception Type | Override Transaction 1] ]
Maximum Rows | 100 !More Budgets Exist
Search | Advanced Buaget Critena
Budgets with Exceptions Personalize | Find | View All | & | & First. 4 1-100f12 ! Last

Budget Override || -Budget Chartfields

Details  DUSINESE ) cuper Group Fund  Account PeBUS Project Activity Budgst Period
1 @ 35910 PRJ_FDS_CH 11000 70300 35890 CHIVEFCAPADMN1G STATE ALL
2 @ 35910 PRJ_EDS CH 11000 70300 35910 CHIVEFCAPADMN1G FEDERAL ALL
Step 11.

The budget date for the expense report is “7/1/2015”. Contact your Agency’s Budget Department and/or Fiscal
Office for guidance on how to resolve the error now that you are able to explain the cause for the error.

Favorites Main Menu > FSCM ™ > Traveland Expenses ¥ > Manage Accounting ™ > Expense Rpt Budget Exceptions

TN Tennessee
___ State Government

Expense Sheet Exceptions Line Exceptions

Report ID 0001149284 &

*Line Status| Error V| Owverride Transaction o ﬂa F‘Q
Maximum Rows 100 More Lines Exist
Line From & Line Thru la
[ seamch |
Transaction Lines with Budget Exceptions Personalize | Find | View All | | E First ‘4’ 160of6

Line Values Line Qhartﬁelcls. || Line Amount | [F==H

Line Distribution Line Budget Date GL Business Unit
@_ 11 07/01/2015 35910
@_ 112 OT/R1/2015 35910
Step 12.

You have now successfully Viewed Budget Exceptions on a Travel Claim.

End of Procedure.
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View and Print Expense Reports
For research purposes an approver can view and/or print an employee’s expense reports if they have the Employee ID

or Report ID for the report they wish to view.

To have access to view and print employee travel claims you must have the Travel Inquiry role.

Step 1.

Click the Main Menu link and then select FSCM.

(TR 18 B S 1 0 1 1 o

Step 2.

HCM

ELM

Reporiing Tools
HCM Reporting Tools
ELM Reporting Tools
My Personaiizations

Wy System Profile

Click the Travel and Expenses link.

Favorites = Main Menu =

S

BB

ELM

FSCM

HCM

PeopleSoft
Reporting Tools

HF Reporting Tools
ELM Reporiing Tools

110 T30 Tl 7l T

Employee Seli-Sarvice

Manager Self-Service
eProcurement

Senvices Procurement

|Traue| and Expensesl

Set Up FinancialsiSupply Chain

/
A Bright Iea for State Gorernment
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Step 3.
Click the Travel and Expense Center link.

3 FscMm

& Hem

&1 PeopieSoft
Reparting Tools

HR Reporting Tools
3  ELM Reporting Tools
j My Personalizations
_-'1 My System Profile

2 Time and Labor

i"1?\1% Benefits

Step 4.
Click the Expense Reports link.

Favorites ¥ Main Menu ~

TN Tennessee
State Government

Travel and Expenze Center

ﬁ Travel and Expense Center
i pense Center

EJEDJ] Dl Eil D = [ 1:11 DE

T T

FSCM ~

Employee Self-Service
Manager Self-Service
eProcurement
Services Frocurement
Travel anc Expenses
Set Lip Financials/Supp
Enterprise Components
Worklist

Reporting Tools
PeopleTools

Change My Password
Wy Personalizations
My System Profile

My Dictionary

Travel and Expenses ~

FREERRDDR

E

Approve Transactions

Wanage Employee Information ¥
Manage Expenses Security ¥
Expense Report k
Travel Authonzation r
Cash Advance k
Process Expenses L3
Wanage Accouniing L3
Expenses WorkCenter

Ij I Travel and Expense Cenierl

A Bright Iea for State Gorernment

Travel and Expense Center

ﬁ Travel Authorization
E] view

Crf_zﬂte, modify, print, view or delete a Travel Authorization

=] Delete
=l Cancel

52



State of Tennessee — Edison Project
End User Training Material — Travel Manual: Approvers

Step 5.
Click the View link.
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Main Menu * FSCM = Travel and Expenses ¥ > Travel and Expense Center ¥ >  Expense Report ™

TN Tennessee
State Government

Travel and Expenss Center

ﬁ Expense Report
Create, modify, print, view or delete an Expense Report

ew an Expense Report

Step 6.
Enter the Report ID for the expense report you wish to view and/or print.

Note: You may also enter the Employee ID instead to search by that criteria.

Favorites Mamn Menu » FSCM ™ » Traveland Expenses ¥ Travel and Expense Center ¥

TN Tennessee
— State Government

Expense Report

Enter any information you have and click Search. Leave fields blank for a list of ail values.
Fi}m-an -E.x:st-i.ng -ifaiu&

w Search Criteria

Report ID| begins with ~ | 0081154502 |
Report Desca?'pticn_
Name[begrs win v |
Emel 1D[Bes Wil ] Q
Report Status|= v| | v|
Creation Da:e [z
[Jcase Sensitive
Limit the number of results to (up to 300}, 1300

c 1 =
Search || [;_i_e__a_r_ Basic Search |27 Save Search Criteria

= Delete
Delete an Expense Report

Expense Reporl =
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Step 7.
Click the Search button.

Favorites ¥ Mamn Menu »  FSCM = > Traveland Expenses ¥

TN Tennessee
State Government

Expense Report

A Bright Iea for State Gorernment

Travel and Expense Cenfer =

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

ﬁ}!d-an -Exmt-i-ng bailie
v Search Criteria

Report I [BEgrs Wi ] 0001754502
Report Description[begins with ||
Name[bors Wi
e o[sarE W | a
Report Status|= || v|
Creation Daze I

[Icase Sensitive
Limit the number of results to (up to 300} 300

i =@l
| Ciear | Basic Search [&" save Search Criteria

Expense Reporl =
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Step 8.
Review the Approval History section visual train. This section displays a Visual Train showing the full workflow process
of the expense report and where the report is at in the process.

Favorites = Main Menu ¥ > FsEm T Travel and Expenses ™ Traveland Expense Center ™ > Expense Report ™ |

TN Tennessee
— State Government

| New Window | Help | Personalize Pagi

View Expense Report i Home | ] Expense
e alioit Actions [ _Choose an Action v| e
Business Purpose Assessments Report (001154802 Submitted for Approval
Description Conferen| . . . .
Refersnce The Approval History Visual Train shows the following:
Totals (2! :
s =) e What steps have been completed in the approval process
Employee Expenses (3 Lines) e Where a claim is located in the approval process its 0.00 USD
Cash Ad Applied . Hits 0.00-UsSD
Mihiiionsi e What steps are left to be completed in the approval process :
Amount -
v By checking this box, | certify the expenses submitted are accurate and comply with expense policy.
Submil Expensa Repai Submitted Of  12/21/2015 Submitted By Susie Halcomb
+ Approval History
Sumie Haleamb Rebatea Lakine e ey T Peyment
Action Role Name DatelTime
Submitted Employee Susie Halcomb 1272972015 12:04:06PM
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Step 9.
Approval History Visual Train Guidelines

e The colored icon displays a green checkmark when approval action has been completed.
e The report is located at the workflow level that contains a colored icon with no green checkmark

e Icons in black and white are pending actions and the report has not yet reached those particular workflow
levels.

Step 10.
Notice in the expense report shown below the Approval History Visual Train displays the “HR Supervisor” icon in
color along with the name of the approver the report routed to.

The “HR Supervisor” colored icon does not display a green checkmark like the “Submitted” icon does, so this approval
level has not been completed. The report is awaiting approval in the HR Supervisor’s worklist.

Favorites = Main Menu > FSEM ™ Travel and Expenses ™ > Traveland Expense Center ¥ > Expense Report.™ |

TN Tennessee

—_— State GOVE m ment Welcome to Edison Employee Portal Rebecca W La

| Mew Window | Help | Personatize Pag

View Expense Report iy Home | 5] Expense
Susie Halcomb Actions |..Choose an Action v| G
Business Purpose Assessments Report 0001154802 Submitted for Approval
Description Coriference Created 12/21/2015  Susie Halcomb
Reference Last Updated 12/21/2015  Rebecca Lakins
Destination Kritiville KNox
Totals 2 & View Printable Version B View Analytics 2 Notes
Employee Expenses (3 Lines) 317:32 USD el = e Employee Credits 000 UsSD
Cash Advances Applied 040 UsD ThlS re port iS Waltlng for Supe rVisor Supplier Credits 000 Ush
The green checkmark indicates || approval. The icon is in color and thereis |} Black and White icons indicate
this action has been no green checkmark indicating it has been the report has not reached
completed. completed. | these workflow levels yet.
v AppmvalHistoryl l
Susie Halcomb F‘:‘eﬁiﬁ:ﬁ; -WLFFEHEE PC‘):;C:J)WMI PAYDt
Action Role Name DatefTime
Submitted Employee Susie Halcomb 1272172015 12:04:06P M
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Step 11.
Below the Approval History Visual Train section is a list of approval actions, where you can review actions that have

been taken on your travel claim.

Favorites = Main Menu » FSEM T Travel and Expenses ™ Travel and Expense Center ¥ > Expense Repet ™ |

TN Tennessee
_— State Gove m ment Welcome to Edison Employee Portal Rebecca W La

| New Window | Help | Personalize Pag:

View Expense Report iy Home | ] Expense
Susie Halcomb Actions |._Choose an Action v| e
Business Purpose Assessments Report 0001154802 Submitted for Approval
Description Coriference Created 12/21/2015  Susie Halcomb
Reference Last Updated 12/21/2015 Rebecca lakins
Tofals & The Action History List shows the following:
Employee Expenses (3 Lines) . . . . 0.00 UsSD
it Aomren Appiiad e Who submitted the report and the date and time it was submitted. e

e Who took approval action on the report and the approval level the

Amoul .
action was taken at.

& Bychecking this box, | o e If the report was approved, denied, or sent back and the date and

time of their action.

+ Approval History

i {{_} Ug—e? _-:@
Submitted HR. Supenvisor TM-Fiszal Officer Approval Pavrant
Susie Halcomb Rebecta Lakins (Pooled) it
Action Role Name Drate/Time:
Submitted Employee Susie Halcomb 1272172015 12:04:06PM
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Step 12.
Click the View Printable Version link.

Favorites = Main Menu ¥ F3CM * Travel-and Expenses ™ Travel and Expense Cenler = Expense Repod = > #& Home | Signout

TN Tennessee
_— State Gﬁvern ment Welcome to Edison Employee Portal Rebecca W Lakins

| New Window | Help | Personaiize Page

View Expense Report &y Home. | ) Expense Details
Susic Halcomb Actions [...Choose an Action V]| 6o |
Business Purpose Assessments Report 0001154802 Submitted for Approval
Description Conference Created 12/21/2015  Susie Halcomb
Refatiis Last Updated 12/21/2015  Rebacca Laking
Destination Knoxville Knox
Totals %! 4 View Analytics £ Motes
Empioyee Expenses (3 Lines) 317.32 USD Non Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 UsD Prepaid Expenses 000 UsSD Supplier Crediis 0.00 UsD
Amount Due to Employee 317.32 USD Amount Due to Supplier 0.00 USD

| By checking this box, | certify the expenses submitted are accurate and comply with expense poficy-

Submitted On  12/21/2015 Submitted By Susie Halcomb

“Submitted HR Supendisor “TN-Fiscal Officer Approval
Susis Halcomb Rebecca Lakins (Podied)

Action Role Name DatelTime

Submitted Employes Susie Halcomb 122172015 12:04:06PM
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Step 13.
You may print the page displayed using your browser’s print feature, or click the Print Expense Report link in the

upper right corner to open the report in a PDF file.

Favorites ~ Main Menu FSEM * Travel and Expenses ¥ Traveland Expense Center ¥ »  Expense Report ™

TN Tennessee
— State GOVE n ment Welcome to Edison Employee Portal Rebecca W Laking

New Window | Help | Personalize Page | 2

Expense Report g I Print Expanse Report I

Susie Halcomb

Description Conferance

Report 00041154802 Submitted for Approval
Busi Purpose A it
Date Expense Typs Non-Reimbursalbie MNe Recsipl Receipt Required Payment Type Transaction Ami Exchange Rate Amount
Description Additional Information Merchant Location
12121/2015 Conference Fees Cash 150.00 USD 1.00000000 150.00 USD
‘ Bl
12f21/2015 ' In Siate Point to Point Cash 83.66 USD 1.00000000 83.66 USD
Miles
| [
12f2120M5  In'State Point to Point d Cash 83.66 UsD 1.00000000 8366 USD
Miles
| I
Employee Expenses 31732 UsD Mon-Rei E: 0,00 USD Amount Due to Supplier 0:00 ush
Cash Advances Applied 0.00 USD Prepaid Expenses 0,00 UsD Amount Due to Employee 317.32 USD
Step 14.

There is the option to either open or save the report as a PDF file.

Do you want to open or save EXCA500.pdf from sso-uptstl.edison.tn.gov? I Open I I Save |7 Cancel X

Step 15.
You have now successfully Viewed and Printed an Expense Report.

End of Procedure.
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View and Print Travel Authorizations
For research purposes an approver can view and/or print employee’s travel authorizations if they have the Employee

ID or Authorization ID for the claim they wish to view.

To have access to view and print employee travel claims you must have the Travel Inquiry role.

Step 1.
Click the Main Menu link and then select FSCM.

B3 Hem

5 R =Y b
= b
3 Reporiing Tools |
3 HCM Reporting Tools -
3 ELM Reporting Tools b
El My Personaiizations

D My System Profile

Step 2.
Click the Travel and Expenses link.

Favorites « Main Meny =

B Ewm 5

&1 FsoMm (3 Employee Self-Service

B3 How O3 Manager Self-Service P
! PeopleSoft B eProcurement ¥
{3 Reporing Tools 3 Semnices Procuremsnt »
[J HR Reporting Tools & |Trave| and Expensesl 3
2 ELM Reporfing Tools 3 Set Up Financials/Supply Chain »

60



State of Tennessee — Edison Project
End User Training Material — Travel Manual: Approvers

Step 3.
Click the Travel and Expense Center link.

Favorites

—
7

ELM

(9 FscMm d Employee Self-Sarvice
T HeMm 8 Manager Seli-Senvice
3 PeopieSoft 3 eprocurement
= Reporting Tools = Services Frocurement
1 HR Reporting Tools E Travel anc Expenses
03  ELM Reporting Tools | 1 Set Up Financials/Supp
[E]  wy Personalizations & Enterprise Components
i = D My System Profile B \Worklist
g 3  Reporting Toois
T 3 PeopieTools
Ubii Human Resources
B Change My Password
'=7% Time and Labor D My Personaiizations
& =l my System Profile
1%% Benefits [El My Dictionary

Step 4.
Click the Travel Authorizations link.

Favorites ™ Main Menu ¥ FSCM -

TN Tennessee
State Government

Travel and Expenss Center

- 1
[:-* Travel and Expense Center
Centrafized Traved and Expense Centsr

rfl“fl Expense Report

[:/’ Create, modify, print, view or delete an Expenze Report
= Wiew
= Delete

E Forecast Time
S5(L) Create, modify or view forecast data

Travel and Expenses ™

A Bright Iea for State Gorernment

3 Approve Transactions

= Wanage Employee Information k
3  wanage Expenses Security >
&= Expense Report ]
5 Travel Adthenzation r
3 Cash Advance ’
31  Process Expenses »
&= Wanage Accouniing 3
E] Expenses WorkCenter

|j I Travel and Expense Cenierl

Travel and Expense Center

}rfi-‘ Travel Authorization
L/J regaie, 1y, pOnt, view or delete a Travel Authorization

[=] Wiew
=l Delefe
=] Cancel

o

jags, Print Reports

\-?'M Print any one of your expensze transactions.
E Expenze Report

=] Travel Authorization

=l Cash Advance
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Step 5.
Click the View link.

Favorites ™ Main Menu ~ » FSCM ¥ » Travel and Expenses ¥

TN Tennessee
State Government

Travel and Expenze Center

ﬁ Travel Authorization

Create, modify, print, view or delete a Travel Authorization

A Bright Iea for State Gorernment

Travel and Expense Center ¥ > Travel Authornzation

= View | = Delete
view a Travel Authorization E Delete Travel Authorizations
Step 6.

Enter the Authorization ID for the travel authorization you wish to view and/or print.

Note: You may also select the dropdown and choose the Employee ID search option.

Favorites Main Menu - » FSCM ™ > Travel and Expenses ¥

TN Tennessee
___ State Government

Travel and Expense Center ¥ >  Travel Authorization

Travel Authorization

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

| Findan Existing Value .

w Search Criteria

Search by: [Authorization 1D |begins with|D000046356 |

Limit the number of results to (up to 300). 300

Search , Advanced Search
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Step 7.
Click the Search button.

Favorites Main Menu ~ » FSCM ™ > Travel and Expenses ¥

TN Tennessee
State Government

Travel Authorization

A Bright Iea for State Gorernment

Travel and Expense Center ¥

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

' Find an Existing Value :

w Search Criteria

Search by: [Authorization 1D » |begins with 0000046856

Limit the number of results to (up to 300). |300

Advanced Search

Travel Authorization ~
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Step 8.
Scroll to the bottom of the page and locate the “Pending Actions” section. This section displays a listing of every
approval level needing to approve the travel authorization before it is fully Approved.

In the “Pending Actions” section, if the authorization lists the “HR Supervisor” and the Supervisor’'s name then the
supervisor has not approved the authorization yet, but it is in their worklist awaiting approval.

Favorites ™ Main Menu ~ » FSCM~ Empioyee Belf-Service ™ > Travel and Expense Center ™ > Travel Authorizations ™ > View

All = | Search | Advanced Search B Lasi Search Resulis

TN Tennessee
State Government Welco

Status Submitted for Approval -Ente.r n,a EXE&:;tiE-I:IEEEIe
*Destination San Diego; San Diego Last Update Dttm  12/14/2015 By jamer0531001
B:36-28AM
Date From 01/01/2016 Date To 01/02/2018 PHEAEhe et 1)
Accounting Defaults More Options | v| GO
Details 7 Personalize | Find | @I @ First “#' f-40f4 "% Last
Date *Amount Currency *Payment Type *Billing Type
Qut of State Logaing Mo12018 142.000USD Credit Card Standard *Detall
Cut of St Lodging Tax/Surcharg 01012016 972 USD Credit Card Standand Detail
The Pending Actions shows the following:
Out of State Meais & Incidg *Detail
Gk S WA S ncid e Where a claim is located in the approval process. The top “Detai

pending action is the current step in the approval process.

Totals .
e What steps are left to be completed in the approval process.
Project Summary Wiew Printable Vers

= Pending Actions Personalize | Find | 2| [i& First ‘& $-20F2 ALast
Role Name Action DatelMTime
TN-Fiscal Officer Approval (Pooled)
Agency Head Approver (Fooled)

+ Action History personalize | Find | /| B Fisst 0 tor1 b Last
Hole MName Action DateTime
Empioyese Hamdorff,James R Submitted 1211472075 8:36:28AM
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Step 9.
Locate the “Action History” section. This section lists all approval actions that have taken place on the authorization.

Favortes * Main Menu ¥ FSCM Empioyes Sali-Service ™ 3 Travel and Expense Center ™ > Travel Authorizations ™ > View

Al ~ | Search | » Advanced Search [ Lasi Search Resulis

TN Tennessee
State Government Welca

Status Submitfed for Approval -Enter ;15-' EKD&ilitiE-l:IEEEIE
*Destination San Diego; San Diego Last Update Dttm  12/14/2015 By jamer0531001
8.36:23AM
Date From 01/01/2016 Date To  01/02/2018 FEACTEnER )
Accounting Defaults More Options | wv|| BD
Details 7 Personalize | Find | IE'jl @ First #' 1-4pf4 ‘&' Last
Date *Amount Currency *Payment Type *Billing Type
Qut of State Locging 01012016 142.000USD Credit Card Standard *Detall
Qut of St Ledging Tag/Sucharg 0101218 o772 uUsh Credit Cand Stgndand Detail
The Action History List shows the following:
Cut of State Meals & *Detail
e e Who submitted the authorization and the date and time it was ot
submitted.

Totals

e Who took approval action on the authorization and the approval
level the action was taken at.
e If the authorization was approved, denied, or sent back and the

date and time of their action. View Printable Vers

= Pending Actions Personalize | Find | &) B First ‘& -2 0F2° M/ 'Last
Role Name Action DatefTime
| THN-Fiscal Officer Approval |Pooled)
Agency Head Approver (Pooted)

= Action History Personalize | Fina | /| E& First ‘4 1oF{ b Last
Role MName Action DatelTime
Employes Hamdorfi,James R Submitted 1211472075 8:36:28AM

65



State of Tennessee — Edison Project ed|80n
End User Training Material — Travel Manual: Approvers =

A Bright Idea fir State Government

Step 10.
Click the View Printable Version link.

NOTICE: This link is currently unavailable on the page due to a system bug. A fix will be provided soon to correct the
issue.

Step 11.
Print the page using your browser’s print feature.

Step 12.
You have now successfully Viewed and Printed a Travel Authorization.

End of Procedure.
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View and Print Cash Advances
For research purposes an approver can view and/or print employee’s cash advances if they have the Employee ID or
Advance ID for the claim they wish to view.

To have access to view employee travel claims you must have the Travel Inquiry role.

Step 1.
Click the Main Menu link and then select FSCM.

4

L HCM

&= ELM 1
— b
=] Reporiing Tools |
(3  HCM Reporting Tools |
4 ELM Reporting Tools b
|:] My Personaiizations

IZ] My System Profile

Step 2.
Click the Travel and Expenses link.

Favorites = Main Menu =

B e 5

&0 rscMm 3  Employee Seli-Service b
& Hew 03 Manager Self-Service v
3 Peoplesott O eProcurement b
{9 Reporing Tools J  Sepvices Procurement »
9  HR Reporting Tools = |Traue| and Expensesl b
1 ELM Reporting Tools | = Set Up Financiais/Supply Chain ’
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Step 3.
Click the Travel and Expense Center link.

-

Favorites

Main Menu

—
7

ELM

&3 FscM -
5O HewM -
O Peopiesoft —
1  Reporting Tools E
1 HR Reporting Tools E
C3  ELM Reporting Tools | &
lj My Personalizations =]
D My System Profile &
B &
F L =
Uuyi_f? Human Resources B
S5 Time and Labor :j
3'Al?i/%\ Benefits =l

Step 4.
Click the Cash Advances link.

Favorites * Main Menu FSCM ~

TN Tennessee
_ State Government

Travel and Expense Center

ﬁ Travel and Expense Center

Centralized Travel and Expense Center

Expense Report

Create, modify, print, view or delete an Expense Report
=] View

=] Delete

Step 5.
Click the View link.

Favorites ™ Main Menu FSCM ~

TN Tennessee
State Government

Travel and Expenze Center

Cash Advance
Create, modify, print, view or delete a Cash Advance

=
EE “iew a Cash Advance

Travel and Expenses ¥

Employee Self-Sarvice
Manager Self-Service
eProcurement
Services Frocurement
Travel andg Expenses
Set Lip Financials/Supp
Enterprise Components
Worklist

Reporting Tools
PeopleTools

Change My Password
Wy Personalizations
My System Profile

My Dictionary

EEeD ettt el
A Bright Iea for State Gorernment

Approve Transactions
Wanage Employee Information
Manage Expenses Security
Expense Report

(100 R R

Travel Authonzation
Cash Advance

Process Expenses

B0 E

Wanage Accouniing
|j Expenses WorkCenter

E I Travel and Expense Cenierl

Travel and Expense Center

Travel Authorization
Create, modify, print, view or delete a Travel Authorization

= View
=) Delete
=] Cancel

Travel and Expenses ¥

Travel and Expense Center ~

Welcome to Edison Employee Portal R

ﬁ Cash Advance

Create, modify, print, view or delete a Cash Advance

] View
= Delete

Cash Advance ~

Delete
Delete a Cash Advance
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Step 6.
Enter the Advance ID for the cash advance you wish to view.

Note: You may also select the dropdown and choose the Employee ID search option.

Main Menu » FSCM ¥ » Travel and Expenses ¥ > Travel and Expense Center ¥

TN Tennessee
State Government

Cash Advance

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

Find an Existing Value |

w Search Criteria

Search by: [Advance ID | begins withf 0000000639 |
Limit the number of results to {up to 300): '3{1_0

Search . Advanced Search

Step 7.
Click the Search button.

Main Menu ~ » FSCM ¥ > Travel and Expenses ¥ > Travel and Expense Center ™

TN Tennessee
_ State Government

Cash Advance

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

Find an Existing Value |

w Search Criteria

Search by: [Advance ID | begins with|0000000639
Limit the number of results to {up to 300). '3{1_0

Advanced Search

A Bright Iea for State Gorernment

Cash Advance ™

Cash Advance ¥
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Step 8.
Review the Approval History section visual train. This section displays a Visual Train showing the full workflow process
of the cash advance and where the advance is at in the process.

Favortes. ™ Main Menu Travel and Expenses ™ > Travel and Expense Center ™ Cash Advance ™ :  View

TN Tennessee

View Cash Advance Horm
Susie Halcomb FileNet Documenis
Business Purpose Fegionai Job Duties Report D0O000D0B99  Submitted for Approval
Advance Description test Reference
Accounting Date 1201712015 Post State Not Applied

Created 12/17/2015  Susie Haicomb
Last Updated 12/17/2015  Susie Halcomb

H4S
T8 ser Defauits

Cash Advance ? &4 View Printable Version 2 Notes
e The Approval History Visual Train shows the following: =
Systern Check e What steps have been completed in the approval process 5
+ Totals e Where a claim is located in the approval process
e What steps are left to be completed in the approval process
= By checking thi .y vy ™~ prerrey
Submit Cash Ady Submitted On 1211772015
Submitted By Susie Halcomb
v Approval History
S ==
Submitted HR Superviser TH-Fiscal Officer Approval Pre-Audit Supervisar Approver o
Susie Halcomb Rebecca Lakins {Pooled) (Pooled) ATHEH
Role Name Action DateiTime
Empioyes Halcomb. Susie Submitted 12072015 T3413AM
Step 9.

Approval History Visual Train Guidelines

e The colored icon displays a green checkmark when approval action has been completed.
e The advance is located at the workflow level that contains a colored icon with no green checkmark

e Icons in black and white are pending actions and the advance has not yet reached those particular workflow
levels.
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Notice in the cash advance shown below the Approval History Visual Train displays the “HR Supervisor” icon in color

along with the name of the approver the report routed to.

The “HR Supervisor” colored icon does not display a green checkmark like the “Submitted” icon does, so this approval
level has not been completed. The advance is awaiting approval in the HR Supervisor’s worklist.

Favortes = Main Menu ~ Travel and Expenses ™

TN Tennessee
State Government

View Cash Advance

Susie Halcomb

Travel and Expense Center ~

Cash Advance ™

FileMet Documents

Business Purpose Regonal Job Duties Report 0000000692 Submitted for Approval
Advance Description iest Reference
Accounting Date 1272015 Paost State Mot Applied
Created 12/17/2015  Susie Haicomb
Last Upditg.d 12/i72015  Susie Halcomb

#8  User Defauits

ﬁ,—) MNotes

Cash Advance ? & View Printable Version

*Source Description

System Check

+ Totals

Advance Amount 500 USD

*Amount Currency

15.00USD

This advance is waiting for supervisor

The green checkmark indicates approval. The icon is in color and there is

this action has been no green checkmark indicating it has been

Horm

Black and White icons indicate
the advance has not reached

completed. completed. these workflow levels yet.
Appmtil History / l
= = i ==z
Submitted 'HR Supervisor Th-Fiscal Officer Approval - a. t
Susie Halcomb Rebecca Lakins {Poaled) (Pooled) ymen
Hole Name Action DateiTime
Employes Halcomb, Susie Submitied 121720158 T234:13AM
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Step 11.
Below the Approval History Visual Train section is a list of approval actions, where you can review actions that have
been taken on your travel claim.

Favortes Main Menu ¥ Travel and Expenses ™ > Travel and Expense Center « Cash Advance ™ >  View

TN Tennessee
State Government

View Cash Advance iy Hom
Susie Halcomb FileMNet Documents
Business Purpose Regional Job Duties Report 000D0O0G29  Submitted for Approval
Advance Description test Reference
Accounting Date 121712015 Post State Mot Applied

Created 12/17/2015  Susie Haicomb
Last Updated 12/17/2015  Susie Halcomb
A
Eil Jser Defauits

Cash Advance 2 & View Printable Version ) MNotes

*Source ks nCy
The Action History List shows the following:
System Check
= P e Who submitted the advance and the date and time it was
submitted.

e Who took approval action on the advance and the approval level
By checking this b the action was taken at.

a8 4 e If the advance was approved, denied, or sent back and the date and

time of their action.

v Approval History

Suggbmtce:mb Rebecca Lakins fN;FiSCEEEofggfp el {Pooled) Payment
Raole Name Action Date/Time
Employes Halcomb. Susie Submitted 12172015 T-3413AM
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Step 12.
Click the View Printable Version link.

Favoriies ~ Main Menu »  FSCM ™ » Traveland Expenses ¥

TN Tennessee
State Government

A Bright Iea for State Gorernment

Travel and Expense Cenfer ¥ Cash Advance ™

View Cash Advance

Susie Halcomi

Business Purpose Regional Job Duties
Advance Description fest
Accounfing Date 12/17/2015

Cash Advance 7 &5 | view Printabie Version |

*Source Description
System Check
[ = Totals
Advance Amount 45.00 USD

(i Home

FileNet Documents

Reporl 0000000699  Submitted for Approval
Reference
Posi State Mot Applied

Created 12/17/2015 Susie Halcomb

Last Updated 12/17/2015  Susie Halcomb
wa
T8 ser Defauits

¢ Notes

*Amount Currency

12.00UsD

1 By checking this box, | certify the advances submitted are accurate and comply with expense policy.

2 ==y PR
SUbmit CasH Adlvanes

* Approval History

=y
Submitted 'HR Supervisor TH-Fiscal Officer Approval
Susis Halcomb Rebetcs Lakins {Poaled)
Role Name
Employes Halcomb, Susie

Submitted On 121712045
Submitted By = Susie Halcomb

Pr Ao i Abpeaer J
L (Pooled) prover Paymeant

Action Date/Time

Subpmitted 121772015 734:13AM
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Step 13.
You may print the page through your browser’s print feature.

Favorites ¥ Main Menu »  FSCM = > Traveland Expenses ¥ Travel and Expense Cenler =

TN Tennessee
_ State Government

Tao print this report, please use your browser’s print feature.

PeopleSoft.

Cash Advance Report Date 12121/2015

Susie Halcomb Report Time 12-38:40PM
Advance ID 0000000689 Empl ID 00108003
Description test Status Submitted for Approval

Business Purpose Regional Job Duties

Reference Number

Advance Source Description Amount
System Check 15.00USD
Cash Advance Total 1500 UsD
Less Nenpayabile Amount 000 ush
Amount Due Employee 1500 UsD

| cerify that the advance requested above will be used Tor authonzed purpases only.

Empioyes Signature Date
Approved By Date
Step 14.

You have now successfully Viewed and Printed a Cash Advance.

End of Procedure.

A Bright Iea for State Gorernment

Cash Advance
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