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Travel & Expense:

Traveler Step 2 - /
Travel Authorizations

Training for Employees




Objectives and Outcomes

Review the PeopleSoft terms with respect to travel
Review the approval workflow

How to Create a Travel Authorization

How to View a Travel Authorization

How to Modify, Cancel or Delete a Travel Authorization
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PeopleSoft Travel and Expense Terms

« Expenses Module (EX) — What is commonly referred to as
“Travel and Expense” or “T&E” is really the PeopleSoft Expenses
module.

* Travel Authorization (TA) — Travel document created prior to
travel showing estimated costs for travel.

- Cash Advance (CA) — Travel document created to facilitate
payment to the traveler in advance of travel.

* Expense Report (ER) — Travel document created after travel to
record the actual cost of travel. May produce a reimbursement
and/or be used to reconcile a cash advance. QU

-~

uuuuuuuuuuuuuuuu ‘ AMPLIFIED



PeopleSoft Travel and Expense Terms

* Business Purpose — Defines the reason for travel.

 Expense Type — Used to identify individual expense lines, such
as hotel, airfare, personal mileage.

 Billing Type — Determines if an expense is billable to a project

- Payment Type — Identifies how an expense line will be or was
paid.

* Expense Location — Used to drive location-based amount
restrictions, such as per diem amounts for meals and Iodgmk
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PeopleSoft Travel and Expense Terms

« Employee Profile — This is the PeopleSoft system entry in
Travel & Expense that enables an employee to be identified on a
Travel document. These are also referred to as “Traveler
Profiles”.

* Traveler — This is the person who is traveling, whose name is
associated with the travel document, and who will be getting any
Cash Advance or reimbursement payments. All Travelers must
have an Employee ID (EMPLID).

« Authorized Expense User — This Is a person who can view,
edit, and/or submit travel documents on behalf of themselves or
a specified Traveler. These people are also referred to as

delegates”. N
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Travel Authorizations

Employee Self-Service = Travel and Expenses - Travel Authorizations -2
Create/Modify

https://ctclinkreferencecenter.ctclink.us/m/79738/c/319959
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Travel Authorizations Overview

» Use the navigation shown In this training, not the Expenses
tile, to create your Travel Authorization documents.

 Travel Authorizations are created prior to travel to show its
estimated costs.

 The sooner the better! It iIs recommended that the TA is submitted 20
days prior to travel.

* ALL approvals MUST to be completed prior to the Travel
Dates shown on the TA. This is both a state and a system
requirement and therefore there are no exceptions.

* Be proactive in monitoring your TAs to ensure that approvals
occur in a timely manner.

* You can use the Expenses tile to monitor the TAs that you
have submitted as this shows their status.
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Creating Travel Authorization Documents

Navigation from FSCM/Finance:

Menu > Employee Self-Service >
Travel and Expenses > Travel
Authorizations > Create/Modify

1.Add a New Value tab

a) Enter the ID of the Traveler (Use
the magnifying glass to search by
name if you are creating on behalf
of another traveler.)

b) Click the Add button

Travel Authorization

Find an Existing Value Add a New Value

Empl |D“ EEEEEE h

Find an Existing Value | Add a New Value
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Creating Travel Authorization Documents

2.Complete the Header
a) Business Purpose — Select from drop down
b) Description

c) Default Location — Place where travel mostly takes
place

d) Date From and To

e) Attachments — Supporting documents, such as
reservation confirmations

Note: You cannot save until you have entered at
least one expense.

Create Travel Authorization
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Create Travel Authorization Save for Later | E‘f Summary and Submit \
Name 2 Quick Start [__Populate From ~|[ o \\
“Busil
Reference

iness Purpose | Conference v Default|Denver Q
10/




Creating Travel Authorization Documents

3.Enter the Projected Expenses

a) Date

b) Expense Type — Carefully select from drop down

c) Description — Add name of airline, hotel, etc.

d) Payment Type — How will payment be made?

e) Amount

Note: For domestic travel, you must enter each date and
each meal separately in order for per diem amounts to be
pulled in and reﬂected For lodging exceptlons see end

of this document.

nnnnnnnnnnn

r.
¥
}
}
}

'''''''

500.00

350.00

|||||

125.00

\\\\\
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Creating Travel Authorization Documents

4.Update Accounting for each Expense Line

a) Account is depicted based on the Expense Type you

selected. Do not change.

b) The rest is depicted based on the ChartField defaulted on

our profile.
0 be charged for your travel.

* Firstline reflects default
* Needs to be updated
« Can update per TA
* (See next slide!)

 Second line reflects actual
« Based on Traveler

* If using Fund 145, you need
« PC Bus Unit = WA240
Project
« Activity

his needs to be updated to reflect the budget

Ticket Number |AA123456DEN

Accounting Details (7

Accounting Details

00000

South Puget Sound
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Creating Travel Authorization Documents

Update Default Accounting for a Single Travel
Authorization
» Defaults are set for cash advance purposes

« Use the below method to update the distribution for the
document you are working on.

* This can be selected after you start entering your first expense
line.

Create Travel Authorization

A. Start the first expense line

B. Go to the Actions drop down

C. Select “Default Accounting”
D. Click the GO button




Creating Travel Authorization Documents

Update Default Accounting for a Single Travel
Authorization (continued)

F. Enter the distribution for the Travel Authorization
* ForFund 145, don’tforgetthe PC Bus Unit (WAO060), Projectand Activity

G.Click the OK button

Create Travel Authorization

Accounting Defaults
Authorization ID MNEXT

Accounting Summary

% *GL Unit Oper Unit Fund Approp Dept Class ﬁrt:u»se PC Bus Unit  Project Activity
10000 [weos WA240 0aa 7240 g Q120 |o ez @ | a Q
| AddCharFieldLine | | Load Defaults |
U=sar Defaults
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Creating Travel Authorization Documents

Update Default
Accounting for a
Single Travel
Authorization
(continued)

H. The current and each
additional line you add will
reflect the Default Accounting
you entered.

Note: You can update the Default
Accounting after you have
entered all your expense lines,
and it will update each line.

Projected Expenses (¢

Expand All | Collapse Al Add: | ;? CQusck-Fill Totals {2 Lines) 38700 USD
“Date “Expenss Tyoe *Description *Payment Type *Amount Currenc
v 10/30°2022 | [Transportation Mileage | '|D’I".'.=el.&WaIIa Walla AF‘I [Emgloyes v 16500
*Billing Type Bllablz W |
Transportation 1D [ AUTO ] auTo
sMiles| 284000 x  ga&zso o
¥ Accounting Details (7
Chartfields
Amount *GL Unit Account Oper Unit Fund Appropriation Index  Dept Class State Purpose PC Bus L
165.00 WA240 (3 |50E0030 ] 7240|148 V] & [12z200 Oy |0B2 3 M ]
L | 3
- V300 = i [ v * Matel 6 El 3
102072022 |5 [Hotel in State of WA | | /;f [Employes 23200] | oo
*Billing Type Billaole el
*Location| Sesttle (&}
¥ Accounting Details | ¢
Chartfields | [T=#
Amount *GL Uit Account Oper Unit Fund Appropriation Index  Dept Class State Purpose PC Bus Lk
232.00 WA240 T |5030010 V] 7240 148 QL Q (12200 Q |082 & ([N QL
L 3
Expand All | Collapse All Totals (2 Lines) 357.00 USD
=~ COMMUNITY COLLEGE I AMNMIFLITICD




Creating Travel Authorization Documents

5.Save

a) Click the “Save for Later” link at
any point after entering the first
expense line.

b) This gives you an Authorization
ID and allows you to come back
%_o finish and submit at a later
iIme.

6.Submit
a) Click the “Summary and
Submit” link
b) Click the checkboxto certify the
document.

c) Clickthe Submit Travel
Authorization button. (Which
IS not available until you click
the checkbox.)

d) Click OK to confirm submission

Save for Later | @» Summary and Submit

Actions | __Choose an Action

v|| Go |

Reference

Authorization ID 0000010200 Pending

Q

Modify Travel Authorization

Save for Later | Travel Authorization Details

Aclionsl Choose an Action "H GO ‘

NAME
*Business Purpase\Ccnference ~ ault Location| Denver Q Authorization ID 0000010200 Pending
*Description |[NACUBO Annual Conference *Date From |09/07/2022 |3y ate To [09/09/2022 |5y
Reference Q
Totals (7 & View Printable Version O Notes #4 Atach
Projected Expenses (9 Lines) 154000 USD Denied Expenses 0.00 USD
Total Authorized Amount 1,540.00 USD
By checking this box, | certify these costs are reasonable estimates and comply with expense policy.
| Submit Travel Authorization ‘
COMMUNITY COLLEGE | +‘




Creating Travel Authorization Documents

 After you submit,
you receive a | o
Confl rmatIOn that |S Your travel authorization 0000010200 has been submitted for approval.
has been submitted e
fOr approval ] Description NACUBO Annual Conference

Reference

Travel Authorization

Totals (2 g View Printable Version Q MNotes

Projected Expenses (9 Lines) 154000 USD Denied Expenses 0.00 USD

e Click the Refresh

Approval Status o | | |
. By checking this box, | certify these costs are reasonable estimates and comply with expense policy.
button until the page

Submit Travel Authorization

refreS h eS . | Refresh Approval Status |

Total Authorized Amount 1,540.00 USD

[G" Return to Search | |[=] Notify

SULCESS =
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Creating Travel Authorization Documents

* Upon successful refresh, you have the option to

withdraw t
Travel Aut

ne document by clicking the “Withdraw
norization” button.

* YOU can a

so view the Approval History, including

the name of the Approvers.

* The Reviewer is a college Travel Coordinator

1 ™

™

A 12 N | ™ NLL: L

C

Note:
withir

Menu

Approval History
Y
Submitted
TRAVELER NAME

Action

Submitted

By checking this box, | certify these costs are

Submit Travel A

Total Authorized Amount 1,540.00 USD

reasonable estimates and comply with expense policy.

uthorization | Withdraw Travel Authorization Submitted On  0&/04/2022 Submitted By ~ EMPLOYEE NAME

EEEEEEEEEEEE 08/04/2022 5:19:49PM
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Viewing a Travel Authorization

View a travel authorization to see where it is in the
approval workflow, to see its detalls, or to print It.

Navigation from FSCM/Finance: Menu > Employee
Self-Service > Travel and Expenses > Travel
Authorizations > View

« Search for and Select the TA that you need to view

* The Authorization ID status shows where it is in the process

Travel Authorization

E5] Travel Authorization Details
EEEEEEEEEEE Actions | ...Choose an Action v | | Go |
Business Purpose Conference Default Location Apacortes Authorization ID 0000011507 Submitted for Approval
Description TAR-MSSDC Fall Retreat Date From 10/26/2022 Date To 10/28/2022 Created 10/21/2022 =  Name
Reference Last Updated 40/21/2022 NAME
Totals (7 & View Printable Version 7 Notes & Attachments (1)
Projected Expenses (6 Lines) 359.00 USD Denied Expenses 0.00 USD

Total Authorized Amount 359.00 USD




Viewing a Travel Authorization

 Click the Travel Authorization Details to view the expense
detail, including the budget. Click the “Summary” link to
go back — do not use your browser’s back button!

Travel Authorization

TRAVELER &
NAME :

Business Purpose Conference

Description TAR-MSSDC Fall Retreat

Projected Expenses (7
Expand All | Collapse All

*Date *Expense Type

10/26/2022 Transportation Mileage
Billing Type Billable

Transportation ID AUTO
Miles 9200 x 0.6250

Accounting Details (7
Chartfields

Amount GL Unit Account

57.50 WAOG0

L]

5080030

Default Location Anacortes

Date From 10/26/2022
cg?,-'-\ttachmenls (1)

*Description

Date To 10/28/2022

*Payment Type

*|Kent to Anacortes

A
AP Employee

v AUTO
Sﬁﬁr Fund Appropriation Index Dept
7240 522 77100

Class State Purpose

264 N

[& Summary

Actions |_._Choose an Action ~|| 6o |

Authorization ID 000011507 Submitted for Approval

Reference
Totals (6 Lines) 359.00 USD
“Amount Currency
57.50 USD
PC Bus Unit  Project A

N\
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Viewing a Travel Authorization

* View the Approval History to see where it is pending
» The icon in color is where itis at in the approval process

App | History
E = 5= ARG =
> “ & e
‘Submitted Reviswer HR Supervizor Expenzs Manaper \fice Presicent Approval Pre Pay Auditor
RAVELER NAM {Pooled) NAME ~ NAME " NAME {Fooled)
Action Role me DatelTime
Submitted Employse 1072172022 8:55:044M
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Modifying a Travel Authorization

Modify a travel authorization if you need to edit the document before it has been submitted for approval.

* You cannot edit a travel authorization if it has been “submitted for
approval” or if it has been approved. If it is waiting for approval, you
will need to withdraw it first.

Navigation from FSCM/Finance: Menu > Employee Self-Service > Travel and Expenses > Travel
Authorizations > Create/Modify

« Searchforand Selectthe TAthat you need to modify

« Confirmthat the Authorization ID status = “Pending”

« Addlines, delete lines, or modifylines as necessary

» Click the “Save for Later” link if not ready to submit for approval.

» Click the “Summary and Submit” link if ready to submit for approval.

MDdlfy Travel Authorization Save for Later | @ Summary and Submit
m—— Actions |...Choose an Action v |ﬂ|
"Business Purpose | Miscellaneous v] Default \Valla Walla Q Authorization ID 0000011513 Pending
“DescriptionL AR —Finance Retreat | *D;f:ii:r: 103012022 |5} Date To 11022022 | Reference Q

ﬁAnachments

Projected Expenses (2
Expand All | Collapse All Add: | %5 Quick-Fill Totals (5 Lines) 618.00 USD




Deleting a Travel Authorization

Delete If you submitted the travel authorization in error.

* The document must be in Pending status in order to be deleted.

If not, it needs to be either withdrawn by the submitter or sent
back by an approver.

Navigation from FSCM/Finance: Menu > Employee Self-

Service > Travel and Expenses > Travel Authorizations >
Delete

1.Search Criter —/————————

Travel and Expense

2.Select the Tri Delete a Travel Authorization
IN the checkly e

3C||Ck the Del Travel Authorizations

4 CI |Ck OK Select Description Authorization ID Date From Date To Amount

NACUBO Annual

0000010200 09/07/2022 09/09/2022
Conference

elete selected Autnorization(s)

Currency

1,540.00 USD




Withdrawing a Travel Authorization

Withdraw a Travel Authorization if you need to edit or delete the
document after it has been submitted for approval.

* You cannot withdraw a TA if it has been approved.

Navigation from FSCM/Finance: Menu> Employee Self-
Service > Travel and Expenses > Travel Authorizations > View

1. Search for and Select the TA that you need to withdraw
2. Confirm that the Authorization ID status = “Submitted for Approval”
3. Click the Withdraw Travel Authorization button.

4. Confirm a message

displays alerting you that Travel Authorization W vl o aion iy
your travel authorization @ | = mwaveskyame Actions [_Choose an Act |
H Business Purpose Miscell Walla \W: 1D L)
has been Wlthdrawn fro m Description TAR - Finance Retreat Date From 10/30/2022 Date To 11/02/2022 Created 4/ M
a pprove rs ’ q ueue. Reference Last Updated 10/24/2022 NAME
Totals (# g View Printable Version O Motes

5. Click the Refresh
Approval Status button.

Submit Travel Authorization | Withdraw Travel Authorization | g mitted On 10/24/2022 Submitted By TRAVELER NAME




Cancelling a Travel Authorization

You may cancel your travel authorization Iif the travel

authorization has been approved in the system but the

travel itself has been

cancelled.

* You cannot cancel a travel authorization if it has been assigned to

an expense report.

 The cancel action will reverse the encumbrances associated with

It.

Navigation from FSCM/Finance: Menu > Employee Self-
Service > Travel Authorizations > Cancel

and click the Search bhutton

1.Enter your Empl ID

2.Click the checkbox
cancel

3.Click the Cancel S¢
4.Click the OK button

Travel and Expense

Cancel Approved Travel Authorization

TRAVELER NAME
Travel Autherization Information
Select Description

Attending Recruitment
Fairs

Authorization ID

0000014009

Date From Date To

03052023  03/21/2023

Amount Curren

14,686.95 USD

cy




Lodging Exception — Per Diem Rate

There are situations where you may be approved to exceed the per diem
amounts for hotel. However, the system will not allow you to go over

It_hese rates. So, use the following process to create your hotel expense
Ines.

1.Expense Type = Hotel Misc no per diem
2.Description = Name of Lodging Establishment

3.After you click the “Summary & Submit” link, you will have the
opportunity to enter notes.

a) Click the Notes link.
b) Enter one of the reasons per SAAM Section 10.30.20.a.

Examples of exceptions include:
» Escalations of costs during special events or disasters

« Attending a meeting, conference, convention or training session where
traveler is expected to interact and therefore needs to stay at the hotel
where it is taking place.

 To comply with provisions of the American with Disabilities Act N
where trl?eyhealthpand safety of the traveler is at risk. _RD>
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https://ofm.wa.gov/sites/default/files/public/legacy/policy/10.30.pdf

Lodging Exception — Under 50 Miles

The system doesn’t know if your Iodgﬂng is within 50 miles of your home,
but your travel coordinator will be looking for this and may reject your
travel authorization if you do not indicate the exception in the notes.

1.Expense Type = Hotel in State of WA
2.Description = Name of Lodging Establishment

3.After ¥ou_ click the “Summary & Submit” link, you will have the
opportunity to enter notes.

a) Click the Notes link.
b) Enter one of the reasons per SAAM Section 10.30.30.b.

Example of exceptions include:

« To avoid having to drive back and forth for back-to-back late night/early
morning official state business.

 When the health and safety of the traveler is of concern.
 When the traveler can demonstrate that it is more economical to stay
overnight. S
-\
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https://ofm.wa.gov/sites/default/files/public/legacy/policy/10.30.pdf

In Conclusion

« The biggest challenge is ensuring that your Travel
Authorization is approved before the start date of your travel
S0 be sure to monitor your submissions and reach out to
your travel coordinator to escalate when needed.

* Be sure to attach all supporting documentation to the
header of the document. Travel Coordinators are
responsible for ensuring that your travel follows state and
college policy so the easier you make it for them the better.

* |[f you have a lodging exception, be sure to review the
exception links and note which exception applies to your
situation in the Notes that you can enter prior to submitting
your travel authorization for approval.

* Finally, for an)ﬁ_help or assistance, please reach out to our
office’and be kind and have patience — we are learning too!
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