New York State Office of General Services
Business Services Center

Empire State Plaza
Albany, NY 12242

(Phone) 518-457-4272
(Fax) 518-486-9166

Approving Travel Documents Using the Travel and Expense Center
As a supervisor or approver you may need to approve travel expense reports (ER) or travel authorizations (TA) for

employees. A best practice is to routinely check your worklist to ensure that travel documents are approved in a timely
manner and within established guidelines.

The preferred way
to approve
documents in SFS is
via the Manager
Self-Service link.

To access the
Manager Self-
Service link, begin by
clicking SFS
Applications.
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& https://nysis.sfs.ny.gov/psp/SFS/EMPLOYEE/EMPL/h tab= DEFAULT
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# Reporting Tools

- My Instant Messaging
- Change My Password
- Wy Personalizations
- My System Profile

SFS Communications
Welcome to the
Statewide Financial System (SFS)
Agency User Portal!

First time logging in? See the "BEFORE using the SFS" section below
for important steps and information regarding your password.

See the 1/11 issue of Enterprise Connection for information on: SAVE THE
DATE: Fiscal Year End Kickoff Workshop on 1/24/13; Review Cost Centers Mapped
to Invalid Values by 211/13; Fiscal Year-End Impact- Status of Agency KK: Repotts
for Quarterly ARRA Federal Grant Reporting Posted; New Phase 2 ASA SeffSenice
Functionality Launched; new items posted to SFS website.

12118/12. SFS SYSTEM ALERT: The SFS Program will be making changes to the
way file attachments are scanned befors they are saved to SFS Financials
Production (PCAS) beginning at 5:00 PM today. These changes may result in users
receiving messages they have not seen before. Please read the System Alert e-mail
for full information

11127112, SFS SYSTEM ALERT; Agency users may experience problems in the
SFS Production Reporting (OBIEE) application caused by an incompatibilty issue
between Adobe Acrobat and a user's web browser (ie. Intemet Explorer 7, 8, or 9).
ffyou have experienced an error and cannot rectify it with one of the recommended
solutions in the System Alett e-mail (click here to read the full Aler), please submit
an incident to the SFS Help Desk (Helodesk@ss ny aov).

AGENCY AP USERS - Please note the following OSC Accounts Payable

My Reports

Report Folder

NYGL0363 NY_BOR
NYGRO039 General
NYGL0363 NY_BOR

NY CSHBAL AE General
2101080

FS BP General

ILD-1-18544

Report Manager

@ Intemet | Protected Mode: On

v BI00% v
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Click SFS Financials =

. . 2] hitps://nysis.sfs.ny.gov/psp/SFS/EMPLOYEE/EMPL//WEBLIB_PTPP_SC.HOMEPAGE FieldFormulaIScript AppHP7pt fname=NY_PAPP_SFS_APPLICATIONS&FolderPath=PORTAL ROOT_OBJEC v & | &[4 | x 1< Bing P
m—
(either location). T T

e Favorites | ¢

(& Base Navigation Page = v Pagev Safetyv Tools~ @~ ||

search [N =5

STATEWIDE
FINANCIAL
SYSTEM

5 SFS Applications

- SFS Financials ~ o
- SFS Reports [) SFS Application:
(BMy Contert SFS Applcations
+ Reporting Tools

* My Instant Messaging
« Change My Password
- My Personalizations

* My System Profile

=] SES Financials

SES Reports
SFS Financials

SFS OBEEE Reports

Done @ Internet | Protected Mode: On A v Ri10% v

Next, click Manager = .

Self-Service & https://nyfin.sfs.ny.gow/psp/fscm/EMPLOYEE/ERP/h/?tab=DEFAULT IR s Bing o -

File Edit View Fevorites Tools Help
i Favorites | 9l
| @ Employee-facing registry content | | M- - [ dw ~ Page~ Sofety~ Toolks~ i@~

sfs

Menu
Search:

@
[> My Favorites
[- Employee Se\fsarvice/
[ Manager Self-Service
[ Supplier Contracts
- Customers
[- Promaotions
[ Order Management
[- Vendars
[ Purchasing
[+ eProcurement
[- Senvices Procurement
[ Lease Administration
[> Travel and Expenses
[ Billing
[- Accounts Receivable
[+ Accounts Payable
[ Banking
- Commitment Control
[ General Ledger
[- Statutory Reports
[> Set Up Financials/Supply Chain
[- Worklist
[> Tree Manager
[- Reporting Tools
[ PeopleTools
— Tax Center
— My Personalizations
= My System Profile

m

& Internet | Protected Mode: On A v ®10% -
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Click on Approvals
under Travel and
Expense Center.

€& = C | 8 htpsy/prifinsfs.ny.gov/psp/fscm/EMPLOYEE/ERP/s/WEBLIB_PTPP_SC.HOMEPAGE FieldFormulaScript_AppHP?pt_fname=CO_MANAGER_SELF_SERVICE2&FolderPath=PORTAL,

Home Waorkiist |

@ Manager Self-Service

(> My Favorites

- Employee Self-Service /
~ Manager Self-Semvice ﬁ"ﬁave\ and Expgfise Center r'-Travel and Expense Center Budaets
=)

I» Travel and Expense Center| Manager Traw¢ d Expense Center Manager Travel and Expense Center Access Budgets.

I Budgets [ Aprovals
I» Procurement L Review Payments
I Assets [ Budaet Check
= Travel and Expense Center 3More..
Esupgller(:umrads ﬁ Procurement @ Assets
GLls Manage requisitions, receiveing and scheduls interviews Use the self-service manager role to manage a department's asssts.
P EEIRET E] Wanags Approvals

- eProcurement

[- Services Procurement
[- Lease Administration
[ Travel and Expenses
> Accounts Payable

> Banking

- Commitment Control
[+ General Ledger

(> Set Up Financials/Supply
[Chain

- Worklist

[ Tree Manager

> Reporting Tools

> PeopleTools

[~ Tax Center

= My Personalizations
- My System Profile

Click Approve
Transactions.

q

Workist Add to Favorites

=l
L] 514 Approvals
1> My Favorites @ /

b Employee Self-Senice Approve expense transactions
E" rove Transactions
[ Travel and Expense Center Approve expenses fransactions.
[ Budgets
[ Procurement
[ Assets
= Travel and Expense Center|
> Supplier Contracts
b Vendors
[> Purchasing
[ eProcurement
1> Services Procurement
[ Lease Administration
[ Travel and Expanses
[> Accounts Payable
> Banking
i Commitment Contral
> General Ledger
> Set Up Financials/Supply
Chain
> Worklist
b Tree Manager
[ Reparting Tools
> PeopleTools
= TaxCenter
= My Personalizations
= Wy System Profile
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This is the
Overview-
Transactions to
Approve tab. It
displays all travel
documents that are
ready for approval.

The tabs at the top
of the page filter
Expense Reports and
Travel
Authorizations ready
for approval.

L (e https://prffin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/c/APPROVE_EXPENSE_TRANSACTIONS.EX_APPRVL_WORKLIST.GBL?PORTALPARAM_PTCNAV=EP_EX_ALL_APPR_SRCH&EOPP.SCNode=ERP&EO

Hune | Workist |  AddtoFavories

sfs

Merw &
@

i 1y Favorites
I Employee Self-Senice
I Manager Sef-Service

> Supplier Contracts

> Vendars

- Purchasing

> eProcurement

- Services Procurement
> Lease Administration
[~ Travel and Expenses

< Approve Transactions
[ Manage Employee
Information

[> Load External

¥ ¥

{ Overview '\ Expense Reports | Travel ions '

Erors |

>
3

Apfrove

Deny Refresh List

SelectAll [ Clear All

Transactions to Approve

First [4] 13 0r3 [H Last

Transaction Date

Total Unit Name

Select Alert Transaction Type Employee D Description

Submitted

& Expense Report 12582 USD DOEJOHN N01605588 net due from papervoucher 0000031199 06i15/2012
A\ Travel Authorization 563.00 USD DOEJOHN N01605598  NYC Weeting with Staff 0000001458  01/22/2013

A Travel Authorization 572.00 USD DOEJOHN N01605588 NYC Lleeting with Staff 0000001453  01/28/2013

Status Role

Denied HR Supenvisor

Submitted for Approval  HR Supenvisor

Submitted for Approval  HR Supenisor

[- Manage Expenses Security|
[> Process Expenses

[ Manage Accounting

[> Real-Time Analysis

= Travel and Expense Center|
=TandE

Approve Deny Refresh List

SelectAll [ Clear All

>

Employee Expense History

Center
> Accounts Payable
> Banking
- Commitment Contral
I General Ledger
[ Set Up Financials/Supply
[Chain
L Waorklist
> Tree Manager
I Reporting Tools
I PeopleTools
|- Tax Center
|- Wy Personalizations
|- v Svstem Profils

Return to Approvals

Ovenview | Expense Reports | Travel Authorizations | Errors

Once you have
chosen your desired
view of travel
documents, you can
begin the process of
approving.

Note: Yield Signs
imply that an error,
duplicate expense,
or tax implications
exist in the report.

To review the
summary page of a
travel document,
click the link in the
Description field.

« (e https://prffin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/c/APPROVE_EXPENSE_TRANSACTIONS.EX_APPRVL_WORKLIST.GBL?PORTALPARAM_PTCNAV=EP_EX_ALL_APPR_SRCH&EOPP.SCNode=ERP&EO!

Hnme | Workist | AddtoFavorites

s’s

Merw &
®

> Wy Favorites
- Employee Self-Senvice
I Manager Sel-Senice

I Supplier Contracts

> Vendars

> Purchasing

> eProcurement

> Services Procurement
[ Lease Administration
[~ Travel and Expenses

< Approve Transaclions
[> Manage Employee
Information

(- Load External

| Overview ' Expenze Reports | Travel V Emes
s
s
Select All [J] Clear All Approve Deny Refresh List

First [4] 13 or3 [H Last

Transactions to Approve
Transaction Date

Select Alert Transaction Type Total Unit Name Employee 1D Description Submitted

o ense Report 125,82 USD DOE.JOHN NO1605598 netdue flom papervoucher 0000031133 06MS5/2012

Ay Pravel suthorization 563,00 USD DOE.JOHN NO1605598  YC Westing with Staff 0000001 0172212013

Ay Travel Authorization 572,00 USD DOE.JOHN NO1605598  INYC Westing with Staff 0000001458 01/28/2013

Status Role

Denied HR Supenvisor
Submitted for Approval  HR Supervisor
Submitted for Approval  HR Supervisor

[ Manage Expenses Security
[ Process Expenses
[ Manage Accounting
[- Real-Time Analysis
= Travel and Expense Center|
= Tand E Administration

Center

[ Accounts Payable

I Banking

> Commitment Control

1> General Ledger

I Set Up FinancialsiSupply

(Chain

> Worklist

> Tree Manager

I Reporting Tools

[ PeopleTools

|- Tax Center

|- by Personalizations

|- Wy System Profile

Refresh List

SelectAll [ Clear Al Approve

3

Deny

Emploves Expense Histori

Return to Approvals

Ouenigw | Expense Reponts | Travel Authorizations | Errors
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The Description link
will take you to the
Travel
Authorization
Summary screen of
the travel document
you are reviewing.
Review the
information
contained in the
document.

To review
information by line,
click the link below
the Expense Type.

To see additional
comments, click on
¢ to the left of the
Expense Type.

)
[+ My Favorites
[ Employee Self-Service
[ Manager Seff-Senice
[ Supplier Contracts
[> Vendors
[: Purchasing
> eProcurement
[ Services Procurement
[» Lease Administration
= Travel and Expenses
= Approve Transactions
[ Manage Employee
Infarmation
[ Load External ion

|  AddtoFavd

Approve Travel Authorization

Travel Authorization Summary Attachments (0

JOHN DOE User Defaults Authorization ID: 0000001458

Description: NYC Weeting with Staff Comment: Assigned to attend mesting by

Business Purpose:  llgefing DOB Approval Code 53000-782-2013

Status: Submitted for Approval Last Updated: (1/22/2013  By: relatioa

Work Location Official Station ~ Albany, NY

*Date From:  01/23/2013  To: 01/25/2012 Out of State  Marmal Work Hours  From(HH:MI) 8:00AK  To(HH:MI) 4:00PM

I> Manage Expenses Securi
I Process Expenses
[ Manage Accounting
I> Real-Time Analysis
= Travel and Expense Center|
= T and E Administration

Center

[ Accounts Payable

> Banking

> Commitment Control

[> General Ledger

[» Set Up Financials/Supply

Chain

[ Warklist

[ Tree Manager

[ Reporting Taols

[» PeopleTools

= Tax Centar

= My Personalizations

= My System Profile

Accounting Defaults More Options:

Hel |

mize | Find

Expense Type Date :CTJ Project Activity Amount Currency Approve

Train Tickets 01/23/2013 65.00 USD Prepaid Expense
¢ PDiem-Ovingt Meals 01/23/2013 71.00 USD Prepaid Expense

PDiem-Ovingt Meals 01/24/2013 71.00 USD Prepaid Expense
(& Recpted Lodging 01/24i2013 356.00 USD Prepaid Expense

Total: 563.00 USD
Less Hon-Approved: 0.00 USD
Total Authorized: 563.00 USD

~ Pending Actions

4] 14 ora [¥] Last

Profile Hame Action Date/Time
HR Supenisor SMITH.JANE

Pragram Director (Pooled)

Budgst Unit Approver (Pooled)

Deputy (Pooled)

When you click on
the Expense Type
link, you will be able
to view the line
details.

Once you have
reviewed the line
details for accuracy,
return to the
summary page by
clicking Return to
Travel
Authorization/
Expense Summary.

sis

Search
[ My Favorites.

[» Employee Self-Service
[» Manager Sel-Service
[ Supplier Contracts
[ Vendors
[ Purchasing
[ eProcurement
[ Services Procurement
[ Lease Administration
= Travel and Expenses
7 Approve Transactions
[ Manage Employee
Information
[ Load Exernal Information
[> Manage Expenses Security|
[ Process Expenses
[ Manage Accounting
b Real-Time Analysis
= Travel and Expense Center|
=T and E Administration

[> Accounts Payable

> Banking

> Commitment Control
> General Ledger

[ Set Up Financials/Supply
Chain

> Worklist

[> Tree Manager

> Reporting Tools

[ PeopleTools

= Tax Center

= My Personalizations
= My System Profile

Home: | Workist | AddtoFavorites
Approve Travel Authorization
Expense Detail for Train Tickets (Line 1)
DOE.JOHN Authorization 1D 0000001458
Date: 01/23/2013
Payment Type: Travel Card
Expense Biling Code:  In State Billadle
Originating Location: Y WANHATTAN
Location: NY WANHATTAN
Amount: 65.00 usD
Amount  *GL Unit Dept Program Fund Account  Product Bud Ref PC Bus Unit  Project Activity Source Type Cateqory Subcategory OperUnit  ChartFic
65.00 0GS01 1140230 26258 10050 54022 201213 108050 15959

Update Accounting Detail

Previous Expense | NextExpense |, |

Return to Travel Authorization Summary
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Check the Budget
Status. If the budget
status is Valid, the
report is ready for
approval.

NOTE: If a travel
document does not
pass budget check,
the Budget Status
will say “Not Ch’k”
and the travel
document cannot be
approved. It will stay
in the supervisor’s
worklist until the
supervisor takes an
action on the travel
document. For
example, the
supervisor may deny
the travel document
back to the traveler
to update the
chartfield codes, or
contact the budget
office to add or
move monies.

When monies are
available, the travel
document will pass
budget check the
next time the
budget check
process runs.

s’s

Search:
I My Favorites

[- Employee Self-Senice
[» Manager Self-Senvice
I Supplier Contracts
[ Vendors
[ Purchasing
[> eProcurement
I Senices Procurement
I Lease Administration
= Travel and Expenses

= Approve Transactions

[» Manage Employee
Information
I Load External Infarmation
I Manage Expenses Security,
[ Process Expenses
[ Manage Accounting
I» Real-Time Analysis
= Travel and Expense Center|
= T and E Administration
Center

I Accounts Payable

[» Banking

> Commitment Control

[» General Ledger

I Set Up Financials/Supply

Chain

[ Worklist

[ Tree Manager

> Reporting Tools

[» PeopleToals

= Tax Center

= My Personalizations

= My System Profile

q

CUEE FIONE 230203 [ TR TP TR ) UULUE SEELE  NUITIEEWUTK HUUES  FIOMIHAGE) SUUAM TP 2000

[=] sd ‘
Details Customize | Find

| Accounting Defaults More Options:

Expense Type Date :CTJ Project Activity Amount Currency Approve
Train Tickets 01/23/2013 65.00 USD Prepaid Expense
PDiem-Ovrngt Meals 01/23i2013 71.00 USD Prepaid Expense
PDiem-Ovrnagt Meals 01/24i2013 71.00 USD Prepaid Expense
(i Recpted Lodging 01/24/2013 356.00 USD Prepaid Expense
Total: 563.00 UsSD
Less Non-Approved: 0.00 USD
Total Authorized: 563.00 USD

* Pending Actions First [ 14 of 4 [¥ Last

Customize | Find | #H

Profile Name Action DateTime
HR Supenisor KRAVALIS JOHMN
Program Director (Pooled)
Budget Unit Approver (Pooled)
Deputy (Pooled)
Customize | Find [4] 4 051 [¥] Last

Profile Hame Action DateTime

RELATION ALBERT Submitted 01/22/2013 1:55:26PM
=)

&

/ p

Budget Status: Valid Budget Checking completed. Report is ready for Approval/Posting.

Budaet Options

Apprave Deny Reject Save Changes

Return to Approval List Nextin List Previous in List
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After you have sfs q

completed your ]

. lSearch: T i U23i2u3 o UIrgarzun g VUL Ul SLde NUITId WUTR AOUES FROIM{ARINIE 5 UUAM T AR 3 UUFW
review of travel
@ ‘ Accounting Defaults More Options: B Ggl ‘
document you can by Favorites
[P ST I SRR Details Customizs | Find
take the appropnate [ Manager Self-Senice oC e
[ Supplier Contracts Expense Type Date gy Eroiect Activity Amount Currency Approve
i [> Vendors =
aCtlon for the report [: Purchasing Train Tickets 01/23/2013 65.00 USD Prepaid Expense
[> eProcurement
(see below). b e e T e PDiem-Qvmnat Meals 0172312013 71.00 USD Prepaid Expense
[» Lease Administration PDiem-Owrnat Meals 01/2412013 71.00 USD Prepaid Expense
[~ Travel and Expenses O . .
= Apprave Transactions &' Recpted Lodgin 0172472013 356.00 USD Prepaid Expense
= Approve Transactions
P LEDREE MRS Total: 563.00 USD
Information
I Load External Information Less Non-Approved: 0.00 USD
I Manage Expenses Security
[ Process Expenses Total Authorized: 563.00 USD
I Manage Accounting
b e AT (T2 5D * Pending Actions customize |Find | 8 First [1] 14 o4 [*] Last
= Iravel and Expense Lenter §
e Profile Hame Action Date/Time
= T and E Administration
Center HR Supervisor SMITHJANE
[ Accounts Payable Program Director (Pooled)
1> Banking Budget Unit Approver (Pooled)
[ Commitment Caontrol Depu Poaled
- General Ledger puty ( )
[ Set Up Financials/Supply —
Chain - Action History Customize | Find First (4] 1 or 1 [*] Last
> Worklist Profile Name Action DateTime
[ Tree Manager / DOE,JOHN Submitted 01/22/2013 1:55:26PM
[- Reporting Tools ‘
I PeopleTools =
|~ Tax Center &
|~ 1y Personalizations
|- by System Profile P
Budget Status: Valid Budget Checking completed. Report is ready for ApprovaliPosting.

Budget Options

4

Approve | Deny | Reject Save Changes

Return to Approval List MNexin List Previous in List

Approve: Submits the record to the next level approver. You approve a report if all expenses are
correctly entered and appropriate and budget status is valid.

Deny: Returns the report to the traveler for editing.

NOTE: The approver must make a notation in the comments field before clicking on the Deny
tab. In the comments field, the approver can enter comments or additional information needed
from the traveler. Once a report has been denied, it must be edited and resubmitted by the
traveler. You might deny a report if the report requires more information or budget changes
before it can be approved.

Reject: Returns the report back to the traveler and permanently terminates the report. The
report can no longer be used after it has been rejected. You might reject a report if the expenses
are non-reimbursable or the travel is not authorized.

Congratulations you have successfully completed the “Approving Travel Documents Using the Travel and Expense
Center” module.
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