Business Services Center
Empire State Plaza
Albany, NY 12242

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

Creating a Travel Authorization From
a Blank Authorization

A Travel Authorization (TA) is a tool travelers use to obtain approval before a trip is taken. It allows travelers to submit a
request showing an estimate of itemized travel related expenses. A TA cannot be prepared after travel has occurred.

In this module,
you will learn
how to create a
travel
authorization.

Click SFS
Applications.

NOTE: All items
marked with an *
must be
completed.

NOTE: Save
periodically as
SFS times out
after 20 minutes.

< i v

Employee-facing regi = State o=

) https://perftest.sfs.ny.gov/psp/SFS/EMPLOVEE/EMPL/h/ ?tab=DEFAULT - 04| x Bing £~
=

¢ Favorites | & Employee-facing registry content

STATEWIDE
FINANCIAL
SYSTEM

Enterprise Menu

SFS Communications = WMy Reports
Welcome to the
Statewide Financial System (SFS)
Performance Testing
(ERT/ PRFCAS)

Agency User Portal

 SFS Applications

# Reporting Tools

- Change My Password
- Wy Personalizations

= My System Profile

Ho Reports To Display

Report Manager

12/27112. 10:15 AM SFS SYSTEM ALERT UPDATE: Issues with
transmission of bulkload extracts and IDLs have been resolved.
Agencies should receive their IDLs this afternoon.

12/26/12. 1:30 PM SFS SYSTEM ALERT: SFS is currently
experiencing issues transmitting bulkload extracts and IDLs from
PRFCAS for Friday 12/21/12 through today (Wednesday 12/26/12).
We are troubleshooting and will transmit the files once the issue is
resolved.

AGENCY AP USERS: Please refer to OSC Accounts Payable
Advisories for important information and guidance on processing
transactions in the AP module.

When running PO Dispatch in the Purchasing module, users
MUST enter their Agency GLBU in the Business Unit field. See
this communication for full details.

Agency PO Processors: you MUST check the "Amount Only”
box on service-based PO line items. See this communication
for full details.

Last updated: 02/12/2013

New York State Office of General Services
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Click SFS
Financials (either
location).

& Base Navigation Page -

< Favorites | {@ Base Navigation Page

Welcome:

pplication

- SFS Financials
- SFS Reports
¥ Reporting Tools
- Change My Password
= My Personalizations
- My System Profile

Click Employee
Self-Service.

STATEWIDE
FINANCIAL
SYSTEM

SFS Appications

ﬁ SFS Applicafs

SES Financials
SFS Financials

Search:

[ My Favorites

[> Employee Self-Sewvice
[> eProcurement

[> Travel and Expenses
[ Worklist

> Tree Manager

- Reporting Tools

I PeopleTools

= My Personalizations

= My System Profile

4

| £ https://perftest sfs.ny.gov/psp/SFS/EMPLOYEE/EMPL/s/WEBLIB_PTPP_SC. HOMEPAGE FieldFormula IScript_ AppHP?pt_fname=NY_PAPP_{ + g 43| X E Bing
—

SES Reports
SFS DBEE Reports
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Click Employee
T&E Center.

[

(- My Favorites

~ Employee

[> Travel and Expenses
[» Employee T&E Center

|~ My Personalizations
|~ iy Svstem Profile

Employee Self-Service

Travel and Expenses

Submitireview expense reports, cash advance requests, o travel authorizations.

B My Wallet
= Review Payments
= Review Expense History

loyee T&E Center

1 Review Payments

m|
@ Employee Travel and Expense Self-Service Center

[ Other Expense Functions

[ Expense Report
[ Iravel Authorization

Under Travel
Authorization
click Create.

[

(- My Favorites

[> Travel and Expenses
[» Employee T&E Center

&

|~ My Personalizations
|~ iy Svstem Profile

Employee T&E Center

Employee Travel and Expense Self-Service Center

Review Payments

Review history of expense payments
=] Review Expense History

=] Review Payments

Travel Authi
Create, mog
= Create

= Modify
= Print
3 More.

zation
. print, view or delete a Travel Authorization

Other Expense Functions

You can view contents in My Walkt, create your own
template, or modify an existing template.

= View My Wallet

= Update Profile

4

Expense Report

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

Modi

i

e

.

[l [ @
<|v
[
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This is the Travel
Authorization
Entry page. It is
used to create
and submit TA
requests.

Add to Favorites

New Window | Help | =

(- My Favorites
> Employee Self-Service

[ Travel and Expenses 1 i
R Travel Authorization Entry

Create Travel Authorization

I Review Payments User Defaulls Authorization ID: NEXT Atachments (0
[» Other Expense [

Functions Quick Start: ABlank Authorization - EI
- Expense Report

= Travel AL

- Create =Description: Comment: o
*Business Purpose: ~ DOB Approval Code
Default Location: Offcial Slat?on: A, NY.
_ ‘Work Location:
“Date From: [t *Date To: ) []Outof State Normal Work Hours From(HH:MI)  To(HHM)
Accounting Defaults More Options: - EI | L

|~ Wy Personalizations
= My System Profile

“Amount Payment Type

-
-
Copy Selected | Delete Selected | NewBxpense v Add| Check For Errors
tals
Authorized Amount: 0.00 USD

Update Totals |

Save for Later | Submit | Create A Cash Advance Project Summary

Return to Emplovee T&E Center
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Click the Quick
Start drop down
arrow. This will
allow you to
select a particular
creation method
for the TA.

Worklist Add to Favorites

Mew Window | Help | =

Search:

(©]

(- My Favorites

> Employee Self-Service

[ Travel and Expenses 1 i

R Travel Authorization Entry

[» Review Payments

[» Other Expense
Functions

- Expense Report

Create Travel Authorization

Authorization ID: NEXT Attachments (0

There are two

Quick Start:

useable creation ~ Travel Authorization e A Blank Authorization
=Description: ATemplate
. An Existing Authorization
methods *Business Purpose: ~ DOB Approval Code

Official Station:
1. A Blank - Delste Default Location: a wom'ﬂmmm:: Albany, NY

= Cancel
Authorization. > eProcurement *Date From: [ *Date To: [5 ["] Out of State Normal Work Hours From(HH:MI) To(HH:MI)

Accounting Defaults More Options: > GO |

> Tree Manager

2. An Existing
- . [ Reporting Tools
Authorization. If [ PeapleTools

- Wy Personalizations Select  |*Expense Type *Date *Amount  Currency ayment Type | “Billing Type
a TA has been = My System Profile -
created in SFS -
from a previous =
=

trip, it can be
selected here to

CupySslsmed' Delete Selected | New Expense ~ Add Check For Errors

Totals
B Authorized Amount: 0.00 USD
use and modify
. Update Totals |
for a new trip.
Save for Later | Submit | Create A Cash Advance Project Summary Lo

Return to Emplovee T&E Center

Do not use A
Template.

Choose A Blank
Authorization.

Click GO.
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Click in the
Description field
to manually enter
a brief
description to
identify the TA.

The description
should be specific
enough so the TA
can be identified
quickly. This field
has a 30
character limit.

Do NOT use
typographical
characters, i.e.,
|@#S% &()"?><
in any fields.

(- My Favorites
> Employee Self-Service
[ Travel and Expenses
=~ Employee T&E Center

[» Review Payments

[» Other Expense

Functions
- Expense Report
= Travel AL i

Create Travel Authorization
Travel Authorization Entry

User Defaults Authorization ID: NEXT

Attachments (0}

Quick Start:

ABlank Authorization > GO

= Create

NYC Meeting with Staff Comment: -

~ DOB Approval Code
Official Station:  Albany, NY
‘Work Location:

*Description:

*Business Purpose:

Default Location:

[5 ["] Out of State Normal Work Hours From(HH:MI)

*Date From: [#] *Date To: To(HH:MI)

|~ Wy Personalizations
= My System Profile

Accounting Defaults More Options: > GO |

“Amount Payment Type

-
-
Copy Selected | Delete Selected | New Expense - Add| Check For Errors
tals
Authorized Amount: 0.00 USD
Update Totals |
Save for Later | Submit | Create A Cash Advance Project Summary

Return to Emplovee T&E Center

Add to Favorites

New Window | Help | =

Click in the
Comment field.

Enter the
justification or
purpose of the
trip. Additional
comments can be
added to this
field. This field
has a 10,000
character limit.

Create - Microsoft

2] https://prffin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIE_FUNCTION.FieldFormula.iScript_ AddTravelAuth?TEMenu! » G |49 [ X
=

<7 Favorites

Create

s’s

Search:

(©]

(- My Favorites
Employee Self-Service
[ Travel and Expenses
=~ Employee T&E Center
[» Review Payments
[» Other Expense
Functions
- Expense Report
= Travel AL i 1

Create Travel Authorization
Travel Authorization Entry

Authorization ID: NEXT

User Defaults

Aftachments (0)

Quick Start: A Blank Authorization

=

NYC Meeting with Staff Assigned to attend meeting by '

Comment:
~ DOB Approval Code

Official Station:  Albany, NY

*Description:

*Business Purpose: ~ Meeling

= Delete Default Location: "

— Cancel ‘Work Location:
> eProcurement *Date From: [ *Date To: [5 ["] Out of State Normal Work Hours From(HH:MI) To(HH:MI)
(> Travel and
[ Worklist

> Tree Manager

> Reporting Tools

- PeapleTools

|~ Wy Personalizations
= My System Profile

Accounting Defaults More Options: > GO |

“Amount Payment Type

-
-
Copy Selected | Delete Selected | New Expense ~ add| Check For Errars
tals
Authorized Amount: 0.00 USD
Update Totals |
Save for Later | Submit | Create A Cash Advance Project Summary

Add to Favorites

New Window | Help | =

m
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Choose your
Business Purpose.
Click the drop
down arrow.
Select the option
that best
describes your
purpose of travel.

(- My Favorites
> Employee Self-Service
[ Travel and Expenses
=~ Employee T&E Center

[» Review Payments

[» Other Expense

Functions
- Expense Report
= Travel AL i

Create Travel Authorization
Travel Authorization Entry

User Defaults Authorization ID: NEXT

Attachments (0}

Quick Start:

ABlank Authorization + GO

= Create

|~ Wy Personalizations
= My System Profile

*Description: NYC Meeting with Staff Comment: e
*Business Purpose: ~ | DOB Approval Code
. Agency Visit Official Station:  Albany, NY
Default Location: Cash Advance Work Location:
Conference
*Date From: [:Construction / Maint/ Repairs Normal Work Hours From(HH:MI) To{HH:MI)

Emergency Travel
Enforcement

Accounting Defaults ions:
Accounting Defaults Equipment Transportation More Options:

Inmate / Client Transportation
Inspection

Legal Proceedings kAmount

Meeting —

MNon-Travel Expense

Oversight

Procurement

Routine Travel

Site Visit

Test Administrations

=

Training and Education Travel

Travel for Audit 4
Copy Selected _ Union Business ﬂl Check For Errors
tals
Authorized Amount: 0.00 USD

Update Totals |

Save for Later | Submit | Create A Cash Advance Project Summary

Return to Emplovee T&E Center

New Window | Help

-

I =

Click in the DOB
Approval Code
field.

If a DOB Approval
Code was
obtained for this
trip, it must be
entered in the
DOB Approval
Code field.

NOTE: See DOB
bulletin at:
http://www.budg

Create - Microsoft

2] https://prffin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIE_FUNCTION.FieldFormula.iScript_ AddTravelAuth?TEMenu! » G |49 [ X
=

<7 Favorites

Create

s’s

Search:

(©]

(- My Favorites
Employee Self-Service
[ Travel and Expenses
=~ Employee T&E Center
[» Review Payments
[» Other Expense
Functions
- Expense Report
= Travel AL i 1

Create Travel Authorization
Travel Authorization Entry

User Defaults Authorization ID: NEXT

Aftachments (0)

Quick Start: A Blank Authorization + GO

=

Comment:

Assigned to aﬂsnd.r%ung by '

*Description: NYC Meeting with Staff

~ DOB Approval Code 53000-782-2012 e
Official Station:  Albany, NY

*Business Purpose: ~ Meeling

= Delete Default Location: "
— Cancel ‘Work Location:
> eProcurement *Date From: [ *Date To: [5 ["] Out of State Normal Work Hours From(HH:MI) To(HH:MI)
(> Travel and
PUETTE Accounting Defaults More Options: > GO |

> Tree Manager
> Reporting Tools
- PeapleTools

et.ny.gov/guide/b
prm/bulletins/b-
1184 reissue.htm
l.

I~ My Per
= My System Profile

“Amount Payment Type

-
-
Copy Selected | Delete Selected | New Expense ~ Add Check For Errors

tals
Authorized Amount:

0.00 USD

Update Totals |

Save for Later | Submit | Create A Cash Advance Project Summary

Add to Favorites

New Window | Help | =

m
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http://www.budget.ny.gov/guide/bprm/bulletins/b-1184_reissue.html
http://www.budget.ny.gov/guide/bprm/bulletins/b-1184_reissue.html
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http://www.budget.ny.gov/guide/bprm/bulletins/b-1184_reissue.html

The Default
Location is the
travel
destination.

Worklist Add to Favorites Sign out

New Window | Help | =

Type in the
state’s two letter

(- My Favorites

L mrer s Create Travel Authorization

b Travel and Expenses Travel Authorization Entry
d H t d = Employee T&E Center o
es'gna |0n an Eg;\meg?aymem; User Defaults Authorization ID: NEXT Attachments (0
. er Expense —
the first few Functions Quick Start: ABlank Authorization - G0

- Expense Report

H Travel A

letters of the city A =

- Create *Description: NYC Meeting with Staff Comment: Assigned lo attend meeting by =
you will be “Business Purpose:  Mesting / vﬁ:ppmal@de 53000-782-2013

o e ial Station:  Albany, NY
ion: » SRE R
visiting. Default Location:  NY MAN Work Location:
*Date From: [ *Date To: [5 ["] Out of State Normal Work Hours From(HH:MI) To{HH:MI)

C||Ck Q . [> Tree Manager Accounting Defaulls More Options: M —IGD |

m

> Reporting Tools
- PeapleTools
|~ Wy Personalizations
= My System Profile

“Amount Currency  |*Payment Type

3]
CupySslsmed' Delete Selected | New Expense ~ Add Check For Errors

Authorized Amount: 0.00 USD

Update Totals |

Save for Later | Submit | Create A Cash Advance Project Summary

Select the correct | [[@ creste - Microsoftintemet Explorer provided by
location. €

(€1 | & https://préfin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/WEBLIS_TE_NAV,WEBLIB_FUNCTION.FieldFormulais = % +5 | x (=] ging |
< Favorites |@creﬂte ‘ |

NOTE: Based on sl's
the Default
Location New Window | Help | /&,
selected, per Look Up Default Location

diem amounts

auto populate

Search by: Expense Location ~ begins with

and hotel rates _LookUp | _Cancel [ avancedLooiup
W|” be Val|dated Search Results
when entered in _ [ 1212 M
|3 e n DESCTIIIO
the Details & NY MANHASSET
i MY MANHATTAM
section of the NY MANORHAVEN

page.

&) Internet | Protected Mode: On d v BIN%B v
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The Official
Station field will
be used to
identify the
location to which
the user is
officially assigned
regardless of
work location.

NOTE: The
information in
this field will
auto-populate
based on your
Employee Profile.

Create - Microsoft

& https://prffin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLIE_FUNCTION.FieldFormula iScript AddTravelAuth?TEMenu) + & | #3 | X [lI[=] Bing
= —

<7 Favorites

Create ]

s’s

Search:

(©]

(- My Favorites
Employee Self-Service
[ Travel and Expenses
=~ Employee T&E Center
[» Review Payments
[» Other Expense
Functions
- Expense Report
= Travel AL i 1

Create Travel Authorization
Travel Authorization Entry

Authorization ID: NEXT

User Defaults

Aftachments (0)

Quick Start: A Blank Authorization

*Description: NYC Meeting with Staff Comment: Assigned to ﬁﬂelnd meeting by g~

*Business Purpose:  Meeting ~ DOB Approval Code 530007752¥1 3
Official Station:  Albany, NY

=

: g::il; Default Location: NY MANHATTAN Work Location:
> eProcurement *Date From: [ *Date To: [5 ["] Out of State Normal Work Hours From(HH:MI) To(HH:MI)
(> Travel and
[ Worklist

Accounting Defaults More Options: > GO |

> Tree Manager

> Reporting Tools

- PeapleTools

|~ Wy Personalizations
= My System Profile

“Amount Payment Type

-
-
Copy Selected | Delete Selected | New Expense ~ add| Check For Errars
tals
Authorized Amount: 0.00 USD
Update Totals |
Save for Later | Submit | Create A Cash Advance Project Summary

Add to Favorites

New Window | Help | =

m

The Work
Location field is
used to identify
an alternate work
site if not working
from your official
station.

Create - Microsoft

& https://prffin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLIE_FUNCTION.FieldFormula iScript AddTravelAuth?TEMenu) + & | #3 | X [lI[=] Bing
= —

<7 Favorites

Create ]

s’s

Search:

(©]

(- My Favorites
Employee Self-Service
[ Travel and Expenses
=~ Employee T&E Center
[» Review Payments
[» Other Expense
Functions
- Expense Report
= Travel AL i 1

Create Travel Authorization
Travel Authorization Entry

Authorization ID: NEXT

User Defaults

Aftachments (0)

Quick Start: A Blank Authorization

*Description: NYC Meeting with Staff Comment: Assigned to attend meeting by g~

*Business Purpose:  Meeting ~ DOB Approval Code 53000-782-2012
} Official Station: ny, NY
: g::il; Default Location: NY MANHATTAN Q Work Location:

[- eProcurement
[ Travel and
[ Worklist

> Tree Manager

> Reporting Tools

- PeapleTools

|~ Wy Personalizations
= My System Profile

=

[5 ["] Out of State Normal Work Hours From(HH:MI)

To{HH:MI)

- co|

*Date From: [#] *Date To:

Accounting Defaults More Options:

“Amount Payment Type

-
-
Copy Selected | Delete Selected | New Expense ~ add| Check For Errars
tals
Authorized Amount: 0.00 USD
Update Totals |
Save for Later | Submit | Create A Cash Advance Project Summary

Add to Favorites

New Window | Help | =

m
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Enter your travel | [ crete iarosoftiiemet &

Date From (start - | . https://préfin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP,/s/WEBLIB_TE_NAV.WEBLIB_FUNCTION FieldFormulais + Z |43 | x (=) 8ing 2~
- —
date) by clicking i Favorites | @ Create ]
on the Calendar s"s
Add to Sian out

£ Clicking on Sl a8

. New Window | Help | 3+
the calendar will 7
give YOu a pop-up Create Travel Authorization
box to choose Travel Authorization Entry
your trave| start User Defaults Authorization ID: NEXT Attachments (0)
dates Quick Start: A Blank Authorization ~ GO

*Description: NYC Meeting with Staff Comment: Assigned to attend meeting by 1

NOTE: When *Business Purpose: Meeyg ~ DOB Approval Code 53000-782-2013
creating a Travel Detaut Location:  jgfiwiHATTAN o swtor: Abam 1Y .
Authorization, *Date From: [ *Date To: [5 ] Out of State Normal Wark Hours From(HH:MI) To(HH:M)
the Date From Accounting Defaults m m W More Options: - ﬂ”

S M T W T F 8§

and Date To fields
must be future 123 45
6 7 8 910 11 12

dates. 13 14 15 16 17 18 19
20 21 22 23 24 25 26

27 [B8 20 30 31

(4] Current Date [¥)

Copy Selected | Uelete Selected | New Expense - Addl Check For Errors |

Authorized Amount: 0.00 USD |

Update Totals I | -

*Amount Currency *Payment Type *Billing Type

EEEE

&) Internet | Protected Mode: On

Enter your travel
Date To (end

date) by clicking
on the Calendar

£ Clicking on
the calendar will
give you a pop-up
box to choose
your travel end
dates.

¢ Favorites | @ Create

Sign out

New Window | Help | 5, +

Create Travel Authorization

Travel Authorization Entry

User Defaults Authorization ID: NEXT Aftachments (0)

Quick Start: A Blank Authorization ~ GO

*Description: NYC Weeting with Staff Comment: Assigned to attend meeting by 5
*Business Purpose:  Meeting ~ DOB Approval Code 53000-782-2013
Default Location:  NY MANHATTAN K Omcial Station: - Albany, NY_
Work Location: =
“Date From: 01/29/2013[5)*Date To: ~ [5) [[] Outof State Normal WorkHours Erom(HH:MI)  To{HH:MI)

|
Accounting Defaults T
January ~ 2013 ~

S M T W T F §

- o]

1.2 3 4 5
6 7 8 910 11 12
13 14 15 16 17 18 19
- 20 21 22 23 24 25 26

- 27 [B8 20 30 31

(4] Current Date [¥)

Copy Selected | Delete Selected | New Expense - Add| Check For Ermars m

Authorized Amount: 0.00 USD |

Update Totals I |

B B &

&) Internet | Protected Mode: On
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If travel is Out of
State, click this
box.

KBl &) hitps://prfrin.sfs.ny.gav/psp/fsc/EMPLOYEE/ERP/5/WEBLIB_TE_NAV.WEBLIE_FUNCTION FicldFormulais ~

¢ Favorites | @ Create

Create Travel Authorization

Travel Authorization Entry

User Defaults Authorization ID: NEXT

Aftachments (0)

Quick Start: A Blank Authorization ~ GO

~ General Information

NYC Meeting with Staff Comment: Assigned to attend meeting by L

*Description:

*Business Purpose:  Meeting ~ DOB Approval Code 53000-782-2013
) Official Station:  Albany, NY
Default Location: NY MANHATTAN K aQ Work Location:

*Date From: 01/29/2013 5 *Date To: 01/31/2013 5 [7] Out of State Normal Work Hours From(HH:MI) To{HH:MI}

Accounting Defaults More Options:

- o]

Currency *Payment Type

-
-

> Add | Check For Errors

Authorized Amount: 0.00 USD |

Update Totals I |

Copy Selected | Delete Selected | Mew Expense

Sign out

New Window | Help | 5, +

m

&) Internet | Protected Mode: On

Normal Work
Hours

From (HH:MI)
and To (HH:MI)
box to enter your
Normal Work
Hours.

Note: Time can
be entered in 24
hour format or 12
hour format
followed by
AM/PM (e.g.
1400 or 02:00
PM).

Create Travel Authorization

Travel Authorization Entry

User Defaults Authorization ID: NEXT

Attachments (0

Quick Start: ABlank Authorization

~ General Information

*Description: NYC Weeting with Staff Comment: Assigned to attend meefing by an
*Business Purpose:  Meeting ~ DOB Approval Code 53000-782-2013
Official Station:  Albany, NY
Default Location: NY MANHATTAN ]

Work Location:

*Date From: 01/29/2013 B *Date To: 01/31/2013 @ Out of State Normal Work Hours  From(HH:MI} To{HH:MI}

Accounting Defaults More Options:

| |~Expense Type *Date *Amount Currency  |*Payment Type |*Billing Type
-
-
-
-
Copy Selected | Delete Selected | Mew Expense - Addl Check For Errors
Authorized Amount: 0.00 UsSD
Update Totals | |

Add to Favo

Sign out

New Window | Help | =

m

0 Internet | Protected Mode: On

#3 v ®100% ~
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Click on e e Mo e

Accounting Kol & htps://prifin.sfs.ny.qov/psp/fscm/EMPLOYEE/ERP//WEBLIB_TE_NAV.WEBLIE_FUNCTION FieldFormulais ~ & |42 | x [|[=! 8ing
W =
Defaults. o Favorites | @ Create L]
»
Mew Window | Help | =]
Create Travel Authorization
Travel Authorization Entry
User Defaults Authorization ID: NEXT Aftachments (0)
Quick Start: A Blank Authorization ~ GO
*Description: NYC Weeting with Staff Comment: Assigned to attend meeting by 5
*Business Purpose:  Meeting ~ DOB Approval Code 53000-782-2013
) Official Station:  Albany, NY
Default Location: NY MANHATTAN aQ Work Location: ] L
*Date From: 01/29/2013 WDate To: 01/31/2013 [ [7] Qut of State Normal Work Hours From{HH:MI) 8:00AM To{HH:MI) 4:00PM
Accountin Defaults‘ More Options: > GO |
Select *Expense Type *Date *Amount Currency *Payment Type
-
-
-
-
Copy Selected | Delete Selected | New Expense - Add| Check For Ermars m
Authorized Amount: 0.00 USD |
Update Totals I | -
&) Internet | Protected Mode: On 3 v ®M100% ~
The Accounting
Defaults page
displays the

Chartfield coding
for the traveler.

Some or all of the Mew Window | Help |}
necessary fields

Create Travel Authorization
may auto- ) Accounting Defaults
populate. Verify Authorization 1D NEXT
the coding is
correct or alter as % CGLUMt  Dept Program  Fund  Product  BudRef o8BS project Activity JoMce  Lategory Subcategory Oper Un
necessary. |f you 100.00 0GS01 Q1140230 O 26258 O 10050 2 Q2012413 Q Q Q Q Q Q Q108050
are unsure of the Add CharigidLine | Load Defaults |
coding check with ok
you..Jr budget GoTo UserDefaults
office.
Click OK.

< mn | 3

&) Internet | Protected Mode: On 4
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The Details /& Create - Microsoft Internet B
section of the Sl 2 htps://prffin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIS_FUNCTION FieldFormulais = 5 [+ | x [l[=] 8ing 5 -
8

page is used to i Favortes (@ Crete ||

enter all s"s

estimated o

expenses for the New Window | Help | B, =

trip. Each line is a
separate expense

Create Travel Authorization

Travel Authorization Entry

you eXpect to User Defaults Authorization ID: NEXT Attachments (0)
incur on this tri p. Quick Start: A Blank Authorization - Go
. +*Description: NYC Meeting with Staff Col t Assigned to attend meeting by L
Click the Expense scription o mmen
*Business Purpose:  Meeting ~ DOB Approval Code 53000-782-2013
Type drop down Official Station: ~ Albany, NY
Default Location:  NY MANHATTAN Q work Locations |
arrow o : E

*Date From: 01/29/2013 5 *Date To: 01/31/2013 [ [7] Out of State Normal Wark Hours From(HH:MI) 3:004M To(HH:MI) 4:00PM

| Accountm;{éef&ults More Options: - GO |

corresponding to
the first expense

line. B
*Amount Currency *Payment Type
.
-
Copy Selected | Delete Selected | New Expense - Add| Check For Ermars m
Authorized Amount: 0.00 USD |
Update Totals I | -
&) Internet | Protected Mode: On
All available
Expense Types
are listed here.
Find the

AgentFee

approprlate Bulkload (MonTax)

selection for the Buosd(Tay New Window | Help | &, =
1 1 Conference
Ilne item. Create Tra Cost of Supplies/Materials

——————Due State

m

Travel A Fuelfor Travel
Hospitality costs

Click the item.

Inmate / Client Dinner User Defaults Authorization ID: NEXT Atachments (0
Inmate / Client Lunch
Quick Start: |Inmate/Client Brifst n ~ GO

Internet/ Phone Fees
USRI odging (for UCS)

*Descriptiq Ma33 Transit | Comment: Assigned to attend meeting by oy
Membership costs
*Business |Mileage - Alternate Rate ~ DOB Approval Code 53000-782-2013

Wileage - Automobile Official Station: ~ Albany, NY

Default Lo Mileage - Matorcycle A !
Mileage - Personal Aircraft Work Location: a
*Date From: |Mileage - Transpari Client 13 [5 [7] Out of State Normal Work Hours From(HH:MI) 8:00AM To(HH:MI) 4:00PM

Mileage - Transport Goods

Wisc Travel Expenses i
Accountind loving Expenses (MonTax) More Options: v ﬂl |
Maving Expenses (Tax)
Non Reimbursable Expense:
| PDiem-Ovrngt Extra Brifst
PDiem-Ovrngt Extra Dinner

Select

-

Copy Selected | Delete Selected | New Expense - Add| Check For Ermars m

Authorized Amount: 0.00 USD |

Update Totals I |

nternet | Protected Mode: On
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Click on the
Calendar B,
Choose the Date
corresponding to
the first expense
line and indicate
what date you
will be making
the expense.

/ Create - Microsoft Internet E»

Sl 2 htps://prffin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIS_FUNCTION FieldFormulais = 5 [+ | x [l[=] 8ing
=

¢ Favorites | @ Create ‘ |

New Window | Help | 5, +

Create Travel Authorization

Travel Authorization Entry

User Defaults Authorization ID: NEXT

Aftachments (0}

*Description: NYC Meeting with Staff Comment: Assigned to attend meeting by i
*Business Purpose:  Meeting ~ DOB Approval Code 53000-782-2013
) Official Station:  Albany, MY
Default Location: MY MANHATTAN Q \orkLocation:

*Date From: 01/29/2013 5 *Date To: 01/31/2013 [5 [C] Out of State Normal Wark Hours From(HH:MI) 8:004M To(HH:MI) 4:00PM

- so|

m

Accounting Defaults More Options:

1-dofd F) |
Select *Expense Type *Date B+ Amount Currency *Payment Type
Train Tickets - |§J| 0.00 |USD | *  In State Billab + |*Detail
- -
January - 2013 -
S M T W T F &
-
12 3 4 8
Copy Selected | Delete Selected | _h B 7 8 9101112 ﬂ CheckFurErmrsl
13 14 15 16 17 18 19
Totals 20 21 22 23 24 25 26 L
Authorized Amount: 29 30 A
Update Totals ||
(4] Current Date [¥)
Savetorl ater | Submit | raata & Mach Advanca Braiact @umman; S

&) Internet | Protected Mode: On

Click in the
Amount field
corresponding to
the expense and
enter the
estimated
amount of the
expense.

e

¢ Favorites | @ Create

New Window | Help | 5, +

Create Travel Authorization

Travel Authorization Entry

User Defaults Authorization ID: NEXT

Aftachments (0}

*Description: NYC Meeting with Staff Comment: Assigned to attend meeting by i
*Business Purpose:  Meeting ~ DOB Approval Code 53000-782-2013
) Official Station:  Albany, MY
Default Location: MY MANHATTAN Q \orkLocation:

*Date From: 01/29/2013 5 *Date To: 01/31/2013 [5 [C] Out of State Normal Wark Hours From(HH:MI) 8:004M To(HH:MI) 4:00PM

m

Accounting Defaults More Options:

- so|

Expense Type *Amount

rain Tickets - = | In &tate Billab ~ efail | [+
Train Ticket: 012912013 65.00 |USD In State Billab *Detail

-

Copy Selected | Delete Selected | New Expense -+ Add | Check For Errors |
Totals
Authorized Amount: 0.00 USD i

Update Totals | |

nternet | Protected Mode: On

Save for | ater | Suhmit | Croata & Mach dduanca Braiart Qummarn:
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Click the Payment
Type drop down
arrow.

There are three
Payment Types:
1. AP Prepaid:
Indicates an
Accounts Payable
voucher will be
used to pay the
merchant.

2. Personal
Funds: Indicates
an out-of-pocket
expense.

3. Travel Card:
Indicates the
planned use of an
assigned Travel
Card.

,/ Create - Microsoft Internet B

Sl &) https://prifin.sts.ny.gow/psp/fscm/EMPLOVEE/ERP/s/\WEBLIB_TE_NAVAWEBLIE FUNCTION.FieldFormulais = 3 |44 | % [|[=] Bing
L —

{; Favorites ‘ @ Create | ‘

Create Travel Authorization

Travel Authorization Entry

User Defaults Authorization ID: NEXT

Attachments (0}

*Description: NYC Meeting with Staff Comment: Assigned to attend meeting by k!
*Business Purpose:  Meeting ~ DOB Approval Code 53000-782-2013
) Official Station:  Albany, NY
Default Location: MY MAMHATTAN A work Location:

*Date From: 01/29/2013 3] *Date To: 01/31/2013 [ [~] Out of State Normal Work Hours From(HH:MI} 8:00AM To(HH:MI) 4:00PM

More Options:

| Accounting Defaults

- co|

pense Type Date *Amount
Train Tickets - | 012902013 [31) 65.00 \USD In State Billab ~ |*Detail
M AP Prepaid
- Personal Funds
Travel Card
-
Copy Selected | Delete Selected | Mew Expense - Add Check For Errars

Authorized Amount: 0.00 USD

Update Totals |

Save for | ater | Submit I Mroota 8 Cach Advanca Draiart @umman:

m

0 Internet | Protected Mode: On

#3 v ®100% ~

Select the
appropriate
Payment Type for
the item.

Create Travel Authorization
Travel Authorization Entry

User Defaults Authorization ID: NEXT

Attachments (0)

*Description: NYC Meeting with Staff Comment: Assigned to attend meeting by i
*Business Purpose: Meeting ~ DOB Approval Code 53000-782-2013
. Official Station: ~ Albany, NY
Default Location: NY MANHATTAN Q Work Location:

*Date From: 01/29/2013 Ei] *Date To: 01/31/2013 @ [7]Out of State Normal Work Hours From(HH:MI) 8:00AM To(HH:MI) 4.00PM

- cof|

Accounting Defaults More Options:

pense Type
Train Tickets - | 0112812013 [#1] 65.00 |USD

Travel Card g

In State Billab ~ |*Detail

Copy Selected | Delete Selected |

~  Add Check For Errors

Authorized Amount: 0.00 USD

Update Totals |

MNew Expense

save for | ater | S[unmit | Craste A Cack Aduanee Braiact Qumman:

New Window | Help | 5, =

@ Intemet | Protected Mode: On

a v ®100% JI
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The Billing Type, | [@ crte- Micosoitinemet &

while containing € ‘ | &) https://prffin.sts.ny.gov/psp/fscm/EMPLOYEE/ERP/s/WEBLIE_TE_NAV.WEBLIB_FUNCTION FicldFormula.s ~ % 41| % | [=] Bing 2 -

an *, does not i Fmortes [@Cete |
have any s"s
functionality, but .

it still needs to be New Window | Help | B, =
filled in.

Create Travel Authorization

Travel Authorization Entry

User Defaults Authorization ID: NEXT Attachments (0)
*Description: NYC Meeting with Staff Comment: Assigned to attend meeting by o
*Business Purpose:  Meeting ~ DOB Approval Code 53000-782-2013
) Official Station:  Albany, MY
Default Location: NY MANHATTAN Q work Location:

*Date From: 01/29/2013 5 *Date To: 01/31/2013 [5 [C] Out of State Normal Wark Hours From(HH:MI) 8:004M To(HH:MI) 4:00PM

m

Accounting Defaults More Options: * GO |

*Amount

Expense Type Date

Train Tickets - | 01/29/2013 @ 65.00 |USD Travel Card = | In State Billab + |*Detail

-

Copy Selected | Delete Selected | New Expense - Addl Check For Errors |

Totals
Authorized Amount: 0.00 USD M
Update Totals | |
Save for | ater | Suhmit | Croata & Mach dduanca Braiart Qummarn: 2

&) Internet | Protected Mode: On

Click the *Detail

link. This opens a e
separate, o Favorites | @ Creste
Authorization
Detail page.
New Window | Help | [ =
NOTE: It is

Create Travel Authorization

Travel Authorization Entry

recommended to
click the Detail
link for every

User Defaults Authorization ID: NEXT Attachments (0)

| intion: i . Assigned to attend meeting by it
eXpense entered A Description: NYC Meeting with Staff Comment: b
Th b *Business Purpose:  Meeting ~ DOB Approval Code 53000-782-2013
ere may be Dot Locatio Y TN a Official Station: ~ Albany, NY
oy fault Location: S
additional Work Location:
required *Date From: 01/29/2013 (> *Date To: 01/31/2013 [3] [C] Out of State Normal Wark Hours From{HH:MI) 8:004M To{HH:MI} 4:00PM

information for | Accounting Defaults More Options: - ﬂl |

the item that can
only be entered
via the Detail link.

*Expense Type *Date *Amount Currency *Payment Type

Train Tickets - 0ﬂ294‘2013@ 65.00 |USD Travel Card = | In State Billab + |*Detail

-
Copy Selected | Delete Selected | Mew Expense - ﬂl Check For Errors |
Totals
Authorized Amount: 0.00 USD M
Update Totals | |
Save for | ater | Suhmit | Craata & Mach ddwanra Proiact @mman: S

nternet | Protected Mode: On
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The
Authorization
Detail page
allows you to
enter additional
information
about a particular
expense.

Enter the
appropriate
information for
the * items.

NOTE: The fields
that appear on
this page can be
different based
on the Expense
Type of the line
item.

Walcreeie - M R i

b2 AN

Sl 2 htps://prffin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIS_FUNCTION FieldFormulais = 5 [+ | x [l[=] 8ing
—

¢ Favorites | @ Create ‘ |

Create Travel Authorization

Authorization Detail for Train Tickets (Line 1)

Authorization ID: MEXT
About This Expense
*Date: 01/29/2013 @
*Payment Type: TravelCard v
“Billing Type: In State Billab =
*Originating Location: NY MAMHATTAN Q
*Location: NY MANHATTAN Q
*Amount: 8500 ysp
[Exception Comments

Location Amount:

Accounting Detail
Check Expense For Errors

Return to Travel Authorization Entry

Add to Favories

Sign out

Mew Windaw | Help | 5}

Click Check
Expense For
Errors.

NOTE: This Check
Expense for
Errors button will
check only this
expense for
possible errors.

If there is an
error, a red bar
will appear where
the error has
occurred. Fix the
error before
proceeding.

Then click Return
to Travel
Authorization
Entry.

b2 AN

K3 eslolll & | htps://prifin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP//WEBLIS_TE_NAV.WEBLIE_FUNCTION FieldFormulais ~

&) Internet | Protected Mode: On

Create Travel Authorization

Authorization Detail for Train Tickets (Line 1)
Authorization 1D: MNEXT

About This Expense
*Date: 0zoR03 [H

“Payment Type: TravelCard

“Billing Type: In State Billab ~

*Originating Location: NY MAMHATTAN Q
*Location: NY MANHATTAN Q
*Amount: 8500 ysp

[Exception Comments

Location Amount:

Accounting Detail

Check Expense For Erors /
Return to Travel Authorization Entry

Add to Favories

Sign out

Mew Windaw | Help | 5}

&) Internet | Protected Mode: On
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A typical travel
authorization will
have multiple
expense lines to
represent all
estimated travel
expenses that will
be made during
the travel. We
will review a few
typical expenses
such as meals and
lodging.

Click the Expense
Type drop down
arrow to choose
the next expense.

¢ Favorites | @ Create ‘ |

Additional Airline Fees
Agent Fee
Elg Bulkload (NonTax)
Bulkload (Tax)
Commercial Air Travel
Caonference

Create 1 Cost of SuppliesMaterials
————— Due State
Traye|Fuel for Travel

Hospitality costs
Inmate / Client Dinner User Defaults
Inmate / Client Lunch
“U2 Inmate/Client Bridst
+pescriMEMet/ Phone Fees h Staff Comment:

Lodging (for UGS)
*BusingMass Transit ~ DOB Approval Code 53000-782-2013
Membership costs Official Station: ~ Albany, NY

Work Location:

Defaul Mileage - Alternate Rate Q
112013 [+ [C] Out of State Normal Work Hours From{HH:MI) 8:00AM To{HH:MI} 4:00PM

m

Authorization ID: MNEXT Attachments (0)

Assigned to attend meeting by :

Mileage - Automobile
, Mileage - Motorcycle
Date Fr9 iizage - Personal Alrcraf
Mileage - Transport Client
ACCOUr Mileage - Transport Goods MUT}OI’ﬁO"E - ﬂl |
WMisc Travel Expenses
Mowng Expenses (NonTax)
" Moving Expenses (Tax)

Select ||njon Reimbursable Expenses *Date *Amount Currency *Payment Type 1q Type
PDiem-Ovrngt Extra Bridst 01/29/2013 [5) 55.00 |USD Travel Card = | In Stale Billab + |*Detail

PDiem-Cvrngt Extra Dinner =

-

New Window | Help | 5, +

m

Copy Selected | Delete Selected | New Expense -+ Add | Check For Errors |
Totals
Authorized Amount: 65.00 USD M
Update Totals | |
Save for | ater | Suhmit | Croata & Mach dduanca Braiart Qummarn: 2
Done & Internet | Protected Mode: On 3 v ®M100% ~

If the date needs
to altered, click
on the Calendar
kY and choose
the correct date.

Create Travel Authorization

Travel Authorization Entry

User Defaults Authorization ID: NEXT Attachments (0)

Assigned to attend meeting by :

*Description: MYC Meeting with Staff Comment:
~ DOB Approval Code 53000-782-2013
Official Station:  Albany, MY

Work Location:

*Business Purpose:  Meeting

Default Location: MY MANHATTAN Q,

*Date From: 01/29/2013 5 *Date To: 01/31/2013 [5 [C] Out of State Normal Wark Hours From(HH:MI) 8:004M To(HH:MI) 4:00PM

Accounting Defaults More Options: * GO |

Select| *Expense Type *Date *Amgant Currency |*Payment Type T
Train Tickets 012912013 [ 65.00 |USD Travel Card = | In State Billab ~ |*Detail

4

PDiem-Ovrngt Meals - | 0112912013 |3 71.00 |UsD

4

In State Billab + | *Detail

-

-

Copy Selected |

Delete Selected | Mew Expense - Addl Check For Errors |

Authorized Amount: 136.00 USD |

Update Totals | |

Saue farl oter | Surhmit | Cemba 4 Canl A immnn [T PP

Sign out

New Window | Help | 5, +

Done

nternet | Protected Mode: On

fu v WI00% ~
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The per diem
amount will auto-
populate based
on the Default
Location
selection.

/ Create - Microsoft Internet E»

Sl 2 htps://prffin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIS_FUNCTION FieldFormulais = 5 [+ | x [l[=] 8ing
=

¢ Favorites | @ Create ‘ |

Create Travel Authorization

Travel Authorization Entry

User Defaults Authorization ID: NEXT

Aftachments (0}

Assigned to attend meeting by :

*Description: MYC Meeting with Staff Comment:
~ DOB Approval Code 53000-782-2013
Official Station:  Albany, MY

Work Location:

*Date From: 01/29/2013 5 *Date To: 01/31/2013 [5 [C] Out of State Normal Wark Hours From(HH:MI) 8:004M To(HH:MI) 4:00PM

- so|

*Business Purpose:  Meeting

Default Location: MY MANHATTAN Q,

Accounting Defaults More Options:

*Expense Type *Date *Amount Currepcy *Payment Type g Type
Train Tickets - | 01/29/2013 @ 65.00 Travel Card = | In State Billab + |*Detail
PDiem-Ovrnagt Meals - | 01/29/2013 [3 71.00 |UsSD * | InState Billap « |*Detail

Copy Selected | Delete Selected |

- Add | Check For Errors |

Authorized Amount: 136.00 USD |

Update Totals | |

Mew Expense

Saue farl oter | Surhmit | Cemba 4 Canl A immnn [T PP

Sign out

New Window | Help | 5, +

&) Internet | Protected Mode: On

Click the Payment
Type (AP Prepaid,
Travel Card, or
Personal Funds)
list corresponding
to this expense.

NOTE: Select
Personal Funds as
the Payment
Type any time Per
Diem or Personal
Automobile
Mileage is
selected as the
Expense Type.

e

¢ Favorites | @ Create

Create Travel Authorization

Travel Authorization Entry

User Defaults Authorization ID: NEXT

Aftachments (0}

Assigned to attend meeting by :

NYC Meeting with Staff Comment:

~ DOB Approval Code 53000-782-2013
Official Station:  Albany, MY
Work Location:

*Description:

*Business Purpose:  Meeting

Default Location: MY MANHATTAN Q,

*Date From: 01/29/2013 5 *Date To: 01/31/2013 [5 [C] Out of State Normal Wark Hours From(HH:MI) 8:004M To(HH:MI) 4:00PM

- so|

More Options:

| Accounting Defaults

*Date *Amount Currency

01129/2013 [# 65.00 |USD

*Payment Type
Travel Card = /(Slale Billab ~ |*Detail

A/
»
s

*Expense Type
Train Tickets

4

PDiem-Ovrngt Meals 0112912013 [+ 71.00 |UsD

Fl

Personal Fur In State Billab + | *Detail

-

-

Copy Selected | Delete Selected |

- Add | Check For Errors |

Authorized Amount: 136.00 USD |

Update Totals | |

Mew Expense

Saue farl oter | Surhmit | Cemba 4 Canl A immnn [T PP

Sign out

New Window | Help | 5, +

nternet | Protected Mode: On
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Click the * Detail
link correspond-

ing to the second
expense line.

Click Check
Expense for
Errors.

Click Return to
Travel
Authorization
Entry.

Create - Microsoft

&) hitps://prifin.sfs.ny.gov/psp/fscm/EMPLOVEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_ FUNCTION FieldFormula.is + Db | 49 | X [=] Bing
—

<7 Favorites ‘ & Create | ‘

Create Travel Authorization

Travel Authorization Entry

User Defaults Authorization ID: NEXT

Attachments (0)

*Description: NYC Meeting with Staff Comment: Assigned to attend meeting by b
*Business Purpose: Meeting ~ DOB Approval Code 53000-782-2013
7 Official Station: ~ Albany, NY
Default Location: NY MANHATTAN Q Work Location:

*Date From: 01/29/2013 @ *Date To: 01/31/2013 Ei] [l out of State Normal Work Hours From(HH:MI} 8:00AM To(HH:MI} 4.00PM

Accounting Defaults More Options: - GO |

Select| |*Expense Type Date Currency *Payment Type ng Type
Train Tickets ~ | 01/20/2013 5 65.00 USD Travel Card  «  In State Billab ~ *Def
PDiem-Ovrngt Meals - 0112912013@ 71.00 |USD Personal Fur ~ | In State Billab ~ *Detail

CupySeIecled' Delete Selected | MNew Expense - AddI Check For Errors

Totals 4
Authorized Amount: 136.00 USD
Update Totals |
Qava farl atar | Quhmit | i

New Window | Help | El

Sign out

& Intemnet | Protected Mode: On

Create - Microsoft

) https://prifin.sfs.ny.gov/psp/fscm/EMPLOVEE/ERP/</WEBLIB_TE_NAV.WEBLIE_FUNCTION FieldFormulais + 4 |42 | x [ll[=] Bing
=

-

i Favorites |gc,em | ‘

Create Travel Authorization
Authorization Detail for PDiem-Ovrngt Meals (Line 2)

Authorization ID: NEXT
About This Expense:
“Date: 0192013 [
*Payment Type: _Personal Funds -
*Billing Type: In State Billab ~
*Location: NY MANHATTAN
Amount: 7100 ygp _Refresh PerDiem Amounts
[Exception Comments
Location Amount:

Accounting Detail

Check Expense For Errors

Return to Travel Authorization Entry

New Window | Help

)

Done

@ Internet | Protected Mode: On

G

#100%

#,100%
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For multiple night
stays use the
copy function.

Click the Select
option of the line
you want to copy.

Click the Copy
Selected button.

¢ Favorites | @ Create ‘ |

Create Travel Authorization

Travel Authorization Entry

User Defaults Authorization ID: NEXT

Aftachments (0}

*Description: NYC Meeting with Staff Comment: Assigned to attend meeting by i
*Business Purpose:  Meeting ~ DOB Approval Code 53000-782-2013
) Official Station:  Albany, MY
Default Location: MY MANHATTAN Q \orkLocation:

*Date From: 01/29/2013 5 *Date To: 01/31/2013 [5 [C] Out of State Normal Wark Hours From(HH:MI) 8:004M To(HH:MI) 4:00PM

- so|

Accounting Defaults More Options:

*Expense Type *Date *Amount Currency *Payment Type g Type
Arain Tickets - | 01/29/2013 @ 65.00 |USD Travel Card = | In State Billab + |*Detail
PDiem-Ovrnagt Meals - | 01/29/2013 [3 71.00 |UsSD Personal Fur = | In State Billab ~ |*Detail

Copy Selected Delete Selected |

- Add | Check For Errors |

Authorized Amount: 136.00 USD |

Update Totals | |

Mew Expense

Saue farl oter | Surhmit | Cemba 4 Canl A immnn

Sign out

New Window | Help | 5, +

&) Internet | Protected Mode: On

On the Copy
Selected
Expenses page
choose Copy to
One Date or Copy
to Range of Dates
based on your
proposed travel.

Search:

®
[ My Favorites Create Travel Authorization
— Employee Self-Sernvice
I» Travel and Expenses Copy Selected Expenses
<2 Employee T&E Center

- Review Payments Authorization ID: MEXT

[> Other Expense
Functions

1> Expense Report

= Travel Authorization
= Creal

You are about to copy the following expense line(s) into one or more new expense lines. Selectthe Copy to
One Date option if you want to copy each selected line just once using the To Date as the new expense
date, or select Copy to Range of Dates if you want to copy each line multiple times with the expense date
forthe new lines setto each day within the specified date range.

|Expense Type Date \ Amount Currency
|PDiem-Opfigt Meals (0172912013 \ 71.00 USD

@ Copy to One Date To Date: Ell

() Copy to Range of Dates From Date: Ell Include Weekends
~ My Personalizations —
- Wy System Profile To Date: El Include Holidays

oK Cancel

Mew Windaw | Help | 5}

nternet | Protected Mode: On
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Click the calendar

1 and add
applicable
date(s).

Click OK.

¢ Favorites | @ Create

sfs

Menu
Search:

[ My Favorites
—~ Employee Self-Senvice

[» Travel and Expenses
= Employee T&E Center
I> Review Payments

I> Other Expense

Functions

I> Expense Report
= Travel Authorization

= Delete
= Cancel

[> eProcurement

[ Travel and Expenses
[> Worklist

[» Tree Manager

[» Reporting Tools

[ PeapleTools

~ My Personalizations
= Wy System Profile

Create Travel Authorization

Copy Selected Expenses

Authorization 1D:

NEXT

You are about to copy the following expense line(s) into one or more new expense lines. Selectthe Copy to
One Date option if you want to copy each selected line just once using the To Date as the new expense
date, or select Copy to Range of Dates if you want to copy each line multiple times with the expense date
forthe new lines setto each day within the specified date range.

|Expense Type Date \ Amount Currency
|PDIem-Ovrngt Meals (0172912013 \ 71.00/USD

Copy to Range of Dates

To Date:

From Date:

To Date:

January -
S M T W T F 35

2013 -

ds

Ok / Cancel

6 7 8

1 2

9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 28

27 [28) 29 30 31

3 4 5

(4] Current Date [}

Mew Windaw | Help | 5}

Sign out

The expense line
is now copied.

Search:

[ My Favorites

—~ Employee Self-Senvice

[» Travel and Expenses

= Employee T&E Center

I> Review Payments

I> Other Expense
Functions

I> Expense Report

= Travel Authorization

= Delete
ancel
[ eProcurement

= My Personalizations
= Wy System Profile

&) Internet | Protected Mode: On

Create Travel Authorization

Travel Authorization Entry

User Defaults

Staff

Authorization ID: NEXT

Comment:

New Window | Help | 5, +

Aftachments (0)

Assigned to attend meeting by

= DOB Approval Code 53000-782-2013

*Description: MNYC Meeting with
*Business Purpose: Meeting
Default Location: MY MANHATTAN

Q

Official Station:
Work Location:

Albany, NY

*Date From: 01/29/2013 3 *Date To: 01/31/2013 [3 [Z] Out of State Narmal Work Hours From{HH:MI} 8:00AM To{HH:MI) 4:00PM

Accounting Defaults

More Options:

- oo |

Select| |*Expense Type *Date *Amount Currency |*Payment Type |*Billing Type
Train Tickets ~ | 01/29/2013 Eﬂ 65.00 |USD Travel Card « | In State Billab = |*Detail
PDiem-Ovrngt Meals /v 01/29/2013 5 71.00 |USD Personal Fur « | In State Billab = *Detail
PDiem-Ovrngt Meals . 01/30/2013 51 71.00 |USD Personal Fur ~ | In State Billab - ZDetail
Copy Selected | Delete Selected I MNew Expense «  Add Check For Errors
Totals
Authorized Amount: 207.00 USD

Update Totals |

Add to Favori

Sign out

&) Internet | Protected Mode: On

@ -

H100% ~
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If necessary, you
can add
additional rows
to your travel
authorization by
clicking the plus
icon or click
Add New
Expense.

¢ Favorites | @ Create

sfs

Menu
Search:

[ My Favorites
—~ Employee Self-Senvice

[» Travel and Expenses
= Employee T&E Center
I> Review Payments

I> Other Expense

Functions

I> Expense Report
= Travel Authorization

= Delete
= Cancel

[> eProcurement

[ Travel and Expenses
[> Worklist

[» Tree Manager

[» Reporting Tools

[ PeapleTools

~ My Personalizations

= Wy System Profile

New Window | Help | 5, +

Create Travel Authorization

Travel Authorization Entry

User Defaults Authorization ID: MEXT

Aftachments (0)

*Description: NYC Meeting with Staff Comment: Assigned o attend meeting by pt
“Business Purpose:  Meeting ~ DOB Approval Code 53000-782-2013
. Official Station:  Albany, NY
Default Location: MY MANHATTAN 2 workLocation: |

*Date From: 01/29/2013 3 *Date To: 01/31/2013 [3 [Z] Out of State Narmal Work Hours From{HH:MI} 8:00AM To{HH:MI) 4:00PM

- oo |

Accounting Defaults More Options:

*Expense Type *Date *Amount Currency |*Payment Type

Train Tickets ~ | 01/29/2013 Eﬂ 65.00 |USD Travel Card « | In State Billab = |*Detail
PDiem-Ovrngt Meals - | 01292013 [ 71.00 |USD Personal Fur « | In State Billab = *Detail
PDiem-Ovrngt Meals ~ | 0130/2013 [ 71.00 |USD Personal Fur ~ | In State Billab - ZDetail

Copy Selected |

Delete Selected I MNew Expense ~ Add / Check For Errors

Totals

Authorized Amount: 207.00 USD

Update Totals |

Add to i

Sign out

A pop up may
show up on your
screen. In order
to allow adding
additional rows,
click on the
yellow line. Select
Temporarily
Allow Scripted
Windows.

&) Internet | Protected Mode: On

4y~

Search:

[» My Favorites

~ Employee Sel-Senvice

[ Travel and Expenses

<~ Employee T&E Center

I> Review Payments

[ Other Expense
Functions

I> Expense Report

= Travel Authorization

= My Personalizations
— My System Profile

Add to

New Window | Help | B~

Create Travel Authorization
Travel Authorization Entry

User Defaults Authorization ID: NEXT

Attachments (0

*Description: NYC Meeting with Staff Comment: Assigned to attend meeting by e
*Business Purpose: Meeting ~ DOB Approval Code 53000-782-2013
7 Official Station:  Albany, NY
Default Location: MY MANHATTAMN Q Work Location:

*Date From: 01/29/2013 IQ *Date To: 01/31/2013 IQ [] ut of State Normal Work Hours From{HH:MI) &:00AM To{HH:MI} 4:00PW

- oo

Accounting Defaults More Options:

Expense Type Date V] ype q Type

Train Tickets - | 011292013 [3) 65.00 Travel Card  « | In State Billab ~ *Detail
PDiem-Ovrngt Meals ~ | 01129/2013 [ 71.00 |USD Personal Fur ~ | In State Billab = ZDetail
PDiem-Ovrngt Meals - 01!30!2013@ 71.00 |USD Personal Fur = | In State Billab = |*Detail

Copy Selected | Delete Selected I MNew Expense

>  Add Check For Errors

Authorized Amount: 207.00 USD

Update Totals | |

Sign out

m

&) Internet | Protected Mode: On 4y~

H100% ~
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Click the plus
icon again.

¢ Favorites | @ Create

sfs

Menu
Search:

[ My Favorites
—~ Employee Self-Senvice

[» Travel and Expenses
= Employee T&E Center
I> Review Payments

I> Other Expense

Functions

I> Expense Report
= Travel Authorization

= Delete
= Cancel

[> eProcurement

[ Travel and Expenses
[> Worklist

[» Tree Manager

[» Reporting Tools

[ PeapleTools

~ My Personalizations
= Wy System Profile

®

Add to i Sign out

Mew Window | Help | =]

hiEp

Create Travel Authorization

Travel Authorization Entry

User Defaults Authorization ID: MEXT

Aftachments (0)

*Description: NYC Meeting with Staff Comment: Assigned o attend meeting by pt
“Business Purpose:  Meeting ~ DOB Approval Code 53000-782-2013
. Official Station:  Albany, NY
Default Location: MY MANHATTAN 2 workLocation: |

*Date From: 01/29/2013 3 *Date To: 01/31/2013 [3 [Z] Out of State Narmal Work Hours From{HH:MI} 8:00AM To{HH:MI) 4:00PM

- oo |

m

Accounting Defaults More Options:

Select| |*Expense Type *Date *Amount Currency |*Payment Type |*Billing Type
Train Tickets - | 01/29/2013 Eﬂ 65.00 |USD Travel Card « | In State Billab = *Detail
PDiem-Ovrngt Meals - | 01292013 [ 71.00 |USD Personal Fur « | In State Billab = *Detail
PDiem-Ovrngt Meals ~ | 0130/2013 [ 71.00 |USD Personal Fur ~ | In State Billab - ZDetail
Copy Selected | Delete Selected I MNew Expense «  Add Check For Errors
Totals (W
Authorized Amount: 207.00 USD

Update Totals |

Enter the desired
number of blank
rows into the
Rows to Add
field.

Click OK.

Seript Prompt

&) Internet | Protected Mode: On d v BIN%B v

| Explorer User Prompt |

Enter numbér of rows to add:

’
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Notice one blank
line has been
added.

¢ Favorites | @ Create ‘ |

Menu $

Search: Nemeduw| He\g| =]

hiEp

Add to Sign out

[+ My Favorites

> Employee Seif-Senice Create Travel Authorization

[» Travel and Expenses i i
e T e Travel Authorization Entry
I> Review Payments User Defaults Authorization ID: NEXT Aftachments (0)
[ Other Expense
Functions

1> Expense Report

P, i . Assigned to attend meeting b i
= Travel Authorization *Description: NYC Meeting with Staff Comment: g gby o
“Business Purpose:  Meeting ~ DOB Approval Code 53000-782-2013
. Official Station:  Albany, NY
Default Location: MY MANHATTAN Q Work Location:
= Delete *Date From: 01/29/2013 [+ *Date To: 01/31/2013 [3] [] Out of State Normal Work Hours From(HH:MI) 8:00AM To(HH:MI) 4:00PK L
~ Cancel 3
I eProcurement ' —
1 Travel and Expenses Accounting Defaults More Options: - GDl |
[> Worklist

[» Tree Manager
I- Reporting Teols

Select * | * | pe
» PeopleTools Select| |*Expense Type Date ‘Amount Currency |*Payment Type |*Billing Type
~ My Personalizations Train Tickets - | 0112002013 ) 65.00 |USD Travel Card | In State Billab = |*Detail

= Wy System Profile

]

PDiem-Ovngt Meals

F'D}fﬁ—[)vm gt Meals

X -

-

Copy Selected | Delete Selected | New Expense + Add Check For Errors

Totals
Authorized Amount: 207.00 USD

4

01/29/2013 3 71.00 |USD Personal Fur ~ | In State Billab - *Detail

4

01/30/2013 ] 71.00 |USD Personal Fur ~ | In State Billab = “Detail

Update Totals | | -
&) Internet | Protected Mode: On d v BIN%B v

A lodging
expense line will
now be entered.

Click the Expense
Type and choose
Receipted
Lodging.

[ o Micat e

Ol il & https://préfin.sts.ny.gow/psp/fscm/ EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIE_FUNCTION FieldFormulais = & | 43 | x N[=! 8ing
— —

¢ Favorites | @ Create

Search: Wileage - Transport Client  » Mew Window | Help | -
Wileage - Transport Goods M
(€] Wisc Travel Expenses
[+ My Favorites Create 1'104ng Expenses (NonTax)
— Employee Self-Service — = — _Moving Expenses (Tax)
[> Travel and Expenses Trave Non Reimbursable Expense:
= Employee T&E Center PDiem-Ovrngt Extra Brifst
> Review Payments PDiem-Ovmngt Extra Dinner User Defaults Authorization ID: NEXT Aftachments (0)
[> Other Expense PDiem-Ovrngt Meals
Functions - l--|PDiem-Pub Official Day
[> Expense Report PDiem-Pub Official Ovrngt P . Assigned lo attend meeting b -
< Travel Authorization *Descr ppjem-Unrecpted Day Brifst L Comment: g aby o
*Busing PDiem-Unrecpted Day Dinne _ ~ DOB Approval Code 53000-782-2013

PDiem-Unrecpted Ovrngt
Parking Fees 7
Defau Pdiem- Escort Lunch &
Postage costs
Recpted Day Brifst
Recpted Day Dinng
Recpted Lodaing
Return To State Charges
Subscriptions
S Taxi | Car Senvice R
Select| | Tolls paid Date ZAmount Currency | *Payment Type |"Billing Type

Train Tickets h
— -
Train Ticksts - Prepaid 01/29/2013 [ 6500 |USD Travel Card | In State Billab = | *Detail

= Training / Education . .
Uniform allowance 01/29/2013 5 71.00 |USD Personal Fur « | In State Billab = *Detail

Vehicle Rental L4 - - |7
Weekend Allowance m 01/30/2013 ] 71.00 |USD Personal Fur In State Billab Detail

Official Station:  Albany, NY
Work Location:

= Delete
ancel
[ eProcurement

112013 [+ [] Out of State Normal Work Hours From{HH:MI) 8:00AM To(HH:MI) 4:00PM

m

More Options: - GDl |

= My Personalizations
= Wy System Profile

-

Copy Selected | Delete Selected | New Expense + Add Check For Errors

Totals
Authorized Amount: 207.00 USD

Update Totals | | -
fu v WI00% ~

&) Internet | Protected Mode: On
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Click on the
Calendar B,
Choose the Date
for the overnight
stay.

¢ Favorites | @ Create

sfs

Menu
Search:

[ My Favorites
—~ Employee Self-Senvice

[» Travel and Expenses
= Employee T&E Center
I> Review Payments

I> Other Expense

Functions

I> Expense Report
= Travel Authorization

= Delete
= Cancel

[> eProcurement

[ Travel and Expenses
[> Worklist

[» Tree Manager

[» Reporting Tools

[ PeapleTools

~ My Personalizations
= Wy System Profile

Mew Window | Help | =]

Create Travel Authorization

Travel Authorization Entry

User Defaults Authorization ID: MEXT

Aftachments (0)

*Description: NYC Meeting with Staff Comment: Assigned o attend meeting by pt
“Business Purpose:  Meeting ~ DOB Approval Code 53000-782-2013
. Official Station:  Albany, NY
Default Location: MY MANHATTAN 2 workLocation: |

*Date From: 01/29/2013 3 *Date To: 01/31/2013 [3 [Z] Out of State Narmal Work Hours From{HH:MI} 8:00AM To{HH:MI) 4:00PM

- oo |

Accounting Defaults More Options:

Select| |*Expense Type *Date W Currency |*Payment Type |*Billing Type
Train Tickets - | 01/29/2013 [+ 65.00 |USD Travel Card « | In State Billab = |*Detail
PDiem-Ovrngt Meals - | 01292013 [ 71.00 |USD Personal Fur « | In State Billab ~ |*Detail
PDiem-Ovrngt Meals - U14‘30!2013? 71.00 |USD Personal Fur ~ | In State Billab ~ |*Detail
Recpted Lodging * | 01/30/2013 204.00 USD « | In State Billab = |*Detail
-
Copy Selected | Delete Selected | New Expense - add] Check For Ermors

Authorized Amount: 411.00 USD

Undate Totals | I

Add to i

Sign out

hiEp

m

The Amount will
fill in
automatically.

Click the Payment
Type list and
select the
relevant payment
type.

[ o Micat e
-

¢ Favorites | @ Create

Search:

[ My Favorites

—~ Employee Self-Senvice

[» Travel and Expenses

= Employee T&E Center

I> Review Payments

I> Other Expense
Functions

I> Expense Report

= Travel Authorization

= Delete
ancel
[ eProcurement

= My Personalizations

= Wy System Profile

&) Internet | Protected Mode: On 43 -

| & https://préfin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/SAWEBLIS_TE_NAV.WEBLIB_FUNCTION.FieldFormulais » Gy | 42| x (= Bing
—

Mew Window | Help | =]

Create Travel Authorization

Travel Authorization Entry

User Defaults Authorization ID: MEXT

Aftachments (0)

*Description: NYC Meeting with Staff Comment: Assigned o attend meeting by pt
“Business Purpose:  Meeting ~ DOB Approval Code 53000-782-2013
. Official Station:  Albany, NY
Default Location: MY MANHATTAN 2 workLocation: |

*Date From: 01/29/2013 3 *Date To: 01/31/2013 [3 [Z] Out of State Narmal Work Hours From{HH:MI} 8:00AM To{HH:MI) 4:00PM

- oo |

Accounting Defaults More Options:

Select| *Expense Type *Date WCuneng *Payment Type | *Billing Type
Train Tickets - | 01/29/2013 [+ 65.00 |USD Travel Card « | In State Billab = |*Detail
PDiem-Ovrngt Meals - | 01292013 [ 71.00 |USD Personal Fur « | In Sye Billab = |*Detail
PDiem-Ovrngt Meals ~ | 0130/2013 [ 71.00 |USD Personal Fur ~ State Billab = *Detail
Recpted Lodging - | 0130/2013 [ 204.00 USD + | In State Billab = |*Detail
M AP Prepaid
Copy Selected | DeleteSelected | NewBwpense | paear i Checx For Errors

Authorized Amount: 411.00 USD

Undate Totals | I

Add to Favori

Sign out

hiEp

m

&) Internet | Protected Mode: On 43 -

H100% ~
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Click the *Detail
link.

¢ Favorites | @ Create

sfs

Menu
Search:

[ My Favorites
—~ Employee Self-Senvice

[» Travel and Expenses
= Employee T&E Center
I> Review Payments

I> Other Expense

Functions

I> Expense Report
= Travel Authorization

= Delete
= Cancel

[> eProcurement

[ Travel and Expenses
[> Worklist

[» Tree Manager

[» Reporting Tools

[ PeapleTools

~ My Personalizations
= Wy System Profile

Add to

New Window | Help | 5, +

Create Travel Authorization

Travel Authorization Entry

User Defaults Authorization ID: MEXT

Aftachments (0)

*Description: NYC Meeting with Staff Comment: Assigned o attend meeting by pt
“Business Purpose:  Meeting ~ DOB Approval Code 53000-782-2013
. Official Station:  Albany, NY
Default Location: MY MANHATTAN 2 workLocation: |

*Date From: 01/29/2013 3 *Date To: 01/31/2013 [3 [Z] Out of State Narmal Work Hours From{HH:MI} 8:00AM To{HH:MI) 4:00PM

- oo |

Accounting Defaults More Options:

Select| |*Expense Type *Date W Currency |*Payment Type |*Billing Type
Train Tickets - | 01/29/2013 [+ 65.00 |USD Travel Card « | In State Billab = |*Detail
PDiem-Ovrngt Meals - | 01292013 [ 71.00 |USD Personal Fur « | In State Billab ~ |*Detail
PDiem-Ovrngt Meals ~ | 0130/2013 [ 71.00 |USD Personal Fur ~ | In State Billab ~ %
Recpted Lodging - | 0130/2013 [ 204.00 USD Travel Card « | In State Billab = |*Detail
-
Copy Selected | Delete Selected | New Expense - add] Check For Ermors

Authorized Amount: 411.00 USD

Undate Totals | I

Sign out

m

&) Internet | Protected Mode: On

Enter the
Number of
Nights.

[ o Micat e
-

¢ Favorites | @ Create

@ -

| & https://préfin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/SAWEBLIS_TE_NAV.WEBLIB_FUNCTION.FieldFormulais » Gy | 42| x (= Bing
—

Search:

[ My Favorites

—~ Employee Self-Senvice

[» Travel and Expenses

= Employee T&E Center

I> Review Payments

I> Other Expense
Functions

I> Expense Report

= Travel Authorization

= Delete
ancel
[ eProcurement

= My Personalizations
= Wy System Profile

Mew Windaw | Help | 5}

Create Travel Authorization
Authorization Detail for Recpted Lodging (Line 4)
Authorization ID:

About This Expense

*Date: 01302013 3

NEXT

“Payment Type:

*Billing Type:
Number of Nights: 1

*Merchant (Choose One):
Preferred: -

Non-preferred:

L ocation: Y MANHATTAN Q
*Nightly Rate: 204.00 (gp
*Total Amount: 204.00 USD

Exception Comments

Location Amount:

Accounting Detail
Check Expense For Errors

Return to Travel Authorization Entry

&) Internet | Protected Mode: On
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Enter the desired
merchant
information into
the Non-
preferred
Merchant field.

NOTE: The
Preferred
Merchant field is
not used in SFS.

[ & create - Microsoft Interet

¢ Favorites | @ Create

- g https://prffin.sfs.ny.gow/psp/fscm/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCTION.FieldFormula.iS = g X Eﬂmg
—

sfs

®

Menu
Search:

[ My Favorites
—~ Employee Self-Senvice
[» Travel and Expenses
= Employee T&E Center
I> Review Payments
I> Other Expense
Functions
I> Expense Report
= Travel Authorization

[> eProcurement

[ Travel and Expenses
[> Worklist

[» Tree Manager

[» Reporting Tools

[ PeapleTools

~ My Personalizations
= Wy System Profile

Create Travel Authorization

Authorization Detail for Recpted Lodging (Line 4)

Authorization ID: NEXT
About This Expense
*Date: 01302013 3
*Payment Type: Travel Card -
“Billing Type: In State Billab ~
Number of Nights: 1
*Merchant (Choose One):
Preferred: -
Non-preferred: Sheraton x
L ocation: NY MANHATTAN Q
*Nightly Rate: 204.00 ysp
*Total Amount: 204.00 USD

Location Amount:

Accounting Detail
Check Expense For Errors

Return to Travel Authorization Entry

Add to Favories

Sign out

Mew Windaw | Help | 5}

The per diem rate
is automatically
populated. If the
rate is different,
the Nightly Rate
must be entered
by the traveler.
The system will
then validate the
rate and give an
error message if
the rate entered
is over the
lodging per diem
based on the
Default Location
entered earlier.

Click Check
Expense for
Errors.

&) Internet | Protected Mode: On

g

fu v WI00% ~

Search:

[ My Favorites

—~ Employee Self-Senvice

[» Travel and Expenses

= Employee T&E Center

I> Review Payments

I> Other Expense
Functions

I> Expense Report

= Travel Authorization

[> eProcurement

[ Travel and Expenses
[> Worklist

[» Tree Manager

[» Reporting Tools

[ PeapleTools

~ My Personalizations
= Wy System Profile

Create Travel Authorization

Authorization Detail for Recpted Lodging (Line 4)

Authorization ID: NEXT
About This Expense
*Date: 01302013 3
*Payment Type: Travel Card -
“Billing Type: In State Billab ~
Number of Nights: 1
*Merchant {Choose One):
Preferred: -
Non-preferred: Sheraton
L ocation: Y MANHATTAN Q
*Nightly Rate: 20400 )50
*Total Amount: 204.00 USD

Location Amount:

Accounting Detail

Check Expense For Erors

Return to Travel Authorization Entry

Add to Favories

Sign out

Mew Windaw | Help | 5}

&) Internet | Protected Mode: On
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If a traveler must
go over the per

diem rate on a i Fmortes [@Cete |

trip, SFS will sl's

require an e

exception SI0EE Mew Window | Help | B+

comment to be
entered before

[+ My Favorites

- Employee SeftSenvice Create Travel Authorization

¥ T S SOEEEs Authorization Detail for Recpted Lodging (Line 4)
= Employee T&E Center
the travel [> Review Payments Authorization ID: MEXT
[> Other Expense o -
dOCU ment can be Functions Please enter or update the following information:
. 1> Expense Report P Location Amount-You entered an amount over your authorized nightly limit of 204.00 USD. Explain
submitted. < Travel Authorization why
About This Expense
Type an - View *Date: 013012013 9
= Delete Y . Travel Card -
. R Payment Type:
= Cancel TEPTEET———

eXpIa nation in B O oy *Billing Type: In State Billab « =
the Location b Travel and Expenses Humber of Nights: 1

[> Worklist

. *Merchant {Choose One):

Amount field. b Tree Manager .

[> Reporting Tools Preferred: M

[» PeopleTools Non-preferred: Sheraton

~ My Personalizations —
Click the Return - My System Profile *Location: NY MANHATTAN Q

“Nightly Rate: 365.00 ygp

to Travel *Total Amount: 365.00 USD

Authorization B /
Entry ”nk. Location Amount:

Accounting Detail

Check Expense For Ermors / L

Return to Travel Authorization Entry

&) Internet | Protected Mode: On d v BIN%B v

Click the Check
For Errors button.
This will check
the entire TA for
errors.

Sign out

Sens Mew Window | Help | [}«

[+ My Favorites
— Employee Self-Sernvice
[» Travel and Expenses i i

e T e Travel Authorization Entry
I> Review Payments User Defaults Authorization ID: NEXT Aftachments (0)
[ Other Expense

Functions
[ Expense Report

Create Travel Authorization

—Travel Authorization *Description: NYC Meeting with Staff Comment: Assigned o attend meeting by pt
= Creal “Business Purpose:  Meeting ~ DOB Approval Code 53000-782-2013
. Official Station:  Albany, NY
Default Location: MY MANHATTAN 2 workLocation: |

*Date From: 01/29/2013 3 *Date To: 01/31/2013 [3 [Z] Out of State Narmal Work Hours From{HH:MI} 8:00AM To{HH:MI) 4:00PM

m

Accounting Defaults More Options: - GDl |

Select| |*Expense Type *Date *Amount Currency |*Payment Type |*| q Type

~ My Personalizations Train Tickets - | 0112002013 ) 65.00 |USD Travel Card | In State Billab = |*Detail

~ My System Profile
PDiem-Ovrngt Meals - | 0112902013 5 71.00 |USD Personal Fur ~ | In State Billab - *Detail
PDiem-Ovrngt Meals ~ | 011302013 ) 71.00 |USD Personal Fur ~ | In State Billab = “Detail
Recpted Lodging ~ | 01/30/2013 Eﬂ 365.00USD Travel Card « | In State Billab = |*Detail

e

Copy Selected | Delete Selected | New Expense - Add Check For Ermors

Authorized Amount: 572.00 UsD

Undate Totals | I 2

nternet | Protected Mode: On H100% ~

4y~
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Click the Update
Totals button to
ensure the total
amount of the TA
is correct.

¢ Favorites | @ Create

sfs

Menu
Search:

[ My Favorites
—~ Employee Self-Senvice

[» Travel and Expenses
= Employee T&E Center
I> Review Payments

I> Other Expense

Functions

I> Expense Report
= Travel Authorization

= Delete
= Cancel

[> eProcurement

[ Travel and Expenses
[> Worklist

[» Tree Manager

[» Reporting Tools

[ PeapleTools

~ My Personalizations
= Wy System Profile

Create Travel Authorization

Travel Authorization Entry

User Defaults Authorization ID: NEXT

Attachments (0

*Description: NYC Meeting with Staff Comment: Assigned o attend meeting by i
*Business Purpose:  Meeting = DOB Approval Code 53000-782-2013
. Official Station: ~ Albany, NY
Default Location: NY MANHATTAN Work Location:

*Date From: 01/29/2013 [5 *Date To: 01/31/2013 [ [T/ Qut of State Normal Work Hours From{HH:MI} 8:00AM To{HH:MI) 4:00PM

- oo

Accounting Defaults More Options:

Select| |*Expense Type *Date *Amount Currency *Payment Type
Train Tickets - | 01292013 [3) 65.00 |USD Travel Card  « | In State Billab ~ |*Detail
PDiem-Ovrngt Meals ~ | 0112912013 [ 71.00 |USD Personal Fur ~ | In State Billab ~ |*Detail
PDiem-Ovrngt Meals - | 0130/2013 [ 71.00 |USD Personal Fur = | In State Billab = |*Detail
Recpted Lodging - | 01302013 [3) 365.00|USD Travel Card  « | InState Billab ~ |*Detail
-
Copy Selected Delete Selected I New Expense - ﬂl Check For Errors

Authorized Amount: 57200 USD

m

If you would like
to save the TA
and complete or
updateitata
different time,
the Save for Later
button can be
used.

Search:

> My Favorites

—~ Employee Self-Service

[> Travel and Expenses

<2 Employee T&E Center

[> Review Payments

[> Other Expense
Functions

[ Expense Report

= Travel Authorization

= Modif

= Print

= View

= Delele

= Cancel
[> eProcurement
[> Travel and Expenses
[> Worklist
1> Tree Wanager
[» Reporting Tools
> PeopleTools
— My Personalizations
= My System Profile

New Window | Help

Create Travel Authorization
Travel Authorization Entry

User Defaults Authorization ID: NEXT

Aftachments (0)

*Description: NYC Meeting with Staff Comment: Assignedto attend meeting by =
*Business Purpose:  Meeting ~ DOB Approval Code 53000-782-2013
. Official Station: ~ Albany, NY
Default Location: NY MANHATTAN Work Location: | ]

*Date From: 01/29/2013 B*DaleTo: 01/31/2013 Eﬂ ["] Out of State Normal Work Hours From{HH:MI) 8:00AM To{HH:MI} 4:00PM

- cof]

Accounting Defaults More Options:

Select| |*Expense Type *Date *Amount Currency *Payment Type *Billing Type
Train Tickets | 01/29/2013 E‘J 6500 USD Travel Card ~ | InState Billab ~ |*Detail
PDiem-Ovrngt Meals « | 01/29/2013 @ 71.00 USD Personal Fur = | In State Billab « |*Detail
PDiem-0Ovrngt Meals ~ | 01302013 B 71.00 USD Personal Fur ~ | InState Billab ~ |*Detail
Recpted Lodging - | 01/30/2013 365.00 USD Travel Card | InState Billab « |*Detail
-
Copy Selected | Delete Selected | W ﬂl Check For Errors
Totals
Authorized Amount: 57200 USD
Update Totals |
Save for Later * Submit | Create A Cash Advance Project Summary

Sign out

I8 -

mn

€ Internet | Protected Mode: On v

#,100%
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After you save
your TA entry,
notice the TA has
been assigned its
own
Authorization ID.

P& create - Micrasoft Int=
-

7 Favorites ‘ @& Create

| &) https:// préfin.ss.ny.gow/ psp/fscrn/EMPLOVEE/ERP/5/WEBLIB TE MAVWEBLIS FUNCTION FieldFormulais » 4 |44 | x | (=] 8ing
—

£

Menu $

Search:

> My Favorites

—~ Employee Self-Service
[> Travel and Expenses
<2 Employee T&E Center

[> Review Payments

[> Other Expense
Functions

[ Expense Report

= Travel Authorization
= Create
= Modif

[> eProcurement

[> Travel and Expenses
[> Worklist

1> Tree Wanager

[» Reporting Tools
> PeopleTools

— My Personalizations
= My System Profile

Sign out

New Window | Help | &, ~

Create Travel Authorization

Travel Authorization Entry /

Authorization ID: 0000001459

User Defaults

Aftachments (0)

*Description: NYC Meeting with Staff Comment: Assignedto attend meeting by =
*Business Purpose:  Meeting ~ DOB Approval Code 53000-782-2013
. Official Station: ~ Albany, NY
Default Location: NY MANHATTAN Work Location: | ]

*Date From: 01/29/2013 B*DaleTo: 01/31/2013 Eﬂ ["] Out of State Normal Work Hours From{HH:MI) 8:00AM To{HH:MI} 4:00PM

- cof]

Accounting Defaults More Options:

Select| |*Expense Type *Amount Currency | *Payment Type
Train Tickets | 01/29/2013 E‘J 6500 USD Travel Card ~ | InState Billab ~ |*Detail
PDiem-Ovrngt Meals « | 01/29/2013 @ 71.00 USD Personal Fur = | In State Billab « |*Detail
PDiem-0Ovrngt Meals ~ | 01302013 B 71.00 USD Personal Fur ~ | InState Billab ~ |*Detail
Recpted Lodging - | 01/30/2013 365.00 USD Travel Card | InState Billab « |*Detail
Copy Selected | Delete Selected | W ﬂl Check For Errors
tals
Authorized Amount: 57200 USD

Update Totals |

Save for Later | Submit | Create A Cash Advance Project Summary

Return to Employee T&E Center

m

& Internet | Protected Mode: On

a3 v ®|10% v J
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When comp|ete, & Create - Micrasoft Internet Explorer provided by New York State OGS EE XN

click the Submit K=l &) nttps://prfinsfs.ny.gov/psp/fscr/ EMPLOVEE/ERP/</WEBLIE_TE_NAV.AWEBLIE_FUNCTION.FieldFormulais = £ |49 | x (=) 8ing o -
button. I Fovorites | (@ Create [
. $ Workiist _Add to Favorites Sign out
NOTE: When the . - :
enu
Submit button is search: New Window | Help | &+
clicked, the TA is S ©
Create Travel Authorization
saved, sent to  Emeloyas Self Sonvice —
vE'ﬂVEI an T&PE‘*C"SStS Travel Authorization Entry
budget check, T PO S tion ID:
[» Review Payments User Defaults Authorization ID: 0000001459 Attachments (0
H [> Other Expense
and submitted to L TiEe 5
your Agency for 5?:;?1&?22:;0” “Description: NYC Meeting with Staff Comment: Assigned to aftend meting by -
approval If - Create “Business Purpose:  Meeting ~ DOB Approval Code 53000-782-2013
. - Modi Official Station: ~ Albany, NY
changes to the - ot Dofamit Locatior: | NY MANFATTAN 2 Work Location:
details of a Travel - Delete *Date From: 01/29/2013 [ *Date To: 01/31/2013 5 [Z] Out of State Normal Work Hours From(HH:MI) 8:00AM To(HH:MI) 4:00PM
= Cancel
P b eP t )
Authorlzatlon are D?rar\?eclu;:g‘penses Accounting Defaults More Options: + GO |
[> Worklist =
needed after i - 14040 Las
[ [> Reporting Tools T R T T T T TR r——
submlsslon, an > PeopleTools Select Expense Type Date ‘Amount Currency
- My Personalizations a Train Tickets v | 0112012013 5] 65.00 USD Travel Card + | In State Billab = |*Detail
approver must ~ My System Profile
[ | | Poiem-ovmgt Meals « | 01292013 [H 7100 USD Personal Fur ~ | In State Billab = |*Detail
deny the TA back
t th t | t (&} PDiem-Ovrnagt Meals - 01:’30:’2013@ 74.00 USD Personal Fur = | In State Billab = | *Detail
o0 the traveler to
ke th [ | | Recpted Lodging - | 010013 [H 36500 USD Travel Card = | In State Billab + |*Detail
make the |
h d Copy Selected Delete Selected | MNew Expense v  Add Check For Errors
changes an
resubmit. The Authorized Amount: 572.00 USD
exception to this Update Totals |
IS the BUdget Un|t Save for Later Subm\t‘ | Create A Cash Advance Project Summary Bl
Approver can Return to Emplovee T&E Center i
update the DOB & Internet | Protected Mode: On 3 v ®10% ~

Approval Code
field and modify
accounting detail
on TAs in the
approval
workflow.
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Click the OK
button.

You have
successfully
completed
"Creating Travel
Authorizations
From a Blank
Authorization".

V& create - Micrasoft Intern

7 Favorites ‘ @& Create

k)| &) https://prffin.sfs.ny.gov/psp/fscm/EMPLOVEE/ERP/5/WEBLIE_TE_MAV.WEBLIE_FUNCTION FieldFormula.is » £ | 42| x (=] Bing
/ —

sfs

Menu
Search:

> My Favorites

—~ Employee Self-Service
[> Travel and Expenses
<2 Employee T&E Center

[> Review Payments

[> Other Expense
Functions

[ Expense Report

= Travel Authorization

[> eProcurement

[> Travel and Expenses
[> Worklist

1> Tree Wanager

[» Reporting Tools
> PeopleTools

— My Personalizations
= My System Profile

Create Travel Autherization

Wew Window | Help | /5

Submit Confirmation

Travel Authorization Totals
Total

572.00 UsSD

Authorization ID: 0000001459

“K)&)Km submit, or click Cancel to return to the travel authorization without submitting.

OK | Cancel

The last screen
allows the
traveler to view
the expense
report just
submitted.

& Internet | Protected Mode: On

Search:

> My Favorites

—~ Employee Self-Service

[> Travel and Expenses

<2 Employee T&E Center

[> Review Payments

[> Other Expense
Functions

[ Expense Report

= Travel Authorization

[> eProcurement

[> Travel and Expenses
[> Worklist

1> Tree Wanager

[» Reporting Tools
> PeopleTools

— My Personalizations
= My System Profile

View Travel Authorization

Sign out

New Window | Help | &, ~

Travel Authorization Details

Description: NYC Weeting with Staff Comment: Assignedto aftend meefing by
Business Purpose:  Meeting DOB Approval Code 53000-782-2013
Status: Submission in Process Last Updated: 012812013 By: relatioa
. Official Station:  Albany, NY
Default Location: MY MANHATTAN Work Location:
“Date From: 01/20/2012  Date To: 01/31/2012 || Outof State Normal Work Hours From(HH:MI) 8:00AM To{HH:MI) 4:00PI

User Defaults Authorization ID: 0000001459

Atachments (0}

More Options:

- oo

Expense Type Date mount Currency *Payment Type *Billing Type
Train Tickets 01/29/2013 65.00 | USD Travel Card In State Billable *Detail
PDiem-Ovrngt Meals |01/29/2012 71.00|USD Personal Funds In State Billable |*Detail
Recpted Lodging 01/30/2013 365.00|USD Travel Card In State Billable *Detail
PDiem-Ovrngt Meals |01/30/2013 71.00 USD Personal Funds In State Billable | *Detail

Authorized Amount: 572.00 USD
Less Non-Approved: 0.00 USD
Due Employee: 57200 USD

Project Summary

€ Internet | Protected Mode: On fa v ®100%
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