New York State Office of General Services
Business Services Center
Empire State Plaza
Albany, NY 12242
(Phone) 518-457-4272
(Fax) 518-486-9166

Getting Started

An Expense Report (ER) is a tool employees use to be reimbursed for travel or other out-of-pocket expenses and
account for State travel card transactions. It is a recommended best practice to create, submit, and account for travel
card transactions on an Expense Report in SFS within ten days of completed travel.

To begin submitting an Expense Report you should access the Expense Report Entry page. Four different options are
available to create an Expense Report. This module will explain how to get to the Expense Report Entry page and, once
you are there, how to pick the Expense Report option that best works for your situation.

With an Expense Report

To access the
Expense Report
Entry page
from the SFS
home page
start by clicking
SFS
Applications.

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

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

< Favorites : & Employee-facing registry content

Welcome

STATEWIDE
FINANCIAL
SYSTEM

Enterprise Menu

# SFS Applications

# Reporting Tools

= Change My Password
= My Personalizations

= My System Profile

SFS Communications
Welcome to the
Statewide Financial System (SFS)
Performance Testing
(ERT / PRFCAS)
Agency User Portal

My Reports

No Reports To Display

Report Manager

12/27/12. 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
dvisories for and guid: on
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.
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Click SFS
Financials
(either
location).

£ https//perftest.sfs.ny.gov/psp/SFS/EMPLOYEE/EMPL/s/WEBLIB_PTPP_SC.HOMEPAGE FieldFormulaScript_AppHP7pt_fname=NY_PAPP ¢ v & [ 45 [ X
S—

< Favorites \ & Base Navigation Page

"

STATEWIDE
FINANCIAL
SYSTEM

Applicatio
- SES Financials —
- SFS Reports E j SFS Application
[ Reporting Tools SFS Appications.
= Change Wy Password

o e,

Next, Click
Employee Self-
Service.

- My Personalizations SES Financials E SES Reports
- My Svstem Profile SFS Financials SFS OBEE Reports
Employee-faci

& https://prffin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/h/?tab=DEFAULT

> @ |4 | x [JI[5) ing £~
=

i Favorites ‘ & Employes-facing registry content

sfs

Search:

> My Favorites y
[> Employee Self-Service

I ePracurement

[ Travel and Expenses
> Worklist

> Tree Manager

[> Reporting Tools

> PeopleTools

= My Personalizations
I~ My System Profile
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Click Employee
T&E Center.

Base Navigation

@] https://prffin.sfs.ny.gov/psp/fsem/EMPLOYEE/ERP/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?pt_fname=CO_EMPLOYE « g 3| X EB{}Ag
—

it | @ b iontee |||

Search:

[ My Favorites

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

[ eProcurement

[ Travel and Expenses

[ Waorklist

[ Tree Manager

- Reporting Tools

> PeopleTools

|~ Wy Personalizations

= Ly System Profile

ﬁ Employee Self-Service

@ ravel and Expense:
Submitireview expense reports, cash advance requests, or travel authorizations.

= My Wallet
| Review Pavments
=] Review Expense History

1 Review Payments

C1 Other Expense Functions
1 Expense Report

(1 Travel Authorization

@ Employee T&E Center /

Employee Travel and Expense Self-Service Center

Under Expense
Report click
Create.

Base Navigation

£ hitps://prffin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?pt_fname=CO_EMPLOYE ~ g 44| X Eﬁx'ng
=

< Favorites ‘ {& Base Navigation Page

Menu
Search:

[ My Favorites

~ Employee Tvice
[ Travel and Expenses
[» Employee T&E Center

[ eProcurement

|~ My Personalizations
= Wy System Profile

@ Employee T&E Center

Employee Travel and Expense Self-Service Center
= %’ Review Payments
Review history of expense payments

=l Review Expense History
= Review Payments

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

= Create
=l Modify
= Print

3 More.

Other Expense Functions ﬁ
You can view contents in My Wallet, create your own

template, or modify an existing template.
= View My Waliet
= Update Profile

print, view or delete an Expense Report

(5] 5] 1
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This is the R == |

<« ¢ https://prffinsfsny.gov/psp/fscm/EMPLOYEE/ERP/s/WEBLIB_TE_NAV WEBLIB_FUNCTION. FieldFormula.iScript_AddExpense?TE.MenuYar=ADMIN&PORTALPARAM_PTCNAV=EPTE_ADDEXPENSE&EOPP.SCNode=ERP& 35| =

Expense Report Ss =

Entry page, itis | ]
@

used to create

> Employee SeftSenice Create Expense Report
D Travel and Expenses e ——

a nd su bm it = Employee TAE Center Expense Report Entry

> Review Payments User Defal ReportID: NEXT Attachments (0}
© Ctmer xpense Funcions|  /OHN DOE jé P
travel S Quick Start: ABlank Report =

B

= | workist T | Smout

New Window | Help  +

A Blank Report

expenses. m y
> Travel Authorization “Business Purpose:| |/ Travel Authorization Reference:

. An Existing Report

> eProcurement > DOB Approval Code
De pe n d | ng on  Travel and Expenses el L e

b Worklist Default Location: Q

b Tree Manager

t h e ty p e of > Reporting Tools [Coutof state ~ Official Station: Albany, NY Work Lacation
I PeopleTools Travel Dates From H  To =
|- by Personalizations

expense report | buceenime T —— o—
you want to
create, choose E
an option from

the Quick Start

‘Accounting Defaults. Apply Cash Advance(s)
Accounting Defaults Apply Cash Advance(s More Options =] o

*Amount Spent|*Currency [*Payment Type

£} {exjEnfjxa|

||St' The Opt|0n Capy Selected Delste Selected New Expense =] Agd Check For Emors
you choose will

Employee Expenses: 0.00 USD Due Employee: 0.00 USD
. Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
beg'n the Prepaid Expenses 000 USD
Employee Credits 0.00 USD
Vendor Credits: .00 USD

expense report Cach Aruancas Annliad: Ann rien <
process.
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You mav notice [ Staenice Francal Syter %) [ Creste [E=EON =
y <« C | @ httpsy//prffin.sfs.ny.gov/psp/fscm/EMPLS B_FUNCTION.FieldFormula.iScript_AddExpense?TE.Menu.Var=ADMIN&PORTALPARAM_PTCl EPTE_ADDEXP! EOPP.SCNode=ERP& | =
sis
p |Seareh: New Window | Help  *
creating an i 1y Favories
I+ Employee Self-Senice Create Expense Report
t 1 Travel and Expenses - -
expense report, ~ Employes T&E Canter Expense Report Entry
¥ FE CTEEmEE User Defaults Report ID: NEXT Altachments (0}
hO ever o b Other Expense Function] JOHN DOE P b
w ,you e SsiniRepor [3] €0
- <
should only use
ot “Description: ATemplate : 4
el ] - ATravel Authorizatio Reference:
B P
4 of these (see | | ercaemen =" e S Bt Rapor T s
: roval Code
b Travel and Expenses ESiIES Roim My 2Bt P
> Worklist Default Location: QU
elow). b Tree Manager
b Reporting Taols [loutof State ~ Official Station: Albany, NY Work Location
b PeopleTools Travel Dates From EE = L
I- 11y Personaiizatons 5
|= My System Profile Mormal Work Hours From(HH:MI) To(HH:MI}
Accounting Defaults Aipply Cash Advance(s) More Options &l oo
Customize | Find | View All First (4] 1 ora [P] Last
“Overview
select]  [*Expense Type “Expense Date [ Amount spent[-Currency|-Payment Type “Billing Type
[=]
[=]
Copy Selected Delete Selected New Expense Add Check For Errors
Employee Expenses 000 USD Due Employee: 0.00 USD
Hon Reimbursable Expenses: 000 USD Due Vendor: 0.00 USD
Prepaid Expenses 000 USD
Employes Credits 000 USD
Vendor Credits: 0.00 USD
Cach Aduan, Annliad: non iien =

(1) A Blank Report allows you to create an expense report from scratch; you will most likely use this
option for new travel expenses you have not previously entered in SFS and have not charged on your
travel card.

(2) A Travel Authorization allows you to retrieve a travel authorization that was previously approved.
You can pull the approved authorization into the expense report once you have completed the travel.
This allows you to start with the approved expenses and will likely save you time since you are not
creating your expense report from scratch. From here, you can modify the expenses to reflect your
actual expenses made during the trip. You can also pull necessary expenses from your wallet.

(3) An Existing Report allows you to use a report you have previously created in SFS. You will most
likely use this if you repeat the same type of travel and / or have similar expenses and want to copy
the expense report you have previously created. Be sure to change your dates and any other changes
to reflect the current travel.

(4) The Entries from my Wallet report is used to select transactions paid for on your Travel card (t-
card) and apply them to the expense report as necessary. You will only use this option if you have t-
card expenses.

(5) Do NOT use the Template option.
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Once you have A

selected the ss

expense report | [E—)
option I—

|- Employee Self-Senice Create Expense Report

: T | and Exj
appropriate for < Employee TAE Conter Expense Report Entry
User Delau\ts/ ReportID: NEXT

Home | workst | AdtoFavortes

- Review Payments AMachments (0)
1 Other Expense Functions I—

your situation, “coonee ez ui star: weneRepen 2] <9
click the Go e —— .
— ATravel Authorization "
b I Travel Authorization “Business Purpose: = Reference:
An Existing Report
uttonto start | fewe oon ot
- Worklist Default Location: Q
your expense sl T outofState Offil Station:  lsany HY Work Location
> PeopleToals T | Dat: Fi
re po rt. |- 1y Personalizations reieibees om B T ]
|~ My System Profile Mormal Work Hours From(HH:MI) To(HH:MI)
Accounting Defaults Apply Cash Advance(s) Wore Options B EI
d | Customize | Find | View Al First [ 14 o 0] Last
For details on —
h OW tO Select| “Expense Type | “Expense Date | *Amount Spent |*Currency [*Payment Type *Billing Type [ ] |
5]
correctly 5] B
.
submit an o =
expense report Copy Selected Delete Selected New Expense [=] ﬂl Check For Erors
7
h Employee Expenses: 0.00 USD Due Employee: 0.00 USD
See t e Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
n . Prepaid Expenses: 0.00 USD
Creating an
Vendor Credits: 0.00 USD

Fach Advaneac Annliad: Ann nen

Expense Report
in SFS Using a
Blank Report"
or "Creating an
Expense Report
in SFS Using My
Wallet"
modules.

<« c https://prffinsfs.ny.gov/psp/fscm/EMPLOYEE/ERP/s/WEBLIB_TE_NAV.WEBLIB_FUNCTION.FieldFormula.iScript_AddExpense? TE.Menu.Var=ADMIN&PORTALPARAM_PTCNAV=EPTE_ADDEXPENSE&EOPP.SCNode=ERP& Ty | =

| sanout

Mew Window | Help &

i

Congratulations! You have successfully completed the “Getting Started with an Expense Report” module
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