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Lesson 1: Travel and Expense Process Flow 
 

There are many parts and roles involved when it comes to processing Expense transactions. To help you 
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 Employee Notification batch process runs to notify employees of paid expense reports 

In its simplest form, the process flow for Travel Authorizations is:  

 End User enters Travel Authorization 

 Travel Authorization is Budget Checked 

 Approvers approve Travel Authorization 

 End User completes travel indicated on Travel Authorization 

 End User creates Expense Report from Travel Authorization 

 Expense Report is Budget Checked (encumbrance from Travel Authorization is relieved and 

expenditure for Expense Report is created) 

 Approvers approve Expense Report, making it available for payment 

 Liabilities are posted for Expense Reports 

o Creates accounting entries for Expense Reports used to generate journals for posting to 

GL 

 Payments are staged for Expense Reports 

o Loads approved payments into Expense Report Staging table 

o Ignores payments if payments are on hold 

 Accounts Payable runs Expense pay cycle 

 Payments are posted for Expense Reports 

o Creates accounting entries to credit cash accounts for recording payments and debits 

generates offsetting debit to the Expenses accrual account 

o Populates the EX_ACCTG_LINE table with data staged for posting to GL 

o 
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Viewing Employee Transactions in the Expense Module 
When needed, an Expense Administrator can easily pull up an employee’s expense transactions. When 

viewing expense transactions, you can view by Transaction ID, Transaction Description, Employee Name, 

Employee ID, Report Status, or Creation Date. You can also easily print an Expense Report by Expense 

Report ID.  

View Employee Transaction 
1. Navigation: PSFIN Core > Travel and Expenses > Expense Report (or Travel Authorization or 

Cash Advance) > View 

2. Enter one or more of the following to locate the transaction: Report ID, Report Description, 

Name, Empl ID, Report Status, or Creation Date 

3. Click the Search button 

4. In the search results, select the Report ID link to view the transaction 

Print an Employee Expense Reports 
1. Navigation: PSFIN Core > Travel and Expenses > Expense Report > Print 

2. Enter a new Run Control ID on the Add a New Value tab and click Add, or select one on the Find 

an Existing Value tab and click Search 

3. Enter the Expense Report ID in the Report ID field (or search using the Look Up icon) 

4. Select the checkbox for “Include Expense Notes for…” to print any notes entered on the Expense 

Report. The notes are printed on a separate PDF. 

5. Select the Run button 

6. Click OK and then take note of the Process Instance number 

7. Select the Report Manager link 

8. Select the Administration tab 

9. Select the Refresh button periodically until the report has posted successfully.  

10. Select the report link in the Description column to view the report. 

Approver Assignments in Workflow 
Approver assignments are the backbone for Workflow approvals. Depending on the institution, the Local 

Security Administrator, Workflow Administrator, or an Expense Administrator may be responsible for 

setting up employees as Expense approvers. If you have the proper security, you can assess the 

Approver Assignment page. 

Accessing the Approver Assignments Page 
1. Navigation: PSFIN Core > Set Up Financials/Supply Chain > Product Related > Expenses > 

Management > Approval Setup > Approver Assignment 

2. Enter or Select Business Unit 

3. Enter or Select Approver Profile (DEPT_MANAGER1, AP_AUDITOR, etc.) 

4. Select Search 

Assigning Alternate Approvers
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tasks. However, if an approver has not done this, the Expense Administrator can do this for the 

approver. This may be necessary when an Approver is unexpectedly absent from work for an extended 

period for of time.  

By assigning an alternate approver, the system automatically routes any new transactions that were 

supposed to go to the original approver to their alternate approver. If there are any existing transactions 

in the original Approver’s Worklist, they will not automatically be moved. You will need to reassign those 

transactions. 

Assign an Alternate Approver 
1. Log into PSFIN core > PeopleTools > Security > User Profiles > Distributed User Profiles 

2. Enter the User ID of the employee and click Search 

3. Select the Workflow tab 

4. The Workflow Attributes section is used to re-route future transactions for a temporary period 

of time and will not re-route transactions that are already in the employee’s Worklist 

5. Enter or search for the alternate approver in the Alternate User ID field 

6. Enter the beginning date when transactions are to be sent to the alternate user in the From 

Date field 

7. Enter the last date when transactions are to be sent to the alternate user in the To Date field 

8. Click the Save button 

Reassigning Expense Transactions 
If an 
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Lesson 3: Budget Checking and Approving Expense 

Transactions for Payment 
 

In this lesson, we are concentrating on budget checking and final approvals. Travel Authorizations and 

Expense Reports must have a Valid budget checking status before they can be approved at any stage. 

Therefore, it may be necessary to correct any budget checking errors before any Approvers can act on 

the transaction.  

This lesson also goes over some processes that you may need to perform to reset accounting dates on 

Expense transactions, verifying receipts, and giving final approval on an Expense Report or Cash Advance 

for payment. 

Budget Checking Expense Transactions 
Budget checking is required for all Travel Authorizations and Expense Reports. Budget checking is the 

comparison of a pending transaction amount against the budget it is set to be charged to. A Valid 

budget checking status indicates that the transaction has passed budget checking and can continue the 

approval process.  

In addition to newly submitted transactions, the following Expense Reports and Travel Authorizations 

require budget checking: 

 Transaction was previously budget checked, but is being canceled or denied 

 Amounts or distribution information on the transaction was previously budget checked but have 

been changed 

 Transaction was previously budget checked but is being sent back to the end user for revisions 

 Payment for Expense Report is canceled and voided (not to be reissued) 

Budget checking can be done online or via a nightly batch process. The first stage approver may perform 

online budget checking as an option if he/she does not want to wait for the batch process. In addition, 

an Expense Administrator may run the batch process at any time. 

Running Batch Budget Checking Process 
1. Navigation Path: PSFIN Core > Travel and Expenses > Manage Accounting > Request Budget 

Checking 

2. Select or create a Run Control 

a. If creating a new Run Control, enter/select Business Unit and enter a description 

3. Depending on the item(s) you want to budget check, select one of the following: 

a. All Expense Reports 

b. All Travel Authorizations 

4. Select View Transaction Details to perform budget checking on a transactional basis instead of 

budget checking all transactions 

a. Select the transaction you wish to budget check with a checkmark 

5. Select the Save button 
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Reset Accounting Date on a Travel Authorization 
1. Navigation: PSFIN Core > BOR Menus > BOR Expenses > BOR EX Month End > Reset Travel 

Authorization 

2. Select the Search button to bring up all Travel Authorizations that have not been approved and 

that are from prior accounting periods 

3. Select a Travel Authorization by clicking its link 

4. When the Travel Authorization is displayed, click the Save button to flip the budget checking 

status to Not Check’d (the accounting date changes to the current date) 

5. In the menu, select Travel and Expenses 

6. Select Manage Accounting 

7. Select Request Budget Checking 

8. Search for and select a Run Control ID or add a new run control and click the Add button 

9. In the Transaction Type drop down, select All Travel Authorizations 

10. Select the View Transaction Details link 

11. Select the Travel Authorization that you reset and click Run 

12. Click OK 

13. Select the Process Monitor link 

14. Select the Refresh button until the process completes 

15. Once completed, select Commitment Control in the menu 

16. Select Review Budget Activities 

17. Select Activity Log 

18. Enter an new inquiry name or select an existing one 

19. In the Transaction Type field, use the Look Up icon and select EX_TRVAUTH 

20. Enter the Travel Authorization ID in the Travel Auth ID From field 

21. Select Search 

22. Review the results; note that there is the original encumbrance in the period the Travel 

Authorization was first budget checked. After resetting, there is a reversal and a new 

encumbrance in the current period 

Resetting Accounting Dates on Expense Reports 
Once in the approval process, Expense Reports can only be approved if the accounting date on that 

report is within the current open period. The Approver is able to change the Accounting Date of an 

Expense Report within their Worklist. An Expense Administrator may also use the Reset Expense Report 

page to reset the accounting date on any Expense Report in process that is not in the current open 

period. Once the accounting date has been reset, the Expense Report is then available for budget 

checking and then approval.  
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Reset Accounting Date on Expense Report 
1. Navigation: PSFIN Core > BOR Menus > BOR Expenses > BOR EX Month End > Reset Expense 

Report 

2. Click the Search button 

3. Select the link of the Expense Report that needs its accounting date reset 

4. Select the Save button to flip the budget checking status to Not Check’d 

5. Run Budget Checking on the Expense Report 

Verify Expense Report Receipts 
Certain Expense Types require accompanying receipts for reimbursement. Receipts can be verified 

online individually or in mass. To verify receipts for an Expense Report online while approving the 

transaction, the Approver enables the Expense Report Receipts checkbox.  

To verify Expense Report Receipts in mass, an Expense Administrator can pull up all Expense Reports 

that need verification. If an Expense Report has already had its receipts verified, the page lists the date 

of verification. 

Verify Expense Report Receipts in Mass 
1. Navigation: PSFIN Core > Travel and Expenses > Process Expenses > Verify Receipts > 
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Lesson 4: Routine Processing of Expenses 
 

As mentioned in the first lesson, once an Expense Report has been approved for payment, it is ready for 

Expense processing. After successful budget checking and final approval for payment, an Expense Report 

goes through the following steps for processing: 

 Posting Liabilities 

 Staging Payments 

 Reviewing and Updating Staged Payments if necessary 

 AP Processes the Expense Pay Cycle 

 Update Paid Statuses 

 Posting Payments 

 Running the Employee Notification Batch Process  

Posting Liabilities 
The first step in processing Expense transactions for payment is to post liabilities. The Post Liabilities 

process creates accounting lines for expense transactions that are used to generate journals for posting 

to the General Ledger. The Post Liabilities process uses the EXACCRUAL Journal Template.  

If you post liabilities for an Expense Report and realized that you need to change the accounting entries, 

you can un-post the Expense Report (see lesson 5).  

You will notice that there is one page for processing Expense transactions where you can run multiple 

processes at the same time. However, make sure not to run the Stage Payments process and the 

Unstage Payments process at the same time.  

When posting liabilities for Expense Reports, the process: 

 Debits the chartfields indicated on the Expense Report 

 Credits the Expenses Accrual Account (as specified in the Accounting Entry template) 

When posting liabilities for Cash Advances from a Cash Advance source that generates a Payment: 

 Debits the advance to the Employee Advance Account 
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Lesson 5: Miscellaneous Processing of Expenses 
 

At times, you may need to perform some non-routine processing of Expenses. This may include: 

 Unposting an Expense Report 

 Updating an Unposted Expense Report 

 Unstaging an Expense Payment 

 Canceling an Expense Payment 

 Closing an Expense Report 

 Adjust Paid Expenses 

Unpost an Expense Report and Update It 
If needed, you can unpost an Expense Report that you have already posted liabilities for. You may then 

update it as necessary. This may be necessary to change the accounting entries for an expense 

transaction.  

This is a two step process. First, you mark the Expense Reports you want to unpost and run a process to 

reverse the accounting liability entries and make the Expense Report available for Chartfield editing. You 

must also budget check the transaction. Once the unposting process is complete, you can update the 

accounting entries through the Update Unposted Expense Report page. Note that you can only update 

Chartfields for individual expense items. You cannot deny or reapprove the expense report. After saving 

your changes, you post the revised expense report liabilities the next time you run the Post Liabilities 

process. 

Unpost an Expense Report and Update It 
1. Navigation: PSFIN Core > Travel and Expenses > Manage Accounting > View/Adjust Accounting 

Entries > Mark Expense Report for Unpost 

2. Enter the Expense Report ID and click Search, or leave the field blank and click Search to display 

all Expense Reports available for unposting 

3. Select an Expense Report by selecting its link 

4. On the Mark Expense Report for Unpost page, choose to use the current date or a specific date 

(such as unposting within the same period as the original creation date) 

a. If selecting Use Specific Date, enter the appropriate date 

5. Select the Unpost button 

6. Click OK 

7. The Expense Report has been marked for unposting and now you can actually unpost it 

8. From the breadcrumbs along the top of the page, select Travel and Expenses > Process 

Expenses > Expense Processing 

9. Enter or select a Run Control ID 

10. On the Expense Processing page, click Save and click Refresh to update the transaction counts. 

11. Click the Unpost Expense Report checkbox and note how many are in the Expense Reports 

column 

12. Click the Run button.  
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9. The next time the Staging Process is run, it will pick up these payments and restage them with 

current information 

Canceling Expense Payments 
If needed, you may cancel expense payments but it is a two-step process. The payment must first be 

canceled in Accounts Payable. This first step updates the payment tables so that the correct accounting 

entries can occur. Once this is done, you can cancel the payment in Expenses. This generates the correct 

accounting entries associated with canceling the payment based upon the action selected in Accounts 

Payable. The Accounts Payable actions include: 

 Do Not Reissue/Close Liability 

o If this is the AP action when canceling the payment, Expenses will perform the Close 

Liability step and reverse the amount.  

o Budget checking must be run on “Cancel Void Expense Reports” 

 Re-Open Voucher(s)/Re-Issue 

o If this is the AP action when canceling the payment, Expenses will not perform the Close 

Liability step 

Cancel an Expense Payment 
1. Navigation: PSFIN Core > Travel and Expenses > Process Expenses > Expense Processing 

2. Enter or select a Run Control ID 

3. Click Save and Refresh to update transaction counts 

4. Select the Cancel Payments checkbox 

5. Click Run 

6. Make sure the Select checkbox next to EX_TRAN_PRCS has been checked 

7. Click OK 

8. Select the Process Monitor link 

9. Periodically click Refresh until the process has a Status of Success and a Distribution Status of 

Posted 

10. Click the Go back to Expense Transactions link 

Closing an Expense Report 
Once an Expense Report is approved for payment, you may need to cancel it after you have already 

posted its liabilities. You can then close an expense report if you have not staged payments for it. This is 

a two-step process, where you first select the Expense Report you want to close. You then run the 
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7. Make the necessary corrections on the Accounting Detail page. Click OK when done 

a. Repeat steps 6 and 7 for each line selected 

8. Enter notes if needed 

9. Select Submit for Posting 
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 BOR_EX_UNPOSTED_PYMNTS 

o Unposted Expense Payments 

 BOR_EX_WF_BLACK_HOLE 

o Old v8.9 Name: BOR_WF_BLACK_HOLE 

o Expense transactions to be reassigned 

 BOR_EX_EMPLOYEE_DELEGATES 

o Old v8.9 Name: BOR_EMPLOYEE_DELEGATES 

o Authorized to enter Expenses for employees 

 BOR_EX_EXPENSE_ADJUSTMENTS 

o Old v8.9 Name: BOR_EXPENSE_ADJUSTMENTS
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Expense Administrator 
EXPENSE ADMINISTRATOR users maintain travel 
and expense setup, configuration and approver 
assignments. They also troubleshoot expense 




