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Preface

Understanding the PeopleSoft Online Help and PeopleBooks

The PeopleSoft Online Help is a website that enables you to view all help content for PeopleSoft
applications and PeopleTools. The help provides standard navigation and full-text searching, as well as
context-sensitive online help for PeopleSoft users.

Hosted PeopleSoft Online Help

You can access the hosted PeopleSoft Online Help on the Oracle Help Center. The hosted PeopleSoft
Online Help is updated on a regular schedule, ensuring that you have access to the most current
documentation. This reduces the need to view separate documentation posts for application maintenance
on My Oracle Support. The hosted PeopleSoft Online Help is available in English only.

To configure the context-sensitive help for your PeopleSoft applications to use the Oracle Help Center,
see Configuring Context-Sensitive Help Using the Hosted Online Help Website.

Locally Installed Help

If you’re setting up an on-premise PeopleSoft environment, and your organization has firewall restrictions
that prevent you from using the hosted PeopleSoft Online Help, you can install the online help locally.
See Configuring Context-Sensitive Help Using a Locally Installed Online Help Website.

Downloadable PeopleBook PDF Files

You can access downloadable PDF versions of the help content in the traditional PeopleBook format on
the Oracle Help Center. The content in the PeopleBook PDFs is the same as the content in the PeopleSoft
Online Help, but it has a different structure and it does not include the interactive navigation features that
are available in the online help.

Common Help Documentation

Common help documentation contains information that applies to multiple applications. The two main
types of common help are:

*  Application Fundamentals
» Using PeopleSoft Applications

Most product families provide a set of application fundamentals help topics that discuss essential
information about the setup and design of your system. This information applies to many or all
applications in the PeopleSoft product family. Whether you are implementing a single application, some
combination of applications within the product family, or the entire product family, you should be familiar
with the contents of the appropriate application fundamentals help. They provide the starting points for
fundamental implementation tasks.
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In addition, the PeopleTools: Applications User's Guide introduces you to the various elements of the
PeopleSoft Pure Internet Architecture. It also explains how to use the navigational hierarchy, components,
and pages to perform basic functions as you navigate through the system. While your application or
implementation may differ, the topics in this user’s guide provide general information about using
PeopleSoft applications.

Field and Control Definitions

PeopleSoft documentation includes definitions for most fields and controls that appear on application
pages. These definitions describe how to use a field or control, where populated values come from, the
effects of selecting certain values, and so on. If a field or control is not defined, then it either requires
no additional explanation or is documented in a common elements section earlier in the documentation.
For example, the Date field rarely requires additional explanation and may not be defined in the
documentation for some pages.

Typographical Conventions

The following table describes the typographical conventions that are used in the online help.

Typographical Convention Description

Key+Key Indicates a key combination action. For example, a plus sign
(+) between keys means that you must hold down the first key
while you press the second key. For Alt+W, hold down the Alt
key while you press the W key.

... (ellipses) Indicate that the preceding item or series can be repeated any
number of times in PeopleCode syntax.

{ } (curly braces) Indicate a choice between two options in PeopleCode syntax.
Options are separated by a pipe (| ).

[ ] (square brackets) Indicate optional items in PeopleCode syntax.

& (ampersand) When placed before a parameter in PeopleCode syntax,
an ampersand indicates that the parameter is an already
instantiated object.

Ampersands also precede all PeopleCode variables.

> This continuation character has been inserted at the end of a
line of code that has been wrapped at the page margin. The
code should be viewed or entered as a single, continuous line
of code without the continuation character.

ISO Country and Currency Codes

PeopleSoft Online Help topics use International Organization for Standardization (ISO) country and
currency codes to identify country-specific information and monetary amounts.
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ISO country codes may appear as country identifiers, and ISO currency codes may appear as currency
identifiers in your PeopleSoft documentation. Reference to an ISO country code in your documentation
does not imply that your application includes every ISO country code. The following example is a
country-specific heading: "(FRA) Hiring an Employee."

The PeopleSoft Currency Code table (CURRENCY CD TBL) contains sample currency code data. The
Currency Code table is based on ISO Standard 4217, "Codes for the representation of currencies," and
also relies on ISO country codes in the Country table (COUNTRY TBL). The navigation to the pages
where you maintain currency code and country information depends on which PeopleSoft applications
you are using. To access the pages for maintaining the Currency Code and Country tables, consult the
online help for your applications for more information.

Region and Industry Identifiers

Information that applies only to a specific region or industry is preceded by a standard identifier in
parentheses. This identifier typically appears at the beginning of a section heading, but it may also appear
at the beginning of a note or other text.

Example of a region-specific heading: "(Latin America) Setting Up Depreciation"

Region Identifiers

Regions are identified by the region name. The following region identifiers may appear in the PeopleSoft
Online Help:

¢ Asia Pacific
*  Europe
e Latin America

¢ North America

Industry Identifiers

Industries are identified by the industry name or by an abbreviation for that industry. The following
industry identifiers may appear in the PeopleSoft Online Help:

e USF (U.S. Federal)

¢ E&G (Education and Government)

Translations and Embedded Help

PeopleSoft 9.2 software applications include translated embedded help. With the 9.2 release, PeopleSoft
aligns with the other Oracle applications by focusing our translation efforts on embedded help. We

are not planning to translate our traditional online help and PeopleBooks documentation. Instead we
offer very direct translated help at crucial spots within our application through our embedded help
widgets. Additionally, we have a one-to-one mapping of application and help translations, meaning that
the software and embedded help translation footprint is identical—something we were never able to
accomplish in the past.
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Using and Managing the PeopleSoft Online Help

Select About This Help in the left navigation panel on any page in the PeopleSoft Online Help to see
information on the following topics:

» Using the PeopleSoft Online Help.
* Managing hosted Online Help.

* Managing locally installed PeopleSoft Online Help.

PeopleSoft FSCM Related Links

Oracle Help Center

Hosted Online Help

PeopleSoft Information Portal

My Oracle Support

Financial and Supply Chain Management information for Search Framework search engine can be found
in PeopleSoft Application Fundamentals documentation. For application specific information, see the
"Understanding Search Pages within Components " (Application Fundamentals) topic.

PeopleSoft Training from Oracle University

PeopleSoft Video Feature Overviews on YouTube

PeopleSoft Business Process Maps (Microsoft Visio format)

PeopleSoft Spotlight Series

Contact Us

Send your suggestions to psoft-infodev_us@oracle.com.

Please include the applications update image or PeopleTools release that you’re using.

Follow Us

Icon Link

@ YouTube
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Icon

Link

Twitter@PeopleSoft Info.

PeopleSoft Blogs

LinkedIn
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Chapter 1

Getting Started with PeopleSoft Expenses

PeopleSoft Expenses Business Processes

This diagram displays the business processes supported by PeopleSoft Expenses, which includes
loading employee data, maintaining employee profiles, loading external information, processing travel
authorizations, cash advances, expense reports, time reports and posting liabilities, payments and

adjustments:
— Lhelli Ly Load External Process Travel
Employee Employee . o

Information Authorizations

Data Profiles

Process Cash FIEREE Process Time e [ T
Advances Expense Reporis Post Liabilities and
Reports Adjustments

These business processes are discusses in the business process topics.

PeopleSoft Expenses Integration Touchpoints

To fully take advantage of PeopleSoft Expenses, it is important to understand the points of integration
between PeopleSoft Expenses and the other PeopleSoft applications that you have purchased, such as:

*  Human Resources.

* North American Payroll.
* Time and Labor.

e Project Costing.

» Payables.

* General Ledger.

*  Commitment Control.

Because applications share information, you must plan to work closely with the implementation teams
that install other Oracle's PeopleSoft applications to ensure that Oracle's PeopleSoft provides the full
functionality and efficiency that your organization requires.
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Integration considerations are discussed in the Integrating topics. Supplemental information about third-
party applications is on the My Oracle Support website.

PeopleSoft Human Resources

If you use PeopleSoft Human Resources, you can populate the employee tables using the enterprise
integrations tools delivered with the PeopleSoft Financials database.

PeopleSoft North American Payroll

In PeopleSoft Expenses, you can designate whether you want employee reimbursements processed

by PeopleSoft Payables or by PeopleSoft North American Payroll. If you use your payroll system,
application messages transmit data (earnings codes, bank data, and payment data) between the payroll and
expense systems on the message node PSFT HR.

PeopleSoft Time and Labor

PeopleSoft Expenses enables you to collect data on how much time employees spend on various projects.
PeopleSoft Expenses publishes elapsed time data to PeopleSoft Time and Labor and subscribes to time
reporting codes.

PeopleSoft Project Costing
PeopleSoft Expenses supports PeopleSoft Project Costing in several ways:

*  When you create expense documents, you can charge expenses to ChartFields specific to PeopleSoft
Project Costing that require approval by a project manager.

After approval and posting, transactions charged to projects populate the PeopleSoft Expenses
Accounting Line table (EX ACCTG_LINE).

*  PeopleSoft Project Costing Cost Collection - Expenses Application Engine process (PC_EX TO_PC)
then pulls expense transactions into its own tables where billable items can be passed to PeopleSoft
Billing.

* PeopleSoft Expenses provides time reporting data to PeopleSoft Project Costing.

The PeopleSoft Expenses/Project Time Staging Application Engine process (EX PC TM_STG)
writes data to the Expenses/Projects Resource Staging table (EX PROJ RES STG). From there,
the PeopleSoft Project Costing Application Engine process (PC_EX TO PC) pulls the staged time
reporting data into its own tables.

If PeopleSoft Project Costing is installed and you selected the Enable One Step Staging check box
on the Installation Options - Expenses page, the EX PC_TM_STG process automatically calls the
PC_EX TO_PC process. If you have not selected the Enable One Step Staging check box, you must
manually run the PC_EX TO_PC process after the EX PC_TM_STG process completes.

Note: Although EX PROJ RES STG is used to stage entries to PeopleSoft Project Costing, this is
not a temporary table and should not be deleted.
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PeopleSoft Payables

When expense reports and cash advances are approved for payment, PeopleSoft Expenses stages
data for payment processing by PeopleSoft Payables. PeopleSoft Expense report data is staged in
EX SHEET PYMNT, and cash advance data is staged in EX ADVNCE PYMNT.

PeopleSoft General Ledger

PeopleSoft Expenses stages expense data in EX ACCTG_LINE for posting to PeopleSoft General
Ledger. The PeopleSoft Expenses accounting entries are then picked up from this table by the Journal
Generator, which prepares journals for posting to your actuals or recording ledger, based on the journal
generator template defined for Expenses.

PeopleSoft Commitment Control

If your organization uses PeopleSoft Commitment Control, you must budget-check travel authorizations
and expense reports. You can configure PeopleSoft Expenses on the Expenses Options page to require
budget-checking prior to approval or after approval. When a budget-checking exception occurs, you can
navigate to the Commitment Control Exception page to view these errors directly from the PeopleSoft
Expenses page. Alternatively, you can navigate through the Portal menu to access these pages directly
through the PeopleSoft Commitment Control menu.

PeopleSoft Expenses Implementation

PeopleSoft Setup Manager enables you to review a list of setup tasks for your organization for the
products that you are implementing. The setup tasks include the components that you must set up, listed
in the order in which you must enter data into the component tables, and links to the corresponding
documentation.

PeopleSoft Expenses also provides component interfaces to help you load data from your existing system
into Expenses tables. Use the Excel to Component Interface utility with the component interfaces to
populate the tables.

This table lists all of the components that have component interfaces:

PeopleSoft Expenses Component | Component Interface Reference
Distance Rate (EX_AUTO _RT TBL) EX AUTO_RATE SETUP See Setting Up Distance Rates.
Expense Type - Corporate Card (EX EX CCET MAP SETUP See Mapping Corporate Card Data.

CCET_MAP TBL)

Country Code (EX_COUNTRY_MAP_ | EX COUNTRY_MAP_SETUP See Country Code Page.
PNL)

Currency Code (EX_CURRNCY_MAP |EX CURRENCY_MAP SETUP See Currency Code Page.
_PNL)
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PeopleSoft Expenses Component

Component Interface

Reference

Expense Location (EX LOCTION
MAP_PNL)

EX_LOCATION_ MAP_SETUP

See Expense Location Page.

Merchant Category Group (EX VIS
MCG_TBL)

EX_VIS_MCG_MAP_SETUP

See Merchant Category Group Page.

Employee Profile - Organizational Data
(EX_EE_PROFILE2)

EX EE ORG DTA SETUP

See Maintaining Employee
Organizational Data.

Employee Profile - Bank Accounts (EX
EE_PYMNT_DTL)

EX_EE ORG DTA_SETUP

See Maintaining Employee Bank
Account Data.

Expense Location (EX _LOCATION)

EX LOCATION_SETUP

See Setting Up Expense Locations and
Amounts.

Expense Types 1 (EX EXPENSE
TYPESI)

EX_TYPES SETUP

See Setting Up Expense Types.

Expenses Types 2 (EX_EXPENSE
TYPES2)

EX_TYPES_SETUP

See Setting Up Expense Types.

Expense Location Amount (EX LOC
AMOUNT)

EX_LOC_AMOUNT SETUP

See Setting Up Expense Locations and
Amounts.

Preferred Merchant (EX_MERCHANT)

EX _MERCHANT SETUP

See Setting Up Preferred Merchants.

Local Tax Table (LOCAL_TAX_TBL)

EX_LOCAL TAX_SETUP

See Setting Up Local Tax Tables.

Other Sources of Information

In the implementation planning phase, take advantage of all of Oracle's PeopleSoft sources of
information, including the installation guides, data models, business process maps, and troubleshooting

guidelines.

See Also: Peoplelools: Integration Broker Service Operations Monitor and PeopleTools: Integration

Broker Testing Utilities and Tools.
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Navigating in PeopleSoft Expenses

PeopleSoft Expenses provides custom navigation center pages that contain groupings of folders that

support a specific business process, task, or user role.

Note: In addition to the PeopleSoft Expenses custom navigation center pages, Oracle's PeopleSoft
provides menu navigation and standard navigation pages.

For additional information about navigating in PeopleSoft, see PeopleTools: Applications User's Guide

Pages Used to Navigate in PeopleSoft Expenses

This table lists the custom navigation pages that are used to navigate in PeopleSoft Expenses:

Page Name

Usage

Employee Travel and Expense Center

Access the key areas to manage expense transactions, profiles
and preferences, and other expense functions.

Note: Users can only enter expense transactions for employees
if they are an authorized user for that employee.

Cash Advances

Create, modify, print, view, or delete cash advances.

Expense Reports

Create, modify, print, view, or delete expense reports.

Forecast Time

Create, modify, or view forecast data.

Travel Services

View and manage unused reservations for an employee,
manage user maintained travel partner passwords, and log on
to travel partner sites.

Other Expense Functions

View contents in My Wallet, create your own template, or
modify an existing template.

Print Reports

Print any one of your expense transactions.

Profiles and Preferences

Manage your personal, organizational, and financial details for
travel and expense reporting.
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Page Name

Usage

Review Payments

Review history of expense payments.

Time Reports

Create, modify, print, view, or delete time reports.

Travel Authorizations

Create, modify, print, view, delete, or cancel travel
authorizations.

Manager Travel and Expense Center

Access the key areas to perform manager approvals and budget
checks, manage security, review payments, and access analysis
tools.

Analysis Access analysis tools for time and expense entries.

Approvals Approve expense transactions and modify approved expense
transactions.

Budget Check Request budget check, review budget exceptions and cancel

approved travel authorizations.

Manage Security

Authorize users, set up approvers and reassign work.

Print Reports

Print management reports for travel expenses.

Profiles and Preferences

Manage your personal, organizational, and financial details for
travel and expense reporting.

Review Payments

Review history of expense payments.

(Centralized) Travel and Expense Center

Access the key areas to manage expense transactions, verify
receipts, review payments, and handle other expense functions.

Note: Access to expense transactions using this navigation is
generally restricted to management personnel and authorized
users.

Cash Advance

Create, modify, print, view, or delete cash advances.

Expense Report

Create, modify, print, view, or delete expense reports.

Forecast Time

Create, modify, or view forecast data.

Travel Services

View and manage unused reservations for an employee,
manage user maintained travel partner passwords, and log on
to travel partner sites.
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Page Name

Usage

Other Expense Functions

View contents of My Wallet, create templates, or modify
existing templates.

Print Reports

Print any one of your expense transactions.

Review Payments

Review history of expense payments.

Time Report

Create, modify, print, view, or delete a time report.

Travel Authorization

Create, modify, print, view, cancel, or delete a travel
authorization.

Verify Receipts

Confirm that receipts have been received and verify that
receipts match expense report values.

Travel and Exp Admin Center

Access the key areas to perform administrative functions, such
as load data, process transactions, and define your Expenses
system.

Adjust Accounting Entries

Adjust expense report accounting entries before they are
posted.

Define Expense System

Define accounting, location amounts, roles, and other setup
data for your expense system.

Load Data Load employee date, update employee profiles, and load
corporate card date for streamlined entry.
Manage Approvals Set up approval, audit, and workflow rules, configure approver

filters and privileges for reviewing and approving transactions.

Manage Notifications

Set up workflow rules, and request notifications to process for
various transactions.

Manage Security

Authorize users, set up approvers, and reassign work.

Print Reports

Print Travel and Expense related reports.

Process Transactions

Request expense processing, update pagelets, generate
employee notifications, and reroute approvals.

Profiles and Preferences

Manage your personal, organizational, and financial details for
travel and expense reporting.
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Page Name

Usage

Review Payments

Review payment information.

View Accounting Entries

Review accounting entries prior to posting to the general
ledger.

Travel Administration

Access the key areas to manage travel partner information,
assign groups of travelers to travel partners, and run the
processes to import and export employee travel profiles.

Assign Travelers

Assign travelers to travel groups by business unit and
department. You can also remove travelers from travel groups
using this component.

Define Travel Partner

Set up travel partners in the system and configure the travel
partner options. This includes defining the URL used to access
the travel partner site, and defining the rules that are used with
any associated travel groups.

Export Travel Profiles

Administrators can run the batch process to send new, updated
or deleted employee travel profile data to a travel partner.

Import Travel Profiles

Administrators can run the process to import employee
travel profiles from an existing travel partner to populate the
PeopleSoft Expenses Travel Profile tables.

View Travel Group Assignments

Administrators can view employee travel group and travel
partner assignments.

Viewing Travel and Expense Navigation Collections

This topic provides an overview of Navigation Collections and discusses how to set up navigation

collections.

Pages Used to View Navigation Collections

Page Name

Definition Name

Usage

Navigation Collections - Find an
Existing Collection Page

PTPP_SCSRCH

Search for an existing Navigation
Collection that you want to edit or delete.
Access pages that you can use to create
new Navigation Collections.

Maintain Collection - Navigation
Collection Page

PTPP_SCMAINTCOLL Maintain Navigation Collections.

38
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Understanding Navigation Collections

Navigation collections are sets of links into Financials database that support the users' ability to perform
key business processes in a services organization. PeopleSoft delivers Navigation Collections to facilitate
the performance of key business processes. The primary users of Navigation Collections are directors,
resource supervisors, project and program managers, resources, and contract and billing administrators.
System administrators can modify a Navigation Collection to include links to any component or page in
the Financials database.

Viewing Travel and Expense Navigation Collections

Travel and Expense Navigation Collections group common functional areas used in Travel and Expense
into a single tile. This tile can be added to the Fluid Homepage so that a user can have easy access to the
Travel and Expense functional areas grouped under the Travel and Expense Navigation Collections.

To view Navigation Collections in Travel and Expense:

Navigation:

Select Personalize Homepage link on the PeopleSoft Fluid Homepage.

Select Add Tile >FSCM Navigation Collections >Travel and Expense, Save.

Select the Travel and Expense tile on the Fluid Home Page.

This example illustrates the fields and controls on the Travel and Expense Navigation Collections.

< Employee Self Service Travel and Expense a Q™

z

lew Window
@ Time and Expense Mgmt v § §
Employee Profile (Edit)

Enter any information you have:

Update Profile

Find an Existing Value

Approve Transactions -
Search Criteria

Modify Approved Transactions Searchby: [Employee D v |begins with
Authorize Expense Users
Search Advanced Search

Reassign Approval Work

) Time & Expense Process v Find an Existing Value | Add a New Value

=} Reporting and Analysis v n

Expenses WorkCenter

Navigation Collections - Find an Existing Collection Page

Use the Navigation Collections - Find an Existing Collection page (PTPP_SCSRCH) to search for an
existing Navigation Collection that you want to edit or delete.

You can use these to create new Navigation Collections.
Navigation:

PeopleTools > Portal > Portal Utilities > Navigation Collections

Copyright © 1988, 2022, Oracle and/or its affiliates. 39



Navigating in PeopleSoft Expenses Chapter 2

Maintain Collection - Navigation Collection Page

40

Use the Maintain Collection - Navigation Collection page (PTPP_SCMAINTCOLL) to maintain
Navigation Collections.

Navigation:

Select the Edit link for an existing Navigation Collection on the Navigation Collections - Find an
Existing Collection page.

Administrators can modify Navigation Collections as follows:

1. Search for the navigation collection that identifies the business process that you want to modify.
2. Select the Edit link corresponding to the Navigation Collection.

3. Add or edit links or folders on the Maintain Collection - Navigation Collection page.

See PeopleTools: Portal Technology, "Working With Navigation Pages."
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Understanding the Expense System Operational Structure

PeopleSoft applications define a business unit as an operational subset of your organization, which
enables you to plan operations around the way you work. PeopleSoft Expenses uses general ledger
business units to establish defaults such as minimum receipt amounts, cash advance limits, time reporting
options and thresholds, journal templates, automatic approval thresholds, and PeopleSoft Commitment
Control and value-added tax (VAT) options.

Before you implement an application for your organization, consider how your business operates. To
make the most of the flexible PeopleSoft application design, you must first decide how you want to map
your operational business structures for PeopleSoft Expenses.

Configuring Business Units for PeopleSoft Expenses

To set up business units and SetIDs for PeopleSoft Expenses, use the following components:

* Expenses Definition (BUS UNIT TBL EX.GBL)

» Expenses Options (BUS_UNIT_OPT EX.GBL)

Use the BUS_UNIT _TBL EX component interface to load data into the tables for the PeopleSoft

Expenses Definition component.

Pages Used to Configure Business Units for PeopleSoft Expenses

Page Name Definition Name Usage

Expenses Definition - Business Unit 1 BUS UNIT TBL EXI1 Define a PeopleSoft Expenses business
Page unit.

Expenses Definition - Business Unit 2 BUS UNIT TBL EX2 Designate business unit specifications
Page for journal templates, time reporting,

automatic approval thresholds, project
time options, and grace periods.

Business Unit Privileges Page EX BU PRIV Assign privilege templates to a business
unit.
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Page Name

Definition Name

Usage

Expenses Definition - VAT Options Page

BUS _UNIT TBL EX3

Establish VAT parameters for the
business unit.

Receipts Required Page

BUS_UNIT _TBL_EX4

Determine expense receipt requirements
for the business unit.

Expenses Definition - Text Message
Page

BUS_UNIT TBL_EX5

Allow organizations to setup a Twilio
account and the text message format that
should be used to send to Twilio.

Expenses Options Page

BUS_UNIT OPT EX

Establish payment defaults, Commitment
Control options, and approval
preferences for a SetID.

Use the Expenses Definition - Business Unit 1 page (BUS_UNIT TBL EX1) to define a PeopleSoft

Expenses business unit.

Navigation:

Set Up Financials/Supply Chain >Business Unit Related >Expenses >Expenses Definition
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This example illustrates the fields and controls on the Expenses Definition - Business Unit 1 page. You
can find definitions for the fields and controls later on this page.

< Employee Self Service

‘ Business Unit 1 Business Unit 2 Business Unit Privileges
GLUnit US001 US001 NEW YORK OPERATIONS
Default Information Advance

Base Currency USD  Dollar
Max Ad

“Country USA Q| USA

Template STANDARD Q.

O Enable India GST

Payment Information

DUNS Number “Location | US001

Total Amount Limits

O Allow Changes to Expense Type
Require a Reason Code

Expense Report Doc Type

Post Q
Override

Close Q

Unpost Q

Period End Accruals
O Accrue Unprocessed Expenses

O Accrue Wallet Entries
O Accrue for Billable Expenses

save Return to Search Notify

Business Unit 1 | Business Unit2 | Business Unit Privileges | VAT Options

VAT Options

Options

Allow Advance

vance Amount for BU

Twilio Integration

[ Text Message

Q| USA - New York

Receipt Amount

Pre-Payment Amount 000 Minimum Receipt Amount
Post-Payment Amount 000
Payroll Gross Up Estimate
Gross Up Percent | 38.0000
Change Expense Type from My Wallet Download Cash Advance Doc Type

Post

Close

O Override Authorized Amounts

O Override Per Diem

O Override Group Location Amount

Receipts Required

Receipts Required

A Qv

New Window | Help | Personalize Page *

Field or Control

Description

Update Open Periods

Click to display the Open Period Update (OPEN_PERIOD
SINGLE) page and define open period beginning and ending
dates for PeopleSoft Expenses that are different from open
period date ranges in PeopleSoft General Ledger. This feature
enables you to control the transactions created and submitted
with a specific accounting date. The accounting date of the
transaction is checked against the begin and end dates of the
open period defined for the fiscal year to verify whether the
transaction is eligible for submission.

Default Information

Field or Control

Description

Base Currency

Displays the primary currency for a general ledger business

unit, which can have only one base currency.
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Field or Control

Description

Country

Select a country for PeopleSoft Expenses to use as the default
country for the general ledger business unit. PeopleSoft
Expenses refers to this field for VAT and distance rates.

Template

Select an accounting entry template that specifies what
ChartFields to charge for accounting entries from your
expense system.

Enable India GST

Select this check box to enable India GST for a Business Unit
in Expenses. Once selected, all the Expenses functionality

for India GST will be available to the users belonging to the
business unit.

Advance Options

Field or Control

Description

Allow Advance

Select if this business unit uses cash advances. If this option
is selected, enter a value in the Max Advance Amount for
BU (maximum advance amount for the business unit) field. If
you do not select the Allow Advance check box, the system
prevents employees in this business unit from creating cash

advances.

If you change the Allow Advance or Max Advance Amount
for BU field, PeopleSoft Expenses automatically updates the
employee profiles.

Twilio Integration

Field or Control

Description

Text Message

Select to allow an employee belonging to the business unit to
send text message via Twilio.

If this check box is not selected, the Text Message tab will not
be displayed on the Business Unit 1 page.

For more information on Twilio, see https://www.twilio.com

44
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Field or Control

Description

DUNS Number Dun & Bradstreet assigns this optional field for tracking
purposes.
See ."Obtaining D and B Credit Reports" (PeopleSoft Order to
Cash Common Information)

Location Select a business unit address to print on payment forms.

Total Amount Limits

Field or Control

Description

Prepayment Amount and Post-Payment Amount

Enter a maximum amount for an expense report. If the
Amount Exceeded refinement is selected on the Approval
Refinement Template page, PeopleSoft Expenses directs
expense reports that exceed this amount to the auditor.

The prepayment amount applies to all approvers types before
payment.

The system default is 0 for both fields, which means that no
limits are placed on these values.

Change Expense Type from My Wallet Download

Field or Control

Description

Allow Changes to Expense Type

Select this check box to allow changing the expense type on
the expense report for expense entries imported from My
Wallet.

Require a Reason Code

Select this check box to set the requirement to enter a reason
code on the expense report whenever an expense type is

modified on expense entries imported from My Wallet.
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Field or Control

Description

Minimum Receipt Amount

Specify the minimum expense amount for which a receipt is
required. For example, if you enter 75 EUR, employees from
this business unit must provide receipts for expenses over 75
EUR.

Note: This filed may be hidden if you are using the Receipts
Required feature. For information about the Receipts Required

feature, see Understanding Receipt Options for Expense
Reports.

Payroll Gross Up Estimate

Field or Control

Description

Gross Up Percent

Enter a percentage to use for tax calculations. For example, if
an employee is to receive a net amount of 1,000 GBP and the
gross up estimate for taxes is 20 percent, you would pay the
employee 1,200 GBP.

When your organization agrees to pay a taxable lump sum
for expenses such as moving costs, you can ensure that the
employee receives the correct amount by estimating the

percentage of tax and adding the amount to the committed

amount.

The percentage that you enter in this field is an estimate of the
liability to your organization. The payroll system determines
the actual grossed up amount.

Expense Report Doc Type (Expense Report Document Type)

Field or Control

Description

Post, Unpost, and Close

If you use document sequencing, select a document type to
generate document numbers for expense reports. If you do
not require various sets of document numbers, use the same

document type for all three processes.
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Cash Advance Doc Type (Cash Advance Document Type)

Field or Control

Description

Post and Close

If you use document sequencing, select a document type to
generate document numbers for cash advances. If you do
not require various sets of document numbers, use the same

document type for both processes.

Period End Accruals

Field or Control

Description

Accrue Unprocessed Expenses

Select to enable period end accrual processing for expense

sheets.

Note: A journal generator template for period end accruals
must be established on the Expenses Definition - Business
Unit 2 page to enable this functionality.

Accrue Wallet Entries

Select to enable period end accrual processing for My Wallet

transactions.

Note: A journal generator template for period end accruals
must be established on the Expenses Definition - Business
Unit 2 page to enable this functionality.

Accrue for Billable Expenses

Select to enable period end accrual processing for billable

expenses.

Commitment Control for Accrual

Select to enable commitment control for accrual processing.
When this option is selected, expense and encumbrance relief
entries are created during the Period End Accruals process for

PeopleSoft Expenses.

See Understanding Period End Accrual Processing for PeopleSoft Expenses.
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Override

Field or Control Description

Override Authorized Amounts Select to allow anyone in this business unit to ignore location

amounts associated with expense types.

If this option is not selected, employees in this business

unit can enter amounts up to the authorized amount plus the
benchmark tolerance for any expense type. If employees enter
amounts above the authorized amount plus the benchmark
tolerance, the system requires them to enter an exception
comment.

Override Per Diem Select to allow an employee in this business unit to enter
any amount for an expense type that is a per diem expense
type. If he or she exceeds the authorized amount plus the
benchmark tolerance, the system requires the employee to

enter an exception comment.

If this option is not selected, employees in this business unit
can enter an amount up to the authorized amount plus the
benchmark tolerance for an expense type that is a per diem
expense type. If an employee tries to enter an amount above
the authorized amount plus the benchmark tolerance, the
system displays an error message.

Override Loc Amt Group Select to allow anyone in this business unit to ignore location
amounts associated with an expense type group. If this check
box is not selected, employees in this business unit can enter
amounts up to the authorized amount for any expense type
group. If employees enter amounts above the authorized
amount, the system requires them to enter an exception

comment.

Disable DCAA (disable Defense Contract Audit Agency) Select to disable the requirement to enforce DCAA audit
requirements for a general ledger business unit.

Note: PeopleSoft Expenses displays this check box if DCAA
Enabled is selected on the Installation Options - Expenses

page.

Expenses Definition - Business Unit 2 Page

Use the Expenses Definition - Business Unit 2 page (BUS_UNIT _TBL EX2) to designate business unit
specifications for journal templates, time reporting, automatic approval thresholds, project time options,
and grace periods.
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Navigation:

Set Up Financials/Supply Chain > Business Unit Related > Expenses > Expenses Definition. Select
Business Unit 2.

This example illustrates the fields and controls on the Expenses Definition - Business Unit 2 page. You
can find definitions for the fields and controls later on this page.

New Window | Help | Personalize Page ~
Business Unit 1 || Business Unit2 Business Unit Privileges | | VAT Options Receipts Required

GL Unit  US001 US001 NEW YORK OPERATIONS
Journal Generator Templates

Accruals |EXACCRUAL Q. Eypense Accruals

“Payments |EXPAYMENT = Q | Eypense Payments
“Closes [EXCLOSE Q' Expense Sheet Close

Period End Accruals |EX_PACCRUE Q | Eypense Period End Accruals

“Cancels |EXCANCEL Q| Eypense Canceled Payments

Grace Period

Inactive Employee Submissions:

Cash Advance Overdue | 10| days
Time Report days
Credit Card Data Overdue | 10| days
Expense Report days
@Exception  ODisallow
Comments Required for Transactions Older Than 180 days
Time Reporting Options
Time Report Period | Weekly | Time Grid Display
“Ending Day of Period | Saturday v ©®Both Time Grids

OProject Time Grid Only

HoursPerDay | 8 OPolicy Time Grid Only

Import Time from Primaverato | Expenses . i
Project Time Options

Time Report Thresholds Select Project ChartFields Display
®Codes
OnDescriptions
Alert Actions
Less than minimum hours O Disable Future Entry
©Warning Orror O Allow Entry of ETC
Greater than maximum hours:
®Wiarming OError
Process Time to Projects When
Per Period Thresholds
Minimum hours @Entire Timesheet is Approved
O Timeshest Line is Approved
Maximum hours
Auto Approval Thresholds Distance Accumulation Calendar
Monetary Amount Threshold usD ©Use Calendar Year

o if
% Variance from Travel Auth Use Specified Calendar

Auto Approve Only if No Risk

GPS Calculator Options
[ Display Distance Calculator Road Preference | Highway v

& Require Comments to Override Route Preference | Fastest v

Journal Generator Templates

Select the templates for the business unit to use for accruals, payments, closes, period end accruals, and
cancels. Your system may have different templates if you use different accounting entry journals for
PeopleSoft Expenses.

Note: The template that is selected for the Period End Accruals field cannot create reversal entries.

Grace Period

Establish the number of days after which employees must submit expense transactions for processing:
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Field or Control

Description

Cash Advance Overdue

The default is 90 days. This number applies to cash advances
that have not been processed and reconciled.

Credit Card Data Overdue

The default is 30 days. This number applies to credit card
data loaded into the expenses system but not processed in an
expense report.

Inactive Employee SubmissionsTime Report and Expense
Report

Enter the number of days to allow an authorized employee

to enter time reports or expense reports on behalf of an
inactive employee. The number of days refers to the time since
the employee became inactive (using employee status and
action date). At submit time, PeopleSoft Expenses checks the
employee status and action date. If the employee is inactive,
PeopleSoft Expenses verifies whether the grace period has
been exceeded and, if so, issues an error message to prevent
further processing of the expense transaction.

Exception Comments Required for Transactions Older
Than number of days

Select to indicate that transaction that are older than the
number of days specified in the days field require the
employee to enter a comment. The comment should explain
why the expense transaction is being submitted after the
number of days specified. If you leave the days field blank,
then system does not check for this feature and does not
require a comment, regardless of how long it has been since
the transaction occurred. For more information about entering
Exception Comments on Expense Reports, see Common
Elements Used to Create or Modify Expense Reports

Disallow Transactions Older Than number of days

Select to indicate that your organization does not accept
expense transactions that are older than the number of days
specified in the days field. If you leave the days field blank,
then system does not check for this feature regardless of how
long it has been since the transaction occurred.

Time Reporting Options

Field or Control

Description

Time Report Period

Select the frequency with which employees in this business
unit report their work hours. This parameter is used for time
reports to determine the number of days to display for time
entry. The default is Weekly; you can also select Daily, Bi-
Weekly, or Semi-Monthly.
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Field or Control Description

Ending Day of Period The default is Friday. This field signifies the ending day for
the time reporting period. This field applies only to weekly and
biweekly time collection frequencies.

Note: If you use PeopleSoft Forecast Collection, the forecast
collection ending day on the Forecast Configuration page must
match this ending day.

Hours Per Day Enter the number of hours that make up a work day for the
business unit. The default value is eight, but the value can

be overridden to enter a longer or shorter work day. When

an employee enters his or her time on the Time Report
Summary page, the system uses the value entered in this field
to calculate the employee's overtime each day.

Import Time from Primavera to Select Expenses or Project Costing. This field is not available
if Program Management is not installed.

Time Grid Display

Select to display the project grid, the policy grid, or both on time reports. If you select to display the
project or policy grid, PeopleSoft Expenses hides the other grid and the totals and functionality in the
hidden grid will be inaccessible on time reports.

Project Time Options

Field or Control Description

Select Project ChartFields Display Select to display PeopleSoft Project Costing ChartField codes
or descriptions on time reports.

Disable Future Entry Select to prohibit employees in the general ledger business unit
from entering time against projects on a time report that has
not yet been worked.

Allow Entry of ETC (estimate to complete) PeopleSoft Expenses displays this check box if PeopleSoft
Program Management is installed. Select to enable employees
in the general ledger business unit to view remaining work
hours for their projects and enter a new estimate of hours to

complete projects on their time reports.

If you do not select the check box, PeopleSoft Expenses does
not display the Remaining Work and New Estimate fields on
the Time Report Summary page.
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Time Report Thresholds

Establish thresholds for PeopleSoft Expenses to issue warnings or error messages if employees submit
time reports over or under the required number of hours for a time reporting period. You can set time
reporting thresholds by general ledger business unit or by employee.

See Maintaining Employee Organizational Data.

Field or Control Description

Alert Actions Select to issue warnings or errors for employees who submit
time reports that are less than the minimum number of hours
or greater than the maximum number of hours for a time
reporting period.

Per Period Thresholds Enter the minimum and maximum number of hours for a
time reporting period for PeopleSoft Expenses to use to issue

warnings or errors.

Process Time to Project When

Use this section to indicate when time sheets can be sent to Project Costing when the Stage Time to
Project Costing option is selected on the Expense Processes page.

Field or Control Description

Entire Timesheet is Approved Select to indicate that the system can send timesheets to
Project Costing only when the timesheet is approved.

Entire Line is Approved Select to indicate that the system can send timesheet lines to
Project costing when an individual timesheet line is approved.

Note: If a timesheet line is approved and sent to Project
Costing, the line will not be available to edit if the timesheet is
sent back to the employee by a different approver.

If a timesheet line is approved and sent to Project Costing,

and an approver tries to deny the timesheet report, then a
message is displayed indicating that some lines have been sent
to Project Costing and those lines cannot be denied.

For more information about expense processes, see Running Expense Transaction Processes

Auto Approval Thresholds

The options in this group box are active only when the Auto Approve option is selected on the
Transaction Definition page for the expense report, travel authorization, and cash advance transaction

type.
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Field or Control

Description

Monetary Amount Threshold

If the total amount of the expense report, travel authorization,
or cash advance is less than or equal to the monetary threshold
amount, PeopleSoft Expenses automatically approves the
transaction. If you do not enter an amount in this field,
PeopleSoft Expenses does not automatically approve the
transactions, even if you enabled the automatic approval
functionality.

% Variance from Travel Auth (percent variance from travel

authorization)

Enter a variance percentage for PeopleSoft Expenses to
automatically approve expense reports created from travel
authorizations. PeopleSoft Expenses calculates the difference
between the expense report total amount and the travel
authorization total amount as a percentage. If the percent
difference is less than or equal to the percent variance,
PeopleSoft Expenses automatically approves the expense

report.

If you do not enter a percent variance, PeopleSoft Expenses
does not automatically approve expense reports based on its
variance from the travel authorization, even if you enabled the
automatic approval functionality. If the amount of the expense
transaction exceeds the variance, but is within the monetary
amount threshold, PeopleSoft Expenses automatically

approves the expense report.

Note: If PeopleSoft Commitment Control is enabled, PeopleSoft Expenses does not automatically
approve expense reports if the option to require a valid budget checking status prior to approval is
enforced and the budget status is set to require budget checking.

The Monetary Amount Threshold and % Variance from Travel Auth fields are not available if you

disable automatic approval for all transaction types.

Field or Control

Description

Auto Approve Only If No Risk

Select to indicate that transactions can be approved
automatically only when no risk is involved. The use of
this option depends upon whether your business unit uses
risk templates and you must enter a value in the Monetary
Amount Threshold field.

See Setting Up Risk Templates for PeopleSoft Expenses.

Distance Accumulation Calendar

PeopleSoft Expenses enables you to accumulate automobile distance based on a fiscal or calendar
year. When employees enter an automobile mileage expense on an expense report and specify the
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distance traveled, PeopleSoft Expenses looks at the calendar specified for the employees' business unit to
determine which year to add the distance to.

When employees enter an expense date for an automobile mileage expense on expense reports and the
distance rate is variable, PeopleSoft Expenses validates the date against the calendar that you establish on
the Expenses Definition - Business Unit 2 page and updates the accumulated distance for the appropriate
year.

Field or Control Description

Use Calendar Year Select to use the calendar year (January through December) to
accumulate automobile distance.

Use Specified Calendar Select to specify a detail calendar defined on the Calendar
Periods page (DETAIL_CALENDARI). The calendar that
you specify determines how PeopleSoft Expenses accumulates

automobile distance for employees within the business unit.

Warning! 1f you change options and employees in the business
unit have accumulated miles or kilometers, PeopleSoft
Expenses displays a warning that the change could invalidate

the existing accumulated distance data.

GPS Calculator Options

GPS Calculator allows you to set the options to automatically calculate distance by capturing the

starting and ending points for a trip. Once the distance is calculated, the trip is associated to a mileage
reimbursement rate based upon mapping rules, and the amount is then calculated and the relevant expense
line details are populated.

GPS Calculator uses Oracle Maps and eLocation Services to calculate mileage distance. For more
information, see https://oradocs-corp.sites.us2.oraclecloud.com/authsite/spatial/mapscloudservice/
termsofuse.html,

Field or Control Description

Display Distance Calculator Select to display the GPS Distance calculator in the Expense
Entry Page and My Wallet page to automatically calculate the

distance for mileage reimbursements.

Require Comments to Override Select to indicate if comments are required when expense
users makes changes to the calculated GPS distance in the
Expense Entry Page.

Road Preference Select an option to set the road preference. The option that
is set here will be used by the GPS Distance calculator to
calculate the distance.
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Field or Control

Description

Route Preference

Select an option to set the route preference. The option that
is set here will be used by the GPS Distance calculator to
calculate the distance.

Business Unit Privileges Page

Use the Expenses Definition - Business Unit Privileges page (EX BU_PRIV) to assign privilege

templates to a business unit.

Navigation:

Set Up Financials/Supply Chain > Business Unit Related > Expenses > Expenses Definition. Select

Business Unit Privileges.

This example illustrates the fields and controls on the Business Unit Privileges page. You can find
definitions for the fields and controls later on this page.

Privilege Templates

*Tranzaction Type

Business Unit 1 Business Unit 2

GL Umit US001 US001 NEW YORK OFPERATIONS

Personalize | Find | View Al | & | First 4 10f1 *' Last

Business Unit Privileges WAT Options

*Privilege Template

=

@, +] [=]

Use this page to assign a privilege template to a business unit for each transaction type.

Field or Control

Description

Transaction Type

Select a transaction. Options include Expense Report, Time
Report, and Travel Authorization.

Privilege Template

Select a template for the transaction. This template is used as
the default template for all employees in the business unit.

See Employee Privilege Template Page.

See Maintaining Employee Privilege Templates.

Expenses Definition - VAT Options Page

Use the Expenses Definition - VAT Options page (BUS_UNIT TBL _ EX3) to establish VAT parameters

for the business unit.
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Set Up Financials/Supply Chain > Business Unit Related > Expenses > Expenses Definition. Select

VAT Options.

This example illustrates the fields and controls on the Expenses Definition - VAT Options page. You can
find definitions for the fields and controls later on this page.

VAT Fields

Country USA United States

Province |NY QL New York

Business Unit 1 Business Unit 2 Business Unit Privileges VAT Options Receipts Required Text Message

GL Unit US001  US001 NEW YORK OPERATIONS

*Physical Nature| Goods

[ record Foreign VAT

VAT Default

[5] save | [GM Returnto Search || [=] Notify

Prorate Non-Recoverable VAT

Business Unit 1| Business Unit 2 | Business Unit Privileges | VAT Options | Receipts Required | Text Message

VAT Fields

Field or Control

Description

Physical Nature

Select Goods or Services for VAT treatment.

Record Foreign VAT (record foreign value-added tax)

Select to record foreign VAT on expense sheets, regardless of
whether you enabled VAT at the business unit level. This is for
customers who want to record and reclaim foreign VAT.

value-added tax)

Prorate Non-Recoverable VAT (prorate nonrecoverable

PeopleSoft Expenses generates an accounting line for
nonrecoverable VAT. If this check box is deselected,
nonrecoverable VAT is charged to the nonrecoverable VAT
account designated in the VAT code definition. When this
option is selected, nonrecoverable VAT is charged as an
expense to the general ledger ChartFields that are indicated in
the expense report accounting detail page.
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Field or Control

Description

Allocate Non-Recoverable VAT (allocate nonrecoverable
value-added tax)

If this option is selected, the accounting comes from the VAT
template. If deselected, the accounting comes from the VAT
accounting template.

Note: The Allocate Non-Recoverable VAT check box is
active only if the Prorate Non-Recoverable VAT check box
is deselected.

VAT Default

Click to access the VAT Defaults Setup page.

The VAT Default Setup page is a common page used to set
up VAT defaulting for all PeopleSoft applications that are
processing VAT transactions. On this page you can define the

PeopleSoft Expenses business unit defaults, as applicable.

See "Understanding VAT" (PeopleSoft Global Options and
Reports)

Receipts Required Page

Copyright

Use the Receipts Required (BUS_UNIT TBL EX4) page to determine expense receipt requirements for

the business unit.

Navigation:

Set Up Financials/Supply Chain > Business Unit Related > Expenses > Expenses

Definition >Receipts Required
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This example illustrates the fields and controls on the Receipts Required page.

< Employee Self Service

Expenses Definition

Business Unit 1 Business Unit 2

Receipts Configuration

Enforce Receipt Preferences

No Receipt Default Comment

Comments Required

ReceiptRequired |AM&¥s V|

B Enforce Receipt
B Header Receipt for Al Lines

Business Unit Privileges

GLUnit  US001 US001 NEW YORK OPERATIONS

HDR COMMENT

VAT Options

Receipts Required

Minimum Receipt Amount

Exceptions
(8)(2]

No Receipt Reason | NOTPRVD v

Attributes No Receipt Comments | II»

Minimum Receipt

40.00

“Expense Type *Payment Type “Receipt Required

1 ‘ Courier Service v (Al Values) v Aways v 20 uu‘
2 [ Entertainment - Meals v (All Values) v Always v 000|
3 [ Entertainment - Otner v (All Values) v Always v 10.00|
4 [ Groceries v (All Values) v Always - 500|
5 [ Automobile Mieage v (All Values) v Never - 3000
6 [ Miscellaneous Charges v (All Values) v Always - 000|

usp

usD

usD

usD

usD

usD

usD

Enforce Receipt

New Window | Help | Personalize Page

View All

+| [+] [+] [+] [+] [+]
]

This example illustrates the fields and controls on the Receipts Required page, No Receipt Comments tab.

Exceptions

=SS

“Expense Type

Aﬂr\butes‘ No Receipt Comments | II»

“Payment Type

©

o

Courier Service v‘ ‘ (All Values)
Entertainment - Meals ~| | i values) ~|
Entertainment - Other v [ i values) ~|
Groceries v‘ ‘ (All Values) v‘
Automobile Mileage ~| | i values) ~|
Miscellaneous Charges v| [ i values)

°

Comments o
Requireq No Receipt Comment

|TEsTVL20- LN

View All

No Receipt Reason
LOST v +‘ _‘

13

|TEsTVL10-LN

|TESTVLS - LN

NOTPRVI v T‘ —‘

NOTVISB v +‘ _‘

[TEsTVL30- 1N

LOST v +‘ —‘

\

<[+ =]

Use this page to determine the minimum receipt requirements for the business unit, or for a combination
of business unit, expense type, payment type, receipt required, and minimum receipt amount.

For additional information about receipt options, see Understanding Receipt Options for Expense Reports.

Note: The fields and sections that are available on this page are determine by the values selected in the
Receipts Configuration section of the "Installation Options - Expenses Page" (Application Fundamentals).

Receipts Configuration Section

Use this section to determine whether receipts are required for all expense reports at the header and line
levels. If receipts are required, then enter the general rule to be used when requiring receipts. This should
be the required parameters that apply to most expense lines for your organization.
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Field or Control

Description

Receipt Required

Select an option that determines whether receipts are required
for all expense reports in the business unit. This field appears
when Header Level, Line Level, or Header and Line is selected
in the Attachment Location field of the "Installation Options
- Expenses Page" (Application Fundamentals).

Options include:

*  Always: Select to indicate that a receipt is required for all

transactions in this business unit.

*  Never: Select to indicate that receipts are not required for

any transaction for this business unit.

In addition, there are no receipt links on the Expense
Entry page.

*  No Exc CC (no except for credit card feeds): Select
to indicate that a receipt is not required unless the
transaction is from a credit card feed.

*  Yes Exc CC (yes except for credit card feeds): Select to
indicate that a receipt is required, but not if the transaction
is from a credit card feed.
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Field or Control

Description

Minimum Receipt Amount

Enter an amount that determines the minimum amount that a

receipt is required for each line.

This field appears when Header Level, Line Level, or Header
and Line is selected in the Attachment Location field of
the "Installation Options - Expenses Page" (Application

Fundamentals).

If the amount of an expense line is greater than or equal to this
amount, the system may require a receipt depending on the
value selected in the Receipt Required field. Any amount that
is less than this amount, does not require a receipt.

If a line amount exceeds this amount and a receipt is required,

the system displays an error on the Expense Entry Page. See

Understanding Expense Report Errors in PeopleSoft Fluid.

When the Receipt Required field is:

*  No Exc CC, then the Minimum Receipt Amount field
only applies to expense lines that come from credit
card feeds. If an expense line is entered manually, then
the system does not require a receipt regardless of this

amount value.

*  Yes Exc CC, then the Minimum Receipt Amount field
only applies to expense lines that are entered manually.
If an expense line comes from a credit card feed, then
the system does not require a receipt regardless of this

amount value.

*  Never, then this field is automatically set to zero and is
not available to be changed.

The currency that appears next to this field comes from the
base currency determine on the Expenses Definition - Business

Unit 1 Page.

Enforce Receipt Preferences Section

This section appears only when Header Level or Header and Line is selected in the Attachment
Location field of the "Installation Options - Expenses Page" (Application Fundamentals).
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Field or Control

Description

Enforce Receipt

Select to indicate that receipts MUST be attached to all
expense reports when the Receipt Required value is Always.
If a receipt is not attached, you can add a comment to explain
why. If you do not attach a receipt or enter a comment, the
system displays an error and you cannot submit the expense
report.

Header Receipt for All Lines

Select to indicate that one or more receipts must be attached at
the header level and optional at the line level.

No Receipt Default Comment Section

This section is active only when Header and Line is selected in the Attachment Location field of the
"Installation Options - Expenses Page" (Application Fundamentals).

Field or Control

Description

Comments Required (check box)

Select this check box to indicate that the employee must enter
a comment if they don’t have a receipt for an expense line that

requires a receipt.

When this option is selected, a user must enter a comment in
the Exception Comments section on the Expense Entry page.

If no comment is entered, the system provides an error.

Deselect when receipts are required but comments are not
required from employees.

As an alternative, you can enter default text in the Comments
Required field, which can be pulled into the Exception
Comments section by the user. Exception Comments field for
the system to pull in the default Comment (entered in the next,
open text field) into the transaction. After viewing the default

comment and selecting Done the error goes away.

Comments Required (open text field)

Enter default text that appears in the No Receipt Comment
field of the Expense Entry Page. This text appears when the

Comments Required check box is selected above, and an

employee does not attach a document to an expense line.

When entering an expense report that requires a receipt, you
must select the comment field, in the Exception Comments

section to activate this comment.
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Field or Control

Description

No Receipt Reason

Select a pre-defined Reason Code that appears by default in
the No Receipt Reason field on the Expense Entry Page. This

value appears when receipts are required but no receipt is
attached at the header or line levels. The user can change the

reason code if needed.

This field is active only when the Attachment Location is
Header and Line on the "Installation Options - Expenses
Page" (Application Fundamentals).

Exceptions - Attributes

Use this section to enter exceptions to the general rule that is entered in the Receipts Configuration
section of this page. This section allows you to determine receipt requirements based on the combination

of fields selected.

This section appears only when Line Level or Header and Line is selected in the Attachment Location
field of the "Installation Options - Expenses Page" (Application Fundamentals)

Field or Control

Description

Expense Type Select an expense type for the exception row. See Setting Up
Expense Types.

Payment Type Select a payment type for the exception row. See Payment
Type Page.

Receipt Required Select an option that determines whether receipts are required

for the combination of the expense type and payment type that

is indicated on the exception line. Options include:

*  Always: Select to indicate that a receipt is required for all

transactions.

*  Never: Select to indicate that a receipt is not required for

all transactions.

*  No Exc CC (no except for credit card feeds): Select
to indicate that a receipt is not required unless the
transaction source is from a credit card feed.

*  Yes Exc CC (yes except for credit card feeds): Select to
indicate that a receipt is required unless the transaction
source is from a credit card feed.
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Field or Control

Description

Minimum Receipt Amount

Enter an amount that determines the minimum amount that
a receipt is required for the expense type and payment type
combination.

If the amount of an expense line is greater than or equal to this
amount, the system may require a receipt depending on the
value selected in the Receipt Required field. Any amount that
is less than this amount, does not require a receipt.

If the line amount is greater than this value, the system

displays an error on the Expense Entry Page.

When the Receipt Required field is:

*  No Exc CC, then the Minimum Receipt Amount field only
applies to expense lines that come from a credit card feed.
If an expense line is entered manually, then the system
does not require a receipt regardless of this amount value.

*  Yes Exc CC, then the Minimum Receipt Amount field
only applies to expense lines that are entered manually.
If an expense line comes from a credit card feed, then
the system does not require a receipt regardless of this
amount value.

*  Never, then this field is automatically set to zero and is
not available to be changed.

The hierarchy is to check the value entered in the Minimum
Receipt Amount field at the top of this page first, then the
value entered in this field.

The currency that appears next to this field comes from the
base currency of the Expenses business unit.

Enforce Receipt

Select to indicate that a receipt is required for this exception
combination.
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Field or Control

Description

Comments Required

Select this check box to indicate that the employee must enter
a comment if they don’t have a receipt for an expense that
requires a receipt.

Deselect when receipts are required but comments are not
required from employees.

No Receipt Comment

Enter a general comment, which appears by default on all
expense lines that require a comment, in the No Receipt

Comment field when an employee creates an expense report.

No Receipt Reason

Select a reason code that appears by default when a receipt
is required, but no document is attached to the line that has
this combination. The reason code appears by default on the
Expense Entry page and the Approval Line Detail page.

Expenses Definition - Text Message Page

Use the Expenses Definition - Text Message Page (BUS_UNIT _TBL_EXS) page to allow organizations
to setup a Twilio account and the text message format that should be used to send to Twilio.

This Text Message page is displayed only if you have selected the Text Message check box on the

Business Unit 1 page.

Navigation:

Set Up Financials/Supply Chain > Business Unit Related > Expenses > Expenses Definition >Text

Message
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This example illustrates the fields and controls on the Text Message page. You can find definitions for the
fields and controls later on this page.

Business Unit 1 Business Unit 2 Business Unit Privileges VAT Options Receipts Required Text Message

GL Unit US001 US001 MEW YORK OPERATIONS

Twilio Account

*Twilio Account Name 00X
*Twilio Account ID TN N1I11222222222222222222
U ENIOEIZATIEN TORBIY 5% 5w s st 3 2 S R 0 22 0
Twilio Phone | First ‘4 1of1 b Last
*International Prefix o olrs Last Message Received Last Delete Request
Humber
11 484-929-1111 04/24/2017 7:07:25.000000PM [+ [=]
Text Message Options
Date Format| MMDDYYYY ~
Field Separator ;
Text Message Fields | D] First ‘4’ 1-6 of 6 '}/ Last
Field Crder Expense Data Include

3 Amount and Currency

1| Date O
4| Description
2| Expense Type

5| Merchant O

6| Payment Method O

Twilio Account

Use this section to setup account information with Twilio.

Field or Control Description

Twilio Account Name Displays the account name in Twilio.

Twilio Account ID Displays the account ID in Twilio. This acts as a user name.

Authorization Token Displays the Authentication Token ID provided by Twilio.
This acts as a password and is used to verify the integration
with Twilio.

Twilio Phone

Use this section to record Twilio phone number(s) used by employees to send the text message.
Depending on how the Twilio account has been setup, there can be multiple Twilio phone numbers
assigned. Organization may choose to assign one or more numbers to be used for the business unit.
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The system uses the Business Unit, Twilio Account ID and Twilio phone number combination to extract
the text message data from Twilio.

If the same account with the same phone number is used for multiple Business Units, when one Business
Unit runs a process, all messages will be retrieved from Twilio. Messages will be processed for all
Business Units having the same account and phone number.

Field or Control Description
International Prefix Enter the prefix number for a phone number.
Twilio Phone Number Enter the phone number including the area code.

The E.164 number formatting must be used. This format is an
internationally standardized format for all phone numbers. E.
164 numbers have a maximum of fifteen digits and are usually
written as: [+][country code][subscriber number including area

code].

Last Message Received Displays the date and time of the last message received from
Twilio.

Last Delete Request Displays the date time of the last message deleted from Twilio.

Text Message Options/Fields

Use this section for organizations to specify if the expense data should be entered as a text message, and
which expense data elements must included in the message.

Field or Control Description

Date Format Select a date format.

Field Separator Separates the messages sent by an employee.

Field Order Enter number in a sequence to organize the fields on the
message.
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Field or Control

Description

Expense Data Select the Expense data elements. The following expense data
elements are accepted:
* Date
*  Expense Type.
*  Amount and Currency.
*  Description
*  Payment Method
*  Merchant
Include Select a check box to include an expense data elements in the

message.

You skip the data elements in the text message. If the data
elements needs to be entered prior to the expense type and
amount, the field separator needs to be included. If the data
elements are entered after expense type and amount, no field
separator required.

Note: The data elements Expense Type and Amount are
selected by default, and cannot be deselected.

Here is a sample text message when one or more options in the Text Message Options/Fields are selected.

The following text messages are acceptable:

These sample data elements includes date, expense type, amount and description.

e 4/15/2017; Dinner; 50 USD; Dinner with client

; Dinner; 50 (If date is not included, the current date will be used. If currency is not included, the

employee's base currency will be used).

Expenses Options Page

Use the Expenses Options page (BUS UNIT OPT_EX) to establish payment defaults, Commitment
Control options, and approval preferences for a SetID.

Navigation:

Set Up Financials/Supply Chain > Business Unit Related > Expenses > Expenses Options
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This example illustrates the fields and controls on the Expenses Options page. You can find definitions for
the fields and controls later on this page.

Expenses Options

Sefll SHARE CORPORATE SETID
Payment Details

*Rate Type CRRNT@, Curent Rate
*Bank Code USBNK @, JSA BAMK

*Bank Account CHCK |&, USBNK CHECKING ACCT

*Payment Method | System Check j

Accounting Date

& Use Current Date
" Use Specific Date

Budget Checking Required Before EX Approval Approval Preferences

“fou may enforce budget checking prior to approvals and qudits for Travel After Approval Action:
Authorizations and Expense Reports.

(:- .
- Budget Checking Required Before EX Approval Proceed to Next Transaction

I Budget Checking Required Before TA Approval " Return fo List

Payment Details
Select a rate type to perform exchange rate calculations.

If a business unit associated with this SetID makes expense payments to employees, the Bank Code,
Bank Account, and Payment Method fields establish defaults.

Accounting Date

Select Use Current Date as your accounting date or select Use Specific Date to open a field and enter a
date.

Budget Checking Required Before EX Approval

These options apply to Fluid and Classic (+) expense reports and travel authorizations.

Field or Control Description
Require budget checking prior to approval for Expense If this option is selected, you cannot approve expense reports
Reports until you budget check the transactions and they pass with

a valid budget status. If multiple approvers exist, only the
first approver is required to budget check successfully prior
to approval. If an approver modifies any of the accounting
details, budget checking is required again to reflect the
changes. This option applies only to business units that are
enabled for commitment control.
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Field or Control

Description

Require budget checking prior to approval for Travel
Authorizations

If this option is selected, you cannot approve travel
authorizations until you budget check the transactions and they
pass with a valid budget status. This option applies only to

business units that are enabled for commitment control.

Approval Preferences

Note: This feature applies to Classic(+) only.

Select a preference for how you want PeopleSoft Expenses to behave when approving expense
transactions. Although approvers can approve transactions at a summary level, they can also drill down
to individual transactions to perform their approval actions. The approval preference determines the
behavior of the system after approvers perform their approval actions.

Field or Control

Description

After Approval Action

Select Proceed to Next Transaction to access the next
expense transaction that is available for approval action, or
select Return to List to return the approver to the Summary
Approvals page from which he or she drilled down.
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Securing Your PeopleSoft Expenses
System

Understanding Security for PeopleSoft Expenses

PeopleSoft Expenses is designed with a variety of users in mind. Expenses enables you to set up access
that is appropriate for different employees, depending on their role in the expense approval process.

This topic discusses:

» Securing access to expense employees.
* Securing access to approvers.

*  Securing ChartFields.

* Delegating entry authority

Securing Access to Expense Employees

PeopleSoft Expenses enables you to limit employee access to accounting information and user default
information for three transactions. The three transactions are expense reports, time reports, and travel
authorizations. You accomplish this by creating employee privilege templates and associating those
templates with a business unit or a user role.

See Maintaining Employee Privilege Templates.

Securing Access to Approvers

Your company may have staff, such as a travel and expense department, who submit expense reports
for employees. Assign these staff members authorized user IDs to access the menus and pages to your
expense system. They must also be authorized to enter expense information for specific employee IDs.

An approver in PeopleSoft Expenses is typically a department manager responsible for charges against
one or more departmental budgets. You must authorize approvers in PeopleSoft Expenses security. If you
don't authorize approvers, they cannot access the transactions in the system.

Securing ChartFields

PeopleSoft ChartField security provides a flexible, rule-based approach to administer security at a data
level. ChartField security is supported in PeopleSoft Expenses and across other PeopleSoft Financial and
Supply Chain Management (FSCM) applications. The ChartField security feature prevents unauthorized
employees and contractors from viewing and editing sensitive financial data by restricting access to data
stored with specific ChartField values.

The primary features for ChartField security are:
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» Enforces security rules by user, role, or permission list.

* Enables ChartField security for all products or selectively by product.
* Enables or disables ChartField security selectively by component.

* Defines rules to accommodate end-user areas of responsibility.

» Refines access rules by product feature or component.

»  Supports super-user access to minimize setup.

» Defines components as exceptions to override security rules.

PeopleSoft Expenses does not secure access to transaction pages and accounting data. PeopleSoft
Expenses has its own security; therefore, it does not use ChartField Security to restrict access to
transaction pages and accounting data. Employees should always be able to view their past transactions,
even if they no longer have authority to a specific ChartField. For example, employee A had access to
department ID 42000 but has moved to department 50000. Employee 42000 can view all expense reports
for all departments that he or she has been a member of.

For more information, see "Securing ChartFields for PeopleSoft Expenses" (Application Fundamentals).

Delegating Entry Authority

Some companies do not have staff members who submit expense reports for everyone in the organization,
so employees perform this task themselves. Employees can grant authority to enter expense data on

their own behalf to authorized user IDs. Employees sign in to the system using their assigned user IDs.
When you use the delegate entry authority function, the Authorize Users page opens automatically with
the employee ID used to access the system. If you need to delegate authority for others, use the Define
Expenses Security menu option to access all employee IDs.

Setting Up Authorized Users

To set up authorized users, use the Authorize Users (TE_EE_AUTHORITY2) component.

Page Used to Set Up Authorized Users

Page Name Definition Name Usage

Authorize Expense Users Page TE EE AUTHORITY Set up an authorized user. Use this
page to authorize access to employees
to process expense transactions for
themselves and on behalf of other
employees.

Authorize Expense Users Page

Use the Authorize Users page (TE_EE_ AUTHORITY) to set up an authorized user.
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Travel and Expenses > Manage Expenses Security > Authorize Expense Users

Employee Self-Service >Travel and Expenses >User Preferences >Delegate Entry Authority

This example illustrates the fields and controls on the Authorize Users page. You can find definitions for
the fields and controls later on this page.

Authorize Expense Users

Please select search aspect.

To authorize multiple users for one employee, enter the Employee 1D,

To authorize employees for one user, enter the User ID.

Search By
éf__:t'mplcwee D  UseriD
Search Value Q

Search

Use this page to authorize access to employees to process expense transactions for themselves and on
behalf of other employees.

Use the Search By option to determine which aspect of authorization must be displayed when
authorizing users. You can search and authorize users by Employee ID or by User ID.

Field or Control Description

Employee ID Enter an Employee ID in the Search Value field and then click
Search to authorize multiple users to a single employee.

User ID Enter an User ID in the Search Value field and then click
Search to authorize multiple employees to a single user ID.
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This example illustrates the fields and controls on the Authorize Expense Users - Employee page.

Authorize Expense Users - Employee

Search Type Employee ID

Search Value KUD012 Allan Martin

Enter User IDs on this page to allow them to view or modify expense transaction on behalf of this employee.

Authorize Expense Users - Employee Find | (2] k& First ‘4’ 1-4of4 'k Last
*Authorized User ID Description *Authorization Level
1|cB1 Q_ CB1 [Edit & Supmit ~| (+] [=]
2|CcB2 Q, CB2 | Edit & Submit ~| ETE|
3|vP1 @, Kenneth Schumacher |Edit & Submit | [+] [=]
4|vP2 @, Michael Buhler | Edit & Submit | [+]|[=]
Save

Return to Search

Use the Authorize Expense Users - Employee page to assign multiple user IDs to a single employee. You
can also use this page to set an authorization level for the employee for each of the assigned user ID.

Field or Control Description

Authorized User ID Select a User ID using the Look Up Authorized User ID
icon. You can authorize more than one ID for an employee.

Description Displays the description set in the user profile for the selected
User ID.
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Field or Control

Description

Authorization Level

Use the following options to set authorization level for the
employee and the selected user ID:

Edit: Allow an authorized user to view, create, and
edit a transaction for the employee. When this option
is selected, the Submit button is unavailable for all
expenses-relation transactions.

Edit & Submit: Allow an authorized user to view, create,
delete, cancel, edit, and submit all expense-related
transaction for the employee.

View: Allow an authorized user to view only the
transactions created by an employee. If this authorization
level is selected, the Employee ID field in the Created/
Modify search page and in the My Wallet page is
rendered unsearchable. Additionally, the Save and the
Add buttons are unavailable to prevent the employee
from deleting, modifying existing transactions or adding
new transactions.

This example illustrates the fields and controls on the Authorize Expense Users - User page.

Search Type UserlD

Authorize Expense Users - User

Return to Search

Authorize Expense Users - User

Search Value FGADMIN FG Administrator

*Empl ID Hame
1 KUD012 Q) Michael Buhler
Sawve

Enter Employee IDs on this page to allow this user to view or modify expense transactions on their behalf.

Find || B First 4 10f1 & Last

*Authorization Level

[Edit & Submit [~ [[EE

Use the Authorize Expense Users - User page to assign multiple Employee IDs to a single user ID. You
can also use this page to set an authorization level each employee ID.

Field or Control

Description

Empl ID

Select an Employee ID using the Look Up Empl ID icon. You
can authorize more than one employee ID for a user ID.
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Field or Control Description

Name Displays the employee name for the selected Employee ID.

Authorization Level Use the following options to set authorization level for the
Employees:

»  Edit: Allow an authorized user to view, create, and
edit a transaction for the employee. When this option
is selected, the Submit button is unavailable for all
expenses-relation transactions.

*  Edit & Submit: Allow an authorized user to view,
create, delete, cancel, edit and submit all expense-related
transaction for the employee.

*  View: Allow an authorized user to view only the
transactions created by an employee. If this authorization
level is selected, the Employee ID field in the Created/
Modify search page and in the My Wallet page is
rendered unsearchable. Additionally, the Save and the
Add buttons are unavailable to prevent the employee
from deleting, modifying existing transactions or adding
new transactions.

Implementing Self-Service Applications

PeopleSoft Expenses provides employees with secure and convenient access to your expense system
through self-service web pages. Self-service page navigation is defined by roles in the organization, which
requires you to identify the appropriate role for each individual who needs access.

This topic provides an overview of security and roles and discusses how to set up roles.

Understanding Security and Roles
A user's profile determines what self-service pages the user can access. To set up security and roles:
*  Create user profiles in the Maintain Security page within the User Profile component.
* Assign each user profile a role.
e Link the roles to permission lists.

Each permission list identifies the pages that users who are assigned to a role can access. PeopleSoft
Expenses delivers a permission list (EPEX9000) that enables users to access all pages in the application.

Note: If you modify a permission list, you change access for all users assigned to roles that are linked to
it.

PeopleSoft Expenses uses roles to govern access to pages. Using the standard self-service menus, you can
access PeopleSoft Expenses pages using the employee, approver, and project manager roles. PeopleSoft
Expenses delivers these role definitions:
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Role Name

Description

EX_EMPLOYEE

Employee.

EX_ APPROVAL

Expenses approver.

EX AUDITOR

Expenses auditor.

EX_PROJMGR

Expenses project manager.

Setting Up Roles

To enable users to access self-service pages:

* Link user IDs to the employee, manager, or project manager roles.

* Associate the roles with permission lists that provide access to the appropriate self-service

applications.

Employee Role

User IDs that are set up with the employee role can select:

e Delegate Entry Authority.

*  Create/Update User Template.
*  Create Travel Authorization.

*  Modify Travel Authorization.
*  View Travel Authorization.

e Cancel an Approved Travel Authorization.
* Delete Travel Authorization.

*  Print Travel Authorization.

* Create Cash Advance.

*  Modify Cash Advance.

* View Cash Advance.

* Delete Cash Advance.

*  Print Cash Advance.

* Create Expense Report.

*  Modify Expense Report.
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* View Expense Report.

* Delete Expense Report.

* Print Expense Report.

e Create Time Report.

*  Modify Time Report.

* View Time Report.

* Delete Time Report.

*  Print Time Report.

*  View My Wallet.

¢ Review My Wallet Receipts.
» Review Expense History.

* Review/Edit Profile.

* View My Reservations.

* Access travel partner links.

» Update travel partner passwords.

Manager Role
User IDs that are set up with the manager role can select:
* Approve Transactions.

*  Modify Approved Transactions.

Note: User IDs that are set up with the manager role can also access employee user defaults from a link
on the expense transactions pages.

Project Manager Role

User IDs that are set up with the project manager role can select Approve Transactions.

Enabling Credit Card Encryption

PeopleSoft PeopleTools uses pluggable cryptography to secure critical PeopleSoft data. PeopleSoft
Expenses uses this feature to enhance credit card security by encrypting credit card information received
into the PeopleSoft Expenses application as data.

Credit card encryption is delivered as enabled. However, to maximize the credit card encryption
feature, you must establish a secret encryption key by using the Financials Credit Card Conversion
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(FS_CC _CNVRT) component. The credit card data is masked when printed or displayed online, and only
the last four numbers of the credit card number are visible.

Note: Credit card data contained in files received from suppliers is not encrypted using the PeopleSoft
PeopleTools feature until the credit card data is loaded. Therefore, additional precautions should be taken
to secure the files received from suppliers while that data exists on the file system.

See "Changing Credit Card Encryption" (Application Fundamentals).
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Understanding Integrating With PeopleSoft Applications

PeopleSoft Expenses provides interface options for sending data to and receiving data from other systems
in your organization. PeopleSoft Expenses integrates with PeopleSoft Human Resources, North American
Payroll, Payables, Time and Labor, General Ledger, Commitment Control, Project Costing and Program
Management:

PeopleSoft Expenses

-

Time and General Commitment Project
Labor Ledger Contral Costing
L 4 L J ¥ b
Human North Program
Resources American Payables Management
Fayroll

Integrating With PeopleSoft Human Resources

If you use PeopleSoft Human Capitol Management (HCM), you can populate the employee tables

with data from the PeopleSoft Human Resources product. You accomplish this by using the Enterprise
Integration tools delivered with Oracle's PeopleSoft Financials database. HCM publishes application
messages that PeopleSoft Expenses receives and uses to populate intermediary or staging tables.
PeopleSoft Expenses uses the employee data from the staging tables to populate the PeopleSoft Expenses
employee tables. If you are using the PeopleSoft Expenses Travel feature, employee data that is loaded
from PeopleSoft Human Resources is used to create travel profiles that can then be exported to your travel
partner.

See Setting Up Travel Processing.

This topic discusses:

» Staging Tables to LLoad Employee Data.
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¢ Loading Credit Card Data From PeopleSoft Human Resources

Page Used to Load Employee Data

Page Name Definition Name Usage

Load Employee Data Page RUN_EXEEUPDT Load employee data into PeopleSoft
Expenses tables according to the options
selected. Runs the Application Engine
process EX_EE UPDATE using the

Process Scheduler.

Staging Tables to Load Employee Data

PeopleSoft Expenses is pre-configured to subscribe to the employee data messages listed below and
writes their content to the PeopleSoft Expenses staging tables. The PSFT HR node sends these messages,
upon changes to employee data, or at the request of an administrative user.

Message Channel Message Record Description

HR_SETUP BUS_UNIT HR_ BUS_UNIT TBL_HR Full data load of HR business
FULLSYNC units.

HR SETUP BUS UNIT HR SYNC BUS UNIT TBL HR Incremental update of HR

business units.

PERSON_DATA

PERSON_BASIC
FULLSYNC

PERSONAL_DATA

Full data load of employee
personal profile data.

PERSON DATA

PERSON BASIC
FULLSYNC

EMAIL ADDRESSES

Full data load of employee e-
mail address information.

PERSON_DATA

PERSON_BASIC
FULLSYNC

PERSONAL_PHONE

Full data load of employee
personal phone information.

PERSON_DATA

PERSON BASIC
FULLSYNC

PERS DATA EFFDT

Full data load of employee
effective date information.

PERSON DATA

PERSON_BASIC
FULLSYNC

PERS_NID

Full data load of employee
identification information.

PERSON_BASIC

PERSON_BASIC SYNC

PERSONAL_DATA

Incremental update of
employee profile data.

PERSON_BASIC

PERSON_BASIC_SYNC

EMAIL ADDRESSES

Incremental update of
employee e-mail address
information.
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Message Channel

Message

Record

Description

PERSON_ BASIC

PERSON_BASIC_SYNC

PERSONAL_PHONE

Incremental update of
employee personal phone
information.

PERSON_BASIC

PERSON_BASIC SYNC

PERS DATA EFFDT

Incremental update of
employee effective date
information.

PERSON_BASIC PERSON_BASIC_SYNC PERS_NID Incremental update of
employee identification
information.

PERSON_DATA WORKFORCE FULLSYNC | EMPLOYMENT Full data load of employee
organizational data.

PERSON_DATA WORKFORCE _FULLSYNC |JOB Full data load of employee job
data.

PERSON_DATA WORKFORCE SYNC EMPLOYMENT Incremental update of
employee organizational data.

PERSON_DATA WORKFORCE _SYNC JOB Incremental update of

employee job data.

Load the data from these staging tables into PeopleSoft Expenses tables.

Load Employee Data Page

Use the Load Employee Data page (RUN_EXEEUPDT) to load employee data into PeopleSoft
Expenses tables according to the options selected. This process runs the Application Engine process
EX EE UPDATE using the Process Scheduler.

Navigation:

* Travel and Expenses > Travel and Exp Admin Center > Load Data > Load Employee Data

* Travel and Expenses >Manage Employee Information >Load Employee Data
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This example illustrates the fields and controls on the Load Employee Data page. You can find definitions
for the fields and controls later on this page.

Load Employee Data

9 Report Manager Process Monitor Fiun

Select All Deselect All

Process Request Parameters

¥ Load Organizational Data
¥ Load Employee Bank Data
I¥ validate Organizational Data

¥ Load Entry Authorizations

Field or Control Description

Load Organizational Data Select to load employee information such as business unit,
department, and supervisor. This also updates employee
profiles with cash advance options defined for the expense
business unit.

Load Employee Bank Data Select to load employee bank account data used for expense
reimbursements.
Validate Organizational Data Select to verify that employees belong to valid departments

and business units defined for PeopleSoft Expenses.
Employees must belong to valid business units and
departments to process their expense transactions.

Load Entry Authorizations Select to load user IDs assigned to employees by the system
security administrator. This enables employees to enter
expense data using their user IDs.

Loading Credit Card Data From PeopleSoft Human Resources

Application messages enable PeopleSoft Expenses to send and receive credit card data to and from
PeopleSoft Human Resources. When one application changes a record, an application message
automatically updates and synchronizes tables in the other application. Shared credit card data uses the
message channel CORPORATE CARD on message node PSFT HR. The following application messages
contain the data used to synchronize credit card information between the two databases:

Message Name Records Description
CORPORATE CARD DATA CC_CARD_DATA EX Full data load of employee corporate
FULLSYNC card account data.
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Message Name

Records

Description

CORPORATE_CARD DATA_SYNC

CC_CARD DATA EX

Incremental update of employee
corporate card account data.

CORPORATE_CARD FULLSYNC

CC_CARD_TBL_EX

Full data load of corporate card
suppliers.

CORPORATE CARD SYNC

CC_CARD TBL EX

Incremental update of corporate card
suppliers.

Integrating with PeopleSoft North American Payroll

In PeopleSoft Expenses, you can designate whether you want employee reimbursements processed by
PeopleSoft Payables or by PeopleSoft North American Payroll. Make this selection on the Installation
Options - Expenses page. If you use your payroll system, application messages transmit data (earnings
codes, bank data, and payment data) between the payroll and expense systems on the message node
PSFT HR. The following table lists application message detail used in the integration and whether

PeopleSoft Expenses publishes or subscribes to the message:

Message Channel Message Record Pub/Sub Description
EARNINGS SETUP EARNINGS EARNINGS TBL SUB Full data load of payroll
FULLSYNC earnings codes.

EARNINGS SETUP EARNINGS SYNC EARNINGS TBL SUB Incremental update of
payroll earnings codes.

DIRECT DEPOSIT | DIRECT DEPOSIT | DIRECT DEPOSIT SUB Full data load of

SETUP FULLSYNC employee bank
information.

DIRECT _DEPOSIT_ | DIRECT_DEPOSIT | DIR_DEP_DISTRIB SUB Full data load of

SETUP FULLSYNC employee bank
information.

DIRECT DEPOSIT | DIRECT DEPOSIT | DIRECT DEPOSIT SUB Incremental update

SETUP SYNC of employee bank
information.

DIRECT _DEPOSIT_ | DIRECT_DEPOSIT_ | DIR_DEP_DISTRIB SUB Incremental update

SETUP SYNC of employee bank
information.
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Message Channel Message Record Pub/Sub Description

PAY EXPENSES PAYMENT PAY REQUEST PUB Publish staged payment

REQUEST EXPENSES data to PeopleSoft
REQUEST Payroll.

PAY_EXPENSES PAYMENT _ PAY _ SUB Receive

ACKNOWLEDGE EXPENSES ACKNOWLEDGE payment request
ACKNOWLEDGE acknowledgment.

PAY_EXPENSES PAYMENT _ PAY_ISSUED SUB Receive payment issue

data from PeopleSoft
Payroll.

Integrating With PeopleSoft Time and Labor

PeopleSoft Expenses enables you to collect data on how much time employees spend on various projects.
PeopleSoft Expenses publishes elapsed time data to PeopleSoft Time and Labor and subscribes to time
reporting codes. The following table lists messaging detail on the message node PSFT HR used to
exchange information with PeopleSoft Time and Labor and whether PeopleSoft Expenses publishes or
subscribes to the message:

ADD

Message Channel Message Record Pub/Sub Description
TIME_AND LABOR | TIME REPORTING |TL TRC TBL SUB Full data load of time
SETUP CODE_FULLSYNC reporting codes from
Time and Labor.
TIME AND LABOR_|TIME REPORTING |TL TRC TBL SUB Incremental update of
SETUP CODE_SYNC time reporting codes
from Time and Labor.
ELAPSED TIME ELAPSED TIME TL _ELP INTFC PUB Publishes elapsed time
ADD to Time and Labor.
ELAPSED_TIME ELAPSED_TIME _ TL_ELPTSK_INTFC |PUB Publishes elapsed time

to Time and Labor.

PeopleSoft Time and Labor accepts all 16 PeopleSoft General ledger ChartFields, along with the Project
ChartFields, from PeopleSoft Expenses time reporting.

Note: DEPTID, OPERATING UNIT, CLASS FLD, PROGRAM_CODE, AFFILIATE,
AFFILIATE INTRAI1, AFFILIATE INTRA2, FUND CODE, BUDGET_ REF, CHARTFIELDI,
CHARTFIELD2, and CHARTFIELD3.
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Integrating With PeopleSoft Project Costing

Expenses supports PeopleSoft Project Costing in several ways:

*  When you create expense documents, you can charge expenses to ChartFields specific to PeopleSoft
Project Costing that require approval by a project manager. After approval and posting, transactions
charged to projects populate the PeopleSoft Expenses Accounting Line (EX ACCTG_LINE) table.

* Project Costing Cost Collection - Expenses Application Engine process (PC_EX TO_PC) then pulls
expense transactions into its own tables where billable items can be passed to PeopleSoft Billing.

* PeopleSoft Expenses provides time reporting data to PeopleSoft Project Costing. The Expenses/
Project Time Staging Application Engine process (EX PC_TM_STG) writes data to the Expenses/
Projects Resource Staging table (EX PROJ RES STG). From there, the Project Costing
(PC_EX TO_PC) Application Engine process pulls the staged time reporting data into its own tables.

If PeopleSoft Project Costing is installed and you selected the Enable One Step Staging check box
on the Installation Options - Expenses page, the EX PC_TM_STG process automatically calls the
PC_EX TO_PC process. If you have not selected the Enable One Step Staging check box, you must
manually run the PC_EX TO_PC process after the EX PC_TM_STG process completes.

Warning! 1f you are using the one step staging process to automatically load PeopleSoft Expenses
data into PeopleSoft Project Costing, you must set up identical run control IDs for both the

EX PC TM_STG and PC_EX TO PC application engine processes for the functionality to
successfully stage the PeopleSoft Expenses data to PeopleSoft Project Costing.

Note: Although EX PROJ RES STG is used to stage entries to PeopleSoft Project Costing, this is
not a temporary table and should not be deleted.

Integrating With PeopleSoft Payables

When expense reports and cash advances are approved for payment, PeopleSoft Expenses stages data for
payment processing by PeopleSoft Payables. Expense report data is staged in EX SHEET PYMNT, and
cash advance data is staged in EX ADVNCE PYMNT.

This topic discusses how to:

*  Map for expense report data.
e Map for cash advance data.
* Generate payments.

* Define a pay cycle for PeopleSoft Expenses.

Mapping for Expense Report Data

Mapping details for PeopleSoft Payables (PYCYCL DATA) and PeopleSoft Expenses
(EX_SHEET PYMNT) tables are as follows:
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Field or Control

Description

Description From PeopleSoft Payables table.
Field Name From PeopleSoft Payables table.
Input Field Name From PeopleSoft Expense table.
Constant Defined in pay cycle mapping.
Output Field Name From PeopleSoft Expenses table.

The following is the mapping for expense report data:

Description Field Name Input Field Name Constant Output Field Name
Accounting Date ACCOUNTING DT N/A N/A ACCOUNTING DT
Address Line 1 ADDRESS1 ADDRESS1 N/A N/A
Address Line 2 ADDRESS?2 ADDRESS2 N/A N/A
Address Line 3 ADDRESS3 ADDRESS3 N/A N/A
Address Line 4 ADDRESS4 ADDRESS4 N/A N/A
Address Sequence ADDRESS SEQ ADDRESS SEQ N/A N/A
Number NUM NUM
Address Field 1 ADDR_FIELDI1 N/A N/A N/A
Address Field 2 ADDR FIELD2 N/A N/A N/A
Address Field 3 ADDR_FIELD3 N/A N/A N/A
Apply Credit Status APPL_CREDIT _ N/A "N" (Not Applicable) N/A
STATUS
Bank Account BANK_ACCT_KEY |BANK_ACCT KEY |N/A BANK_ACCT_KEY
Bank Account BANK_ACCT _SEQ_ |N/A N/A N/A
Sequence Number NBR
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Description Field Name Input Field Name Constant Output Field Name
Bank Code BANK_CD BANK_CD N/A BANK_CD
Replacement Status BANK RPL_STATUS |N/A N/A N/A
Bank SetID BANK SETID BANK SETID N/A BANK SETID
Base Currency BASE _CURRENCY BASE _CURRENCY N/A N/A
Base Currency of Bank | BASE CURRENCY | N/A N/A BASE CURRENCY
GL Unit BNK BNK
Bank Exchange Rate BNK_RATE DIV N/A N/A BNK_RATE DIV
Divisor
Exchange Rate BNK _RATE MULT N/A N/A BNK_RATE MULT
Business Unit BUSINESS_UNIT BUSINESS_UNIT_GL | N/A BUSINESS_UNIT_GL
General Ledger Unit BUSINESS UNIT _GL | N/A N/A BUSINESS UNIT
BANK

AP Business Unit BUS_UNIT_ N/A N/A N/A

RELATED
City CITY CITY N/A N/A
Country COUNTRY COUNTRY N/A N/A
County COUNTY COUNTY N/A N/A
Payment Currency CURRENCY_PYMNT |N/A N/A CURRENCY_PYMNT
Exchange Rate Type CUR_RT_TYPE RT_TYPE N/A N/A
Currency Rate Type CUR _RT TYPE BNK |[N/A N/A RT TYPE BNK
Payment Rate Type CUR_RT TYPE PAID |N/A N/A N/A
Payment Currency Rate | CUR_RT TYPE N/A N/A CUR _RT TYPE
Type PYMNT PYMNT
More Information DESCR254 MIXED N/A N/A N/A
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Description Field Name Input Field Name Constant Output Field Name
Draft Create Key DFT CREATE KEY |N/A N/A N/A
Draft Group Code DFT_GROUP_CD N/A N/A N/A
Draft Master ID DFT_MASTER_ID N/A N/A N/A
Draft Maturity Date DFT MAT DT N/A N/A N/A
Draft Scheduled DFT SCHED MAT |N/A N/A N/A
Maturity Date DT
Draft Sight Code DFT _SIGHT CD N/A N/A N/A
Document Sequence DOC _SEQ DATE N/A N/A DOC _SEQ DATE
Date
Document Sequence DOC_SEQ NBR N/A N/A DOC_SEQ NBR
Number
Document Sequencing | DOC_SEQ_STATUS N/A N/A N/A
Status
Document Type DOC _TYPE N/A N/A DOC _TYPE
Base Discount Amount | DSCNT _AMT BSE N/A N/A N/A
Discount Due Date DSCNT _DUE DT N/A N/A N/A
Payment Discount DSCNT_PAY AMT N/A N/A N/A
Amount
Due Date DUE DT DUE DT N/A N/A
Discount Denied ECN DSCNT DNIE | N/A "N" (No) N/A
FLG

Bank Check Drawn On | EFT_CHECK DRAW |EFT _CHECK DRAW |N/A N/A
_CD _CD

Check Forwarding EFT_CHECK FWRD |EFT CHECK FWRD |N/A N/A
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Description Field Name Input Field Name Constant Output Field Name
Correspondent's Costs | EFT_CORR_COSTS | EFT_CORR COSTS |N/A N/A
CD CD
Crossed Check EFT_CROSSED _ EFT_CROSSED _ N/A N/A
CHECK CHECK
Domestic Costs EFT DOM COSTS  |EFT DOM COSTS |N/A N/A
CD CD
SetID EFT_KEY_FIELDI N/A N/A N/A
Supplier ID EFT KEY FIELD2 N/A N/A N/A
Supplier Location EFT KEY FIELD3 N/A N/A N/A
Effective Date EFT _KEY FIELD4 N/A N/A N/A
Bank Account Seq EFT KEY_ FIELDS N/A N/A N/A
Number
Bank Account Seq EFT_KEY FIELD6 N/A N/A N/A
Number
Payment Instruction 1 | EFT PAY INST CD1 |EFT PAY INST CDl |[N/A N/A
Payment Instruction 2 | EFT_PAY INST CD2 | EFT PAY INST CD2 |N/A N/A
Payment Instruction 3 | EFT PAY INST CD3 |EFT PAY INST CD3 |[N/A N/A
Payment Instruction 4 | EFT _PAY INST CD4 |EFT PAY INST CD4 |N/A N/A
Payment Instruction EFT_PAY_INST REF1 | EFT PAY INST REFI |N/A N/A
Ref1
Payment Instruction EFT PAY INST REF2 |EFT PAY INST REF2 N/A N/A
Ref 2
Payment Format EFT_PYMNT_FMT_ |EFT PYMNT FMT_|N/A N/A
CD CD
Complex Routing EFT RTNG _FLG N/A "D" (Use DFI ID) N/A
Routing Status EFT_RTNG_STATUS |EFT RTNG_STATUS |N/A N/A
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Description Field Name Input Field Name Constant Output Field Name
Transaction Handlings | EFT_TRANS EFT TRANS N/A N/A

HANDLING HANDLING
EmplID EMPLID EMPLID N/A N/A
Exception Flag EXCEPTION_FLAG |[N/A N/A N/A
Tax Supplier GEO_CODE GEO_CODE N/A N/A
Geographical Code
Base Gross Amount GROSS_AMT BSE GROSS_AMT BSE N/A N/A
Control Group ID GRP_AP ID N/A N/A N/A
Group by Payment GRP_PYMNT DT N/A "N" (No) N/A
Date
Days Before/After HOL PROC DAYS N/A N/A N/A
Holiday
Holiday Processing HOL_PROC_OPT N/A N/A N/A
Option
Allow Due Date in HOL PROC OVERFL |N/A N/A N/A
Next Month
House Type HOUSE_TYPE HOUSE_TYPE N/A N/A
Informational Only INFO ONLY FLG N/A "N" (No) N/A
Invoice Number INVOICE_ID INVOICE_ID N/A N/A
In City Limit IN_CITY_LIMIT IN_CITY_LIMIT N/A N/A
IPAC Payment IPAC_PYMNT FLG |N/A N/A N/A
Late Charge Amount LATE CHRG_AMT N/A N/A N/A
Late Charge Amount LATE CHRG AMT_ [N/A N/A N/A
Base BSE
Late Charge Code LATE CHRG _CD N/A N/A N/A
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Description Field Name Input Field Name Constant Output Field Name
Late Charge Denied LATE CHRG DNIE |N/A N/A N/A
Late Charge Denied LATE CHRG DNIE | N/A N/A N/A
Base BSE
Late Charge Option LATE_CHRG_OPT N/A "N" (Not Applicable) | N/A
Late Charge Paid LATE CHRG_PAID N/A N/A N/A
Late Charge Paid Base | LATE CHRG PAID | N/A N/A N/A
BSE
Letter of Credit ID LC ID N/A N/A N/A
Name 1 NAMEI1 NAMEI1 N/A N/A
Name | Alternate Char | NAME1 AC NAMEI AC N/A N/A
Set
Name 2 NAME2 NAME2 N/A N/A
Name 2 Alternate Char | NAME2_AC NAME2_AC N/A N/A
Set
Number 1 NUMI1 NUMI1 N/A N/A
Number 2 NUM2 NUM2 N/A N/A
Paid Amount PAID_AMT N/A N/A PAID_AMT
Paid Amount - Base PAID_ AMT BNK N/A N/A PAID_AMT BNK
Bank Unit BSE BSE
Base Paid Amount PAID_AMT BSE N/A N/A PAID_AMT BSE
Discount on Paid PAID_AMT DSCNT |N/A N/A N/A
Amount
Base Discount Paid PAID_AMT DSCNT_ |N/A N/A N/A
Amount BSE
Gross Paid Amount PAID AMT GROSS |N/A N/A N/A
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Description Field Name Input Field Name Constant Output Field Name
Base Gross Payment PAID AMT GROSS |N/A N/A N/A
Amount BSE
Payment Exchange PAID_RATE DIV N/A N/A N/A
Rate Divisor
Payment Exchange PAID RATE_MULT N/A N/A N/A
Rate Multiplier
Pay Cycle PAY_CYCLE N/A N/A PAY_CYCLE
Pay Cycle Sequence PAY CYCLE SEQ N/A N/A N/A
Number NUM
Advice Date PAY_DOC_DT TRANS_DT N/A N/A
Advice ID PAY DOC ID SHEET 1D N/A SHEET 1D
Advice Sequence PAY DOC _SEQ LINE NBR N/A LINE NBR
Pay Schedule Type PAY_SCHEDULE N/A N/A N/A

TYPE
Postal Code POSTAL POSTAL N/A N/A
Preferred Language PREFERRED PREFERRED N/A N/A
LANGUAGE LANGUAGE
Prenotification Status | PRENOTE STATUS N/A N/A N/A
Process Instance PROCESS N/A N/A N/A
INSTANCE
Pay Cycle Place Holder | PYCYCL_FIELD1 N/A N/A N/A
1
Pay Cycle Place Holder | PYCYCL FIELD10 N/A N/A N/A
10
Pay Cycle Place Holder | PYCYCL FIELD2 N/A N/A N/A
2
Pay Cycle Place Holder | PYCYCL_FIELD3 N/A N/A N/A
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Description Field Name Input Field Name Constant Output Field Name
Pay Cycle Place Holder | PYCYCL_FIELD4 N/A N/A N/A
4
Pay Cycle Place Holder | PYCYCL_FIELDS N/A N/A N/A
5
Pay Cycle Place Holder | PYCYCL_FIELD6 N/A N/A N/A
6
Pay Cycle Place Holder | PYCYCL _FIELD7 N/A N/A N/A
7
Pay Cycle Place Holder | PYCYCL_FIELDS N/A N/A N/A
8
Pay Cycle Place Holder | PYCYCL_FIELD9 N/A N/A N/A
9
Pay Cycle Mapping PYCYCL KEY N/A N/A N/A
Key Field 1 FIELD1
Pay Cycle Mapping PYCYCL KEY_ N/A N/A N/A
Key Field 2 FIELD2
Pay Cycle Mapping PYCYCL KEY_ SEQ_NBR N/A SEQ_NBR
Key Field 3 FIELD3
Payment PYMNT CNT N/A N/A N/A
RELATED
Payment Date PYMNT DT N/A N/A PYMNT DT
Gross Payment Amount | PYMNT GROSS PYMNT GROSS N/A N/A
AMT AMT
Pay Group Code PYMNT GROUP CD |N/A N/A N/A
Payment Handling PYMNT HANDLING |N/A N/A N/A
_CD
Payment Number PYMNT ID N/A N/A PYMNT ID
Payment Image ID PYMNT IMAGE ID |N/A N/A N/A
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Payment Message PYMNT MESSAGE | REFERENCE ID N/A N/A
Payment Method PYMNT METHOD PYMNT METHOD N/A PYMNT METHOD
Payment Exchange PYMNT RATE DIV |N/A N/A PYMNT RATE DIV
Rate Divisor
Payment Exchange PYMNT RATE N/A N/A PYMNT RATE
Rate Multiplier MULT MULT
Payment Reason Code | PYMNT REASON N/A N/A N/A

CD
Payment Selection PYMNT SELCT PYMNT SELCT N/A PYMNT SELCT
Status STATUS STATUS STATUS
Separate Payment PYMNT SEPARATE | N/A "N" (No) N/A
Sort Code PYMNT SORT CD N/A N/A N/A
Rate Divisor RATE DIV RATE DIV N/A N/A
Rate Multiplier RATE MULT RATE MULT N/A N/A
Maximum Rebate REBATE MAX N/A N/A N/A
Percent PERCENT
Daily Rebate Percent REBATE PERCENT |N/A N/A N/A
Rebate Term Available | REBATE TERM FLG | N/A N/A N/A
Remit Bank Code REMIT BANK CD REMIT BANK CD N/A N/A
Remit Bank SetID REMIT BANK REMIT BANK N/A N/A
SETID SETID
Remit Bank Account REMIT BNK ACCT_ |REMIT BNK ACCT_|N/A N/A
KEY KEY
Remit SetID REMIT SETID REMIT SETID N/A N/A
Remit Supplier REMIT VENDOR REMIT VENDOR N/A N/A
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Description Field Name Input Field Name Constant Output Field Name
Schedule ID SCHEDULE ID N/A N/A N/A
Scheduled to Pay SCHEDULED PAY_ | SCHEDULED PAY | N/A N/A
DT DT
Single Payment SINGLE PYMNT N/A "N" (No) N/A
FLG
Source Transaction SOURCE TXN N/A N/A N/A
Specify Payment SPEC PYMNT EX  |N/A "N" (No) N/A
Exchange Rate RT
State STATE STATE N/A N/A
Est Settlement Date STTLMNT DT EST STTLMNT DT EST |N/A N/A
Transaction Currency | TXN_CURRENCY _ TXN_CURRENCY _ N/A N/A
CD CD
Short Supplier Name | VENDOR_NAME_ | VENDOR NAME_  |N/A N/A
SHORT SHORT
Supplier Location VNDR LOC VNDR LOC N/A N/A
Service Type VNDR_SERVICE N/A N/A N/A
TYPE
Voucher ID VOUCHER_ID N/A N/A N/A
Related Voucher VOUCHER ID N/A N/A N/A
RELATED
Withholding Applicable | WTHD SW N/A N/A N/A
Mapping for Cash Advance Data
Mapping details for PeopleSoft Payables (PYCYCL DATA) and PeopleSoft Expense
(EX_ADVNCE_PYMNT) tables are as follows:
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Field or Control

Description

Description

From PeopleSoft Payables table.

Field Name

From PeopleSoft Payables table.

Input Field Name

From PeopleSoft Expense table.

Constant

Defined in pay cycle mapping.

Output Field Name

From PeopleSoft Expenses table.

The following is the mapping for cash advance data:

Description Field Name Input Field Name Constant Output Field Name
Accounting Date ACCOUNTING DT N/A N/A ACCOUNTING DT
Address Line 1 ADDRESS1 ADDRESS1 N/A N/A
Address Line 2 ADDRESS?2 ADDRESS2 N/A N/A
Address Line 3 ADDRESS3 ADDRESS3 N/A N/A
Address Line 4 ADDRESS4 ADDRESS4 N/A N/A
Address Sequence ADDRESS SEQ ADDRESS SEQ N/A N/A
Number NUM NUM
Address Field 1 ADDR_FIELDI1 N/A N/A N/A
Address Field 2 ADDR FIELD2 N/A N/A N/A
Address Field 3 ADDR_FIELD3 N/A N/A N/A
Apply Credit Status APPL_CREDIT _ N/A "N" (Not Applicable) N/A
STATUS
Bank Account BANK_ACCT_KEY |BANK_ACCT KEY |N/A BANK_ACCT_KEY
Bank Account BANK_ACCT _SEQ_ |N/A N/A N/A
Sequence Number NBR
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Description Field Name Input Field Name Constant Output Field Name
Bank Code BANK_CD BANK_CD N/A BANK_CD
Replacement Status BANK RPL_STATUS |N/A N/A N/A
Bank SetID BANK SETID BANK SETID N/A BANK SETID
Base Currency BASE _CURRENCY BASE _CURRENCY N/A N/A
Base Currency of Bank | BASE CURRENCY | N/A N/A BASE CURRENCY
GL Unit BNK BNK
Bank Exchange Rate BNK_RATE DIV N/A N/A BNK_RATE DIV
Divisor
Exchange Rate BNK _RATE MULT N/A N/A BNK_RATE MULT
Business Unit BUSINESS_UNIT BUSINESS_UNIT_GL | N/A BUSINESS_UNIT_GL
General Ledger Unit BUSINESS UNIT _GL | N/A N/A BUSINESS UNIT
BANK

AP Business Unit BUS_UNIT_ N/A N/A N/A

RELATED
City CITY CITY N/A N/A
Country COUNTRY COUNTRY N/A N/A
County COUNTY COUNTY N/A N/A
Payment Currency CURRENCY_PYMNT |N/A N/A CURRENCY_PYMNT
Exchange Rate Type CUR_RT_TYPE RT_TYPE N/A N/A
Currency Rate Type CUR _RT TYPE BNK |[N/A N/A RT TYPE BNK
Payment Rate Type CUR_RT TYPE PAID |N/A N/A N/A
Payment Currency Rate | CUR_RT TYPE N/A N/A CUR _RT TYPE
Type PYMNT PYMNT
More Information DESCR254 MIXED N/A N/A N/A
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Description Field Name Input Field Name Constant Output Field Name
Draft Create Key DFT CREATE KEY |N/A N/A N/A
Draft Group Code DFT_GROUP_CD N/A N/A N/A
Draft Master ID DFT_MASTER_ID N/A N/A N/A
Draft Maturity Date DFT MAT DT N/A N/A N/A
Draft Scheduled DFT SCHED MAT |N/A N/A N/A
Maturity Date DT
Draft Sight Code DFT _SIGHT CD N/A N/A N/A
Document Sequence DOC _SEQ DATE N/A N/A DOC _SEQ DATE
Date
Document Sequence DOC_SEQ NBR N/A N/A DOC_SEQ NBR
Number
Document Sequencing | DOC_SEQ_STATUS N/A N/A N/A
Status
Document Type DOC _TYPE N/A N/A DOC _TYPE
Base Discount Amount | DSCNT _AMT BSE N/A N/A N/A
Discount Due Date DSCNT _DUE DT N/A N/A N/A
Payment Discount DSCNT_PAY AMT N/A N/A N/A
Amount
Due Date DUE DT DUE DT N/A N/A
Discount Denied ECN DSCNT DNIE | N/A "N" (No) N/A
FLG

Bank Check Drawn On | EFT_CHECK DRAW |EFT _CHECK DRAW |N/A N/A
_CD _CD

Check Forwarding EFT_CHECK FWRD |EFT CHECK FWRD |N/A N/A
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Description Field Name Input Field Name Constant Output Field Name
Correspondent's Costs | EFT_CORR_COSTS | EFT_CORR COSTS |N/A N/A
CD CD
Crossed Check EFT_CROSSED _ EFT_CROSSED _ N/A N/A
CHECK CHECK
Domestic Costs EFT DOM COSTS  |EFT DOM COSTS |N/A N/A
CD CD
SetID EFT_KEY_FIELDI N/A N/A N/A
Supplier ID EFT KEY FIELD2 N/A N/A N/A
Supplier Location EFT KEY FIELD3 N/A N/A N/A
Effective Date EFT _KEY FIELD4 N/A N/A N/A
Bank Account Seq EFT KEY_ FIELDS N/A N/A N/A
Number
Bank Account Seq EFT_KEY FIELD6 N/A N/A N/A
Number
Payment Instruction 1 | EFT PAY INST CD1 |EFT PAY INST CDl |[N/A N/A
Payment Instruction 2 | EFT_PAY INST CD2 | EFT PAY INST CD2 |N/A N/A
Payment Instruction 3 | EFT PAY INST CD3 |EFT PAY INST CD3 |[N/A N/A
Payment Instruction 4 | EFT _PAY INST CD4 |EFT PAY INST CD4 |N/A N/A
Payment Instruction EFT_PAY_INST REF1 | EFT PAY INST REFI |N/A N/A
Ref1
Payment Instruction EFT PAY INST REF2 |EFT PAY INST REF2 N/A N/A
Ref 2
Payment Format EFT_PYMNT_FMT_ |EFT PYMNT FMT_|N/A N/A
CD CD
Complex Routing EFT RTNG _FLG N/A "D" (Use DFI ID) N/A
Routing Status EFT_RTNG_STATUS |EFT RTNG_STATUS |N/A N/A
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Description Field Name Input Field Name Constant Output Field Name
Transaction Handling | EFT_TRANS EFT TRANS N/A N/A

HANDLING HANDLING
EmplID EMPLID EMPLID N/A N/A
Exception Flag EXCEPTION_FLAG |[N/A N/A N/A
Tax Supplier GEO_CODE GEO_CODE N/A N/A
Geographical Code
Base Gross Amount GROSS_AMT BSE GROSS_AMT BSE N/A N/A
Control Group ID GRP_AP ID N/A N/A N/A
Group by Payment GRP_PYMNT DT N/A "N "(No) N/A
Date
Days Before/After HOL PROC DAYS N/A N/A N/A
Holiday
Holiday Processing HOL_PROC_OPT N/A N/A N/A
Option
Allow Due Date in HOL PROC OVERFL |N/A N/A N/A
Next Month
House Type HOUSE_TYPE HOUSE_TYPE N/A N/A
Informational Only INFO ONLY FLG N/A "N "(No) N/A
Invoice Number INVOICE_ID N/A N/A N/A
In City Limit IN_CITY_LIMIT IN_CITY_LIMIT N/A N/A
IPAC Payment IPAC_PYMNT_FLT N/A N/A N/A
Late Charge Amount LATE CHRG_AMT N/A N/A N/A
Late Charge Amount LATE CHRG AMT_ [N/A N/A N/A
Base BSE
Late Charge Code LATE CHRG _CD N/A N/A N/A
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Description Field Name Input Field Name Constant Output Field Name
Late Charge Denied LATE CHRG DNIE |N/A N/A N/A
Late Charge Denied LATE CHRG DNIE | N/A N/A N/A
Base BSE
Late Charge Option LATE_CHRG_OPT N/A "N "(Not Applicable) | N/A
Late Charge Paid LATE CHRG_PAID N/A N/A N/A
Late Charge Paid Base | LATE CHRG PAID | N/A N/A N/A
BSE
Letter of Credit ID LC ID N/A N/A N/A
Name 1 NAMEI1 NAMEI1 N/A N/A
Name | Alternate Char | NAME1 AC NAMEI AC N/A N/A
Set
Name 2 NAME2 NAME2 N/A N/A
Name 2 Alternate Char | NAME2_AC NAME2_AC N/A N/A
Set
Number 1 NUMI1 NUMI1 N/A N/A
Number 2 NUM2 NUM2 N/A N/A
Paid Amount PAID_AMT N/A N/A PAID_AMT
Paid Amount - Base PAID_ AMT BNK N/A N/A PAID_AMT BNK
Bank Unit BSE BSE
Base Paid Amount PAID_AMT BSE N/A N/A PAID_AMT BSE
Discount on Paid PAID_AMT DSCNT |N/A N/A N/A
Amount
Base Discount Paid PAID_AMT DSCNT_ |N/A N/A N/A
Amount BSE
Gross Paid Amount PAID AMT GROSS |N/A N/A N/A
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Description Field Name Input Field Name Constant Output Field Name
Base Gross Payment PAID AMT GROSS |N/A N/A N/A
Amount BSE
Payment Exchange PAID_RATE DIV N/A N/A N/A
Rate Divisor
Payment Exchange PAID RATE_MULT N/A N/A N/A
Rate Multiplier
Pay Cycle PAY_CYCLE N/A N/A PAY_CYCLE
Pay Cycle Sequence PAY CYCLE SEQ N/A N/A N/A
Number NUM
Advice Date PAY_DOC_DT ACCOUNTING_DT N/A N/A
Advice ID PAY DOC ID ADVANCE ID N/A ADVANCE ID
Advice Sequence PAY DOC _SEQ LINE NBR N/A LINE NBR
Pay Schedule Type PAY_SCHEDULE N/A N/A N/A

TYPE
Postal Code POSTAL POSTAL N/A N/A
Preferred Language PREFERRED PREFERRED N/A N/A
LANGUAGE LANGUAGE
Prenotification Status | PRENOTE STATUS N/A N/A N/A
Process Instance PROCESS N/A N/A N/A
INSTANCE
Pay Cycle Place Holder | PYCYCL_FIELD1 N/A N/A N/A
1
Pay Cycle Place Holder | PYCYCL FIELD10 N/A N/A N/A
10
Pay Cycle Place Holder | PYCYCL FIELD2 N/A N/A N/A
2
Pay Cycle Place Holder | PYCYCL_FIELD3 N/A N/A N/A
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Description Field Name Input Field Name Constant Output Field Name
Pay Cycle Place Holder | PYCYCL_FIELD4 N/A N/A N/A
4
Pay Cycle Place Holder | PYCYCL_FIELDS N/A N/A N/A
5
Pay Cycle Place Holder | PYCYCL_FIELD6 N/A N/A N/A
6
Pay Cycle Place Holder | PYCYCL _FIELD7 N/A N/A N/A
7
Pay Cycle Place Holder | PYCYCL_FIELDS N/A N/A N/A
8
Pay Cycle Place Holder | PYCYCL_FIELD9 N/A N/A N/A
9
Pay Cycle Mapping PYCYCL KEY N/A N/A N/A
Key Field 1 FIELD1
Pay Cycle Mapping PYCYCL KEY_ N/A N/A N/A
Key Field 2 FIELD2
Pay Cycle Mapping PYCYCL KEY_ SEQ_NBR N/A SEQ_NBR
Key Field 3 FIELD3
Payment PYMNT CNT N/A N/A N/A
RELATED
Payment Date PYMNT DT N/A N/A PYMNT DT
Gross Payment Amount | PYMNT GROSS PYMNT GROSS N/A N/A
AMT AMT
Pay Group Code PYMNT GROUP CD |N/A N/A N/A
Payment Handling PYMNT HANDLING |N/A N/A N/A
_CD
Payment Number PYMNT ID N/A N/A PYMNT ID
Payment Image ID PYMNT IMAGE ID |N/A 0 N/A
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Description Field Name Input Field Name Constant Output Field Name
Payment Message PYMNT MESSAGE |N/A N/A N/A
Payment Method PYMNT METHOD PYMNT METHOD N/A PYMNT METHOD
Payment Exchange PYMNT RATE DIV |N/A N/A PYMNT RATE DIV
Rate Divisor
Payment Exchange PYMNT RATE N/A N/A PYMNT RATE
Rate Multiplier MULT MULT
Payment Reason Code | PYMNT REASON N/A N/A N/A

CD
Payment Selection PYMNT SELCT PYMNT SELCT N/A PYMNT SELCT
Status STATUS STATUS STATUS
Separate Payment PYMNT SEPARATE |N/A "N" (No) N/A
Sort Code PYMNT SORT CD N/A 0 N/A
Rate Divisor RATE DIV RATE DIV N/A N/A
Rate Multiplier RATE MULT RATE MULT N/A N/A
Rebate Term Available | REBATE TERM FLG | N/A N/A N/A
Daily Rebate Percent REBATE PERCENT |N/A N/A N/A
Maximum Rebate REBATE MAX N/A N/A N/A
Percent PERCENT
Remit Bank Code REMIT BANK CD REMIT BANK CD N/A N/A
Remit Bank SetID REMIT BANK REMIT BANK N/A N/A
SETID SETID
Remit Bank Account REMIT BNK ACCT_ |REMIT BNK ACCT_ |N/A N/A
KEY KEY
Remit SetID REMIT SETID REMIT SETID N/A N/A
Remit Supplier REMIT _VENDOR REMIT _VENDOR N/A N/A
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Description Field Name Input Field Name Constant Output Field Name
Schedule ID SCHEDULE ID N/A N/A N/A
Scheduled to Pay SCHEDULED PAY_  |SCHEDULED PAY_  |[N/A N/A
DT DT

Single Payment SINGLE PYMNT N/A "N" (No) N/A
FLG

Source Transaction SOURCE TXN N/A N/A N/A

Specify Payment SPEC PYMNT EX  |N/A N/A N/A

Exchange Rate RT

State STATE STATE N/A N/A

Est Settlement Date STTLMNT DT EST |STTLMNT DT EST |N/A N/A

Transaction Currency | TXN_CURRENCY _ TXN_CURRENCY _ N/A N/A
CD CD

Short Supplier Name VENDOR _NAME VENDOR NAME N/A N/A
SHORT SHORT

Supplier Location VNDR LOC VNDR LOC N/A N/A

Service Type VNDR_SERVICE N/A N/A N/A
TYPE

Voucher ID VOUCHER _ID N/A N/A N/A

Related Voucher VOUCHER ID N/A N/A N/A
RELATED

Withholding Applicable | WTHD SW N/A N/A N/A

Generating Payments

To stage payments for expense reports and cash advances, run the staging process from the Expense

Processes page.

After staging expense data, your PeopleSoft Payables system completes the process of generating
payments through Pay Cycle Manager. Oracle's PeopleSoft delivers three pay cycles with your database:

* EX-CA for cash advance payments.
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* EX-ER for expense report payments.
* CA-ER for cash advance and expense report payments.
You can set up your own pay cycle, but it must have several components specifically for PeopleSoft
Expenses.
Defining a Pay Cycle for PeopleSoft Expenses

The Pay Cycle Manager needs to know where payment data is staged and how the data is mapped to the
corresponding tables in PeopleSoft Payables. This information is defined in a payment source, also known
as a source transaction, on the pay cycle mapping page. Use the Accounts Payable, Payments, Pay Cycle
Definition, Mapping navigation to access the Paycycle Map page.

Expenses delivers these source transactions:
* EXPN for expense reports.

¢ EXAD for cash advances.

Mapping a Pay Cycle for EXPN

When using the source transaction EXPN for Pay Cycle mapping, select these values:

Pay Cycle Mapping Field Field Value

Input Record (Table) Name EX SUMM_PYMNT
Output Record to Update EX SUMM PYMNT
Copy of Record to Update EX SHEET CPY

Mapping a Pay Cycle for EXAD

When using the source transaction EXAD for Pay Cycle mapping, select these values:

Pay Cycle Mapping Field Field Value

Input Record (Table) Name EX ADVNCE PYMNT
Output Record to Update EX ADVNCE_PYMNT
Copy of Record to Update EX ADVNCE CPY

Note: When Pay Cycle Mapping is set up, the payment sources you define can be used any time without
being defined again.
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When defining a pay cycle, you must select EXPN as the source transaction for expense reports or EXAD
as the source transaction for cash advances.

The SetID, Bank, Account, and Payment Method fields defined in the pay cycle must be identical to
the corresponding fields you select when you review payments for cash advances, expense reports, and
suppliers.

Integrating With PeopleSoft General Ledger

PeopleSoft Expenses stages expense data in EX ACCTG_LINE for posting to PeopleSoft General
Ledger. The PeopleSoft Expenses accounting entries are then picked up from this table by the Journal
Generator, which prepares journals for posting to your actuals or recording ledger, based on the journal
generator template defined for PeopleSoft Expenses.

Related Links
Posting Liabilities

Posting Payments

Integrating With PeopleSoft Commitment Control

If your organization requires pre-approval of travel expenses, you can use PeopleSoft Commitment
Control to budget-check travel authorizations and expense reports. You can configure PeopleSoft
Expenses approval rules to require budget-checking prior to approval or not. You may also elect to
budget-check only expense reports. When a budget-checking exception occurs, you can navigate to the
Commitment Control Exception page to view these errors directly from the Expenses page. Alternatively,
you may navigate through the Portal menu to access these pages directly through the PeopleSoft
Commitment Control menu.

Related Links

Budget Checking Expense Transactions
Reviewing Travel Authorization Budget Exceptions

Reviewing Expense Report Budget Exceptions

Canceling Travel Authorizations

Rolling Over Travel Authorization Encumbrances to a New Budget Period

Viewing Expenses and Encumbrances from the Period End Accrual Process

Integrating with PeopleSoft Program Management

Copyright

Expenses integrates with PeopleSoft Program Management using the Estimated Time to Complete
functionality on time reports.
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Understanding Accounting in PeopleSoft Expenses

The parameters that you establish for your general ledger business unit, organizational defaults, user
defaults, and expense types all play a part in how accounting functions within PeopleSoft Expenses.

Expense reports and cash advances generate ledger entries for distribution of funds to and from specific
accounts. Expense reports contain accounting defaults at the header level that have been derived from the
employee's profile. These defaults can be modified if the employee is authorized to do so. The defaults in
the header, in conjunction with accounting information from the expense type, are then used to generate
distributions for each expense line added to the report. Travel authorizations support the same defaulting
mechanism for distributions. These distributions are not used to generate accounting entries but can

be used to record budget checking activity. Cash advances contain a distribution formed by combining
general ledger ChartFields for the employee with the Account ChartField identified on the Accounting
Entry Template for PeopleSoft Expenses to form the accounting entries recording cash transactions in the
general ledger.

Transaction distribution lines can be maintained by employees or authorized approvers. Employee access
to and modification of distribution actuals can be enabled or disabled by either business unit or expense
processing role.

Understanding Accounting Parameter Setup

You establish parameters for your general ledger business unit, organizational defaults, user defaults, and
expense types using these pages:

Page Name Description

Expenses Definition - Business Unit 1 Page Set up business unit parameters for PeopleSoft Expenses.
Select the journal generator templates to define the rules for
accounting entries that form journals for recording expense
activity in the general ledger. You can also select employee
privilege templates for each transaction type (expense report,
travel authorization, or time report) that is used as a default for
all employees in the business unit.

Expenses Role Setup Page Establish roles for employees depending on their positions in
the company. Select employee privilege templates for each
transaction type (expense report, travel authorization, or time
report) that is used as a default for all employees with that role.
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Page Name

Description

Employee Profile - Organizational Data Page

View employee organizational information.

Employee Profile - User Defaults Page

View or modify general default preferences for travel
authorizations, cash advances, expense reports, and time
reports.

Understanding Accounting Defaults and Accounting Details

Access the default accounting ChartFields for travel authorizations and expense reports from these pages:

Page Name

Description

Travel Authorization - Accounting Defaults Page

View or modify the default accounting ChartFields to which
the entire travel authorization is charged.

Redistribute the percentages of expenses to different
ChartFields.

Create Travel Authorization - Accounting Detail Page

View or modify the default accounting ChartFields for the
expense line item.

Accounting Defaults Page

View or modify the default accounting ChartFields to which
the entire expense report is charged.

Redistribute the percentages of expenses to different
ChartFields.

Creating and Modifying Expense Reports

Create or modify the default accounting ChartFields for the
expense line item.

Understanding Employee Privilege Templates

Employee privilege templates allow you to determine whether employees have access to view or change
accounting ChartFields on expense report, time report, and travel authorization transactions. When using
the Employee Privilege template, you can configure which accounting ChartFields must be displayed on
expense report, time report, and travel authorization transactions when the accounting ChartFields are in
view or change mode. Employee templates are optional and if they are not defined, then employees have
access to all ChartFields that appear on expense reports, time reports, and travel authorizations.

An Employee Privilege template can be created for each transaction type and associated with a business
unit or a user role. The Employee Privilege template also determines Billing Action.

When you create expense transactions, PeopleSoft Expenses determines what accounting information to
use and determines whether the accounting information can be viewed or modified.
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When creating an expense report, a time report, or a travel authorization:
1. The system checks the employee profile first to determine whether a role is designated.

2. Ifarole is designated, the system checks the role to determine whether an Employee Privilege
template is associated with the role. If there is no employee privilege template associated, the system
proceeds to check whether an Employee Privilege template is associated with the GL business unit
that is associated with the employee.

3. Ifarole is not designated, the system checks to determine whether an Employee Privilege template is
associated with the general ledger business unit that is associated with the employee.

When an Employee Privilege template is defined, the system uses it to determine the employee access to
accounting defaults and accounting details.

For more information about setting up employee privilege templates, see Maintaining Employee Privilege
Templates.

Related Links

Expenses Definition - Business Unit 1 Page
Defining PeopleSoft Expenses Processing Roles
Maintaining Employee Organizational Data

Understanding Header Level Default Accounting

When you create travel authorizations or expense reports, PeopleSoft Expenses populates the reports
with accounting defaults. The accounting defaults for travel authorizations or expense reports consist of
general ledger accounting, project accounting information, and allocation percentages. Depending on
the Default Accounting value for the transaction that is associated with the business unit or employee's
role, you may have access to view and change the accounting defaults. The Default Accounting field
is defined on the Employee Privilege Template Pagefor the expense report, time report, and travel
authorization transactions.

PeopleSoft Expenses obtains general ledger accounting ChartField values from the employee profile and
populates new travel authorizations and expense reports with these values at the header level. The general
ledger business unit (GL BU) is required for expense processing. Your human resource system updates
the PeopleSoft Expenses employee profiles with the default general ledger accounting ChartField values;
however, you can add or change these default values on the Employee Profile - Organizational Data Page
providing that you have authorized access. The travel authorization and expense report default accounting
for the distribution plan includes project defaults if they are set up in the employee profile.

Understanding Expense Transaction Line Default Accounting

Expense transaction lines obtain their initial distribution details from the accounting defaults, which

are defined at the header level for expense reports and travel authorizations. When you add an expense
transaction line, PeopleSoft Expenses determines the accounting setup for the selected expense type and
populates the accounting distribution default lines with:
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The GL business unit from the accounting distribution plan at the expense report header level.
Project fields at the expense report header level, including the project split percentages.

Account and, if required, alternate account ChartField information from the expense types table
(based on the expense type and billing type combination).

Other ChartFields from the expense types table, if they exist, or ChartFields from the accounting
defaults at the expense report header level.

Understanding Default Accounting Change Functionality

114

When you create travel authorizations or expense reports and add expense transaction lines, PeopleSoft
Expenses copies the accounting defaults from the distribution plan at the header level down to each
transaction distribution line. If you change the accounting defaults at the header level after you add
expense transaction lines, PeopleSoft Expenses changes the previously entered transaction distribution
lines to reflect the new accounting defaults. However, if you change any of the ChartFields directly in

an expense line distribution (accounting detail section) and then modify the accounting defaults at the
header level, the changes to the accounting defaults will not appear in the expense line distribution that
you manually modified. When you modify a default distribution, you override the default and PeopleSoft
Expenses sets a flag on the distribution to preserve your entry.

For example:

1.

2.

Access the Create (or Modify) Expense Report Page to create an expense report.

Access the Accounting Defaults page and verify or change the accounting default for DeptID to
41000.

Return to the Create Expense Report page and enter three expense transaction lines:

a. Air travel

b. Hotel

c. Meals

Verify in the Accounting Detail section that the system created three accounting lines using DeptID
41000.

For the Hotel transaction, in the Accounting Detail section, change the DeptID from 41000 to 42000.
Access the Accounting Defaults page and change the DeptID from 41000 to 43000.

Return to the Create Expense Report page and enter a fourth expense transaction line for Automobile
Rental.

Verify that the DeptID for air travel, meals, and car rental is 43000; and that the DeptID for hotel is
42000.on the Create Expense Report page.
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Understanding Accounting-Related Data Setup

PeopleSoft applications rely on tables to store business transactions as well as the structure and processing
rules that drive your system. These topics discuss how to define the components that make up the core of
the PeopleSoft Expenses system. Each part that you develop becomes integral to the process by which the
system collects expense information, imports data from outside sources, processes expense transactions,
and provides data to other applications.

Related Links

Understanding Locations and Rates

Setting Up Payment Types

Understanding Expense Data Mapping

Understanding PeopleSoft Expenses Processing Roles and Exceptions

Setting Up Cash Advance Sources

To set up cash advance sources, use the Cash Advance Source (EX ADVANCE SOURCE) component.

Pages Used to Set Up Cash Advance Sources

Page Name Definition Name Usage

Cash Advance Source Page EX ADV_SOURCE Create and define a cash advance source
and its associated ChartFields.

Cash Advance Reimbursement Recipient | EX ADV_REIMBURSE Define the recipient for the funds from
Page this particular cash advance source.

Understanding Cash Advance Source Setup

To set up cash advances, you need to define where cash advance funds originate and whether a particular
funding source requires your system to create and generate payments. You also need to define whether
the recipient of the cash advance is an expenses user or a supplier. If you select the Supplier radio button,
you must enter identification information for the supplier.
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Use the Cash Advance Source page (EX ADV_SOURCE) to create and define a cash advance source and

its associated ChartFields.

Navigation:

* Set Up Financials/Supply Chain > Product Related > Expenses > Management > Cash

Advance Source

* Travel and Expense > Travel and Exp Admin Center > Define Expense System > Accounting

Data > Cash Advance Source

This example illustrates the fields and controls on the Cash Advance Source page. You can find
definitions for the fields and controls later on this page.

Cash Advance Source

SetlD SHARE Advance Source CHK

*Effective Date 01/01/1900 [ *Status | Active - ™ Adjustment Advance
I Credit Card Default
I~ Gross Up Indicator

I Generate Payment

“*Description System Check
Short Description Check
Account
Alternate Account
Accounting Distribution

GL ChartFields 1

Oper Unit Fund Dept Program Class Bud Ref Product  Project

First & 1 0f 1 &/ Last

E=EE

Find | View All

Personaize | Find | view all| 0 | B First & 1 0f 12/ Last

Affiliate Fund Affil Oper Unit Affil

Field or Control

Description

Advance Source

Displays the identifier for a cash advance source.

Adjustment Advance

Select to make this cash advance source a preset value
on expense documents, to be used when you are creating
adjustment cash advances and post payment audit cash
advances.

Note: If you select the Adjustment Advance check box, you
cannot select the Generate Payment check box. If you do, the
system displays an error message.

Credit Card Default

Select if this cash advance source is created from a credit card
feed.

Gross Up Indicator

Select if this source includes estimated income tax so that the
recipient receives an after-tax amount.
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Field or Control

Description

Generate Payment

Select if granting a cash advance from this source requires

a payment from your organization. Such sources might be
system checks or electronic fund transfers, which cause your
payables or payroll system to disburse funds to an employee.
A cash advance source that generates a payment results in
debiting the employee advance account that you specify in
your accounting entry template. It also credits the cash account
that you indicate in an external account when you define
banks.

When you select this check box, PeopleSoft Expenses
deactivates the ChartFields that are on the page.

When you deselect this check box, a cash advance from
this source debits the employee advance account that you
specify in your accounting entry template, which credits the
ChartFields that you select to offset the employee advance
debit.

Cash Advance Reimbursement Recipient Page

Use the Cash Advance Reimbursement Receipt page (EX _ADV_REIMBURSE) to define the recipient
for the funds from this particular cash advance source.

Navigation:

Click the Reimbursement link on the Cash Advance Source page.

Field or Control

Description

Employee

Select to generate payments to an employee.

Supplier

Select to generate payments to a supplier. Selecting this option
requires you to enter supplier data.

Setting Up Earnings Codes

To set up your earnings codes tables, use the Earnings Code (EX EARNINGS_ TBL) component.

Page Used to Set Up Earnings Codes

Page Name Definition Name Usage
Earnings Code Page EX EARNINGS TBL Set up earnings codes to use for payroll
reimbursements.
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Understanding Earnings Codes Setup

You can use an earnings code to identify expense reimbursement amounts to the payroll system so

that you do not process expense payments as payroll items. If you use one of the PeopleSoft payroll
applications, you receive earnings codes from your payroll system. If you do not use a PeopleSoft payroll
application, use this page to create earnings codes for your payroll system. Because earnings codes are
effective-dated, you can create more than one to use at predetermined times.

Note: Do not update earnings codes in your expense system if you use a PeopleSoft payroll
application. The system overrides these codes when the payroll system uses application messages
(EARNINGS FULLSYNC and EARNINGS SYNC) to publish any earnings codes to PeopleSoft
Expenses.

Earnings Code Page

Use the Earnings Code page to set up earnings to use for payroll reimbursements.
Navigation:

* Set Up Financials/Supply Chain > Product Related > Expenses > Management >Define
Payroll Earning Codes

* Travel and Expense > Travel and Exp Admin Center > Define Expense System > Accounting
Data > Earnings Code

Setting Up Expense Billing Codes

To set up expense billing codes, use the Expense Billing Code (EX_BILL CD_TBL.GBL) component.

Page Used to Set Up Expense Billing Codes

Page Name Definition Name Usage
Expense Billing Code page Expense EX BILL CD TBL Create billing codes to identify
Billing Code expense items that are billable and

charged to PeopleSoft Project Costing
ChartFields. These items are then passed
to PeopleSoft Project Costing and
PeopleSoft Billing for processing.

Expense Billing Code page
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Use the Expense Billing Code page (EX BILL CD_TBL) to create billing codes to identify expense
items that are billable and charged to PeopleSoft Project Costing ChartFields.

These items are then passed to PeopleSoft Project Costing and PeopleSoft Billing for processing.

Navigation:
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* Set Up Financials/Supply Chain > Product Related > Expenses > Management > Expense
Billing Code

* Travel and Expense > Travel and Exp Admin Center > Define Expense System > Accounting
Data > Expense Billing Code

Field or Control Description

Default Select to make this billing code a preset value on expense
documents.

Billing Action Options are:

Billable: Select to identify an expense that is chargeable to a
client.

Internal: Select to charge an expense item to accounts that are
within the organization.

Nonbillable: Select to identify a project-related expense that is
not billable to anyone.

PeopleSoft Expenses delivers the values of Billable, Internal, and Nonbillable; however, you can add
rows to designate more billing codes. Billing codes are effective-dated, so you can create more than one
set of definitions that are to be used at predetermined times.

Setting Up Expense Types

To set up expense types, use the Expense Type (EX _EXPENSE TYPE.GBL) component. Use the
EX _TYPES_SETUP component interface to load data into the table for this component.

Pages Used to Set Up Expense Types

Page Name Definition Name Usage

Expense Types 1 Page EX EXPENSE TYPESI1 Define usage and requirements for an
expense type.

Expense Types 2 Page EX EXPENSE TYPES2 Define accounting distribution defaults
for the expense type's billing codes.

Expense Types 3 Page EX EXPENSE TYPES3 Define parameters for per diems,
preferred merchants, or both.

Note: The data that is entered using these pages can also be loaded as an Application Data Set (ADS). For
more information about ADS, see Migrating Data Using Application Data Sets

Copyright © 1988, 2022, Oracle and/or its affiliates. 119



Defining Accounting Data for PeopleSoft Expenses Chapter 7

Understanding Expense Types Setup

Expense types enables you identify and classify valid business expenses that employees incur. When
you process an expense report, the billing code determines the group to which it belongs and the set of
accounts to charge.

If you use PeopleSoft Billing, an expense item must be billable and charged to PeopleSoft Project Costing
ChartFields for both applications to process it. PeopleSoft Project Costing expense items with this billing
action are the only ones that PeopleSoft Project Costing selects on the billing worksheet and sends to
PeopleSoft Billing for subsequent invoicing.

Note: To make an expense type part of an expense type group, define the group before you define the
location.

Related Links
Setting Up Expense Type Groups

Expense Types 1 Page
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Use the Expense Types 1 page (EX EXPENSE TYPESI) to define usage and requirements for an
expense type.

Navigation:

* Set Up Financials/Supply Chain > Product Related > Expenses > Purchase > Expense Type >
Expense Types 1

* Travel and Expense > Travel and Exp Admin Center > Define Expense System > Accounting
Data > Expense Type > Expense Types 1
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This example illustrates the fields and controls on the Expense Types 1 page.

Expense Types 1 Expense Types 2 Expense Types 3

Expense Types 1

SetiD: Expense Type: PERDIEM Update Image Alternative Description
Find | View All First ‘&' 10of1 ‘& Last
*Effective Date |01/01/1900 E‘j *Status [+ [=]
*Description |PerDiem Germany [J Mon-Reimbursable
SHARE
Short Description [Per Diem
Physical Nature | Senvices ~
BenchMark Threshold % 0.0000 VAT Default
Required Fields Tax Related Indicators
Description Preferred Merchant DTransportation Type [items with Tax Implications
[ merchant O Originating Location O Gross Up Indicator
M Location [ Number of Passengers
Expense Type Edit Rate Retrieval Table
O None O attendees ® per Diem O Location Amount Table
O Airfare O Automobile O per Diem Lodging ® per Diem Table
O Hotel O Rental
Field or Control Description
Non-Reimbursable Select to indicate that this expense type is not a reimbursable
expense.

When an employee creates an expense report using My Wallet
or Create Expense Report pages, and they select an expense
type that has the Non-Reimbursable check box selected, then
the Non-Reimbursable check box will be selected on the
transaction pages and will be inaccessible.

Physical Nature Select Goods or Services to determine the value-added tax
(VAT) treatment.

BenchMark Threshold % (bench mark threshold percent) Enter a percentage if you use benchmark data. This figure
represents the percentage that can exceed the benchmark
amount when employees select this expense type on an
expense report.

VAT Default (value-added tax default) Click to access the "VAT Defaults Sub-Search
Page" (PeopleSoft Global Options and Reports).

This page is a common page that you use to set up the VAT
defaults for all PeopleSoft applications processing VAT
transactions. On this page, you can define expense type
defaults as applicable.
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Field or Control

Description

Update Image

Click to access the Expense Type Image Page, where you can
add, remove, or change an image.

Alternative Description

Click to access the Expense Type - Text Message page where
you can enter an alternate expense type description for an
expense type.

India GST Defaults

Select to view the India GST Defaults page. For more
information, see India GST Default page section in this
document.

This link is available only if the Enable India Goods and
Service Tax check box is selected on the "Installation Options
- Overall Page" (Application Fundamentals).

Required Fields

Select options to designate mandatory fields for employees to complete on expense reports when they

select this expense type.

Field or Control

Description

Description

Select to require employees to enter a description of the
expense type.

Preferred Merchant

Select to require employees to use preferred merchants that
are associated with the expense type. If an employee does not
select a preferred merchant, the system asks for a reason. If
you select to require employees to use preferred merchants,
then you must also set up one or more preferred merchants on
the Expense Types 3 page.

Transportation Type

Select to indicate that an expense type requires a transportation
type for tracking reimbursable mileage. The Transportation
Type field appears when the user selects this expense type, and

the system requires a value.

Merchant

Select to require employees to enter a merchant or supplier
for an expense type. This does not need to be a preferred
merchant.

Originating Location

Select to require employees to enter their starting points for an
expense type, such as airfare.
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Field or Control Description

Location Select to require employees to enter where charges for the
expense type occurred. This field is important when users
calculate per diem reimbursements.

Number of Passengers Select to indicate that the number of passengers is required for
this expense type. This field is informational only.

Tax Related Indicators

Tax-related indicators flag an expense type that is taxable for the reimbursed employee.

Field or Control Description

Items with Tax Implications Select if the expense type, such as an airline ticket that is
associated with moving an employee's family, is subject to

income tax.

Gross Up Indicator Select if estimated taxes are added to the expense type to
reimburse an employee for a committed amount. For example,
if 1,000 USD is promised as a lump-sum payment for moving
costs and the employee's income tax rate is about 28 percent,
gross up the payment to 1,280 USD.

Expense Type Edit

You can make further specifications when you're using a particular expense type in an expense report.

Field or Control Description

None Select if no editing is required.
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Field or Control Description

Attendees Select to require employees to provide names and
organizations for individuals attending a function that is a
business expense.

Warning! When you select this radio button, the system
automatically populates the Attendee page with the employee
data of the employee who creates the expense report, but no
further attendee data is required by the system before the
employee submits the expense. Any additional attendees
must be entered manually by the employees to meet the
requirements of their organizations. No additional edit check
is available in PeopleSoft Expenses to verify the additional
attendee data entered.

Per Diem Select to prompt for input of times that include the start

and end of the business day. This option activates a per

diem information button in an expense report, enabling the
employee to select meals that another party, such as a supplier
or lodging establishment, provides. The expense system can
then deduct the appropriate amount from the per diem for that

day.
Airfare Select to require an airline ticket number.
Automobile Select to require the distance to calculate reimbursement when

an employee uses a personal automobile for business purposes.

You must also define a distance rate for this expense type.

Per Diem Lodging Select to indicate lodging where an employee stays with a

family or a friend while on a business trip.

Hotel Select to require the number of nights that are spent in a hotel.

Rental Reserved for future functionality.

Rate Retrieval Table

Field or Control Description

Location Amount Table Select to use location amounts that are determined either by
the company or data sources such as Runzheimer or CONUS.
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Field or Control

Description

Per Diem Table

Select to use government-specified amounts that are related to
location per diems. This table enables you to set up hourly or
daily ranges so that you can prorate amounts.

No Receipt Required

This section is not shown when using the Receipt Required feature, which is defined on the Receipt

Required page for the business unit.

Field or Control

Description

No Receipt Required for Automobile Expense Types Edits

Select to indicate that the No Receipt check box on the Create
Expense Report page is to be automatically selected and
greyed when the Automobile expense type is selected.

Because the No Receipt check box is automatically selected
on the expense report, this does not trigger approvals when No
Receipt is also selected as an option for Approver Refinement
Templates. The same applies for Risk in that alerts should not
be triggered when No Receipt option is also selected in the
Risk Template.

When the No Receipt check box is selected by default

on an expense report, a comment is required. The system
automatically enters the text, “No receipts are required for
Automobile Expense Type Edits” into the comment area.

This option is only available when Automobile is selected in
the Expense Type Edit section of this page.

India GST Defaults Page

Use the India GST Defaults page (EX TYPE GST SEC) to set up India GST defaults for all PeopleSoft

applications processing India GST transactions.

This is an optional setup. You may use this page to specify additional default settings for India GST.

Field or Control

Description

Physical Nature

Select Goods or Services to determine the GST treatment. If
you select Physical Nature as Goods, an HSN code is required.
If you select Physical Nature as Services, an SAC code is
required.
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Field or Control

Description

Tax Category Code

Select a tax category code. The tax category codes are
retrieved from the Tax Determination page. See "Tax
Determination Page" (PeopleSoft Global Options and Reports)

Service Type

Select a service type. This field is displayed only if you have
selected the Physical Nature field as Services.

HSN Code

Displays the HSN (Harmonized System of Nomenclature)
code used for product coding and classification of goods.

The field is available only if the Enable India Goods and
Service Tax check box is selected on the "Installation Options
- Overall Page" (Application Fundamentals).

Note: The HSN codes displayed in the prompt are setup in the
Global Setup Pages.

SAC Code

Displays the SAC (Service Accounting Codes) code used for
identification of services. The field is available only if the
Enable India Goods and Service Tax check box is selected
on the "Installation Options - Overall Page" (Application
Fundamentals)

Note: The SAC codes displayed in the prompt are setup in the
Global Setup Pages.

Expense Types 2 Page
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Use the Expense Types 2 page (EX EXPENSE TYPES2) to define accounting distribution defaults for

the expense type's billing codes.

You can also define the accounts that are used for overage amounts. For example, if an employee charges
an amount that is greater than the per diem amount, the overage or disallowed amount can be booked to a

different account.

Navigation:

Set Up Financials/Supply Chain > Product Related > Expenses > Purchase > Expense Type >
Expense Types 1. Select the Expense Types 2 tab on the Expense Types 1 page.
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This example illustrates the fields and controls on the Expense Types 2 Page. You can find definitions for

the fields and controls later on this page.
Expense Types 1 || Expense Types2 || Expense Types 3
Expense Types 2
SetlD SHARE Expense Type PERDIEM PerDiem Germany
Find | View All First ‘&) 10of1 ‘&) Last
Effective Date 01/01/1900 Status  Active [+][=]
Expense Type Group | Per Diem E [# Enable Group Location Limits
General Ledger ChartField Setup Personalize | Find | View All | £ | IE First 4/ 1-30f3 &) Last
GL ChartFields 1 GL ChartFields 2
Fetch *Billing Type Dflt Group Account Alt Acct Oper Unit Fund Dept
Fetet  [Billanle  [+] (o} a a a Q =] [=]
Fetet|  [internal  [+] Q a a a a =] =]
Fetcl|  [Nonbillable [+] Q a a a Q =] =]
Field or Control Description

Expense Type Group

Select a group to associate with this expense type.

Enable Group Location Limits

Select to include the expense type into the expense type group

selected. This indicates that the amount for this expense type is
compare with an authorized limit, which is associated with the

expense type group.

If you do not select this check box, the expense type is
excluded from being compared to a group authorized amount
limit.

By default, this check box is selected if the expense type
belongs to one expense type group.

GL ChartFields 1 Tab

Field or Control

Description

Fetch

Select to populate the ChartFields with the same defaults
that you define for the selected expense type group. This is
available only if Dflt Group is not selected.
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Field or Control Description

Overage Select if you want amounts exceeding an expense amount
ceiling to be booked to a different set of ChartFields.

Note: This option appears when the Allow Overage
Accounting check box is selected on the Installation Options -
Expenses page.

See "Installation Options - Expenses Page" (Application

Fundamentals).

Billing Type Select a billing type for which you want to define ChartFields
to use for the expense type. PeopleSoft Expenses delivers
values of Billable, Internal, and Nonbillable.

Dflt Group (default group) Select to use the group defaults for this expense type's billing
codes.

Select the appropriate ChartField as the accounting distribution default when this expense type is
associated with the billing code in an expense report. Create other rows to designate additional charged
accounts for different billing codes.

Note: If any ChartField (other than Account) is associated with this expense type and the expense type is
used on an expense report, the expense type accounting overrides the default for the expense transaction
at the header level. However, if you change the accounting ChartFields at the transaction line level, the
system uses only Account and, if applicable, Alternate Account.

Expense Types 3 Page

Use the Expense Types 3 page (EX EXPENSE TYPES3) to define parameters for per diems, preferred
merchants, or both.

Navigation:

Set Up Financials/Supply Chain > Product Related > Expenses > Purchase > Expense Type >
Expense Types 1. Select the Expense Types 3 tab from the Expense Types 1 or Expense Types 2 page.
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This example illustrates the fields and controls on the Expense Types 3 Page. You can find definitions for

the fields and controls later on this page.

Expense Types 1 Expense Types 2 Expense Types 3

Expense Types 3

SetlD SHARE Expense Type PERDIEM Per Diem Germany

Find | View All First ‘&' 10f1 &/ Las'
F[=
Effective Date 01/01/1900 Status  Active HE=
Expense Type Group Per Diem
Per Diem Deductions Personalize | Find | @I L:a’ First ‘4) 1-40f4 (k) Last
E . Deduction Deduction
Expense Type Description Percentage Arcumt OR CalcCode  Expression Text
1[BRKFAST Q Breakfast 15.00 &l =]
2[DINNER C Dinner 25.00 E =
3[LuncH Q Lunch 20.00 =l
4|LODGING Q, HoteliLodging 0.00 Q &l [=]
Preferred Merchant Personalize | Find | @\ IE First &' 10f1 &) Last
*Preferred Merchant
1 [+] HE
Field or Control Description

Expense Type

Select the expense types to use to define a per diem expense
type.

Deduction Percentage

Enter a percentage to deduct for each expense type that you
establish. When the employee selects this per diem expense
type, he or she can select some or all of the expense types that
are associated with the per diem.

In the example that appears in the sample page, if an employee
selects breakfast and lunch, PeopleSoft Expenses deducts 35
percent of the reimbursable total (15 percent for breakfast and
20 percent for lunch) from the per diem amount. If 100 EUR is
the total amount for an employee's per diem. If the employee
selects the deduction for breakfast (15%), then PeopleSoft
Expenses reduces the employee's 100 EUR per diem by 15%
or 15 EUR. The employee only receives 85 EUR because that
amount is outside of the per diem allowance.

Deduction Amount

Enter an amount to deduct for each expense type that you
establish. The currency used for the deduction amount is the
base currency for the employee.

This option is calculated the same as deduction percentage
except it uses a flat amount to deduct from the total per diem
amount.

Calc Code (calculation code)

Select a calculation code for the expense type. The system uses
this calculation code to calculate the per diem for the expense

type.
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Field or Control Description

Preferred Merchant If applicable, select for this expense type. You can add more
rows to create a list of merchants that you require employees
to use. If the expense type appears in an expense report and
the employee did not use a preferred merchant, the line item
requires an explanation and could be flagged for auditing.

Related Links
Migrating Data Using Application Data Sets

Setting Up Expense Type Categories

This topic discusses how to set up expense type categories.

Page Used to Set Up Expense Type Categories

Page Name Definition Name Usage

Setting Up Expense Type Categories EX TYPE CATEGORY Create an expense type category to
collect and classify expense types.

The data that is entered using these pages can also be loaded as an Application Data Set (ADS). For more
information about ADS, see Migrating Data Using Application Data Sets

Expense Type Category Page

Use the Expense Type Category page (EX TYPE CATEGORY) to create an expense type category to
collect and classify expense types.

Navigation:

Set Up Financials/Supply Chain > Product Related >Expenses >Purchase >Expense Type
Category
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This example illustrates the fields and controls on the Expense Type Category. You can find definitions
for the fields and controls later on this page.

Expense Type Category

SetlD SHARE Expense Type Category TRAVEL

*Status | Active j

*Description Travel

Expense Type Find | View All | 2 | = First ‘4 1-4of7 '} Last
Expense Type Description

1| AIRFARE @ Air Travel +] [=]

2 |AUTOD €, Automobile Rental +] [=]

3 |COURIER Q. Courier Senvice +] [=]

4 |LAUNDRY C, Laundry Service +] [=]

Expense type categories are used when creating expense reports and help the user find an expense type
faster, but selecting the category first and then the type.

Field or Control Description

Expense Type Select an expense type that you want to add to the Expense
Type Category.

Description Displays the description of the expense type.

Note: An expense type can be added to multiple expense type categories. In addition, you can create an
expense type category with no expense types.

Related Links
Migrating Data Using Application Data Sets

Setting Up Expense Type Groups

To set up expense type groups, use the Expense Type Group (EX EXP TYPE GRP.GBL) component.
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Page Name Definition Name

Usage

Expense Type Group Page EX TYPE GRP

Create a group to collect and classify
expense types for reporting and tracking.

The data that is entered using these pages can also be loaded as an Application Data Set (ADS). For more
information about ADS, see Migrating Data Using Application Data Sets

Expense Type Group Page

Use the Expense Type Group page (EX TYPE GRP) to create a group to collect and classify expense

types for reporting and tracking.

Navigation:

* Set Up Financials/Supply Chain > Product Related > Expenses > Purchase > Expense Type

Group

* Travel and Expense > Travel and Exp Admin Center > Define Expense System > Accounting

Data > Expense Type Group

This example illustrates the fields and controls on the Expense Type Group page.

Expense Type Group

SetlD SHARE
Expense Type Group Find | View All
*Effective Date |01/011900 E?J

*Status I.i-.c’[i'\-'e vl

*Description Meals

Short Description Meals

Expense Type Group MEALS

Details Personalize | Find | View All | [ First 4 13 0f6 ' Last
GL Chartfields 1 | GL ChartFields 2
*Billing Type *Account i::t:;:ﬁtte Oper Unit Fund Department
1[Bilable =] [120085 |@ @, @, @, @, H =
2[Bilable =] [120800 |@ @, @, @, @, ==
3[intemal 7] [650055 |@ @, @, @, @, H =

First'4' 1 0f1'F Last

[+][=]
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Field or Control

Description

Overage

Select if you want amounts exceeding a per diem amount to be
booked to a different set of ChartFields.

Note: To select the Overage check box, you must first select
Allow Overage Accounting on the Installation Options -
Expenses page.

See "Installation Options - Expenses Page" (Application
Fundamentals).

Billing Code

Select a billing type for which you want to define ChartFields
to use for the expense type. PeopleSoft Expenses delivers the
billing type values of Billable, Internal, and Nonbillable.

In the remaining columns, select the accounting distribution defaults when a member of this expense type
group is associated with the selected billing code in an expense report. Create other rows to designate
additional charged accounts for different billing codes.

Note: If any ChartField (other than account) is associated with this expense type group and an expense
type group is used on an expense report, the expense type group accounting overrides the default for
the expense transaction at the header level. However, if you change the accounting ChartFields at the
transaction line level, the system uses only account and, if applicable, alternate account.

Related Links
Migrating Data Using Application Data Sets

Setti

ng Up References

Pages Used to Set Up References

Page Name Definition Name

Usage

Reference Page EX REFERENCE

Create references that help to identify
and track expense reports.

Reference Page

Copyright

Use the Reference page (EX REFERENCE) to create a reference code that can be used when identifying

or tracking expense reports.

Navigation:

* Set Up Financials/Supply Chain >Product Related >Expenses >Reference
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* Travel and Expenses >Travel and Exp Admin Center >Additional Required Data >Reference

This example illustrates the fields and controls on the Reference page.

Reference
SetlD SHARE Reference TRAIMING
Reference Find | View All First'4' 10f 1'% Last
*Effective Date 02/13/2013 |[5 *Status | Active = F =]

*Description | Training

Short Description (Trng

Setting Up Local Tax Tables

To set up location tax tables, use the Local Tax Table (LOCAL TAX TBL.GBL) component. Use the
EX LOCAL TAX SETUP component interface to load data into the table for this component.

Page Used to Set Up Local Tax Tables

Page Name Definition Name Usage

Local Tax Table Page LOCAL TAX TBL Define local tax tables for states and
localities in the United States and its
territories.

Understanding Local Tax Table Setup

Defining local tax tables enables employees to enter time reports that indicate different tax localities
than are normally used. Time reports are sent to PeopleSoft Time and Labor, which passes them on to
a PeopleSoft payroll system. The payroll system then uses the local tax table from the time report to
calculate applicable taxes.

Local Tax Table Page

Use the Local Tax Table page (LOCAL TAX TBL) to define local tax tables for states and localities in
the United States and its territories. The local tax table is effective-dated, so you can create more than one
definition to use at predetermined times.

Navigation:

* Set Up Financials/Supply Chain > Product Related > Expenses > Management > Local Tax
Table
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* Travel and Expense > Travel and Exp Admin Center > Define Expense System > Accounting
Data > Local Tax Table

Setting Up Reimbursement Action Codes

To set up reimbursement action codes, use the Reimbursement Action Code
(EX_REIMB_ACTIONS.GBL) component.

Page Used to Set Up Reimbursement Action Codes

Page Name Definition Name Usage

Reimbursement Action Code Page EX REIMB ACTIONS Set up codes to communicate your
organization's policies regarding the
reason that an expense item is denied.

Reimbursement Action Code Page

Use the Reimbursement Action Code page (EX REIMB_ACTIONS) to set up codes to communicate
your organization's policies regarding the reason that an expense item is denied.

If an expense report line item is denied in the approval or auditing process, you must select one of the
defined action codes to explain the reason.

Navigation:

* Set Up Financials/Supply Chain > Product Related > Expenses > Payment Information >
Reimbursement Action Code

* Travel and Expense > Travel and Exp Admin Center > Define Expense System > Accounting
Data > Reimbursement Action Code

Setting Up Period End Accrual Options

Page Used to Set Up Period End Accrual Options

Page Name Definition Name Usage
Period End Accrual Options - Document | PE_ ACCRL_OPTIONS Set up period end accrual options for the
Page Period End Accrual process.

Understanding Period End Accrual Options

When creating period end accruals for PeopleSoft Expenses, the system uses accrual options to identify
the transactions that are to be selected during the Period End Accrual (PE_ ACCRUAL) process. The
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transactions are identified by the transaction status, which is determined on the Period End Accrual
Options page.

Period End Accrual Options - Document Page

136

Use the Period End Accrual Options - Document page (PE_ ACCRL_OPTIONS) to set up period end
accrual options for the Period End Accrual process.

Navigation:

Setup Financials/Supply Chain > Product Related > Expenses > Management > Period End
Accrual Options

This example illustrates the fields and controls on the Period End Accrual Options - Document page. You
can find definitions for the fields and controls later on this page.

Document Excluded Accounts

SetlD SHARE Product Expenses
Document Type Expense Report
Effective Date Find | View All First ' 10f1 ' */ Last
Effective Date |02/23/2013 Eﬂ *Status I.i.dive vl [+][=]
Status Field Personalize | Find | View All | | E First '+ 1-2 0f2 '*' Last
*Field Hame *Field Value
1 |BUDGET_HDR_STATUS O, Budget Checking Header Status \ O, alid ﬂ ﬂ
2 |SHEET_STATUS @, Report Status PND @, Pending [+] (=]

Use this page to set up the transactions that are selected for the Period End Accrual process.

Note: This component is shared with PeopleSoft Payables. If you use the Expenses navigation path,
Expense Report is selected as the document type.

Document
Field or Control Description
Field Name Select the type of status that can be included in the Period End

Accrual process. Options include:

*  Budget Checking Header Status: Select to indicate that
expense transactions are to be pulled based on the budget
checking status of an expense report.

»  Sheet Status: Select to indicate that expense transactions
are to be pulled based on the status of the expense sheet.
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Field or Control Description

Field Value Select the status of the transaction that qualifies the document
to be included in the Period End Accrual process.

For example, if you select Sheet Status in the Field Name
field, options include all statuses that are available for an
expense report.

If you select Budget Checking Header Status in the Field
Name field, options include £ (Error in Budget Check), N
(Not Budget Checked), P (Provisionally Valid), and V' (Valid
Budget Check).
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Understanding Locations and Rates

When employees use their own vehicle for business purposes, they are typically reimbursed based on
distance. PeopleSoft Expenses allows you to set up and define distance rates. You can apply a standard
rate, or a varied rate, with which to calculate reimbursements to employees. You can also define distance
rates for various base countries, with each combination tied to an expense type.

With PeopleSoft Expenses, you can create an expense location to use for expense reports, create
classifications for groups of travel destinations, and establish spending limits for business travel. You
can also define per diem ranges and establish amounts to reimburse employees within a per diem range.
PeopleSoft Expenses uses expense locations for value-added tax (VAT) processing on expense reports to
determine the consumption country and state.

To determine the need for exception comments for expensed items that exceed authorized spending
amounts, PeopleSoft Expenses first looks for a limit in the Location Amount or Per Diem Amount tables
based on the transaction currency. If PeopleSoft Expenses finds a limit, it compares the limit amount with
the transaction amount that is entered on the expense report, and determines if an exception comment is
required.

If PeopleSoft Expenses does not find a limit for the location based on the transaction currency, it looks
for a limit based on the employee's base currency. If PeopleSoft Expenses finds a limit based on the
employee's base currency, it compares the limit amount with the calculated base amount that is on the
expense report and determines if an exception comment is required.

Setting Up Distance Rates

To set up distance rates, use the Distance Rate (EX_AUTO_RT TBL.GBL) component. Use the
EX AUTO_RATE_SETUP component interface to load data into the table for this component.

Page Used to Set Up Distance Rates

Page Name Definition Name Usage

Distance Rates Page EX AUTO RT TBL Define distance rates for various base
countries, with each combination tied to
an expense type.
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Distance Rates Page

140

Chapter 8

Use the Distance Rate page (EX AUTO RT TBL) to define distance rates for various base countries,

with each combination tied to an expense type.

Navigation:

e Set Up Financials/Supply Chain > Product Related > Expenses > Management >Establish

Mileage Rate

* Travel and Expenses > Travel and Exp Admin Center > Define Expense System > Locations

and Rates > Distance Rate

This example illustrates the fields and controls on the Distance Rate page. You can find definitions for the

fields and controls later on this page.

Distance Rate

SetlD SHARE
Expense Type MILEAGE MWileage
Country FRA

*Effective Date |01/01/1900 |

Distance Type * Kilometers
Distance Rate Type ' Standard Rate

Standard Distance Rate

Varied Distance Rates

*Transportation Type Description Eir;gnce E:;:;TE:;

TYPO @, HP==5 0 5000
TYPO @, HP==5 5001 20000
TYFO @, HP=<§ 20001 99999
TYP1 @, B&THP 0 5000
TYP1 @, B&THP 5001 20000

Find | View All

First'4' 10f 1 '}/ Last

Status | Active
C Miles
¥ varied Rate
*Currency FRF @,

*Distance Rate Rate Adjustment Factor

2.9250 +] =]
16010 5856.1700 ] (=]
1.9320 ] =
3.1880 | [
17770 7056.4100 ] [=]

=] [+] [=]

[ split Rate

Before you can establish a distance rate, you must:

* Create an expense type (such as Mileage) to which the distance rate is applied.

» Select an expense type edit of Automobile for the expense type.

Field or Control

Description

Distance Type

Select either Kilometers or Miles.
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Field or Control

Description

Distance Rate Type

Select Standard Rate when mileage reimbursement is not
dependent on miles or kilometers traveled. If selected,
PeopleSoft Expenses uses the Standard Distance Rate field to
determine reimbursement.

Select Varied Rate to have PeopleSoft Expenses determine
reimbursement based on the distance traveled by the employee
for a particular transportation type.

Split Rate

Select Split Rate to have PeopleSoft Expenses calculate
reimbursement based on the distance that falls in each row
in the Varied Distance Rates grid when the distance that is
traveled spans multiple distance rate rows. In other words,
PeopleSoft Expenses can take one distance traveled amount
and apply two different rates to calculate a reimbursement
amount.

If Split Rate is not selected, and the accumulated distance
spans multiple distance rate rows, PeopleSoft Expenses uses
the rate that is in the highest distance rate row in the Varied
Distance Rate grid to calculate the entire reimbursable amount.

For example: Kilometers 0 through 5,000 has a distance

rate of 2.925 EUR; kilometers 5,001 through 20,000 has a
distance rate of 1.601 EUR. The accumulated miles are 4,
925, and you travel 100 kilometers. If Split Rate is selected,
PeopleSoft Expenses calculates 75 kilometers at 2.925 EUR
and 25 kilometers at 1.601 EUR. If Split Rate is not selected,
PeopleSoft Expenses calculates 100 kilometers at 1.601 EUR.

Note: The Split Rate check box is only available if you select
Varied Rate for the distance rate type.

Standard Distance Rate

If the Distance Rate Type is Standard Rate, indicate the
monetary amount to reimburse per unit that is driven.

Currency

Enter a currency to use for the distance rate. If the employee's
base currency is different from the currency that is on the
Distance Rate page, Expenses converts the amount to the
employee's base currency.

Varied Distance Rates

Field or Control

Description

Transportation Type

Designate modes of transportation that employees use. For
instance, in many countries, mileage is reimbursed based on
the horsepower of the car that is driven, so the transportation
types would be 3HP, 4HP, and so on.
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Field or Control

Description

From Distance and Through Distance

Enter the beginning or end of a range in which an employee
is reimbursed a particular distance rate. The range is for
cumulative mileage that is driven by an employee in a calendar

year.

Distance Rate

Enter the rate at which to reimburse an employee within the
specified range.

Rate Adjustment Factor

Enter a rate to create a sliding scale for auto mileage
reimbursement. This factor is used in the formula to determine
the mileage rate reimbursement, which is based on distance
rate and distance that is accumulated (in miles or kilometers)

that an employee travels in a calendar year.

The rate adjustment factor is used in countries such as France
and Belgium. The rate that results is determined by this

formula:

Adjusted Distance Rate = (( Distance Rate * Total Distance) +
Rate Adjustment Factor) / Total Distance)

Setting Up Expense Locations and Amounts

To set up expense locations and amounts, use the following components:

* Expense Location (EX LOCATION.GBL)

* Expense Location Group (EX LOCATION_GRP.GBL)

* Expense Location Amount (EX LOC_AMOUNT.GBL)

Use the EX LOCATION_ SETUP component interface to load data into the expense location table and
the EX LOC_AMT SETUP component interface to load data into the expense location amount table.

Pages Used to Set Up Expense Locations and Amounts

Page Name

Definition Name

Usage

Expense Location Group Page

EX LOCATION_GRP

Create a common classification
(such as Europe) for a group of travel
destinations.

Expense Location Page

EX_LOCATION

Create an expense location that is to be
used on an expense report.
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Page Name Definition Name Usage

Expense Location Amount Page EX LOC_AMOUNT Establish spending limits for business
travel in a particular location.

Location Amount for Expense Type EX LOC_AMT_GROUP Establish authorized spending limits
Group Page for a particular expense type group in

various currencies

The data that is entered using these pages can also be loaded as an Application Data Set (ADS). For more
information about ADS, see Migrating Data Using Application Data Sets

Understanding Expense Locations and Amounts

Different travel destinations have different costs; for example, you might expect employees to pay

more for a hotel in Japan than in Mexico. To ensure that submitted expenses accurately reflect regions'
prevailing prices, when you define an expense type, you can require employees to enter transaction
locations. This feature also lets you track how much your organization spends in particular cities, as well
as groups of cities, and extract information about groups (such as Europe).

Defining expense location amounts also enables you to establish authorized spending limits for a
particular expense type in various currencies. PeopleSoft Expenses can then compare how much an
employee spends at a destination (after appropriate exchange rates are applied) to the amount that your
organization establishes as acceptable.

You can also define expense location amounts for expense type groups. This enables users to establish
authorized spending limits for a type group in various currencies.

Locations and location groups are effective-dated, so you can create more than one definition to be used at
predetermined times.

Note: To make an expense location part of an expense location group, define the group before you define
the location. Before you create location amounts, you must create expense types and locations.

Related Links
Setting Up Expense Types

Expense Location Page

Use the Expense Location page (EX LOCATION) to create an expense location that is to be used on an
expense report.

Navigation:

* Set Up Financials/Supply Chain > Product Related > Expenses > Location >Define Expense
Location Codes

* Travel and Expenses > Travel and Exp Admin Center > Define Expense System > Locations
and Rates > Expense Location
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This example illustrates the fields and controls on the Expense Location page. You can find definitions for
the fields and controls later on this page.

Expense Location
SetlD SHARE Expense Location AUKD
Expense Location Find | View All First '+ 10f 1 '}/ Last
*Effective Date 01/01/1900 | *Status | Active | Hi=
*Description ALCKLAND, Mew Zealand
Short Description MNZ
Location Group @,
*Country NZL @, pjew Zealand
State 3,
Field or Control Description
Location Group Link the expense location to a predefined expense location
group.

Note: Although you are not required to set up State, PeopleSoft Expenses looks at the field to auto-
populate the state for VAT processing during expense report entry.

Expense Location Amount Page

Use the Expense Location Amount page (EX LOC_AMOUNT) to establish spending limits for business
travel in a particular location.

Navigation:

* Set Up Financials/Supply Chain > Product Related > Expenses > Location > Expense Location
Amount

* Travel and Expenses > Travel and Exp Admin Center > Define Expense System > Locations
and Rates > Expense Location Amount
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This example illustrates the fields and controls on the Expense Location Amount page.

Expense Location Amount

SetlD SHARE Expense Type DINNER  Dinner Currency USD
Expense Location Amount Find | View All First ‘4 10f 1 ¥/ Last
“Effective Date [04/01/1999 =Status [Active - =
Details Personalize | Find | View All | ||:| First ‘&' 1-27 of 27 ‘&' Last

Active Amounts || Benchmark Amounts | Other

Active

“Location Startof  ‘Endof  Loo,eon Data Source Average Active High (Actrve Lo
Season Season Amount Amount
Amount

DALL ‘@, Dallas, Texas 01/01 12131 Mo Season ~| Runzheimer 28.80 USD 3400 USD 24.65 USD ﬂ ﬂ =
DAYTN @, DAYTON, Ohia 01/01 12131 No Season ~| Runzheimer 2315/ USD 2635 USD 2155 USD =]
DENV ‘@, Denver, Colorado 01/01 12131 No Season ~>| Runzheimer 2505 USD 30,05/ USD 2255 USD [+l =]
DESMM @, DES MOINES, lowa 0101 12131 No Season x| Runzheimer 19.45/ USD 2255 UsSD 17.90| UsD = [=
DET ‘@, DETROIT/DEARBORN, Michigan  [01/01 12131 No Season ~| Runzheimer 2545 UsD 32.05| UsD 2220/ UsD F =

Note: Multiple views of this page are available by clicking the tabs that are in the scroll area. Fields that
are common to all views are documented first.

All tabs display the following information:

Field or Control Description
Location Geographical site (such as a city, state, or office).
Start of Season Beginning date that is used for locations where rates vary

(perhaps due to tourism).

End of Season Ending date that is used for locations where rates vary
(perhaps due to tourism).

Season Select whether this location amount is /n season, Out of
season, MidSeas (mid-season), or None.

Data Source Origin of expense location amounts. This value can be
entered manually or loaded from an external source such as
Runzheimer or CONUS.

Active Amounts Tab

Field or Control Description

Active Average Amount Displays the current mean value for the location amount that is
used for online comparison to the amount that is on an expense
line.

Active High Amount and Active Low Amount Displays the current maximum and minimum for the location
amount.
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Benchmark Amounts Tab

If you loaded benchmark data into your expense tables, the following appears:

Field or Control Description

Benchmark Average Amount Displays the mean value of the location amount benchmark.
The grid on the right displays the amount's currency.

Benchmark High Amount Displays the maximum value of the location amount
benchmark.
Benchmark Low Amount Displays the minimum value of the location amount
benchmark.
Other Tab

This tab tracks the following update information for audit purposes:

Field or Control Description

Last Update User ID Displays the user ID that is used to make the most recent
modification to this row.

Last Update Date/Time Displays the date and time of the most recent modification to
this row.

Add rows to designate more expense location amounts.

Location Amount for Expense Type Group Page

Use the Location Amount for Expense Type Group page (EX LOC _AMT_ GROUP) to establish
authorized spending limits for a particular expense type group in various currencies.

Navigation:

Set Up Financials/Supply Chain >Product Related >Expenses >Location >Location Amount for
Type Group
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This example illustrates the fields and controls on the Location Amount for Expense Type Group page.

Location Amount for Expense Type Group
SetlD SHARE Expense Type Group MEALS Meals Currency Code USD
Location Amount for Expense Type Group Find | View All First ‘4’ 10f1 &/ Last
*Effective Date [01/01/1900 |[#] *Statusl,ﬁmivg vl +][=]
Details Personalize | Find | View All | CY | E First ‘4 1-20f2 ‘B Last
*Expense Active Average
Location Amount
DALL Q_ Dallas, Texas 80.00/ UsD [+] [=]
MWYK @, New York, New York 100.00/ USD [+ [=]
;JJ Save ||[&h Return to Search =] Motify =% Add J._'l Include History Correct History

The Location Amount for Expense Type Group page enables you configure a location amount to limit
spending for a particular expense type group. You can enter an amount limit for a particular location

based on the transaction currency.

If you create an expense report and exceed the limit beyond what is specified in the location amount limit
for an expense type group, the system requires that you enter exception comments on the expense report

Field or Control

Description

Location

Geographical site (such as a city, state, or office).

Active Amount Limit

Displays the value entered for the location amount based on
the transaction currency.

Related Links

Migrating Data Using Application Data Sets

Setting Up Per Diems

To set up per diem ranges and amounts, use the following components:

» Range Category (EX CATEGORY)

e Per Diem Amount (EX PER DIEM AMT.GBL)

* Per Diem Range (EX PER DIEM RANGE.GBL)
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Pages Used to Set Up Per Diems

Page Name Definition Name Usage

Range Category Page EX CATEGORY_TBL Set up different per diem rates and
ranges for travel within a specified
country.

Per Diem Calculation Page EX PD CALC Create a per diem calculation.

Per Diem Test Calculation Page EX PD CALC_SEC Test a calculation created on the Per

Diem Calculation Setup page.

Per Diem Range Page EX PER DIEM RANGE Set up hourly or daily ranges
per category to define per diem
reimbursement percentages.

Per Diem Amount Page EX PER DIEM AMT Sets the amount that an employee is
reimbursed within a per diem range.

Understanding Per Diem Setup

The Per Diem Amount table is keyed by country, so the employee's country, which is based on the base
business unit that is set up in the employee profile, determines the per diem rates that are fetched from
the table. The ranges that you establish by country on the Per Diem Range page determine how per diem
amounts are defined (i.e. the column headings in the Per Diem Amount page are based on the specified
ranges).

Related Links

Setting up PeopleSoft Expenses for Per Diem Processing

Range Category Page

Use the Range Category Page (EX CATEGORY_TBL) to set up different per diem rates and ranges for
travel within a specified country.

Navigation:

Set Up Financials/Supply Chain >Product RelatedExpenses >Location >Per Diem Range Category
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This example illustrates the fields and controls on the Range Category page.

Range Category
Setld SHARE Range Category: LOCAL

*Description |Local Rates Default Category for SetlD

Short Description Local

Field or Control Description

Default Category for SetID Select to indicate that this range category is the default for the
SetID. Multiple categories can be set up for the same SetID,
such as Domestic, International, and so on.

Per Diem Calculation Page
Use the Per Diem Calculation page (EX PD CALC) to create a per diem calculation.
Navigation:

Set Up Financials/Supply Chain >Product Related >Expenses >Location >Define Per Diem
Calculations

This example illustrates the fields and controls on the Per Diem Calculation page.

Per Diem Calculation

SetlD SHARE Calculation Code |58
*Description International 5-8 hours

Calculation Parameters

Parenthesis Per Diem Values Or Field Value Parenthesis Operator
v Hours Worked v |/ v [+ =]
v 12.000 v| [* v +] [=]
v 13200 v v ESNE

Calculation: [Hours Worked [M12*13.2

Test Calculation

Use this page to enter a calculation that can be used on the Per Diem Amount page, Calculation tab.

Field or Control Description
Description Enter a description of the per diem calculation. This is a
required field.
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Field or Control Description

Parenthesis Select (or).

Per Diem Values Select Active Amount, Government Amount, or Hours
Worked.

Field Value Enter an amount that is used in the calculation.

Parenthesis Select (or).

Operator Select *, +, -, or / to indicate multiply, plus, minus or divide
consecutively.

Calculation Displays your calculation when you press the Save button.

Text Calculation Click this link to access the Per Diem Text Calculation page.

Per Diem Test Calculation Page

150

Use the Per Diem Test Calculation page (EX PD CALC_SEC) to test a calculation created on the Per
Diem Calculation Setup page.

Navigation:
Click the Test Calculation link on the Per Diem Calculation Setup page

This example illustrates the fields and controls on the Per Diem Test Calculation page.

Per Diem Test Calculation Page

Setld SHARE Calculation Code 158

Description International 5-8 hours
Calculation Hours Worked /[12%13.2

Active Amount 45.000
Government Amount 40.000
Hours Worked | 9.00

Calculate

Result Value 9.90
(0] 4 Cancel
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Use this page to enter test values in the appropriate fields to calculate and verify that the calculation

works as intended.

Per Diem Range Page

Use the Per Diem Range page (EX PER _DIEM_RANGE) to set up hourly or daily ranges per category to

define per diem reimbursement percentages.

Navigation:

e Set Up Financials/Supply Chain > Product Related > Expenses > Location >Define Per Diem

Ranges

* Travel and Expenses > Travel and Exp Admin Center > Define Expense System > Locations

and Rates > Per Diem Range

*  Click the Per Diem Range Setup link on the Per Diem Amount page.

This example illustrates the fields and controls on the Per Diem Range page.

Per Diem Range

SetlD SHARE
Per Diem Range

Range ID DAYS

*Effective Date (01/01/1300 |[5]

Range Details

Description Per diem range Days

Range Type IDaiI'y' vI

Category LOCAL Local Rates

First ‘&' 1 of 1 '}/ Last

*Status I Active hd I

Find

Personalize | Find I@ |-:|

First ‘&' 1-2 0f 2 '*/ Last

Country C';DIS; To Value :-‘;DIS; To Value :I,;Dl{:; To Value Z;D“I; To Value
CHE |@, Switeran 0 5 & 12 13 999 0 0 +] [=]
FRA |@, France 0 2 3 10 1 20 21 999 +] [=]
Per Diem Amount Setup
Field or Control Description

Category

Select a category that identifies the per diem range that is
being created. Range categories are set up using the Range
Category Page

Range Type

Select Daily or Hourly. Daily allows you to increase
reimbursement if an employee is on a longer-than-normal
business trip. Hourly allows you to incrementally reimburse
per diem amounts based on a 24-hour period.

Country

Select a country to set up with a per diem range.
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Field or Control

Description

From Value and To Value

Enter the start and end of the range in hours or days. You can
enter up to four ranges. The system displays these ranges on
the Per Diem Amount page.

Per Diem Amount Page

Use the Per Diem Amount page (EX PER DIEM_AMT) to set the amount that an employee is
reimbursed within a per diem range and range category.

Navigation:

Amounts

and Rates > Per Diem Amount

Set Up Financials/Supply Chain > Product Related > Expenses > Location >Define Per Diem

Travel and Expenses > Travel and Exp Admin Center > Define Expense System > Locations

Click the Per Diem Amount Setup link on the Per Diem Range page.

This example illustrates the fields and controls on the Per Diem Amount page.

Per Diem Amount

SetlD SHARE

Country FRA
Per Diem Details

*Effective Date [01/01/1900 |[5]

*Range ID [DAYS |3

Expense Type PERDIEM Per Diem Germany
Currency Code EUR

*Status | Active 'I

First'4/ 1071 &/ Last
[+ =]

Find | View All

Copy Govtio Active Rates

Range Category | All Categories = Refresh
Details Persanalize | Find | 2 | First ' 4 1-2 of 2 '}/ Last
Government Amounts Active Amounts Calculation Lodging Amount
*Category *Location Range 1 Range 2 Range 3 Range 4
[focal =] LocalRates LYoN  |@, Lyon, France 55.00| EUR 85.00) EUR 75.00] EUR 85.00/ EUR &l [=
ILOCAL »| Local Rates PARIS @, Paris - France 0.00) EUR 0.00, EUR 0.00 EUR 0.00) EUR &l =]
Per Diem Range Setup
Expenses Calculation
Field or Control Description
Range ID You establish the range IDs on the Per Diem Range page. This
controls the column headings on this page. The range is in
days or hours, depending on what you set up on the Per Diem
Range page.
Range Category Select a range category to view that category in the Details

section. Options include All Categoriesand the categories that
are set up on the Range Category page for the setID.

When selecting All Categories, the range columns in the
Details section change to Range 1, Range 2, and so on.
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Field or Control

Description

Copy Govt to Active Rates (copy government to active rates)

Click to populate the active amounts with the government
rates.

Government rates are published on a website or are mailed to
customers; however, they are not downloadable to PeopleSoft
Expenses at this time. If you manually input the government
rates in the Government Amounts tab, you can copy those
rates to the Active Amounts tab where you can change the
rates if needed.

Government Amounts Tab

Field or Control

Description

Location

Select the location to apply a per diem rate.

Note: Each location can have only one category associated
with it within the setID, expense type, country, and currency
combination. The per diem amount is calculated based on
the home country of the employee, base currency, setlD and

expense, and the location to which they traveled.

Active Amounts Tab

PeopleSoft Expenses uses these amounts during expense report entry.

Calculation Tab

Use this tab to enter a calculation code for each range specified on the Per Diem Range page. The
calculation code is specified using the Per Diem Calculation Setup page.

When a calculation is specified for a range, it is used to calculate the per diem rate for the employee.

Lodging Amount Tab
Field or Control Description
Per Diem Lodging Amount Enter a per diem rate to reimburse employees who stay with

family or friends while on business trips. (Some European
countries use this as an employee bonus.)

Setti

Copyright

ng Up Transportation Types

To set up transportation types, use the Transportation Types (EX TRNSPT TYPES.GBL) component.
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Page Used to Set Up Transportation Type

Page Name Definition Name Usage and Navigation

Transportation Types Page EX_ TRNSPT TYPES Define car types by SetID.
Transportation Types are used when
you define distance rates on the Distance
Rate component (EX_AUTO_RT _TBL).

*  Set Up Financials/
Supply Chain > Product
Related > Expenses >
Management >Define Vehicle
Transport Types

* Travel and Expenses > Travel
and Exp Admin Center > Define
Expense System > Locations and
Rates > Transportation Types
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Setting Up Business Purposes

To define business purposes, use the Business Purpose (EX PURPOSE.GBL) component.

Page Used to Set Up Business Purposes

Page Name

Definition Name

Usage

Business Purpose Page

EX PURPOSE

Define business purposes that justify
a business expense as a corporate tax
deduction.

Understanding Business Purposes

With PeopleSoft Expenses, you can create business purposes that justify business expenses. For
consistency in reporting and analysis, you can also use business purposes to sort and total expenses,
which lets you see how much your company spends on meetings, trade shows, customer visits, and other

items.

Business Purpose Page

Use the Business Purpose page (EX PURPOSE) to define business purposes that justify a business
expense as a corporate tax deduction.

Navigation:

* Set Up Financials/Supply Chain > Product Related > Expenses > Purchase >Define Business

Purpose

* Travel and Expenses > Travel and Exp Admin Center > Define Expense System > Additional
Required Data > Business Purpose
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This example illustrates the fields and controls on the Business Purpose page. You can find definitions for
the fields and controls later on this page.

Business Purpose

Business Purpose

SetlD SHARE

*Effective Date |01/01/1900 IE'J
*Description [Technical Training

Short Description TechTrain

Business Purpose 00003

Find | View All First '/ 1 0f 1'% Last

*Status | Active j [+][-]

Field or Control

Description

Business Purpose

Assign this unique identifier for the type of business expense
that you want to track. Because the business purpose

is effective-dated, you can create more than one set of
descriptions to use at predetermined times.

Setting Up Credit Card Suppliers

To define credit card suppliers, use the Corporate Card Supplier (CC_CARD TBL.GBL) component.

Page Used to Set Up Credit Card Suppliers

Page Name

Definition Name

Usage

Corporate Card Supplier Page

CC_CARD TBL

Define credit card suppliers to enable
your expense system to process credit
card transactions.

Understanding How to Set Up Credit Card Suppliers

Link supplier IDs with your organization's corporate ID number to ensure that the transactions you
receive from the suppliers are legitimate charges from your employees.

Corporate Card Supplier Page

Use the Corporate Card Supplier page (CC_CARD TBL) to define credit card suppliers to enable your
expense system to process credit card transactions.

Navigation:
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* Set Up Financials/Supply Chain > Product Related > Expenses > Management > Corporate
Card Supplier

* Travel and Expenses > Travel and Exp Admin Center > Define Expense System > Additional
Required Data > Corporate Card Supplier

This example illustrates the fields and controls on the Corporate Card Supplier page. You can find
definitions for the fields and controls later on this page.

Corporate Card Supplier
SetlD SHARE Card Issuer USB

Credit Card Provider Record Find | View All First '@ 1 of1'® Last
*Effective Date (01/01/1900 [ =+ [=]
sstatus [actve 7]
*Description S Bank
*Short Description US Bank
AP Business Unit (U001 @
*Supplier SetlD SHARE @

-

*Supplier ID [USA0000029 |2, i (Credit Card #2)
Supplier Location 1 @, .
Corporate Humber
[" Load Level 3 Data (Purchasing)
¥ Bill Includes Tax (if applied)
¥ Bill Includes VAT (if applied) VAT Default
Days After Billing Date

Expiration Grace Days 10

Prepayment Voucher Default

[" Create Prepayment Voucher

Prepayment Voucher Dptionsl d

Payment Terms IDI

Expenses Enhanced Data Options
I Load Enhanced Data
Hotel Folio Options
[ Create Expense Lines
Credit Card Import Hierarchy
L] ' Detail " summary

Delay Days

Arnount Limits

Some countries allow credit card statements to be used in lieu of actual receipts for VAT tax
reporting purposes. If a country allows this type of reporting for the above Credit Card Provider,
please enter that information here.

VAT Country Personalize | Find | View All | | = First ‘4 1 of 1'% Last

*Country Description

1 Q # =)

Fields not defined here are defined in the "Defining Card Issuers" (PeopleSoft Purchasing) task.
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Credit Card Provider Record

Field or Control Description

Corporate Number Enter your company's identifier for the selected supplier.
Bill Includes Tax (if applied) and Notify Pending Not applicable for PeopleSoft Expenses but used by
Reconciliations PeopleSoft Purchasing.

Bill Includes VAT (if applied) (bill includes value-added tax | Not applicable for PeopleSoft Expenses but used by
if applied) PeopleSoft Purchasing.

VAT Default (value-added tax default) Click to access the "VAT Defaults Sub-Search
Page" (PeopleSoft Global Options and Reports).

The VAT Defaults Setup page is a common page used to set
up VAT defaulting for all PeopleSoft applications that process
VAT transactions. On this page, you can define corporate
credit card supplier defaults as applicable.

Expenses Enhanced Data Options

PeopleSoft Expenses supports loading credit card enhanced data from Visa International.

Field or Control Description

Load Enhanced Data (Expenses) Select to indicate that your system imports enhanced data such

as airfare, car rental, and lodging, from credit card suppliers.

Deselect to indicate that your system does not import enhanced

data from credit card suppliers.

Hotel Folio Options - Create Expense Lines Select to indicate that when the Load Enhanced Data check
box is selected, then enhanced data is to be broken into

individual expense lines.

Deselect to indicate that when the Load Enhanced Data check
box is selected, then enhanced data is loaded, but not broken
into individual expense lines. Only the main transaction line is

available for an expense report.

Note: Hotel Folio Options only apply to hotel transactions.
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Field or Control

Description

Hotel Folio Options - Credit Card Import Hierarchy

Select the type of data to import when enhanced data from
credit card suppliers is loaded:

All: Select to use a hierarchical approach to import detail
data or summary data, and the main transaction.

First, the system looks for detail data in the file that is
received from the credit card supplier. If detail data is
available, and no delay days exist, then the system loads
the detail data and the main transaction to My Wallet.

If detail data is available, and the delay days number is
greater than zero, then the system loads the detail data and
the main transaction into the staging tables.

If the system does not find detail data, it looks for
summary data. If summary data is available, and no delay
days exist, then the system loads the summary data and
the main transaction to My Wallet. If summary data is
available, and the delay days number is greater than zero,
then the system loads the summary data and the main
transaction into the staging tables.

If the system does not find detail data or summary data, it
loads the main transaction to My Wallet.

Note: If the detail or summary amount does not match the
transaction amount, only transaction rows are loaded.

Detail: Select to import detail data and the main

transaction.

If detail data is not available, the system imports only the
main transaction. The system does not look for summary
data.

If the system does not find detail data, or if the detail
amount does not match the amount of the main
transaction, it imports only the main transaction.

This is the only option and is automatically selected if the
credit card supplier is American Express.

Summary:Select to import summary data and the main
transaction.

If the system does not find summary data, or if the
summary amount does not match the amount of the main

transaction, it imports only the main transaction.

Copyright © 1988, 2022, Oracle and/or its affiliates.

159



Defining Additional Required Data for PeopleSoft Expenses Chapter 9

Field or Control Description

Delay Days Enter the number of days that the system waits to load
enhanced data into My Wallet transactions.

This field is used during the Load External Data process to
determine the number of days to wait to load hotel information
into My Wallet. This allows time for the summary data, detail
data, or both to be imported if it is sent in a separate file from
the main transaction. All other transactions flow through, but
the hotel transactions are moved into staging tables and are not
available in My Wallet until the appropriate number of days
has passed.

For more information about loading enhanced data for PeopleSoft Expenses:Loading Credit Card Data.

Amount Limits

This section is not applicable to PeopleSoft Expenses.

Setting Up Employee Notifications

Pages Used to Set Up Notifications

Page Name Definition Name Usage

System Workflow Rules Page EX SYS WF RULES Define system workflow rules. Use
this page to define e-mail or worklist
notifications for various transactions.

Process Employee Notifications Page RUN_EX EMPNOTIFY Notify employees about expense-
related events. The PeopleSoft Process
Scheduler runs the EX EMPNOTIFY
process at user-defined intervals and
sends out notifications based on the
parameters that you select.

Generic Template Definition Page WL_TEMPLATE_GEN Set up or modify notifications for the
approval process under the Approval
Framework.

Understanding Employee Notifications
If you use PeopleSoft Workflow, your expense system can send e-mail notifications about expense-

related events. A message can inform an employee that he or she has an outstanding cash advance or that
the system has processed a payment for a cash advance or expense report. To implement a notification
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system, you define system workflow rules and run a process to send notifications about things such as
expense payments or overdue items.

You define e-mail notifications for the PeopleSoft Expenses approval processes on the Generic Template
Definition page.
System Workflow Rules Page

Use the System Workflow Rules page (EX SYS WF RULES) to define system workflow rules. Use this
page to define e-mail or worklist notifications for various transactions.

Navigation:
Set Up Financials/Supply Chain > Common Definitions > Workflow >Workflow System Rules
To set up workflow rules for PeopleSoft Expenses:
1. Select Expenses in the Transaction Category field.
2. In the Workflow Rule field, select one of the following values:
*  Email to send notifications to users using electronic mail.
»  Worklist to place an entry on the user's worklist.

*  Both to notify by e-mail and worklist.

3. Select notify options: Notify User - Entry, Notify - All, or Notify - Final Disposition.

For additional information, see PeopleTools: Workflow Technology

Process Employee Notifications Page

Use the Process Employee Notifications page (RUN_EX EMPNOTIFY) to notify employees about
expense-related events. The PeopleSoft Process Scheduler runs the EX EMPNOTIFY process at user-
defined intervals and sends out notifications based on the parameters that you select.

Navigation:

Travel and Expenses > Manage Employee Information > Process Employee Notifications
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Field or Control

Description

Employee Notification

Select an employee notification event. Options are:

Employee Payments: Payment has been processed from a cash
advance or expense report.

New Credit Card Transaction: If your organization receives
corporate credit card feeds, employees are notified when they
need to process new transactions linked to their employee
profiles.

Overdue Advances: Employees are notified when they have
outstanding cash advances that have not been reconciled to an
expense report within a defined time period.

Overdue Credit Card Txn (overdue credit card transaction):
Employees are notified of outstanding credit card transactions
that are not selected for processing in an expense report
because too much time has passed. Your organization defines
the overdue period.

This example illustrates the fields and controls on the Expense Payment Notification. You can find
definitions for the fields and controls later on this page.

ﬁhﬂ@ Expenses Payment Notification

From: <SMTP-User US@oracle.com> (_Add To Contacts )
To: <FINEXUserl@ap6023fems.us.oracle.com:>
Cc:
Subject: Expenses Payment Motification
Sent Date: Mar 23, 2015 1:44 PM
Received Date: Mar 23, 2015 1:44 PM
Priority: Normal
Attachments:
Character Set: |Default v| | Change |
IName |Jessica Bendetto
[Employee ID  |KU0021

IPayment Amount]|4,560.00 USD

lPayment Date  |[March 23, 2015

IPayment Method ||EFT

IBank Name |lUS Bank

Bank Account  [rxesssssxsxyq))

|Cash Advance ID|Amount

||Descr'|pt'|mn

Cash Advances

10000000020

||4,56D.EIEI U5D||con5ulting services CA

After the Process Scheduler has run successfully, an e-mail notification is sent to the employee. The e-

mail notification contains the following information:
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Field or Control Description

Name Displays the name of the employee.

Employee ID Displays the employee ID for the employee.

Payment Amount Displays the amount for payment.

Payment Date Reflects the date when the payment was transmitted.
Payment Method Displays the method used to make the payment. PeopleSoft

Expenses supports the following payment methods:
*  ACH (Automated Clearing House)
*  EFT (Electronic Funds Transfer)

*  CHK (System check)

Note: When the payment is done using CHK (System check),
the fields Bank Name and Bank Account are not displayed
in the e-mail notification.

Bank Name Display the name of the Bank (when the payment is done
using ACH (Automated Clearing House) or EFT (Electronic
Funds Transfer)).

Bank Account Display the Bank Account ID (when the payment is done
using ACH (Automated Clearing House) or EFT (Electronic
Funds Transfer)).

PeopleSoft Expenses masks the account ID so that only the
last 4 digits of the bank account ID are displayed.

Expense Report ID or Cash Advance ID Displays the Expense Report number or the Cash Advance
number.
Amount Displays the total amount paid to the employee on each

Expense Report or Cash Advance within this payment.

Description Displays the description of an Expense Report or about Cash
Advance available under the header of an Expense Report or a
Cash Advance.

Generic Template Definition Page

Use the Generic Template Definition page (WL _TEMPLATE GEN) to set up or modify notifications for
the approval process under the Approval Framework.

Navigation:
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PeopleTools > Workflow > Notifications > Generic Templates

This example illustrates the fields and controls on the Generic Template Definition page (1 of 2). You can

find definitions for the fields and controls later on this page.

Template:

*Description:

Priority:
*Sender:
Subject:

Message Text:

Generic Template Definition

Blackberry Email Responses

Cash Advance Approved

Cash advance approved

Instructional Text: |Type names or email addresses in the To, CC, or

BCC fields, using a semi-colon as a separator.
Click LOOKUP RECIPIENT to search for a name.
Click DELIVERY OPTIOMNS ta view or change the

[ 2-Medium =l

[User =l Emailin:

Cash advance for %8 %89 has been approved.

The following cash advance has been approved:

Employee ID: 0h2
Employee Mame: %03
Submission Date: T4
Advance Description: %6
Advance |D: %05
Business Purpose: DoV

Below is the list of available variables for this template.
You can use template variables within your subject or message text.

The following variables can also be used:

Date, %DateTime, %Time, %ServerTimeZone, %EmailAddress, %aMotificationPriority,

SaMotificationToList, %aMotificationCCList
Template Variables

*Walue *Description

%1 URL

%2 EMPLID

%3 EMFLMAME

Yad SUBMISSION_DATE
%5 ADVANCE_ID

%ab ADVANCE_MAME

Yar BUSINESS_PURFOSE
%8 TOTAL_AMOUINT

%9 CURREMNCY_CD

Use generic templates to establish common formats for ad hoc notifications.

Setting Up Payment Types

164

To set up payment types, use the Payment Type (EX EXPEND MTHD.GBL) component.
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Page Used to Set Up Payment Types

Page Name Definition Name Usage

Payment Type Page EX EXPEND_MTHD Create payment types that show how an
expense item was paid on an expense
report.

Payment Type Page

Use the Payment Type page (EX EXPEND MTHD) to create payment types that show how an expense
item was paid on an expense report.

Navigation:

* Set Up Financials/Supply Chain > Product Related > Expenses > Payment Information >
Payment Type

* Travel and Expenses > Travel and Exp Admin Center > Define Expense System > Additional
Required Data > Payment Type

This example illustrates the fields and controls on the Payment Type page. You can find definitions for the
fields and controls later on this page.

Payment Type

SetlD SHARE Payment Type AMX
Payment Type Find | View All First'4' 10f1 % Last

, : [+ [=]
*Effective Date 01/01/1800 IEJ *Status I.—'-‘-.CTI'\-'E vl

*Description American Express

Short Description |Amex

Reimbursement Recipient

" Employee  Prepaid " Prepaid Hotel
¥ Supplier " Prepaid Airfare ™ Populate from TA to Exp Report
Supplier SetlD |SHARE O, CORPORATE SETID
Supplier ID |USA0000030 | @, American Express (Credit Credit #3)
Supplier Location |1 O, Corporate Office
Address |1 @ Credit Card

Reimbursement Recipient

Select a reimbursement recipient from the following options:
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Field or Control Description
Employee Select to generate a payment to the employee.
Prepaid Select to designate expenses already paid, for example,

through your payables system. This credits the prepaid
expense account that you designate in your accounting entry
template and does not generate a payment.

Prepaid Hotel Select to designate hotel expenses already paid, for example,

through your payables system. This credits the prepaid hotel
expense account that you designate in your accounting entry
template and does not generate a payment.

Supplier Select to generate a payment to the supplier. You must also
select a supplier SetID, supplier ID, supplier location, or
address to indicate which supplier to reimburse.

Prepaid Airfare Select to designate airfare expenses already paid, for example,
through your payables system. This credits the prepaid airfare
expense account that you designate in your accounting entry
template and does not generate a payment.

Populate from TA to Exp Report (populate from travel When you select any of the prepaid options as a
authorization to expense report) reimbursement recipient, this option becomes active. If you
select this option, the system includes the payment type when
populating expense report lines from travel authorizations.

Setting Up Preferred Merchants

To set up preferred merchants, use the Preferred Merchant (EX MERCHANT.GBL) component. Use the
EX MERCHANT_SETUP component interface to load data into the table for this component.

Page Used to Set Up Preferred Merchants

Page Name Definition Name Usage
Preferred Merchant Page EX MERCHANT Define preferred merchants to select

during expense report preparation.
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Use the Preferred Merchant page (EX MERCHANT) to defined merchants are available for selection in
an expense report if they are associated with an expense type. For example, when you set up an expense
type called Airfare, you can create a list that includes one or more airlines as your preferred merchants.

Navigation:

e Set Up Financials/Supply Chain > Product Related > Expenses > Purchase >Identify

Preferred Merchants

* Travel and Expenses > Travel and Exp Admin Center > Define Expense System > Additional
Required Data > Preferred Merchant

Field or Control

Description

Merchant GSTIN

Enter the GSTIN number of the Merchant.

Setting Up Non-Preferred Merchant Justifications

Page Used to Set Up Non-Preferred Merchant Justifications

Page Name

Definition Name

Usage

Non-Preferred Merchant Justifications
Page

EX NONPREFMRCH

Create justifications for expense users
when using non-preferred merchants.

Non-Preferred Merchant Justifications Page

Use the Non-Preferred Merchant Justifications page (EX NONPREFMRCH) to create justifications for
expense users when using non-preferred merchants.

Navigation:

Set Up Financials/Supply Chain > Product Related >Expenses >Purchase >Non-Preferred

Justification
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This example illustrates the fields and controls on the Non-Preferred Merchant Justifications page.

Mon-Preferred Merchant Justifications

SetlD SHARE
Hon-Preferred Merchant ID DIRECT
Expense Type AIRFARE

Mon-Preferred Merchant Justifications Find | View All First ‘4’ q1of1 ‘* Last
*Effective Date 01/01/1900 Eﬂ ﬂ j
Effective Status| Active v

*Description Direct flight'shorter transit time

Short Description Direct

Use this page to setup justification options that are used when creating travel authorizations using
PeopleSoft Fluid pages. For additional information see, Setting Up and Creating Travel Authorizations

Using PeopleSoft Fluid
Field or Control Description
Expense Type Select an expense type. Options are limited to those that have
expense type edits of AIR, HTL, and RTL.

Setting Up Templates

To set up templates, use the Template (EX TEMPLATE.GBL) component.

Pages Used to Set Up Templates

Page Name Definition Name Usage

Public Templates Page EX TEMPLATE Create or modify travel authorization
or expense report templates that reflect
the items that typically appear in these
documents.

User Template Page TE OPR_TEMPLATE Create a template to pre-populate travel
authorizations or expense reports for a
user ID.
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Understanding Templates

To reduce time and errors in preparing travel authorizations and expense reports, you can create templates
that reflect their typical items. The system administrator sets up public templates for all employees to use.
Employees set up user templates for their own personal use.

Use the Public Templates page (EX_ TEMPLATE) to create or modify travel authorization or expense
report templates that reflect the items that typically appear in these documents.

Navigation:

Set Up Financials/Supply Chain > Product Related > Expenses > Management >Create Travel
Doc Templates

Use the User Template page (E_ OPR_TEMPLATE) to create a template to pre-populate travel
authorizations or expense reports for a user ID.

Navigation:

Employee Self-Service > Travel and Expenses > User Preferences > Create/Update User Template

Note: Before creating templates, you must define expense types.

Common Elements Used to Set Up Templates

Field or Control Description

Expense Type Select types to include in the template. Add more rows until
you complete the expense type list. When you use the template
to prepare a travel authorization or expense report, lines in the
document are automatically populated with the list of expense

types.

Template Type Designate whether the template is for an expense report or
travel authorization.

Setting Up Time Reporting Codes

To define personal time codes and descriptions for time reports for use with PeopleSoft Time and Labor,
use the Time Reporting Codes (EX TRC EX.GBL) component. To map third-party time reporting codes,
use the Time Reporting Code (EX_TRC MAP_TBL.GBL) component.
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Page Name

Definition Name

Usage

Time Reporting Code (EX TRC_EX)
Page

EX_TRC_EX

Define personal time codes and
descriptions for time reports. Use this
page to manage PeopleSoft Time and
Labor reporting codes.

Time Reporting Code
(EX_TRC_MAP_TBL) Page

EX_TRC_ MAP TBL

Map time reporting codes to time
reporting descriptions. Use this page to
map third-party time reporting codes.

Warning! 1f you use PeopleSoft Time
and Labor, you must set up and validate
time reporting codes on the EX TRC
MAP_TBL page.

Related Links

Time Reporting Code (EX TRC MAP TBL) Page

Time Reporting Code (EX_TRC_EX) Page

170

Use the Time Reporting Code (EX TRC EX) page to define personal time codes and descriptions for
time reports. Use this page to manage PeopleSoft Time and Labor reporting codes.

Navigation:

e Set Up Financials/Supply Chain > Product Related > Expenses > Management >Create Time

Reporting Codes

* Travel and Expenses > Travel and Exp Admin Center > Define Expense System > Additional
Required Data > T&L Time Reporting Codes

This example illustrates the fields and controls on the Time Reporting Code (EX TRC EX) page. You

can find definitions for the fields and controls later on this page.

Time Reporting Code

SetiD SHARE CORPORATE SETID
Time Reporting Code

*Time Reporting Code *Description

WAC “facation

FHOL Floating Holiday
HOL Contract holiday
ILLFD liness - Paid
FERP Personal - Paid
JURY Jury Duty

Personalize | Find | View All | |-'—-|

Used for Business Holidays

r

U

a olg

First ‘L' 1-6 of 6 '*/ Last

Disable Future Entry

-

B B B
Ogngngngnen

OooOonoano
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Field or Control

Description

Time Reporting Code and Description

The time reporting code appears on time reports for items such
as vacation or sick leave and determines what time reporting
codes are available to the user for charging personal time to
projects.

Used for Business Holidays

Select the time reporting code to use as a default for days that
fall on a holiday. You can select only one code.

Disable Future Entry

Select to prohibit employees from entering personal hours

on a time report if the date entered on the report is after the
current date. By default, PeopleSoft Expenses does not select
this check box.

Time Reporting Code (EX_TRC_MAP_TBL) Page

Use the Time Reporting Code page (EX TRC MAP TBL) to map time reporting codes to time reporting
descriptions. Use this page to map third-party time reporting codes.

Navigation:

* Set Up Financials/Supply Chain > Product Related > Expenses > Mapping > Time Reporting

Code

* Travel and Expenses > Travel and Exp Admin Center > Define Expense System > Additional
Required Data > Maintain Time Reporting Codes

This example illustrates the fields and controls on the Time Reporting Code (EX TRC MAP TBL) page.
You can find definitions for the fields and controls later on this page.

Time Reporting Code

SetiD SHARE  CORPORATE SETID

Time Reporting Code

Personalize | Find | View Al |2 [ First 4 1306 *' Last

*Time Reporting Code *Des=scription Used for Business Holidays Dizable Future Entry

VAC 2 |Vacation (Il I +] [=]
FHOL @, [Floating Holiday r r (] [=]
HOL @, [Contract holiday ~ r [+] [=]
Field or Control Description

Description

Appears on time reports for items such as vacation or sick
leave and determines what time reporting codes are available
to the user for charging personal time to projects.

Used for Business Holidays

Select the time reporting code to use as a default for days that
fall on holidays.
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Field or Control

Description

Disable Future Entry

Select to prohibit employees from entering personal hours

on a time report if the date entered on the report is after the
current date. By default, PeopleSoft Expenses does not select
this check box.

This table maps time reporting codes to a description that your organization defines.

Mapping Table

Mapping From

Mapping To

EX_TRC_MAP_TBL

TL TRC TBL

Time report user interface
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Understanding Setting Up Approvals and Audit Rules

PeopleSoft Expenses provides flexibility in managing approvals and audits by allowing users to configure
workflow rules that are specific for their organization. PeopleSoft Expenses delivers pre-configured
approval and audit rules that you can inactivate or modify. All you have to do is identify your internal
process for managing the approval and audit functions and disable those roles, rules, and routings that

do not apply to your organization. Approvals can be performed online or using any device capable of
receiving or sending emails, including mobile devices.

You can configure policies for business units to approve expense transactions, such as; travel
authorizations, cash advances, expense reports, time reports, and time adjustments. You can also set up
rules to audit expense transactions before or after payment has been made to employees.

Note: PeopleSoft Expenses delivers an approval and workflow configuration as part of system data. You
can activate or inactivate transactions and approver types to match your business requirements. Oracle's
PeopleSoft recommends that you manage your approval rules only through the PeopleSoft Expenses
configuration pages; otherwise, modifications to the Approval Framework configuration data could
disrupt approval routing. PeopleSoft Expenses only supports user lists based on Application Class. Using
other user list sources may require customizing your system.

Configuring PeopleSoft Expenses approval and audit rules is broken down into these major areas:
e Approval installation options
* Approver types

* Transaction definitions

* Refinement templates

* Risk templates

* Privileges

* Approver profiles

* Approver lists

* Approver assignments

e Auto approval thresholds

» Approval preferences

*  Summary approval options
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Approval Installation Options

On the Installation Options - Expenses page, you determine how PeopleSoft Expenses handles and routes
expense documents for approvals. Enable workflow at the installation option level to automate your
expense-related business processes for expense reports, approvals, cash advances, and so forth. Select
approver settings to indicate how PeopleSoft Expenses routes expense transactions for approval.

If you use PeopleSoft Project Costing, you can select the project approver setting, which enables project
managers to approve expense documents before final processing.

You can determine if the approver receives an e-mail that includes the transaction details and an approval
option by selecting the Enable Email Approvals check box on the Installation Options - Expenses page.
If you do not select the Enable Email Approvals check box on the Installation Options - Expenses page,
then the approver receives an e-mail notification through workflow. The e-mail notification informs the
approver that there is a report that needs to be reviewed, and provides a link to the database to sign into
the Expenses system and approve the report. Risk templates override the Enable Email Approvals option
on the Installation Options - Expenses page when a risk template is associated with the approver profile
and the risk criteria is met.

You can determine the urgency level of expense report, time report, time adjustment, travel authorization,
and cash advance approvals. This enables approvers to sort transactions based on the urgency of the
transaction.

See "Installation Options - Expenses Page" (Application Fundamentals).

Approver Types

Approver types map to the appropriate transaction registry entry and process definition for the approval
framework.

Transaction Definitions

Transaction definitions activate specific PeopleSoft Expenses transactions for the approval process. The
definition is where you determine the types of approvers authorized for the transaction, the nature of their
approval, and the actions an approver can take on the transaction type. PeopleSoft Expenses supports
these transactions for approvals and workflow:

* Travel authorizations
» (Cash advances

» Expense reports

* Time reports

¢ Time adjustments

Refinement Templates

Approval refinements are filters for expense transactions that are subject to approval.
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Risk Templates

Risk templates enable you to configure risk levels by SetID and transaction type, and are associated with
an approver profile. You can define up to five levels of risk for each transaction type as well as the criteria
that determines the type of risk. For example, if the amount of an expense report exceeds the amount on
the travel authorization, the system indicates a level of risk to the approver.

When risk templates are associated with an approver profile, the system assigns risk:
* At the header and line levels for expense reports and travel authorizations.
* At the header level for time reports, time adjustments, and cash advances.

When expense transactions that contain risk are routed for approval, you determine if the transactions
are routed through an e-mail or an e-mail notification. For example, low risk reports can be routed to
an approver with an e-mail and the approver can approve, deny, or send the report back for revision by
responding to the e-mail. High risk reports can be routed to the approver with an e-mail notification
(by not selecting the Enable Email Approval option on the Risk Template page), which requires the
approver to log on to the Expenses system to review the report's line items before making a decision to
approve, deny, or send the report back.

Approvers can use the summary approval pages to approve transactions, or you can require approvers to
use the detail pages to approve transactions that have risk.

The system displays risk using a visual indicator on the summary approval and the detail approval pages.
An approver can click on the visual indicator to access the Risk/Exception Comments page to view risk
details. Viewing the risk details enables approvers to make informed decisions before approving, denying,
or sending a transaction back to the originator.

Privileges

Privileges enable or deny the authority for approvers to modify areas of transactions. These areas
include the general ledger ChartFields, project ChartFields, expense line information, distributions, and
accounting defaults.

Approver Profiles

An approver profile is associated with a set of attributes that govern what transaction types are assigned
to the role or profile. You can define profiles and assign them to any number of the approver population in
your organization. The properties of the profile:

* Authorize the types of transactions that are eligible for the approver.
» Refine their approval and audit activity by assigning refinement templates.

* Control the approver's access to view and make changes to transactions assigned to them by assigning
privilege templates.

e Determine the risk level that is applied to a transaction and whether e-mail approvals are enabled by
assigning risk templates.

* Determine whether e-mail approvals are allowed when not using risk templates.
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Approver Lists

Approver lists enable you to route expense transactions based on the routing ChartFields and monetary
amounts.

Approver Assignments

When using approver list routing, approvers must be assigned to profiles by business unit and range of
routing ChartField values that they are authorized for.

Auto Approval Thresholds

Use the Expenses Definition — Business Unit 2 page to establish thresholds and variance percentages

for PeopleSoft Expenses to automatically approve expense transactions. This page also enables you to
indicate if the system automatically approves expense transactions that have no risk, if you are using risk
templates.

See Expenses Definition - Business Unit 2 Page.

Approval Preferences

Use the Expenses Options page to select a preference for how you want PeopleSoft Expenses to behave
when approving expense transactions.

See Expenses Options Page.

Summary Approval Options

Summary approval options enable you to configure approval workflow in your system using the
Summary Approval Options page. Use this page to enable or disable Summary Approvals, define
approver actions, set exception alerts in the summary page, and define conditions when reports can not be
approved using the Summary Page.

See Configuring Summary Approval Options.

Email Approvals

Expense transactions that require approval can be routed to any system that displays HTML emails,
including mobile handheld devices. This streamlines the approval process and allows busy professionals
to approve reports using handheld devices without having to be connected to the company's intranet.

PeopleSoft Expenses uses Email Collaboration within the approval framework, which allows applications
to send, receive, and process emails with interactive content.

There is a hierarchy to the e-mail approval option:
* Select the Enable Email Approvals check box on the Installation Options - Expenses page.

This option indicates that e-mail approvals are sent for all Expenses business units. However, if a risk
template is associated with an approver profile and the risk criteria is met on the transaction, then the
Enable Email Approvals check box on the Risk Template page overrides this option.

* Select the Enable Email Approvals check box on the Approver Profile page.
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When selecting this option, it indicates that e-mail approvals are sent to only the approvers that are
associated with the approver profile.

This option is only available when there is no risk template associated with the profile. This option is
overridden by the Enable Email Approvals check box on the Installation Options - Expenses page

Select the Enable Email Approvals check box on the Risk Template page.

If you define risk templates and associate them with an approver profile, the Enable Email Approvals
check box is disabled on the Approver Profile page for all transactions that have a risk template. The
Enable Email Approvals check box on the Risk Template page is an optional field and it overrides
the option selected on the Installation Options - Expenses page.

When selecting this option, it indicates that e-mail approvals are sent to only the approvers that
are associated with the approver profile and that qualify for the risk template that is entered on the
Approver Profile page.

This table describes the e-mail approval flow, depending on how your system is defined:

Is the Enable Email Is a risk template Is the Enable Email Results
Approvals option associated with an Approvals option

selected on the approver profile? available on the Approver
Installation Options - Profile page?

Expenses page?

Y No, it's disabled All transaction types for all
approvers are routed for e-
mail approvals.

The only exceptions are
expense reports that are
associated to the risk template
in the approver profile.
Expense reports are routed
for e-mail approvals only if
the Enable Email Approvals
options is selected for the risk
level on the risk template and
the risk criteria is met. All
other risk levels for expense
reports are routed using e-mail

notifications.
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Is the Enable Email
Approvals option
selected on the
Installation Options -
Expenses page?

Is a risk template
associated with an
approver profile?

Is the Enable Email
Approvals option
available on the Approver
Profile page?

Results

Y/N

All transaction types in the
approver profile for the
approver type is routed for e-
mail approvals. The option
on the Installation Options

- Expenses page overrides
the option on the Approver
Profile page.

No, it's disabled

Only reports that are
associated with a risk
template, that meet the risk
criteria, and where the Enable
Email Approvals check

box is selected, generate e-
mail approvals. All other
transactions generate e-mail

notifications.

All reports for all approvers
and all approver types receive

e-mail notifications.

All reports that are associated
with the transacti