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Installation Options

Expenses

	Delivery Status:
	Delivered – Model

	Additions allowed?
	Yes

	Menu Path:
	Setup Financials / Supply Chain> Install> Installation Options> Expenses (hyperlink in the Product Options section)

	Expected Number of Rows / Valid Values
	1 page

	Record(s) to Retrieve for Validation
	NA

	Key Values
	Field Name: Dept ID

Expenses Options: Combo Edit and WorkFlow checkboxes should be enabled

Payment Destination: Accounts Payable

Approver Information: Approval List Routing checkbox enabled

The numbers below indicate the last transaction IDs used for each expense type.   These numbers should be set to “0000300000” during cutover.  These numbers will increase as transactions are processed.

Last Advance ID: 00000300000

Last Report ID: 00000300000

Last Time Report ID: 00000000000

Last Travel Auth ID: 00000300000



	Anticipated Exceptions
	None

	Manual Set Up Tasks
	IMPORTANT!  Perform the following manual set-up tasks:

Expense Entry = Occasional User

Project Approver Information =  Project Manager

     Project Approval List Routing checkbox enabled



	Comments
	None
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Business Unit Related

Define Expenses Options

	Delivery Status:
	Institution Specific

	Additions allowed?
	Yes – Payment Details Section (Bank Information) 

	Menu Path:
	Setup Financials / Supply Chain> Business Unit Related> Expenses> Expenses Options

	Expected Number of Rows / Valid Values
	1 table

	Record(s) to Retrieve for Validation
	NA

	Key Values
	Rate Type: Current Rate

Bank Code: [Operating Account from which expense transactions will be paid]

Payment Method: System Check

Accounting Date:  Use Current Date

Commitment Control Options: Both requirements should be checked (budget check prior to approval for expense reports and travel authorizations)

After Approval Action: Return to List

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	None

	Comments
	The Bank information selected for this page should be selected from the following list:

Institution

Bank Code

Bank Account Key

Bank Account Number

F210

SECBK

SECB

65003220

F240

FCBNK

OPER

0002128080

F270

MOPER

MOPR

2000126933224

F280

MBOPR

OPER

2079900513710

F280

MBOPR

OPR4

2000126744138

F300

MBOPR

OPER

2459345

F330

MBOPR

OPER

310002202

F360

MBOPR

OPER

310002202

F390

MBOPR

OPER

5145667498

F400

MBOPR

OPER

2000028328377

F420

MBOP3

OPER

2000032278316

F430

MB2OP

OPR2

2000027644939

F450

BBT

OPER

0005148600661

F480

WACH

WACH

2000016951523

F500

MBOPR

OPER

000603759446

F510

MBOPR

OPER

000603759446

F540

MBOPR

OPER

01-55-549

F570

MBOPR

OPER

52084

F610

BBTOP

BBTO

5148108007

F620

MBOPR

OPER

147002424

F630

CBOPR

CBOP

178083

F690

OPR

OPR

2000183052258

F700

MBOPR

OPER

029785

F710

WACH1

WACH

2000126544370

F720

MBOPR

OPER

0140068101

F730

MBOPR

OPER

2060204414

F750

OPER2

OPR2

0005148337111

F760

MBOPR

OPER

1016

F810

MBOPR

OPER

5140358217

F840

MBOPR

OPER

0002006

F870

MBOPR

OPER

1000020132303

F890

MBOPR

OPER

9800279979

F930

MBOPR

OPER

2000035482659

F980

MBOPR

OPER

2000126745894
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Define Business Unit for Expenses

	Delivery Status:
	Delivered – Model

	Additions allowed?
	Yes – Advance Options

	Menu Path:
	Setup Financials / Supply Chain> Business Unit Related> Expenses> Expense Definition

	Expected Number of Rows / Valid Values
	1 page> (2 tabs to review)

	Record(s) to Retrieve for Validation
	NA

	Key Values
	Business Unit 1 Tab:

Template = Standard

Advance Options =  Allow Advance box should be checked> if the institution plans to use Cash Advances

Max Advance Amount for BU:  10,000.000 USD

Location = MAIN

Override = Both override options should be checked in the bottom right corner of the page

Business Unit 2 Tab:

Journal Generator Templates:

Accruals = EXACCRUAL

Payments = EXPAYMENT

Closes =  EXCLOSE

Cancels = EXCANCEL

No other settings need verified for Business Unit 2 Tab.



	Anticipated Exceptions
	None

	Manual Set Up Tasks
	None

	Comments
	None


Business Unit 1 Tab:
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Business Unit 2 Tab:
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Common Definitions

Accounting Entry Templates 
	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Setup Financials / Supply Chain> Common Definitions> Accounting Entry Template> Templates

	Expected Number of Rows / Valid Values
	1 template with title of “STANDARD”

	Record(s) to Retrieve for Validation
	33 chartfield rows

	Key Values
	Effective Date = 1/1/1901

Effective Status = Active

Select View All

Verify that the following values are listed appropriately in the accounting entry template:
Expenses Accrual – 211500

Employee (Cash) Advances – 132300

Prepaid Airfare/Expense/Hotel – 132160

Reconciled Cash Advance  – 133100
“Dummy” Account – 799990  (this relates to several accounts which are not used or should send transactions to a common account for review and reclassifications – not a specific template account identified as dummy account in the accounting entry template)  See below screen shots (2) for specific use of this account.

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	None

	Comments
	· No separate AE Template for Expenses – AP and Expenses will share the STANDARD template.
· Make sure to click “View All” to view the entire template.
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(Accounting Entry Template screen shot continued on next page)

(Continuation of Accounting Entry Template screen shot)
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Approvals – Approval Transaction Registry

CAApproval (Cash Advance Approval)
	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Setup Financials / Supply Chain> Common Definitions> Approvals> Approval Transaction Registry > Configuration Options Tab

	Expected Number of Rows / Valid Values
	19 Values

	Record(s) to Retrieve for Validation
	CAApproval

	Key Values
	CAApproval - Select View All

Event: On Final Approval (1 of 6)

Participant: User List

Channel: Email

User List: Expense Submitter ID

Template Name: Cash Advance Approved

Event: On Final Denial (2 of 6)

Participant: Requester

Channel: Email

User List: N/A

Template Name: Cash Advance Denied

Event: On Terminate (3 of 6)

Participant: Requester

Channel: Email

User List: N/A

Template Name: Cash Advance Send Back
Event: On Escalate (4 of 6)

Participant: Dynamic

Channel: Email

User List: Expense Escalation

Template Name: Cash Advance Escalation
Event:  Route for Approval (5 of 6)

Participant: Approvers

Channel: Both

User List: N/A

Template Name: Cash Advance Routing

Event:  On Reassign (6 of 6)

Participant: Approvers

Channel: Both

User List: N/A

Template Name: Cash Advance Reassign



	Anticipated Exceptions
	None

	Manual Set Up Tasks
	None

	Comments
	· Make sure to click “View All” to view the entire list.
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ERApproval (Expense Report Approval)

	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Setup Financials / Supply Chain> Common Definitions> Approvals> Approval Transaction Registry > Configuration Options Tab

	Expected Number of Rows / Valid Values
	19 Values

	Record(s) to Retrieve for Validation
	ERApproval

	Key Values
	ERApproval - Select View All

Event: On Final Approval (1 of 6)

Participant: User List

Channel: Email

User List: Expense Submitter ID

Template Name: Expense Report Approved

Event: On Final Denial (2 of 6)

Participant: Requester

Channel: Email

User List: N/A

Template Name: Expense Report Denied

Event: On Terminate (3 of 6)

Participant: Requester

Channel: Email

User List: N/A

Template Name: Expense Report Send Back

Event: On Escalate (4 of 6)

Participant: Dynamic

Channel: Email

User List: Expense Escalation

Template Name: xpense Report Escalation
Event:  Route for Approval (5 of 6)

Participant: Approvers

Channel: Both

User List: N/A

Template Name: Expense Report Routing

Event:  On Reassign (6 of 6)

Participant: Approvers

Channel: Both

User List: N/A

Template Name: Expense Report Reassign



	Anticipated Exceptions
	None

	Manual Set Up Tasks
	None

	Comments
	· Make sure to click “View All” to view the entire list.
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TAApproval (Travel Authorization Approval)

	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Setup Financials / Supply Chain> Common Definitions> Approvals> Approval Transaction Registry > Configuration Options Tab

	Expected Number of Rows / Valid Values
	19 Values

	Record(s) to Retrieve for Validation
	TAApproval

	Key Values
	TAApproval - Select View All

Event: On Final Approval (1 of 6)

Participant: User List

Channel: Email

User List: Expense Submitter ID

Template Name: Authorization Request Approved

Event: On Final Denial (2 of 6)

Participant: Requester

Channel: Email

User List: N/A

Template Name: Authorization Request Denied

Event: On Terminate (3 of 6)

Participant: Requester

Channel: Email

User List: N/A

Template Name: Authorization Request SentBack

Event: On Escalate (4 of 6)

Participant: Dynamic

Channel: Email

User List: Expense Escalation

Template Name: Travel Auth Escalation

Event:  Route for Approval (5 of 6)

Participant: Approvers

Channel: Both

User List: N/A

Template Name: Authorization Request Routing

Event:  On Reassign (6 of 6)

Participant: Approvers

Channel: Both

User List: N/A

Template Name: Authorization Request Reassign



	Anticipated Exceptions
	None

	Manual Set Up Tasks
	None

	Comments
	· Make sure to click “View All” to view the entire list.



[image: image15.png]Approval Process ID:  TaApproval

i Hoc Approver opions

Approva User o View: [EX_APPR_INFO_ViV o
AdHoc User List I
Notiication Optons

[IPerform Sent-To Security Check

oator or Lo Lovets [FB#0 V] pyug; 00 Frct gprovt

Menu Name: [ADMINISTER_EXPENSE_FUNCTIONS |Q
Approval Component: | TE-TAUTH_ING Q

Page Name: l:IQ
Menu Action: Update
SaL objectidentiner; |SXTAUTHLORSEL [

Paticipant  Chamnel user List Template Name
Usorlist [V [Emall 9] [Expense Submitier QX prization Request Approved Q.





[image: image16.png][Feager v

Hoader or Line Lovet event O Pl Deril 3

Menu Name: ADMINISTER_EXPENSE_FUNCTIONS |
Approval Component;  TE-TAUTHING &
Page Name: I:IQ

Wenu Actio Update
SoL Object ldentifior: | EXTAUTH HDR SEL  |Q

otiications 3
‘Patiipant Chamel user List Template Name
Requester (] [Emal horzation Request DenisaQ,

Heator o i Love: Bt
E—

Channel

Heater

“Partipan
Reausster v Emai

izaion Request SonBack| %





[image: image17.png]On Escalate

Header or Line Level:

Menu Name: APPROVE_EXPENSE. TR'ANSACT\ONCQ
Approval Componens; | XTAUTHARR &
Page Name: I:IQ

Menu Action: Uﬂﬁa‘e
SOL Object Identifier: | EX_TAUTH_HDR_SEL [xTauHHORSEL |

otnications
“Partipan
Oarme %] Eman

r—)

Header or Line Level: Event; | Foute o Approval

Menu Name: [APPROVE_EXPENSE_TRANSACTIONE QL
Approval Componert: [xramiaer @

Page Name: I:IQ
Menu Action: Upﬁa‘e
Bowmorse  a

“Participant User List Template Name

! _m rorzaton Reauest Rauing

SOL Object der





[image: image18.png]Header or Line Levet: | L® “Event: | On Reassion 3

Menu Name: [APPROVE_EXPENSE_TRANSACTIONE Q
Approval Componen EX_TAUTH_APPR Q

Page Name: l:IQ
Menu Action: Update
SoL Objectdentiter; | PXTAUTH DR SEL |2

‘Patiipant Chamel user List Template Name
1 [apmovers ][50t [rzaon Remuest Reassign]Q,





Product Related > Expenses
Mapping
Country Code

	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Setup Financials / Supply Chain> Product Related> Expenses> Mapping> Country Code

	Expected Number of Rows / Valid Values
	1 record, with 694 rows

	Record(s) to Retrieve for Validation
	NA

	Key Values
	None – validate existence only

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	None

	Comments
	NOTE:  Many countries will have multiple rows (CONUS, Runzheimer, VISA and/or American Express Data Sources)

USG will use the Runzheimer codes.
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Mapping

Expense Location

	Delivery Status:
	Delivered – Model

	Additions allowed?
	Yes

	Menu Path:
	Set Up Financials/Supply Chain> Product Related> Expenses> Mapping> Expense Location

	Expected Number of Rows / Valid Values
	1 record with more than 1800 rows

	Record(s) to Retrieve for Validation
	NA

	Key Values
	None – validate existence only



	Anticipated Exceptions
	None

	Manual Set Up Tasks
	None

	Comments
	None
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Wizard Type - Hotel/Lodging

	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Set Up Financials/Supply Chain> Product Related> Expenses> Mapping> Expense Type – Wizard Type

	Expected Number of Rows / Valid Values
	1 Wizard Type for Hotel/Lodging with 8 rows

	Record(s) to Retrieve for Validation
	NA

	Key Values
	Should have 8 rows listed

  

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	None



	Comments
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State Code

	Delivery Status:
	Delivered - Model

	Additions allowed?
	No

	Menu Path:
	Set Up Financials/Supply Chain> Product Related> Expenses> Mapping> State Code

	Expected Number of Rows / Valid Values
	55 rows

	Record(s) to Retrieve for Validation
	None – validate existence only

	Key Values
	Click the “View All” button to return all results

Country: USA

State: Should not be blank

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Ensure that there is no State = ‘CONUS’.  If this row exists, delete the row where State = ‘CONUS’ and save the record.

	Comments
	None
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Purchase
Business Purpose

	Delivery Status:
	Delivered - Model

	Additions allowed?
	Yes

	Menu Path:
	Setup Financials / Supply Chain> Product Related> Expenses> Purchase> Business Purpose

	Expected Number of Rows / Valid Values
	13 rows

	Record(s) to Retrieve for Validation
	Attend Conference

	Key Values
	Effective Date: 01/01/1901

Status: Active

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	· Inactivate FSA Expense if this value will not be used at your institution.
· Inactivate other Business Purposes if you choose not to use these values.

	Comments
	Business Purposes provide information primarily for reporting. They do not impact system functioning.
You must be in “correct history” mode to make changes.
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 Purchase

Expense Type 

	Delivery Status:
	Delivered – Model+Institution Specific

	Additions allowed?
	Yes

	Menu Path:
	Setup Financials / Supply Chain> Product Related> Expenses> Purchase> Expense Type

	Expected Number of Rows / Valid Values
	At least 34 rows 

	Record(s) to Retrieve for Validation
	All rows need to be validated individually

	Comments
	Expense Types are critical to the functioning of the Expenses module.   Expense types determine the type of expenses, the required fields employees must enter, what account should be used and what preferred merchants can be selected.

Expense Types work together with Expense Type Groups to assign the correct account number to an Expense.   The account can be specified at the Expense Type or Expense Type Group level – depending on the needs of your institution.  See the manual set-up below for more information.

	Key Values
	Expense Type 1 Tab:

Effective Date: 01/01/1901

Status:  Active

Required Fields: (will differ depending on nature of expense type)

Expense Type Edit (will differ depending on nature of expense type)

Rate Retrieved Table: Location Amount Table

Expense Type 2 Tab:  

If the Dflt Group checkbox is enabled, the system will use the account specified at the Expense Type Group level.  If this box is unchecked, the system will use the account specified at the Expense Type level (on this page).

See manual set-up tasks below for additional information.

Expense Type 3 Tab:

Preferred Merchant:  only Air Travel, Car Rental and Lodging will have delivered Preferred Merchants.   If you have added additional preferred merchants, you can associate them with an Expense type on this page.


	Anticipated Exceptions
	See Below 

	Manual Set Up Tasks
	(1)  Update Account number:   If your institution uses different accounts numbers for certain expenses other than the delivered values, these fields will need to be updated.  You may need to change if the account is stored at the Expense Type Group level (top level) or the specific Expense Type level (lower level).

     Delivered Accounts  

Expense Type

(ET)

Account Level

Expense Type Group (ETG)

Account Number

Air Travel

ETG

Air Travel

640100
Breakfast

ETG

Meals Category
640100
Car Rental

ETG

Ground Transport
640100
Dinner

ETG

Meals Category
640100
FSA Dependent Care 2007

ET

FSA Reimb
213107 for 2007

FSA Dependent Care 2008

ET

FSA Reimb

213108 for 2008

FSA Medical Care 2007

ET

FSA Reimb
213207 for 2007

FSA Medical Care 2008

ET

FSA Reimb
213208 for 2008

Gasoline

ETG

Ground Transport
640100
Laundry

ETG

Miscellaneous
640100
Lodging

ETG

Lodging
640100
Lunch

ETG

Meals Category
640100
Memberships

ET

Miscellaneous
727130

Auto Mileage (Tier 1)

ETG

Mileage
640500
Aircraft Mileage

ETG

Mileage
640500
Motorcycle Mileage

ETG

Mileage
640500
Auto Mileage (Tier 2)

ETG

Mileage
640500
Auto Mileage (Tier 3)

ETG

Mileage
640500
Misc Travel Expense

ETG

Miscellaneous
640100
Parking

ETG

Miscellaneous
640100
Postage

ETG

Miscellaneous
640100
Public Transportation

ETG

Ground Transport
640100
Registration

ET

Miscellaneous
727130

Subscriptions

ET

Miscellaneous
727150

Supplies (not p-card)

ETG

Supplies Category
714100
Taxi

ETG

Ground Transport
640100
Team Breakfast

ETG

Team Travel Expenses
650100
Team Dinner

ETG

Team Travel Expenses
650100
Voice/Data Communications

ETG

Voice/Data Telecom
771100
Team Lodging

ETG

Team Travel Expenses
650100
Team Lunch

ETG

Team Travel Expenses
650100
Team Misc

ETG

Team Travel Expenses
650100
Tolls

ETG

Miscellaneous
640100
Visa/Passport Fees

ETG

Miscellaneous
640100
(2) Inactivate:  Review the delivered Expense Types.  If there are expense types that will not be used at your institution (e.g. Flexible Spending Accounts (FSAs), inactivate those Expense Types.
(3)  Add additional Expense Types : You will need to manually add the following Expense Type (screenshots are included)
Expense Type: EXMILEAG
Expense Types 1 Tab:

Effective Date: 01/01/1901

Status: Active

Expense Type Description: Delete TAUTH Mileage

Short Description: Delete MLG

Required Fields:  Description

Expense Type Edit: None

Expense Types 2 Tab:
Expense Type Group: Mileage

Billing Type: Internal

Enable the Dflt Group checkbox

Expense Types 3 Tab:  no updates needed

SAVE!
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Expense Types 1 Tab - EXAMPLE
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Expense Types 2 Tab - EXAMPLE
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Expense Types 3 Tab - EXAMPLE
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Add a new Expense Type for Deleting Travel Authorization Mileage.  This will need to be added once during cut-over.
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Purchase

Expense Type Group
	Delivery Status:
	Delivered – Model+Institution Specific

	Additions allowed?
	Yes – Review / Update Required by all institutions

	Menu Path:
	Setup Financials / Supply Chain> Product Related> Expenses> Purchase> Expense Type Group

	Expected Number of Rows / Valid Values
	10 rows

	Record(s) to Retrieve for Validation
	All 10 rows need validated. 

	Key Values
	Effective Date: 1/1/1901

Status:  Active

Billing Type: Internal

Account: [Institution Specific]

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Click on the first row “Air Travel”.   On the details page, verify the effective date, the Status, the Billing Type, and the Account.  Click the “Next in List” button to review all 10 Expense Type Groups.

To update account numbers you will need to be in correction mode. (click the correct history button)

	Comments
	The following Expense Type Group account numbers are delivered.  Institutions may modify these accounts as needed.  If you need to specify multiple accounts for an item within an Expense Type Group, you will need to do this at the Expense Type level and uncheck the “Dflt Group” checkbox. 
Air Travel   640100
Flexible Spending Account Reimbursement   213108
Ground Transport 640100
Lodging 640100
Meals 640100
Mileage 640500
Misc 640100
Supplies 714100
Voice/Data 771100
Team Travel Expenses 650100
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Purchase

Preferred Merchant

	Delivery Status:
	Delivered – Model+Institution Specific

	Additions allowed?
	Yes

	Menu Path:
	Setup Financials / Supply Chain> Product Related> Expenses> Purchase> Preferred Merchant

	Expected Number of Rows / Valid Values
	9 rows

	Record(s) to Retrieve for Validation
	1 row – Air-Tran Airways

	Key Values
	Effective Date: 1/1/1901

Status:  Active

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	· Inactivate any Preferred Merchants you do not wish to use at your institution
· Add additional Preferred Merchants you wish to use.  (Make sure to also link these to an Expense Type)

	Comments
	The delivered preferred merchants were on state contract at the time of the upgrade
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Location

Expense Location

	Delivery Status:
	Delivered – Model+Institution Specific

	Additions allowed?
	Yes

	Menu Path:
	Setup Financials / Supply Chain> Product Related> Expenses> Location> Expense Location

	Expected Number of Rows / Valid Values
	More than 300

	Record(s) to Retrieve for Validation
	Type in “GA”  you should see 82 locations in Georgia
Click on the first row, GAACK for validation

	Key Values
	Effective Date: 01/01/1901

Status: Active

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	None

	Comments
	Location Codes use the following logic in the naming convention:

US Locations:

1st Two Characters – State 

Last 3 Characters – City Abbreviation or Airport Code

Non-US Locations:

1st Three Characters – Country Code

Last 2 Characters – City Abbreviation or Airport Code
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Expense Location Amount

	Delivery Status:
	Delivered – Model

	Additions allowed?
	No

	Menu Path:
	Setup Financials / Supply Chain> Product Related> Expenses> Location> Expense Location Amount

	Expected Number of Rows / Valid Values
	3 rows

	Record(s) to Retrieve for Validation – 
	Breakfast, GAAGS and GAATL

	Key Values - 
	Breakfast has 3572 rows

Effective Date: 10/01/07
Status: Active

Active Average Amount: [GSA/State of Ga Published Rate] – 

	Anticipated Exceptions
	

	Manual Set Up Tasks
	None

	Comments
	Click the “Find” button and enter “GAAGS” for Augusta, GA 
The value “6.00” should be present for two “GAAGS” rows.  

On the same page, look several rows down and verify that “GAATL” Atlanta, GA has the value “7.00” for both rows.
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Expense Location Group

	Delivery Status:
	Delivered - Model

	Additions allowed?
	No

	Menu Path:
	Setup Financials / Supply Chain> Product Related> Expenses> Location> Expense Location Group

	Expeced Number of Rows / Valid Values
	4 rows

	Record(s) to Retrieve for Validation
	None – validate existence only

	Key Values
	Location Groups – GAHGH and GASTD 



	Anticipated Exceptions
	None



	Manual Set Up Tasks
	None


	Comments
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Payment Information

Payment Type

	Delivery Status:
	Delivered - Model

	Additions allowed?
	No

	Menu Path:
	Setup Financials / Supply Chain> Product Related> Expenses> Payment Information> Payment Type

	Expected Number of Rows / Valid Values
	10 rows

	Record(s) to Retrieve for Validation
	American Express

	Key Values
	Effective Date: 1/1/1901

Status:  Active

Reimbursement Recipient: Employee

	Anticipated Exceptions
	The Reimbursement Recipient section for the three Prepaid Accounts will differ.  This is information only, and does not need to be validated.

	Manual Set Up Tasks
	None

	Comments
	None
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Receipt Verification Rule

	Delivery Status:
	Delivered - Model

	Additions allowed?
	No

	Menu Path:
	Set Up Financials/Supply Chain> Product Related> Expenses> Payment Information> Receipt Verification Rule

	Expected Number of Rows / Valid Values
	1 row

	Record(s) to Retrieve for Validation
	NA

	Key Values
	Effective Date: 01/01/1901

Receipts Received Flag should be checked

Verify Receipts flag should be checked

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	None

	Comments
	None
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Reimbursement Action Code

	Delivery Status:
	Delivered – Model+Institution Specific

	Additions allowed?
	Yes

	Menu Path:
	Setup Financials / Supply Chain> Product Related> Expenses> Payment Information> Reimbursement Action Code

	Expected Number of Rows / Valid Values
	4 rows

	Record(s) to Retrieve for Validation
	Incomplete Info

	Key Values
	Effective Date: 1/1/1901

Status:  Active

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	· Inactivate any reimbursement action codes that will not be used by your institution
· Add reimbursement action codes for your institution, if desired.

	Comments
	Reimbursement Action Codes are selected from a drop down menu by an approver when they choose to deny an expense line.  
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Management
Template

	Delivery Status:
	Delivered – Model+Institution Specific

	Additions allowed?
	Yes

	Menu Path:
	Set Up Financials/Supply Chain> Product Related> Expenses> Management> Template

	Expected Number of Rows / Valid Values
	4 rows

	Record(s) to Retrieve for Validation
	Mileage, Expense Report

	Key Values
	Expense Type section populated with 3 rows

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	· Inactivate any template that you do not wish to be used at your institution
· Follow Business Process documents EX.010.032 and EX.010.033 for setting up new Public templates.

	Comments
	None 
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Manage Employee Information
Update Profile
	Delivery Status:
	Delivered – Institution Specific

	Additions allowed?
	Yes

	Menu Path:
	Travel & Expenses > Manage Employee Information > Update Profile

	Expected Number of Rows / Valid Values
	Varies by Institution

	Record(s) to Retrieve for Validation
	NA

	Key Values
	Default Chartfields:

All valid expense users should have default chartfield values defined.  At a minimum, the Fund and Budget Reference must be populated for each employee.
Designate:

All expense approvers must have a designate who will approve their expense transactions (they cannot approve their own transactions).

Valid For Expenses?

All expense users must have a valid status before attempting to enter expense transactions.



	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Organizational Data Tab:

For valid expense users:

Default Chartfields:

Populate any blank chartfields:
· Department

· Class

· Program

· Budget Reference

For invalid expense users:

Populate any other required fields and resolve issues in order to make expense users “valid.”

For expense transaction approvers:
Designate:

Populate any blank designated approver fields.



	Comments
	Use the following query to identify valid expense users with missing default chartfield values:
select distinct a.emplid> b.name 

from ps_ex_ee_org_dtl a, ps_personal_data b

where a.emplid = b.emplid

and ee_val_flg = 'Y' 

and (deptid = ' '
or fund_code = ' '
or class_fld = ' '
OR PROGRAM_CODE = ‘ ‘

or budget_ref = ' ')
Use the following query to identify invalid expense users:

SELECT DISTINCT A.EMPLID, B.NAME 

FROM PS_EX_EE_ORG_DTL A, PS_PERSONAL_DATA B

WHERE A.EMPLID = B.EMPLID

AND EE_VAL_FLG <> 'Y'
Use the following query to identify expense approvers without a designated approver:

select a.emplid, b.name, c.approver_oprid, c.approver_profile, c.chartfield_from, c.chartfield_to from ps_ex_ee_org_dtl a, ps_personal_data b, ps_ex_apprvr c

where a.approver_oprid = ' '
and a.emplid = b.emplid

and a.emplid = c.approver_oprid


Manage Expense Security
Authorize Users
	Delivery Status:
	Delivered – Institution Specific

	Additions allowed?
	Yes

	Menu Path:
	Travel & Expenses > Manage Expense Security > Authorize Users

	Expected Number of Rows / Valid Values
	Varies by Institution

	Record(s) to Retrieve for Validation
	NA

	Key Values
	All valid expense users must be authorized to perform expense functions for themselves and/or they must have a delegate who is authorized to perform these tasks for them.
  

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Authorize Users Tab:

Populate the Authorized User ID field for all valid expense users; remove any delegates assigned in error by script executed during cutover.


	Comments
	Use the following query to identify valid expense users with no authorized expense user/delegate:
SELECT DISTINCT A.EMPLID, B.NAME 

FROM PS_EX_EE_ORG_DTL A, PS_PERSONAL_DATA B

WHERE A.EMPLID = B.EMPLID

AND EE_VAL_FLG = 'Y' 

AND A.EMPLID NOT IN (SELECT DISTINCT C.EMPLID 

FROM PS_EX_EE_AUTH_TBL C)
ORDER BY 1
Use the following query to identify valid expense users and their authorized users/delegates:

SELECT DISTINCT A.EMPLID, B.NAME, C.AUTHORIZED_OPRID

FROM PS_EX_EE_ORG_DTL A, PS_PERSONAL_DATA B, PS_EX_EE_AUTH_TBL C

WHERE A.EMPLID = B.EMPLID

AND A.EMPLID = C.EMPLID

AND A.EE_VAL_FLG = 'Y' 

ORDER BY 1



My System Profile

Email

	Delivery Status:
	Delivered – Institution Specific

	Additions allowed?
	Yes

	Menu Path:
	Employee updates his/her own email address: My System Profile in either finance self-service portal or Core system. 
Security Administrator updates an employee’s email address on their behalf:  PeopleTools > Security > User Profile > Distributed User Profile > General tab > Edit Email Address link

	Expected Number of Rows / Valid Values
	Varies by Institution

	Record(s) to Retrieve for Validation
	NA

	Key Values
	All valid expense users and approvers must have an email address for use by the notification process.  The notification process sends emails to users and approvers regarding expense approval and processing actions.

  

	Anticipated Exceptions
	None

	Manual Set Up Tasks
	Run a query to identify employees with no email address
Update the email address information.

	Comments
	An employee’s email address will automatically populate from HRMS.  IF, an employee wants a separate email address in Financials than that for HRMS, a manual change must be made in Finance.   The employee can do this for him/herself through the “My System Profile” link in the Self-Service or Core portals.  Also, the security administrator can update an email address for a user through PeopleTools.

Use the following query to identify valid expense users with no email address:

SELECT DISTINCT A.EMPLID, B.NAME, C.EMAILID, C.OPRID

FROM PS_EX_EE_ORG_DTL A, PS_PERSONAL_DATA B,PSUSEREMAIL C, PSOPRDEFN D

WHERE A.EMPLID = B.EMPLID

AND A.EMPLID = D.EMPLID

AND C.OPRID = D.OPRID

AND A.EE_VAL_FLG = 'Y' 

AND C.EMAILID = ' '
ORDER BY 1
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