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Expense Approval Management
PeopleSoft Expenses 9.2

Approving a Travel Authorization
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Approve Travel Authorizations
There are a number of ways to Approve Travel Authorizations:

1. Use the Approval Requested email received from the Submitter and click on the email link included
2. In Evolve navigate to Manager Self Service>Travel and Expenses>Approve Transactions

Approve from Email Link

Click on the link included in the email notification. The link will take you to the Evolve Login page. Sign in and
you will be taken directly to the Travel Authorization Summary Page of the request.

l Travel Authorization

I , ~ As an approver, you
150000 CAD v LM | should ensure that 1)
=] 3 ine(s) are pending your approval there is sufficient
£3 In Process budget available and 2)
n— the correct account and

Name N Authorization ID 0000000022 Submitted for Approval department are
Total Amount 1,500.00 CAD Date From 06/27/22 assigned to the
Travel :t?.g: Conference in Dallas Date To 08/30/22 expenses.

i 10
Business Purpose General Travel & Expense BubshlsalonDate 062322

Updated on 08/23/22 - 11:20 AM TO see further details
« Lines for an expense, click on
Pending | Al the Expense type.
_...____________ BT 3 rows
In this example,
Select Date/Expense Type Amount
Hotel/Motel Intl was
06/27/22 Hotel/Motel Intl 500.00 CAD .
S ’ selected and the line
06/27/22  Airfare Intl 750.00 CAD > details which open are
06/27/22 Dinner Meal Allowance Intl 250,00 CAD R shown on the next
page.
pprover Comments

Approval Chain »
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< Back o Headar Travel Authorization N A : @
Hotel/Motel Intl

500.00 CAD
Click on View
Line Detail Accounting. You
Transaction Date 0F/27/22 Payment Method Qut of Pocket will see the
Expense Type Hotel/Matel Intl Merchant account hum ber
Description Hotel Location Dallas, Texas

and department

Billing Action Internal number

Accounting
—

L View Accounting >

Back To Header

< Back to Header Travel Authorization

: Close the screen by
Accounting @ clicking on X on the
3 3 upper right corner

Accounting E and click on Back to
Header as in below

Expense Type Hotel/Motel Intl

Amount 500.00 CAD

Accounting Details 1 row
GL ChartFields ‘ Show All

Amount & *GL Unit & *Account < Alt Acct & Dept & Program < —

500.00 FLEMG 53101 131001
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Accounting

Accounting @

Expense Type Hotel/Motel Intl

Accounting Details

Amount 500.00 CAD

1 row

GL ChartFields }EW"‘" ‘

Amount ¢ *GL Unit &

500.00 FLEMG

*Account Alt Acct & Dept & Program <

53101 131001

Once you have reviewed, On the Summary page the approver can do the following actions:
Approve, Deny, Click on more for Send Back (see below)

No Action Description

1 Approve Click Approve and request will be routed to next approver

2 Send Back Click Send back and request will return to requestor for more information
3 Hold Put request on Hold and will not be processed or routed

4 Deny Decline request and return to requestor

To approve a Travel Auth, Select all lines to approve and Click on Approve
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2,00000 CAD

E 2 linaz) sre pending your spprovel
¥ 10 Frocess

Summary

Total Amound 2,000.00 CAD
Travel Auth Description Conference
Business Purpose Ganersl Trined 8 Expenis

Sclect Date/Expense Type
/] 0827122 HobediMolal Inll

a otz Aurfare int

Approver Comments

‘ &

Aggproval Chain >

Enter Comments if needed and click on Submit

Cancel | Approve

You are abews o approve s request.

Authorization ID 0000000025 Apgravals in Process
Date From 032722
Data To OR@0NZ2
Submission Date 03724122
Updated on QR/27/22 - 1112 A

Amount
1.000.00 CAD >
1,000.00 CaD >

(@

e
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Approve Using Approve Transactions

Navigate to Manager Self Service>Travel and Expenses>Approve Transactions

Approve Transactions ® ! @

Overview EXxpense Repors Traved Authorizations =ITors

Search Pending Transactions

i7iChange Sort Order

Refreeh List

Transactions to Approve Personaize | Viewas | LV | [} First 4 1808 2 Last
Risk At Transaction Type Total Unit Name Employes D D " Transaction® pogrimed Status Rols
Expar AD " ) Submitted for Appraval | Department Managar

Submitted for Appraval | Department Managar

Submitted for Appraval | Department Manager

Appraval Department Managar

(
5 G D
o) o o o > £ F u
&

Travel Authorization 1608 CAD n o in Dalla ) 08232022 Submitted for Approval | Travel Authorization Dept App
Travel Au 15 Dalla ) 00K bemitt Apprava e . a Pt Apg
Travel Authoriz; CAD ein LA 0000000027 2712022 Submitted for Appraval Travel Aughonization Dapt App

At this page you originally land on the Overview tab which lists all Expense transactions awaiting approval.
Click on the Travel Authorization tab to see only Travel Authorizations. Click on the Transaction Id to open the
Travel Authorization Approval page

Approve Transactions R i @

Overdew

Expense Reports  Travel Authorizations  Erfors
Search Pending Transactions

i7iChange Sort Order

Relrash List

Transactions to Approve Persanalize | View All | 2] £ Frst & f1d4ofd » Last
Date
Total Curr Budget Status Name Employes ID  Description TransactionID  Trip Date Submitted Status Role
1100.00|CAD 3 b r Appraval | Travel o Pt Apg:

Coaference in Dallas 000000022 08/27/2022 08232022 | Submitted for Appraval | Travel Authonzation Dapt App

LO00000027 06/26/2022 (082712022 Submitted for Appraval | Travel Authorization Dept App

Relresh List

£

erview | Expense Reporis | |E
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Travel Auth Fluid Approval

Approve Travel Authorization
Travel Authorization Summary
[

General Information

Description Conference in LA Authorization ID 00(
Business Purpose General Travel & Expense Referonce
Status S d far Approval

Date From 04

Atachme

Accounting Defaults More 0pncuu] Choose an Actian W ] “

You can deny individual expenses and sbil

wove or sand back the overall repart

Details Personalize | Find | &
(ET-mu Type Date Amoumt  Currency Attachmonts Approva
Mirfare Intl D 1 0|CAD Attachments
Breakfast Meal Alowance Intl Attachments
Motel I Attachen
Taxi and Uber Ind 100.00|CAD Attachments

Parking 318.85 |CAD Attachme
olals ———
Total
Lesz Non-Approved 0.00 CAD
Total Authorized 208365 CAD
Pending Actions Personalize | Find | LY | B First 4 130f3 ) Last
Role Name Action DateiTme
TAAPPROVER —
TASMT I
TAPRES I
Action History Perscnalize | Find | & | First 4 1of1 » Last
Role Namae Action DateTime

08/27/2022 11:12:19AM

Employee

Comments

g

Appe

Roturn {o Appeoval List

Click on the any of the expense lines, to see the description, attachments as well as the GL account and
Department

Page 7 of 11



Travel Auth Fluid Approval

Approve Travel Authorization
Expense Detail for Airfare Intl (Line 1)
_ Authorization ID 00000

About This Expense

Date 06/29
Payment Type Out of Pocket
Expense Billing Code Intemal
Airfare Receipt Number
Location
Description TO to LA

Amount 1,000.00 CAD

Accounting Summary

Amaount GL Unit

1000.00| FLEMG

Set Personalizatiogg

Account

53101

Approve Authorization

Return to Travel Authorization Summary

To return to the approval page, click on Return to Travel Authorization Summary

Travel Auth Fluid Approval

Approve Travel Authorization
Expense Detail for Airfare Intl (Line 1)
——— Authorization 1D 0000000027
About This Expense
Date 061282022 Aiachrents
Payment Type Out of Pocket
Expense Billing Code Intemnal
Airfare Recelpt Number
Location

Description TOto LA

Amount 1,000.00 CAD
Accounting Summary Set Persanalizaons | Find | 0| [ First ¢ 1of1 2 Last
Amoum  GLUnR Accaunt Anacet Dap Pragram
1000.00 FLEMG 53101 131001

Update Accounting Detail

18 Approve Autharization

Next Expense

Click on Approve, or one of the other options as appropriate.

Comments

Approved by Manager| )

Previous in List
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Delegate Approval Authority

The following steps demonstrate how to create a delegation request for expense reports and travel
authorizations. Once a request is created, the appointed delegates will need to accept the request.
Delegation is routed to the delegate if an Expense Request or Travel Authorization submit date is within the
range of the delegation request.

1. Navigate to Manager Self Service >Finance Delegations.
2. Click on the Create Delegation Request tile.

< My Delegated Authorities Delegations
Create Delegation Request My Delegates My Delegated Authorities
& & -
+ y 9
- - -

3. Enter a start date, end date, and comment. Click Next

X Ext Delegation Request Ja
o D A
1 2 &/ &
Delegation Dates Delegates Transactions Review and Submit
Step 1 of 4: Delegation Dates
“Start Date | 23/05/2022
EndDate  31/05/2022

Leave blank for open-ended delegations

“Comment Vacation coverage

4. Select delegates or click Add Delegate if necessary. Please ensure that the delegate selected is an
existing approver. Otherwise they will not have the security access to approve transactions.

X Ext Delegation Request Jal
o P )
I\, 2 &/ &
Delegation Dates Delegates Transactions Review and Submit

Step 2 of 4: Delegates
4 rows

‘ Select Al H Clear All H Add Delegate

Name © Email ID © Phone <
[m} Annie Lam Annie Lam@flemingcollege.ca
[m} Leah Koehler kamal attyani@flemingcollege ca
[m} Linda J. Humphries kamal attyani@flemingcollege. ca
@ Mark Morden kamal attyani@flemingcollege ca
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5. Select the transaction(s) to delegate. Click Next.

Delegation Request Ja
o P A
D 2 2 &
Delegation Dates Delegates Transactions Review and Submit

Step 3 of 4: Transactions

2rows
| Select Al | | Cloar Al |

Description <
¥ Expense Reports

W Travel Authorization

6. Review and submit delegation request.

X Exit

Delegation Request Ja
o P
D, 2 & 4
Delegation Dates Delegates Transactions Review and Submit

Submit
Step 4 of 4: Review and Submit
Delegation Details
Start Date 23/05/2022
End Date 31/05/2022
Comment Vacation coverage

Delegates Mark Morden

Transactions Expense Reports

Travel Authorization

7. The appointed delegates will receive an email stating that they have been requested as a delegate

together with a link to accept the delegation. Delegates must click the link and accept the delegation
to complete the process.

John Pacey or an administrator on behalf of John Pacey has submitted a delegation request to you.

Transaction(s): Vacation coverage: Expense Reports, Travel Authorization
Fram: 2022-05-23
To: 2022-05-31

You can review the request, then accept or reject the request, using the link below.
https://fpltp.flemingc.on.ca/psp/FPLTP/EMPLOYEE/ERP/C/ECDL ALL.EQDL MY DLGT AUTH.GBL?

Page=ECDL DLGT AUTH PG&Action=U&EQDL DELEGATOR QlID=jpacey&ECDL DELEGATOR RCD=0&TRANSACTION NAME=Travel%20Authorization&EQDL TR
AN ALLOWED=A&FROM DATE=2022-05-23&F0DL PROXY OlD=mmorden

“~ Reply || ~* Forward
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Are you sure you want to accept the selected delegations?
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