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INTRODUCTION 
The purpose of this document is to walk the user through the steps to perform the following tasks: 

• Out-of-State Travel Expense Report from Travel Authorization. 
• In-State Travel Report from Travel Authorization. 
• Create Expense Report for Mileage. 
• Create Expense Report by using Copy Expense Report option. 
• Withdraw submitted Expense Report. 
• Delete an Expense Report. 
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Expense Report Creation 
Out-of-State Travel Expense Report from Travel Authorization 
 

 Setup/Usage 
instructions 

Screen prints 

   
1. Log into PeopleSoft. 

 

   
2. From the top left corner, select 

My Homepage, then select 
Employee Self Service from 
the drop-down menu. 
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3. Employee Self Service displays 
the Travel Authorizations tile. 

 

   
4. Select the Travel 

Authorizations tile. 
 
You can create an 

Expense Report by selecting 
the Approved and Budget 
options under Travel 
Authorizations only. 
 
To do so, select Approved 
from the list within the Travel 
Authorizations to create 
expense sheet. 

 

 
   
5. To create Expense Sheet, 

select Out-of-State Travel 
Authorization, then select the 
Action drop-down. 
 

 
Select Copy to Expense 
Report. 
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6. The selected Expense Report 
populates with the Travel 
Authorization. 

 
 
 

   
7. Expense Report populates with 

Travel Authorization 
(continued). 
 

 
You can add additional 

lines to this Expense Report 
that did not populate from 
Travel Authorization such as 
miscellaneous charges or fees. 

 
   
8. Select Save. 

 
The Expense Report is saved. 
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9. Select Review and Submit. 

 

 
 

   
10. Select Submit to certify the 

Expense Report and send for 
approval. 

 
   
11. The Expense Report moves to 

the Awaiting Approval queue. 
 
 

 

 
   
12. Select  to view the 

submitted report. 
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13. After submitting the Expense 
Report, you must confirm it is 
attached to the correct Travel 
Authorization. 
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In-State Travel Expense Report from Travel Authorization. 
 

 Setup/Usage 
instructions  

Screen prints 

   
1. Log into PeopleSoft. 

 

   
2. From the top left corner, select 

My Homepage, then select 
Employee Self Service from 
the drop-down menu. 

 
   
3. Employee Self Service displays 

the Expenses and Travel 
Authorizations tiles. 
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4. Select Travel Authorization 
tile. 

 
You can create an 

Expense Report by selecting 
the Approved and Budget 
options under Travel 
Authorizations only. 
 
To do so, select Approved 
from the list within the Travel 
Authorizations to create 
expense sheet. 

 

 
   
5. To create an Expense sheet, 

select In-State Travel 
Authorization, then select the 
Action drop-down. 
 

 
Select Copy To Expense 
Report. 
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6. The selected Expense Report 
populates with Travel 
Authorization. 
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7. The selected Expense Report 
populates with Travel 
Authorization (continued). 
 

 
You can add lines to this 

Expense Report that did not 
populate from Travel 
Authorization such as 
miscellaneous charges or fees. 

 
   
8. Select Save. 

 
Expense Report is Saved 

   
9. Select Review and Submit. 

 

 
 

   
10. Select Submit to certify the 

Expense Report and send for 
approval. 
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11. The Expense Report moves to 
the Awaiting Approval queue. 
 
 

 
 

   
12. Select  to view the 

submitted Expense Report. 
 

 
 
 
 

   
13. After submitting the Expense 

Report, you must confirm it is 
attached to the correct Travel 
Authorization. 
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Create Expense Report for Mileage 
 

 Setup/Usage 
instructions 

Screen prints 

   
1. Log into PeopleSoft. 

 

   
2. From the top left corner, select 

My Homepage, then select 
Employee Self Service from 
the drop-down menu. 

 
   
3. Employee Self Service displays 

the Expenses and Travel 
Authorizations tiles. 
 
Select the Expenses tile. 
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4. Select Create Expense 
Report. 

 

 
   
5. Select applicable fields for the 

following: 
 

• Business Purpose 
• Description 

 
 

 
To save the Expense 

Report, you must enter values 
for fields with an asterisk (*). 

 
   
6. Enter or select proper values 

and continue. 
 
Default Location: 
 

Select  to search and 
select the Default Location. 
 
Select Search after entering a 
partial description. 
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7. Default Location (continued): 
 
Select the corresponding 
Expense Location from the 
Search Criteria. 

 
The location description 
is divided into three 

parts: City-County-State. 
Confirm the first part that you 
select represents the city name. 
 

 

   
8. Default Location (continued): 

 
Confirm the proper location is 
selected. 
 

 

   
9. From the Expense Report 

Location, select the arrow to the 
right of Accounting Defaults to 
populate the corresponding 
Accounting Details. 
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10. Accounting Default Details 
(continued): 
 
Enter Accounting Details with 
the following values: 
 
GL ChartFields if not Defaulted: 

• GL Unit: Defaulted. 
• Oper Unit. 
• Fund Type. 
• Dept: Defaulted. 
• Program. 
• Class-Funding. 
• Bud Ref. 
• Sub Account. 

 
Project ChartFields: 

• PC Bus Unit. 
• Project. 
• Activity. 
• Source Type. 

 
If you are unaware of your 
Accounting Details, please 

contact your supervisor 
or your budget analyst. 

 

 

 
 
 

  
 

   
11. Within the Expense Details, 

select Expense Report Action, 
then select Add Expense 
Lines. 
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12. Select the appropriate Date and 
Expense Type with respect to 
the dates the traveler is 
requesting mileage 
reimbursement. The description 
field is optional but can be used 
to populate any relevant details 
surrounding mileage expense, 
including traveler duty station. 
 
For mileage, you must select 
one of the following: 

• Out-of-State Mileage - 
Pri Veh 

• In-State Mileage-Pri 
Veh 

 

 

13. You are required to enter a 
Starting Point and Ending Point 
to trigger Calculate GPS 
Distance. If not enabled, you 
must manually calculate the 
Miles. 

 
 

 
 

   
14. You are required to enter 

Payment Details and Additional 
Information: 

• Payment = Employee 
Paid. 

• Amount = Defaulted 
based on Miles x GSA 
mileage rates. 

• Billing Type = Billable. 
Destination Location = 
Defaulted. 

 

 
 
 

   
15. Exceptions should be correct. 

Use the radio button to select 
the appropriate exception. 
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16. Exception Comments should 

be addressed prior to 
continuing. Provide appropriate 
details in the comment field.  
 

 
Exception Comments 
and Expense Entry 

Errors must be addressed prior 
to submitting. 

 
 

 
   
17. Exception Comments should 

be addressed prior to 
continuing. Provide appropriate 
details in the comment field.  
 

 
 Exception Comments 
and Expense Entry 

Errors must be addressed prior 
to submitting. 

 
 

 
   
18. Select Save.  

 

 
 

   
19. Select Review and Submit to 

send the Expense Report for 
approval. 
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20. Select Submit to certify the 
Expense Report and send for 
approval. 

 
   
21. Select Submit. 
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Copy Expense Report 
Create Expense Report Using Copy Expense Report Option 
 

 Setup/Usage 
instructions  

Screen prints 

   
1. Log into PeopleSoft. 

 

   
2. At right under Notifications, 

select Travel Authorizations 
to approve under the Actions 
panel. 
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3. Employee Self Service displays 
the Expenses and Travel 
Authorizations tiles. 
 
Select Expenses. 

 

   
4. Select Create Expense 

Report. 
 

 
   
5. Enter or select applicable fields 

for the following: 
 

• Business Purpose. 
• Description. 

 
 

To save the Expense 
Report, you must enter 

values for fields with an asterisk 
(*). 
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6. Enter or select proper values 
and continue. 
 
Default Location: 
 

Select the  icon to 
search. Next, select the Default 
Location. 
 
Select Search after entering 
the partial description. 

 
 

 
   
7. Default Location (continued): 

 
Select the corresponding  
Expense Location from the 
search criteria. 

 
The location description 
is divided into three 

parts: City-County-State. 
Confirm that the first part you 
select represents the city name. 
 

 

   
8. Default Location continued: 

 
Validate the proper location is 
selected. 
 

 

   
9. Within Expense Details, select 

the Copy Expense Report 
from the Expense Report 
Action drop-down. 
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10. Within the Copy Expense 
Report Options, use the 
Selection Option field to 
populate the following: 
 

• Expense Report Copy 
Option 

• From Date 
• To Date 

 
Select Search once this 
information is populated.   
 

Copy Expense Report  
may also be used to 

copy by Expense Line Type.  
 

 

 
 

   
11. Select the Expense Report you 

want to copy from and select 
Copy Expense Report. 
 

 
 

 
 

   
12. Select Update Detail on the 

right. The Expense Report ID 
generate on the left. 

 

 
 
 

   
13. Review and update all  

Expense Report entries as 
needed to ensure all details are 
accurate prior to submitting. 
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14. Select Save, then Review and 
Submit to send the Expense 
Report for Approval. 

 
 

 
 

   
15. Select Submit to send the 

Expense Report for Approval. 
 

 
 

   
16. Select Submit to certify the 

Expense Report, then Submit 
to send the Expense Report for 
approval. 

 
   
17. Select Submit. 
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Withdraw Expense Report 
Withdraw submitted Expense Report 
 

 Setup/Usage 
instructions  

Screen prints 

   
1. Log into PeopleSoft. 

 

   
2. At right under Notifications, 

select the Expense Report to 
approve under the Actions 
panel. 
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3. Employee Self Service displays 
Expenses and Travel 
Authorizations. 

 

   
4. Select Expenses.  

 
   
5. Select My Expense Reports. 
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6. Select Awaiting Approval. 
 
 
 
 

You can only withdraw 
Submitted Expense 

Reports before any level of 
approvals are completed. 

 
   
7. Select the Expense Report 

you want to withdraw. 
 

 
 

   
8. Select Withdraw. 

 
 
An email notification of 
the withdrawn expense 

is sent to the traveler. 

 
   

  



Travel and Expense Report Creation User Guide v2.0 Page 30 of 32 

Delete Expense Report 
Delete an Expense Report 
 

 Setup/Usage 
instructions 

Screen prints 

   
1. Log into PeopleSoft. 

 

   
2. From the top left corner, select 

My Homepage, then select 
Employee Self Service from 
the drop-down menu. 
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3. Employee Self Service displays 
the Expenses and Travel 
Authorizations tiles. 

 

   
4. Select Expenses.  

 
   
5. Select My Expense Reports. 
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6. Select Returned. 
 
 
 
 

You can only delete 
Expense Reports that are 

not submitted for approval or 
approved. 

 
   
7. Select the Expense Report 

you want to delete. 

 
   
8. Select Actions, then select 

Delete Report for the Expense 
Report that you want to delete. 

 

 
 

   
9. Confirm the Expense Report 

that you want to delete, then 
Select Yes. 
 
An email notification is sent to 
the traveler. 

 
   
10. Complete. The Expense Report is deleted. 
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