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Travel Authorization/Travel Request

e Travel Authorizations ensure travel requests meet business purposes and budget is available and set
aside for your trip.

e Travel Authorizations are required for all out-of-town travel by CUNY employees prior to the first
date of travel.

e Travel Authorizaion is needed to encumber money for the travel

e Travel Authorization must be created in CUNYFirst by the employee or their proxy
e Prepare and attach support documentation which includes:

File Name: Give each document a meaningful name
Dates: include travel dates
Amount details (e.g. conference registration, air/train tickets, hotel, etc.)

e Travel Authorizations must be created in advance of travel, approved and budget checked.

e Approval has three levels:

Supervisor: Traveler’s immediate Supervisor (For Faculty, the Department’s
Chairperson)
Department Approver Level 1
Department Approval Level 2: ensures department budget is encumbered (set aside) for the
anticipated travel

¢ No self-approval of a Travel Authorization is permitted.

e Expense users are set up in the City Vendor file so Employee paid expenses may be reimbursed.

e Separate Travel Authorizations are required when a trip is being paid for by more than one
institution.

e There can be only one destination per Travel Authorization.

e Foreign Travel must submit proof of exchange rate information for the date of the travel.
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CREATE A TRAVEL AUTHORIZATION

Step

Action

Enter https://home.cunyfirst.cuny.edu in your browser’s address bar:

>  Enter your Username and Password and click the Log In button.

CUNYfirst (0 i

of
Fully Integrated Resources & Services Tool MNew York

Username ||

L . ) ., L . Password

CUNYfirst is The City University of New York's I |

fully integrated resources and services tool, using k > (" Logih )

the latest technology to serve our students,

faCUlty and staff. Forgot Your P ? | Change P. d | First Time Users
Signing on to CUNYfirst - from anywhere, anytime - will allow

students to manage their academic careers and financial Note: Users of this system must use their individually
accounts in real time and more. It will give faculty additional assigned user ID. Sharing of user IDs and passwords is
tools to enhance their interaction with students. It is also prohibited by CUNY's Security Policies & Procedures
designed to give staff access to powerful processes that connect {security.cuny.edu).

with the finance, student administration and human resources
functions necessary to operating the nation's largest
urban university.

All users who access their accounts at college workstations
and kiosks should remember to log out of CUNYfirst at the
end of their sessions to ensure their accounts are

securely closed.

> From the Enterprise Menu, select the Financials Supply Chain link.

ENTERPRISE MENU

[+ Sell Service
— Enterprise Leaming Managament

| = EIN3ncras Suppy Chanm
= HR/ Campus Solutions
= firsiSolutions Knowledage Base
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College

Step Action

2. » Navigate to - > >

[+ My Favorites

[ CUNY

I Employee Self-Service |
[» Manager Self-Service

[ Supplier Contracts

[» Vendors

[ Purchasing

[ eProcurement

[ Semnvices Procurement
[ Accounts Payable

[ Commitment Control

[ Set Up Financials!/Supply Chain
[ Enterprise Components
[> Worklist

[ Tree Manager

[» Reporting Tools

[- PeopleTools

— My Personalizations

— My System Profile

— My Dictionary

— firstSolutions Knowledge Base

Search:

- My Favorites

[ CLUNY

=dE mployee Self-Senvice)
[» Procurement

[ Travel and Expenses

b Travel and Expense Center |

Main Menu = Employee Self-Service =

ﬁ Travel and Expense Center

Employee Travel and Expense Center

Expense Report
Create, modify, print, view or delete an Expenze Report
=] Create
& Modify
1 Print
2 More...

Profiles and Preferences

5] ReviewiEdit Profile

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

= Modify
= Print

More...

]

'—__5 Review Payments
Review history of expense payments

= Review Expenze History

ayvel A ]
Create, modify, print, view, cancel or delete a Travel Authorization

= Review Payments

v
The Travel Authorization Link will take you to the window below:

Main Menu > Employee Self-Service > Travel and Fxpense Center >

=z| Travel Authorization

Create, modify, print, view, cancel or delete a Travel Authorization

=) Create = Modify = Print
;Creme a Travel Authorization Modify a Travel Authorization E Print a Travel Authorization
E“ View E Delete E Cancel
View a Travel Authorization Delete a Travel Authorization Cancel a Travel Authorization

In the Travel Authorization Center, the traveler or proxy can find the components they will use
conveniently grouped.

Create- Allows the user to create a New Travel Authorization

Modify- This action is only available when the Travel Authorization is saved but not submitted for approval.
Also, when the Travel Authorization is sent back by an approver for revision the Authorization should be
modified in this component.

View- Displays a submitted or approved Travel Authorization

Delete- User can only delete a Travel Authorization when it is in a saved or pending status

Cancel- Only Approved Travel Authorizations that will not be used can be deleted
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Step Action

3. » After Clicking on the Create link, the Travel Authorization page will display, containing by default the user’s
Employee ID.

Note: If you are creating a Travel Authorization for yourself, just click the Add button.

Travel Authorization

Find an Existing Value Add a New Value

Empl ID:| 123456780 &}
Add

Find an Existing Value | Add a Mew Value

**Proxies, when creating a Travel Authorization on behalf another person; click on theZi magnifying glass icon

The Look Up Empl ID page will display containing a list of Empl ID’s and the Names of all the users that you
are able to create a Travel Authorization for.

Look Up Empl ID

Search by: EmplID ~ begins with
LookUp | Cancel |Ad\fanced Looku

Search Results
00 First g 1-2of2 | Last

Empl ID
987654321 Cone, Louie

123456789

Canine, Zsa-Zsa

Click on the Empl ID of the person that you are creating the Travel Authorization for.

After clicking on the Empl ID of the Traveler, The Travel Authorization Page displays again showing the
Traveler's Empl ID.

Travel Authorization l

Eind an Existing Value || Add a New Value
EmplID:| 987654321 |q

Add

Find an Existin& Value | Add a Mew Value

4, Click on the Add button.
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Step

Action

5.

» The Create Travel Authorization Entry page display

Create Travel Authorization

Travel Authorization Entry

Defaulted Travel Authorization ID

Louie Cone Traveler's Name User Defaults Authorization 1D: NEXT
I User can start from a Blank Authorization or copy
Quick Start: ABlank Autharization - GDl from an existing Travel Authorization
¥ General Information
*Description: | Brief Description (less than 30 characters) | Comment: Enter the purpose of the trip in free _
form text in no more than 10,000
*Business Purpose: Select from drop down Menu - characters
Default Location: [Travel Destination, Click on search icon |2, A
T ) .
*Date From: mm/ddlyyy |5 *Date To: | mm/ddiyyy |[£] Attachments®» Supporting Documentation
Accounting Defaults More Options: * GO
Details Customize | Find | @| i First K 1-4 of 4 [} | Last
select *Expense Type *Date *Amount Currency (*Payment Type *Billing Type |_
-
-
-
-

Dop].rSeIectedl Delete Selected | Mew Expense - ﬁ\ddl

Check For Errors |

Return to Travel and Expense Center

Authorized Amount: 0.00 UsSD
Update Totals |
Save for Later | Submit Create A Cash Advance Project Summary Printable View

Required Fields (¥):

* Description: Identify travel (Conference, Meeting, etc.)

* Business Purpose: Select correct list item from dropdown menu

* Location: One destination per Travel Authorization

* Travel Dates

* Attachments Link: Supporting Documentation to Justify the Expenditure

The Travel Authorization ID value defaults to “NEXT” indicating that the
Travel Authorization is new and has not yet been saved.

When saved, the system assigns a 10-digit number.

Location

National Travel: search by typing the two (2) letter code for a given state
(e.g. WA for Washington, NY for New York, etc.)

International Traveler (Outside U.S.) search by typing three (3) letter code
for the countries’ state or city.

Accounting Defaults apply to every expense line.
All Travel Authorizations must be future dated.

Note: Save your work frequently as you enter the projected expenses and
attach the required supporting documentation.

Conference

Emergency Travel
Equipment Transportation
Legal Proceedings
Meeting

Non-Travel Expense
Routine Travel

Site Visit

Training and education travel
Travel for Audit

Union Business
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Step Action
Accounting Defaults:
6. | > Click the Accounting Defaults link #ceuntinaDefautts to view the ChartField string to be applied to every
expense line of the Travel Authorization.
The Accounting Defaults page display.
Create Travel Authorization
Accounting Defaults
Louie Cone Authorization 1D: MEXT
Accounting Summary Set Personalizations | Find | Ell Firstn 10f1 n Last
*GL Unit Fund Oper Unit |Program Sp Init Proj Act UnltB“ Project Activity Affiliate ChartField 3 ’7
hoo.00 Hosor QI_QIBD122 QI_QI—QI—O.I—QI—QI al Q| Q| q =
Add ChartField Line |  Load Defautts |
oK |
GoTo:  User Defaults
As needed, modify only these default accounting ChartFields:
« GL Unit (HOS01-Hostos Default)
e Dept (Department)
; Note: Separate expense lines are needed when travel expenses are split among departments.

» Click the OK button.

By clicking on the User Defaults Link, a new Tab opens up (Review/Edit Profile) displaying the
Traveler's Employee Data and the Organizational Data (see below).

[Empie0aall| Organizatonal Data |
Louie Cone Louie Cone
Expensas Processis; Data e view s Frot By oot B ot
+ | Dedault Prodile: Employee Base
Valid Tof Expanses: Yeos E Personnel Status: Employee
Ignore Authoriced Amounts Home Based
Reason for Suius: Fas3ed All Validation Eaits Telephone:
Expense Role: Send Payments To
Emplayee Satus:  Ache Hama: 2 © Home Address
e Date: Mailing Address
: i 9999955
GLUBt KOS ostos Commun Catge AT
Department: a01zz PTH Cad Atvanod (uspanis) Country: USA United States
Mours Rer Paclod: |+ Uss Busingss s Delae o
Address 2:
Address 3:
Defautt Chastfield Values.
f— [ ity:
oo [rund (WP mecion lrsurae [pniis [fmnd [paiia [powes P | ||| o
HO51 [ County: Pastal
State;
—— Y0
Speciic Amount Country:
5 Noa Address 1:
Address 2:
Address 3:
rM!E— City:
Expeect Procassing Rede: County: Postal:
State:
D] Aeenenw o D 50e| Bt sanen
Empiosee Data | Grganizatonal Data Employea Data| O Data
Note:

d “¥ Review,'Edit Profile

To return to the previous page, just click on the X next to the Review/Edit Profile Tal

Don't click on Return to Search button because you are going to be directed to the Employee Profile
page.
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Step

Action

8.

» Complete the Travel Authorization: Details Section

De . 41 [ 3
DENSE DE Date . O B Pa = DE B ad DE

[ 1 Conference registration fe« = ||10/12/2014 [5) | 500.00 USD Empl Paid * | Empl Paid « |*Detail

-

-

-

Copy Selected | Delete Selected | Mew Expense - ﬂl Check For Errors |

Return to Travel and Expense Center

Authorized Amount: 500.00 USD
Update Totals |
Save for Later Submit Create A Cash Advance Project Summary Printable View

*Required fields:

*Expense Type: select most appropriate list item from dropdown menu_l. (List of items
provided at the back of guide)

Note: If the employeeis a member of PSC, then select only PSC Expense Types.

* Date field: enter future date the expense is expected to be incurred in the mm/dd/yyyy format.

*Amount field: enter total expense estimate in whole dollars (no cents).

On the* Payment Type and *Billing Type = dropdowns, select matching:

Payment Type Billing Type Action
CUNY Card CUNY Paid Payment processed with college card
EMPL Paid EMPL Paid Employee anticipates using their own funds for an

expense e.g. Mileage

Non -reimbursable

Non -reimbursable

When employee anticipates incurring expenses that are
non-reimbursable (expenses not covered by the college)
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Step

Action

10.

Details Customize | Find | ) | First Kl 14 or 4 Bl Last

o[t o [hmmn  [Camm(reneies

[] | | 1Conference registration fec + [10/13/2014 [5 | 500.00 |USD

‘ Empl Paid ‘ Empl Paid

M
» Click the Detail link to display the Authorization Detail page for the Expense Type.
The Create Travel Authorization page displays

Create Travel Authorization

Authorization Detail for 1 Conference registration fees (Line 1)
Louie Cone Authorization 1D: MEXT

About This Expense
*Date: 10132014 El
*Payment Type: Empl Paid |L]

*Billing Type: Empl Paid -
*Location: INY MEW YORK a

*Description: | Conference Registration Fee |

*Amount: 500,00 ysp

Click Accounting Detail link to change the Department/Account field for the
Accounting Detail—>| line

Check Expense For Errors | N | Validate the Expense Ime|

Return to Travel Authorization Entry

~>| To return to main page, click the Return to Travel
Authorization Entry link

*Required Fields:

*Date: Prepopulated from information entered in the previous page.
*Payment Type and *Billing Type: Prepopulated from previous page.
*Location: Prepopulated from previous page.

* Description: Enter a description of no more than 250 characters.

» Click Return to Travel Authorization Entry link

Note:

If the Expense Type is either PSC or Non PSC Mileage, then three additional fields display being: Miles,
Originating Location, and Destination Location. After these three fields are entered, click the Calc
Mileage button to update the Amount field based on the entered data.
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Step Action

The system takes you back to the Create Travel Authorization /Travel Authorization Entry page.
11. | » Continue adding Expense Type lines.

As needed, click the Add a row icon to enter more expense lines.

Create Travel Authorization

Travel Authorization Entry

Louie Cone User Defaults Authorization ID: WNEXT
~ General Information
*Description: Conference/Meeting Name Comment: Purpose ofthe Trip
*Business Purpose: Conference -
Default Location: NY MEW YORK Q P,
— — A
*Date From: 101312014 [5) *Date To: 10/20/2014 [ Attschments
Accaunting Defaults More Options: - GDI
Details Customize | Find | 12 | 28 First BN 1.4 ora Bl Last
Sele-ctr *Expensze Type *Date *Amount Currency |*Payment Type *Billing Type
[l 1 Conference registration fes » | 10M13/2014 @ 500.00 |USD Empl Paid w | Empl Paid » |[*Detail
[l 1 Additional airline fees - | 101312014 [5] 200.00 |USD CUNY Card = | CUNY Card - |*Detail
-
v
Copy Selected | Delete Selected | Mew Expense - Addl “Check For Errars
Authorized Amount: ¥00.00 USD
Update Totals I
| SaveforLater [ | Submit | Create A Cash Advance Project Summary Printable View

Return to Travel and Expense Center

Before Submitting the Travel Authorization,

> Please click on [Check For Errors| button to validate all Expense lines. If no errors are found please choose
12. one of the options below:

Save for Later| button: works as a draft. This action will allow adding or changing lines later on the Travel
Authorization.

button: Begins Approval Route. Travel Authorization will go to your Supervisor for approval.

Note:

Expense lines are checked for errors.

The Travel Authorization cannot be saved or submitted until all errors are corrected.
After submission, the Travel Authorization cannot be changed by the Employee or Proxy.
The only action available will be View Travel Authorization
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Step Action

13. » Click Submit button.

Submit Confirmation page displays.

Create Travel Authorization

Submit Confirmation
Louie Cone

Authorization 1D; MEXT

Travel Authorization Totals

Total: F00.00 USD

“ Click OK to submit, ar click Cancel to return to the travel autharization without submitting.

| Ok | Dancell

» Click OK button to submit your travel authorization

The system takes you back to View Travel Authorization /Travel Authorization Details page displaying the
Authorizatiwumber (10 digits) all the information you have Submitted

View Travel Authnaiﬁn\

Travel Authorization Details

Louie Cone Authorization ID: 0000000031
* General Information
Description: Conference/Meeting Name Comment: Purpose ofthe Trip
Business Purpose: Conference
Status: Submission in Process Last Updated: 08/15/2014 By: 10973914
Default Location: NY NEW YORK
*Date From: 101342014 Date To:  10/20/2014
More Options: - GDl
Details Customize | Find | 2] First Bl 1.2 or 2 B | st
*Expenze Type Date *Amount Currency |*Payment Type ng Type
;eg':"fere”‘:e regisration |4 6/1319014 500.00(USD  |Empl Paid Empl Paid *Detail
1 Additional airline fees 101312014 200.00 (UsD CUNY Card CUNY Card *Detail
Authorized Amount: F00.00 USD
Less Non-Approved: 0.00 USD
Due Employee: F00.00 USD
Project Summary Printable View

S Return to Searchl = Hotify |

End of Procedure

10
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Expense Type List From the Drop Down Menu

1 Additional airline fees

1 Agent fee

1 Conference registration fees
1 Cost of supplies/materials

1 Fuel for non personal auto

1 Hospitality Costs

1 Internet/phone fees

1 Membership costs

1 Moving expenses

1 Postage Costs

1 Subscriptions

1 Training/Education

Misc Travel Expenses- (not recommended)
Non PSC Commercial air travel
Non PSC Mass Transit

Non PSC Mileage-City Auto
Non PSC Mileage-State Auto
Non PSC Mileage-State Mcycle
Non PSC Parking Fees

Non PSC Per Diem Breakfast
Non PSC Per Diem Dinner

Non PSC Per Diem Local Bkfast
Non PSC Per Diem Local Dinner
Non PSC Per Diem Lunch (City)
Non PSC Per Diem Unrcpt Overnt
Non PSC Receipted Lodging
Non PSC Taxi/Car Service

Non PSC Tolls

Non PSC Train Ticket

Non PSC Vehicle Rental

PSC Commercial air travel

PSC Mass Transit

PSC Mileage-State Auto

PSC Mileage-State Mcycle

PSC Parking Fees

PSC Per Diem Breakfast

PSC Per Diem Dinner

PSC Per Diem Local Bkfast
PSC Per Diem Local Dinner
PSC Per Diem Lunch (City)
PSC Per Diem Unrcpt Overnt
PSC Receipted Lodging

PSC Taxi/Car Service

PSC Tolls

PSC Train Ticket

PSC Vehicle Rental

11
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Create Expense Report

All employees are responsible for ensuring that their Expense Reports are complete, accurate and adhere to the
expense reimbursement requirements of CUNY, New York State and New York City. Expense Reports that do not
comply with these requirements are returned to the employee to be modified to meet the requirements.

An employee or their Proxy may create an Expense Report directly in CUNYfirst. Both the Expense User and the
Proxy who entered the Expense Report are notified by email when an Expense Report is sent back by an
approver.

Approval Route: Supervisor (Employee’s Supervisor) & PrePay Auditor (Accounts Payable)

Step Action

1. |Enter https://home.cunvfirst.cunyv.eduy in your browser’'s address bar:

» Enter your Username and Password and click the Log In button.

"‘f} = Usemame |
ki |
v oo Password
CUNYfirst is The City University of New York's
fully integrated resources and services tool, using ( Login )
the latest technology to serve our students,
faculty and staff. Forgot Your P ? | Change P | First Time Users

Signing on to CUNYfirst - from anywhere, anytime - will allow

students to manage their academic careers and financial Note: Users of this system must use their individually

accounts in real time and more. It will give faculty additional
tools to enhance their interaction with students. It is also
designed to give staff access to powerful processes that connect
with the finance, student administration and human resources
functions necessary to operating the nation's largest

urban university.

assigned user ID. Sharing of user IDs and passwords is
prohibited by CUNY's Security Policies & Procedures
(security.cuny.edu).

All users who access their accounts at college workstations
and kiosks should remember to log out of CUNYfirst at the
end of their sessions to ensure their accounts are

securely closed.

» From the Enterprise Menu, select the Financials Supply Chain link

ENTERPRISE MENU =1

[+ Sell Sen
— Enterprise Learmning Management

~ Financials Supply Chain

= HR/ Campus Solutions

= firstSolutions Knowledge Base

12
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Step

Action

2.

» Navigate to: - jce > >

Report > Creafe.

o Menu __________|
| ®

[ My Favorites Search:

b CUNY )
[ Employee Self-Service  — .
WWSEFSW‘ [ My Favorites

[» Supplier Contracts > CUNY
I» Vendors =Employee Self-Service|
[» Purchasing [ Procurement

[+ eProcurement

[> Services Procurement %ﬁgﬁ:ﬂﬁiﬁm
[+ Accounts Payable

[ Commitment Control

[ Set Up Financials/Supply Chain
[+ Enterprise Components

[ Worklist

[» Tree Manager

[» Reporting Tools

[ PeopleTools

— My Personalizations

— My System Profile

— My Dictionary

— firstSolutions Knowledge Base

Main Menu > Employee Self-Service =

ﬁ Travel and Expense Center

Emplnyee Travel and Expense Center
Exense Report <
__________ Create, modify, print, view or delete an Expense Report
El Create
E Modify
=l print
2 More...
=] Profiles and Preferences '—'_5 Review Payments
\ IManage your personal, organizational and financial details for travel and expense reporting. Review history of expense payments
= Review/Edit Profile =l Review Expense History
=l Review Payments

The Expense Report Link will take you to the window below:

\ 4

Main Menu = Emplovee Self-Service = Travel and Expense Center >

Expense Report

Create, modify, print, view or delete an Expense Report

= Create = Madify = Print
E Create an Expense Report Iodify an Expense Report E Print an Expense Report
E View E Delete
View an Expense Report Delete an Expense Report

In the Expense Report Center the traveler or Proxy can find the components they will use
conveniently grouped.

Create- Allows the user to create a New Expense Report. (After travel has been completed)
Modify- This action is only available when the Expense Report is saved but not submitted for
approval or when the Expense Report is sent back by an approver for revision.

View- Displays a submitted or approved Expense Report.

Delete- User can only delete an Expense Report when it is in a Saved or Pending status

13
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Step

Action

3.

» After Clicking on the Create link, the Expense Report page will display, containing by default the user’s
Employee ID.

Note: If you are creating an Expense Report for yourself, just click the Add button.

Expense Report

Find an Existing Value | Add a New Value

Empl ID:| 123456739 Q,

Add

Find an Existing Value | Add a New Value

**Proxies, when creating an Expense Report on behalf another person; click on the magnifying glass icon

The Look Up Empl ID page will display containing a list of Empl ID’s and the Names of all the users that you
are able to create an Expense Report for.

Look Up Empl ID

Search by: EmplID - begins with
Look Up | Cancel |Ad\fanced Lookup

Search Results
k st

m

Lmplil
987654321 Cone, Louie

123456789 Canine, Zsa-Zsa

Click on the Empl ID of the person that you are creating the Expense Report for.

After selecting the Empl ID of the Expense Report user, The Expense Report page displays again showing
the Empl ID of the user selected.

Expense Report

Find an Existing Value Add a New Value

Empl ID:|123456789 G,
Add |

Find an Existjng Value | Add a Mew Value

\

Click on the Add button

14
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Step Action
A Travel Authorization may be associated with only one Expense Report.
Only one travel authorization can be linked to an expense report, the same Travel Authorization cannot be
copied or linked to another Expense Report.
5. > The Create Expense Report page display.
This page only displays when the expense user has a Travel Authorization already in the system.
If there are multiple Travel Authorizations, select the one you will be creating for the expense report.
The user below has a Pending Travel Authorization From Date: 06/15/2014 To 10/15/2014.
Create Expense Report
Populate From A Travel Authorization
Zsa-Zsa Canine Report ID: NEXT
From Date: 06/15/2014 B 1o [10M52014  [[H) Search |
Travel Auth Description Authorization ID Date From Date To Amount Currency
0.000
| Click Return to Expense Report Entry to
| Retum to Bxpense ReportEntry | go to the Create an Expense Report
page
6. |The Expense Report Entry page displays. From the Quick Start Drop down menu, select an item from the list

and click

Create Expense Report
Expense Report Entry
Zsa-Zsa Canine

User Defaults Report ID: NEXT

A Blank Report

- cof|

|Qu[ck Start:

*Description: Comment:
*Business Purpose: -
Reference:
Default Location: (o}

% Aftachments

~ General Information

- o

First BN 1.4 or 4 B Last

Accounting Defaults Apply Cash Advance(s) More Options:

Customize | Find | View All | B | 2

% *Currency *Payment Type T
v
-
-
-
Copy Selected | Delete Selected | Mew Expense - ﬂl Check For Errors I

Employee Expenses: 0.00 UsD Due Employee: 0.00 UsD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 UsD
Prepaid Expenses: 0.00 UsD
Employee Credits: 0.00 UsD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 UsSD

Definition of Totals Update Totals I

Save For Later Submit

Expense Report Project Summary Printable View

Return to Expense Repaort

Click the Quick Start -
dropdown.

ABlank Report

ATemplate
A Travel Authorization
An Existing Report
Enfries from My Wallet

A Blank Report: for non-travel-
related expenses

A Template: when user has
created a template from previous
Expense Report.

A Travel Authorization: to copy
An approved Travel Authorization
into an Expense Report.

An Existing Report: to copy
information for an existing Expense
Report.

Entries from My Wallet: not to be
used.

15
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Step Action
6.2 |When creating an Expense Report from A Travel Authorization:
After clicking on the button, The Populate From A Travel Authorization page display.
Create Expense Report
Populate From A Travel Authorization
Zsa-Zsa Canine Report ID: NEXT
From Date: 01/24/2014 [34) To: 05/24/2014  |[5) Search I
Travel Auth Description Authorization ID Date From Date To Amount Currency
Select I KMeeting in Albany MY 0000000064 0472472014 0402402014 400.00 USD
Select I Meeting in Albany WY 00000000861 05/01/2014  05/02/2014 400.00 USD
zetumn tg‘Exp,ense Report Entry
1
6.b |Click the |Select| button of the Travel Authorization to be copied
6.c | The system takes you back to the Expense Report Entry page. Note that the Expense Report copied the
information from the Travel Authorization Selected.
In the *Details section, as needed, for each expense line, update the Expense Type, Date, Amount,
Payment Type, and Billing Type fields
Details customize | Find | View Al B0 | B First Bl 12 0 I Last
|’ExnseT |’Exnse Date | *Amount Snt|'€urren|'PamentT |'BillinT
Mon PSC Train Ticket - |04¢'24¢'2014 |E| 30000 ||USD C | CUNY Card ~ | CUNY Pz - ||*Detail
Mon PSC Taxi/Car Service ~ |[oarzar2014 |59 || 50.00|||UsD | Q) | Empl Paid ~ | Empl Pai ~ | *Detail
Mon PSC Taxi/Car Service - |D4¢'24¢'2014 Ei] | 50.00 ||USD Q Empl Paid * | Empl Pai - |*Detail
7. |When Creating an Expense Report from A Blank Report:

Create Expense Report
Expense Report Entry Note: Save your work
Zsa-Zsa Canine User Defaults Report ID: NEXT frequently as you enter your
Quick Start: ABlank Repart ~ 6o expenses (use the
attachment ink) and attach
*Description: Brief description < 30 char. Comment: Enter purpose ofthe expense infree - all scanned recelpts.
form text . no more than 10,000 =1
*Business Purpose: - characters -
_— *% 1001
Po— | Layout all your original
Default Location: Expense Location- look up Q receipts on a page and
p; send them to the Accounts
+  Aftachments : .
Payable Office with an
Accounting Defaults Apply Cash Advance(s) More Options: - GO Expense cover page **

General Information Required Fields (*):
Note: These fields will auto populate from the Travel Authorization and may be overwritten as needed.

« Description: Identify Expense (Conference, Meeting, etc.)

« Business Purpose: Select correct list item from dropdown menu ! vl

« Default Location: One destination per Expense Report. Conference
Eme_rgenc:yTra\feI )
« Attachments: Supporting Documentation to Justify the Expenditure (e.g. receipts ES;;?E?O”QSESQZ‘;"“a““”

conference or meeting information, etc.) e el Erpense

Routine Travel

The Report ID value defaults to “NEXT” indicating that the Expense Report is new Site Visit _
and has not yet been saved. When saved, the system assigns a 10-digit number. Training ano education ravel

. . . Union Business
Default Location: search by typing the two (2) letter code for a given state (e.g. NY

for New York, etc.). Outside U.S. search by typing three (3) letter code for the
countries’ state or city.

Accounting Defaults apply to every expense line.
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Step Action
8. |Complete the Details section.
Details customize | Find | View Al D | B First Bl 4.4 or.a B Last
*Amount Spent (*Currency |*Payment Type *Billing Type
-
-
-
-
*Required fields:
*Expense Type: select most appropriate list item from dropdown menuﬂ. (List items provided at
the back of guide)
Note: If the employeeis a member of PSC, then select only PSC Expense Types.
* Expense Date field: enter the date the expense was incurred in the mm/dd/yyyy format.
*Amount Spent field: enter the actual expense in dollars and cents as displayed on the receipt.
*Currency: defaulted to USD. If expense is related to foreign currency, must attach exchange rate information.
On the* Payment Type and *Billing Type E dropdowns, select matching:
Payment Type Billing Type Action
CUNY Card CUNY Paid Expenses charged to college credit card
EMPL Paid EMPL Paid When an employee used their own funds for an expense
Non -reimbursable | Non -reimbursable | When an expense is the responsibility of the employee
Note: As needed, click the Add a row icon to enter more expense lines.
9. [Click the Detail link to display the Authorization Detail page for that particular line.

Select r *Fxpense Type *xpense Date | *Amount Spent |*Currency |*Payment Type *Billing Type |

O ‘ ‘ Mon PSC Train Ticket - ||U41'24J2014 Bl “ 300.00 “USD Q ‘ CUMYCard = | CUNYC ~

10.

The Expense Detail page display

Create Expense Report

Expense Detail for Non PSC Train Ticket (Line 1)

Zsa-Zsa Canine Report ID:

About This Expense
*Expense Date: 42412014 |[5)

*Payment Type: CUNY Card » [C]Ho Receipt
*Billing Type: CUNY Card + [Inon-Reimbursable
*Location: | Q

*Description:

*Amount Spent: 300.00

*Currency: W Q
*Exchange Rate: ’m Ry
Default Rate
Reimbursement Amt: 300.00 USD

Accounting Detail
Receipt Split
Check Expense For Errors

Return to Expense Report

MEXT

*Required fields

Look up @ the Default Location field which is the
destination State and City for your travel.

Description field, enter a description of no more than 250
characters.

For each Expense Type, additional fields may display. e.g.

Air Travel, then an additional field displays being: Air
Ticket Number

To change the accounting values for an individual line,
click the Accounting Details link. On the Accounting
Details page, as needed, modify defaulted accounting
ChartFields:

e GL Unit

e Dept (department)

Click the OK button.

**Click [Check Expense for Errors| to check that
particular line.

Click Return to Expense Report to return to previous
page
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Step

Action

11.

Click the Attachments link to upload the Expense Report supporting documentation and scanned
receipts.

Expense Attachments

ReportID NEXT

Details customize | Find | View Al | B0 8 First Bl 1 or 1 I Last

File Attachment Description Last Update Hame st u, date
Hame UserlD — Date/Time

Add Attachment

oK Cancel |

The Expense Attachments page displays. Click the Add Attachment button. The File Attachment pop up
displays. Click the Browse button.

File Attachment

| Browse..
Upload | Cancel

Within CUNYfirst, your Computer folder displays. Navigate to the documents to be uploaded into CUN Yfirst.
Click the Open button.
Click the Upload button.

Note: Documents may be uploaded into a variety of file formats including: .jpg,.pdf, .docx, etc.
The Expense Attachments page displays.

ReportID MNEXT

Details customize | Find | view A1 ] 8 First B 4 o1 B ast
File Name Attachment Description Last Update Name Last I.I_ dite
UserID Date/Time

Train Receiptdocx |

In the Attachment] Description field, enter a brief description of the attachment.
To delete an attachment, on the Expense

Expense Attachments Report Entry page, click the Attachments
link.
Details 1, Customize | Find | View All | 2 | Hi First Kl 1 ot 1 B Last (32;?1? ?l’)](ep ?;siﬁt;:(::tr;:hnr;segtatgoeée
File Name Attachment Description L.::lrl.l date Name = ! I y W

— - deleted by File Name or Description.
Click that row's Delete button.
The Delete Confirmation pop up displays
this message, “Delete current/selected rows
from this page? The delete will occur when

ReportID NEXT

Train Receiptdocx |Train receipt

Add Attachment the transaction
ok | cancel is saved.”

Click the OK button

Click the OK button.
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Step Action

12. | The system takes you back to the Expense Report Entry Page.

When finish adding all your expenses, click the [Check For Errors| button.

customize | Find [ View Al] B0 28 First B 1.4 o4 I Last
*Expense Date || *Amount Spent [*Currency |*Payment Type *Billing Type
Non PSC Train Ticket ~ |[oas04r2014 5] || 300.00/([USD @ | CUNYCard  ~ | CUNYC ~ [*Detail
Non PSC TaxiCar Service (04042014 |[5 || 50.00/|[USD |@, | Empl Paid ~ | Empl Pa « |*Detail
Non PSC Taxi/Car Service  ~ ([04/04/2014 [5 | 50.00/{[USD |, | Empl Paid ~ | Empl Pa = |*Detail
-
Copy Selected | Delete Selected | Mew Expense - Addl Check ForErrorsl
Employee Expenses: 35000 USD Due Employee: 50.00 UsD
Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 300.00 USD
Employee Credits: 000 UsD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 UED
Definition of Tatals Update Totals |
Save For Later | Submit | Expense Report Project Summary Printable Yiew

Note: When any of the Check for Errors, Save for Later or Submit buttons are clicked, then CUNYfirst:
 Identifies any missing required fields.
e ChartField strings are checked to ensure that combination of values is valid.

If there are errors, then the Missing or Invalid Information button displays on each line that contains an
error.

Click the Missing or Invalid Information button for an expense line.

The Expense Detail for [expense type] page displays with an explanation of problems for every expense line.
Correct each error as indicated.

13. | Click the [Save For Later|button when there are additional expenses to enter or an expense line needs to
have a receipt attached at the Attachments link.

Click the button when every expense is entered with an attached receipt at the
Attachments link.

When the Submit button is selected, then the Save Confirmation page displays.

Click the OK button.

Note: After an Expense Reportis submitted for approval, or after the Expense Reportis approved, the employee can
view their Expense Report to see the Status is updated to Submitted for Approval. In the Pending Actions section,
you may also verify that the Expense Report is routed to the Expense User's Supervisor for review and approval.

End of Procedure
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Expense Type List From the Drop down Menu

1 Additional airline fees

1 Agent fee

1 Conference registration fees
1 Cost of supplies/materials

1 Fuel for non personal auto

1 Hospitality Costs

1 Internet/phone fees

1 Membership costs

1 Moving expenses

1 Postage Costs

1 Subscriptions

1 Training/Education

Misc Travel Expenses- (not recommended)
Non PSC Commercial air travel
Non PSC Mass Transit

Non PSC Mileage-City Auto
Non PSC Mileage-State Auto
Non PSC Mileage-State Mcycle
Non PSC Parking Fees

Non PSC Per Diem Breakfast
Non PSC Per Diem Dinner

Non PSC Per Diem Local Bkfast
Non PSC Per Diem Local Dinner
Non PSC Per Diem Lunch (City)
Non PSC Per Diem Unrcpt Overnt
Non PSC Receipted Lodging
Non PSC Taxi/Car Service

Non PSC Tolls

Non PSC Train Ticket

Non PSC Vehicle Rental

PSC Commercial air travel

PSC Mass Transit

PSC Mileage-State Auto

PSC Mileage-State Mcycle

PSC Parking Fees

PSC Per Diem Breakfast

PSC Per Diem Dinner

PSC Per Diem Local Bkfast
PSC Per Diem Local Dinner
PSC Per Diem Lunch (City)
PSC Per Diem Unrcpt Overnt
PSC Receipted Lodging

PSC Taxi/Car Service

PSC Tolls

PSC Train Ticket

PSC Vehicle Rental
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