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Travel & Expenses — Bank Acct Update
Training Guide

Statewide Management, Accounting and Reporting Tool

Travel & Expenses

Bank Acct Update

Procedure

An agency Travel & Expenses Maintainer will sometimes need to update certain elements of an
employee's profile. These may be the employee's supervisor, the default ChartField funding string
values which pay for the employee's travel and expense, (i.e. Department, Fund, Budget Unit, and
Program Code), employee's "default profile," and the employee's bank account to which the travel and
expenses funds should be paid.

Step Action

1. The TE Maintainer will update an employee's bank account if either:

* The employee wants travel and expense payments deposited to
an account not already on file, or

* The employee was hired after July 1, 2010 and no bank
account information is on file in SMART.

2. Before beginning the process of updating the bank accounts for an employee, you must
know both:

» The employee’s State of Kansas ID Number, and
* The bank routing and account numbers for the account in which the

employee wants the funds deposited. The agency should obtain a
completed DA-184 with a voided check attached from the employee.
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GMART

Personalize Content | Layout

Menu
Search:

®

> My Favorites

[: Kansas

- Employee Self-Service
[ Manager Self-Senice
[ Supplier Contracts

[> Customers

[» Products

[- Customer Contracts
[ ltems

[ Vendors

> Purchasing

[ ePracurement

[ Services Procurement
[ Sourcing

- Demand Planning

[+ Grants

[ Project Costing

[> Travel and Expenses
[ Travel Administration
[» Billing

[ Accounts Receivable
(- Accounts Payable

[ Asset Management

[- Banking

[ Commitment Contral
[ General Ledger

[+ Statutory Reports

[ Set Up Financials/Supply Chain
[ Worklist

[ Tree Manager

[ Reporting Tools

[ PeopleTools

= Change My Password
= My System Profile

= My Dictionary

=l -]

'y start. [/ Eml

Home Worklist Add to Favorites

B 7 &

Sign out

Help

9 1112aM

Once you have all the information you need, start in the Travel & Expenses module.

Click the Travel and Expenses link.

[Travel and Expenses|
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GMART

[- Manager Self-Service

[> Supplier Contracts

[> Customers

[> Products

[ Customner Contracts

[ ltems

[» Vendors

> Purchasing

[» eProcurement

[» Services Procurement

> Sourcing

[> Demand Planning

[> Grants

I Project Costing

~ Travel and Expenses
[ Approve Transactions
[» Manage Employee

Infermation
[+ Load External Information
[» Manage Expenses
Security

[ Process Expenses
[» Manage Accounting
[» Real-Time Analysis
[ Expense Reports
[ Central Entry
— Travel and Expense Center

[ Travel Administration

[> Billing

[> Accounts Receivable

[» Accounts Payable

> Asset Management

> Banking

[ Commitment Control

[ General Ledger

[» Statutory Reports

[ Set Up Financials/Supply
Chain

[> Waorklist

> Tree Manager

[» Reporting Tools

I PeopleTools

= Chanage Wy Password

= My System Profile

= My Dictionary

H

ome

Worklist Add to Favorites

Sign out

| 1ain Menu >

Travel and Expenses
Access travel and expenses.
ﬁnﬁ rove Transactions
Approve and modify expenses transactions.
pprove Transactions
dodify Approved Transactions

ﬁ Manage Expenses Securi
Authorize Expense users and reassign
approval work

ﬁ] Real-Time Analysis
Update expenses pagelet information, view
predicted expenses summary page or view
transactions in progress page:
pdate Expenses Pagelet info
dicted Expense Summary
u Transaction in Proqress

K] Central Entry

Enter travel and expense information

ﬁ Manage Employee Information

Load employes data, update profies, process
notifications, process DCAA notifications, and
print reports.

=] Update Profile

= P Emplovee Nolifications

otifications

ﬁ Process Expenses

Verify Receipts, run expenses processing,
updste staged payments, close expenses,
review payments, or cancel travel
authorizations.

Verify

Travel and Expense Center

E Centralized Travel and Expense Center

Load External Information

Load external data and review corporate card
feed errors.

= Load External Data Sources

2

ﬁ Manage Accounting
View/adjust accounting entries, print reports,
reconcile cash advances and airline tickets,

request budget checking, or rollover travel
authorizations.

sh Advance

ﬁ] Expense Reports
Access expense reports.

Done

% Lacal ntranet £ - | ®100%

SMART opens the Travel and Expenses Main Menu page.

4.

Click the Manage Employee Information link.
Manage Employee Information

Update Profile

Click the Update Profile link.

SMART opens the Manage Employee Information menu page.

SMART opens the Employee Profile (Edit) page. Make sure the "Find an Existing
Value tab" is highlighted.
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Add to

Sign out

(3

Mew Window | Help | &

=1

[» Services Procurement

> Sourcing

> Demand Planning Employee Profile (Edit)

[ Grants Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Project Costing

e
[ Approve Transactions n Existing Value |
< Manage Employee

Information Search by: |EmpliD v |begins Wlth‘
= Process Employee
Notifications Search |‘-UV3”CEU Search
= Process DCAA
Notifications Find an Existing Value | Add a New Value
= Corporate Card Report
= Emplovee Data by
Business Unit
[- Load External Information
[» Manage Expenses
Security
[» Process Expenses
[» Manage Accounting
[» Real-Time Analysis
- Expense Reports
[ Central Entry
= Travel and Expense Center
[ Travel Adrministration
[> Billing
[> Accounts Receivable
[» Accounts Payable
> Asset Management
> Banking
[ Commitment Control
[ General Ledger
[» Statutory Reports
[ Set Up Financials/Supply
Chain
[> Waorklist
> Tree Manager
[» Reporting Tools
I PeopleTools
- Change Wy Password
= Ly System Profile
= My Dictionary

Dons % Lacal ntranet v ®0n v

<

7. Enter the employee's ID number on this page.

Click in the "begins with" field.
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Home Worklist Add to Favorites Sign out

| >

New Window | Help | &

=]

[» Services Procurement

> Sourcing ) )
[> Demand Planning Employee Profile (Edit)

[ Grants Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Project Costing

[ Travel and Expenses Find an Existing Value | Add a New Value
> Approve Transactions = =
< Manage Employee

Information Search by: [EmpiID v |begins with |

= Update Profile
= Process Employee
Notifications Search | advenced Search
= Process DCAA
Notifications Find an Existing Value | Add a New Value

= Corporate Card Report
= Emplovee Data by
Business Unit
[- Load External Information
[» Manage Expenses
Security
[» Process Expenses
[» Manage Accounting
[» Real-Time Analysis
- Expense Reports
[ Central Entry
= Travel and Expense Center
[ Travel Administration
[> Billing
[> Accounts Receivable
[» Accounts Payable
> Asset Management
> Banking
[ Commitment Control
[ General Ledger
[» Statutory Reports
[ Set Up Financials/Supply
Chain
[> Waorklist
> Tree Manager
[» Reporting Tools
I PeopleTools
- Chanage by Password
= My System Profile
= My Dictionary

2|

% Lacal ntranet v ®o0% v

Step Action

8. Enter the desired information into the begins with field. For this simulation, enter
"K0000220288".

9. Click the Search button.
Search
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q m H RT HDmE Wnrklls( Add to Favorites SUH out
eFrocuremen

a w Window Customi B A
I Senices Procurement B ew Window | Help | Page | B, 24
> Sourcing -

I» Demand Planning Employee Data Organizational Data User Defaults Bank Accounts
[> Grants
[ Project Costing AthI‘Iy Smar‘t
[~ Travel and Expenses -
[> Approve Transactions Employee Information
7 Manage Employee “Last Name: Smart *First Name: Anthony
Information
= Update Profile Telephone: Employee Base: () Home
= Process Employee @ Office
Notifications *Personnel Status: | Employee v
= Process DCAA Payments Sent To: () Home Address
Notifications O Mailing Address
= Corporate Card Report
- Emplovee Data by
Business Unit . ’7 .
[- Load External Information i UsA [RSped e
b TEEEE e Address 1:  [3519 SW 20th
Security
[> Process Expenses Address 2: |
[» Manage Accounting .
[ Real-Time Analysis Address 3: |
- Expense Reports o ,7
& Central Entry City: Lawrence
= Travel and Expense Center County: Douglas Postal: 66253

[ Travel Adrministration
[> Billing State: KS Q. Kansas
[ Accounts Receivable —

[> Accounts Payable Mailing Address
> Asset Management . ’7
- Banking Country: a
[ Commitment Control .

[> General Ledger CEEDE
[ Statutory Reporis Address 2:

[ Set Up Financials/Supply -

Chain Address 3:

[> Waorklist
> Tree Manager
[» Reporting Tools City:

I PeopleTools
~ Change My Password County: Postal:

[~ Wy System Profile | b
|~ My Dictionary v < | >

Dons & Lacal ntranet Fh v ®0n v

Step Action

10. SMART opens the Employee Data tab. A series of tabs are across the top of the page.

Click the Bank Accounts tab.
Bank Accounts

11. Begin by looking at the GL Unit field. Be certain that it shows the correct agency.

IMPORTANT: If the employee has multiple employee records, make sure that you are
updating the correct record. An employee could have multiple records because they are
on a commission or board of another State agency. Therefore, they would have a profile
for a different GL Unit then the State agency they work for.
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q | H RT Home Worklist Add to Favorites Sign out
eFrocuremen A

V Customi. B
1> Senices Procurement New Window | Help | Page |2

> Sourcing

[> Demnand Planning Employee Data | Organizational Data | User Defaults Bank Accounts
[> Grants

I Project Costing Anthony Smart

[~ Travel and Expenses
[ Approve Transactions

Find | View Al First 1] 1 o2 I [ast
< Manage Employee

Information GL Unit: 17300 Department of Administration Default Profile
= Update Profile
- Process Employee Department: 1733010000 Office of Info Technology Serv

Notifications +Payment Method: Automated Clearing House v [J Hold Payment

= Process DCAA

Notifications Customize | Find | B8 First [4) 1 04 [ Last
= Corporate Card Report [ BankAccount info TPrensielif
= Emplovee Data by
Tl ot | [Sowrce |pektome |BmklD  |Benciteme  |Bamkcroums
[ Load External Information @ Expenses Bank of America 011100915 0001234 [=]
[» Manage Expen
Security
[- Process Expenses —

[» Manage Accounting
[» Real-Time Analysis & save
- Expense Reports
[ Central Entry
= Travel and Expense Center
[ Travel Administration
[> Billing
[> Accounts Receivable
[» Accounts Payable
> Asset Management
> Banking
[ Commitment Control
[ General Ledger
[» Statutory Reports
[ Set Up Financials/Supply
Chain
[> Waorklist
> Tree Manager
[» Reporting Tools
I PeopleTools
- Chanage Wy Password
= My System Profile
= My Dictionary

£\ Retum to Search ‘ Notify ‘ B Add

Emplovee Data | Organizational Data | User Defaults | Bank Accounts

2|

Dons % Lacal ntranst Fh v ®o0n v
Step Action
12. This employee has two records. (In some cases, you may have to scroll to the right to see

this section of the screen.)

Click the Show next record button.

13. When there are several pages, such as in this example, there may also be several
business units. Choose the page with the correct GL Unit (Business Unit) for the
employee travel expenses you are working on.

In this case, the employee also has a profile with Adjutant General's department.

Date Created: 02/22/2013 Page 7 of 18



Travel & Expenses — Bank Acct Update
Training Guide

Statewide Management, Accounting and Reporting Tool

q m H RT Home Worklist Add to Favorites Sign out
eFrocuremen F

w Window Customi. B
1> Senices Procurement New Window | Help | Page |2

> Sourcing
[> Demand Planning Employee Data Organizational Data User Defaults Bank Accounts
[> Grants
I Project Costing Anthony Smart
[~ Travel and Expenses
b Approve Transactions i Find | View Al First [ Zu(zm Last
< Manage Employee
Information GL Unit: 03400 Adjutant General Defauit Profile

= Update Profile

~ Process Employee Department: 0341103000 TAG Kansas Military Board
Notifications " 5 System Check '3 Hold Payment
= Process DCAA e e Tk & - v
Notifications
= Corporate Card Report [ Bank Account info JiiPrensilinf

= Emplovee Data by ’—’7’7
Business Unit Default Source |Bank Name Bank ID Branch Name Branch 1D Bank Account #
[> Load External Information al B Expenses =
[» Manage Expenses

Security
[» Process Expenses EFT Opfions

Egz:ﬁgm::‘:m;!g & save | £\ Return to Search ‘ Notify ‘ Ek Add
I Expense Reports Employee Data | Organizational Data | User Defaults | Bank Accounts
[ Central Entry
= Travel and Expense Center

[ Travel Adrministration

[> Billing

[» Accounts Receivable

> Accounts Payable

> Asset Management

> Banking

[ Commitment Control

[ General Ledger

[ Statutory Reports

[ Set Up Financials/Supply
Chain

[> Waorklist

> Tree Manager

[» Reporting Tools

I PeopleTools

= Chanage WMy Password

= My System Profile

= My Dictionary

Dore % Local intranst Fy v BI00% v

Step Action

14. For this simulation, assume you are adding a new bank account for this employee's travel
expenses with the Department of Administration. Return to that profile.

Fr
customize | Find | B First [1] 4 or 4 [P Last

<

Click the Show previous row button.

15. Double-check to be certain the Default Profile check box is selected for the correct
profile. In this simulation, you will add a bank account for reimbursing travel expenses the
employee incurs for the Department of Administration, GL Unit 17300. Leave the check
box for this record checked.

16. Per A&R Information Circular 11-P-005, all travel and expenses must be reimbursed
using ACH (Automated Clearing House) direct deposit to an employee's bank account.
If the ACH option is not selected, use the Payment Method drop-down list to select the
ACH option.

For this simulation, the correct Payment Method of ACH has been selected.

17. Review the Bank Account information under the "Bank Account Info" tab.

In this simulation, there is a bank account record on this profile. However, the employee
wants the reimbursement to go to a different bank account. You need to add the bank
account provided by the employee on the DA-184 form.
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18. Since you will add a new bank account to this profile, click on the "+" button. (You may
need to scroll to the right in some instances until you find the "+" and "-" buttons.)

Click the Add multiple new rows button.

=
Explorer User Prompt

Script Prompt
Enter number of rows to add
Cancel

i

Worklist Add to Favorites Sign out

Mew Window | Help | Customize Page | 5

efaults Bank Accounts

[> Project Costing Anthony Smart
=~ Travel and Expenses
i ADDEWEITERnSACIONS izati Find | view &1 First ) 1 or2 I Last
= Manage Employee
Infarmation GL Unit: 17300 Department of Administration Default Profile

= Update Profile

- Process Employee Department: 1733010000 Office of Info Technology Serv

Nofifications Payment Method: Automated Clearing House v [ Hold Payment

= Erocess DCAA

Hotifications Customize | Find | B First (4] 1.0r1 %] Last
- Corporate Card Report [ 5ank Account nfo TiiErenote inol =
= Emplovee Data by
Business Unit Default Source [Bank Name Bank ID Branch Name
[ Load External Information fili Expanses Bank of America 011100915 0001234 [=]
[» Manage
Security "
[> Pracess Expenses —_—
[- Manage Accounting =
& Real Time Analvsis & save | L\ Return to Search ‘ [=] Notify ‘ w

> Expense Reports
[> Central Entry
= Travel and Expense Center
[» Travel Administration
[> Billing
[+ Accounts Receivable
[ Accounts Payable
[ Asset Management
[> Banking
[ Commitment Control
[» General Ledger
I Statutory Reports
[ Set Up Financials/Supply
Chain
[> Worklist
[» Tree Manager
> Reporting Tools
> PeopleTools
= Change My Password
= My System Profile

Emplovee Data | Organizational Data | User Defaults | Bank Accounts

= My Dictionary v
javascript: submitAction_winO({document. wind, EX_EE_P¥MNT_DTL$newm$0$$07; & Local intranet Fa v 00w -
Step Action
19. SMART shows a pop-up box asking how many rows you want to add. In this case, you

want to add only one bank account. The Rows to Add field defaults to 1, so you won't
need to change anything. If you needed to add 2 lines, you would change the 1 to 2.

Click the OK button.
QK.

20. SMART adds a row in the Bank Account Info tab. The new line in SMART will show
"Expenses".

IMPORTANT: A payroll field may have been imported to the employee's profile from
SHARRP if the employee worked for the State on SMART's go-live date (07-01-2010). If
the employee started employment after 07-01-2010, then the new line for the employee's
profile may not reflect a bank account.
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Home Add to Sign out
~ I Customi il
> Senices Procurement B New Window | Help | Page |8
> Sourcing -
[> Demnand Planning Employee Data | Organizational Data | User Defaults Bank Accounts
[> Grants
I Project Costing Anthony Smart
[~ Travel and Expenses
b Approve Transactions i Find | View Al First E 1012z O Last
< Manage Employee
Information GL Unit: 17300 Department of Administration Default Profile
= Update Profile
~ Process Employee Department: 1733010000 Office of Info Technology Serv
Motificalions +Payment Method: Automated Clearing House v [] Hold Payment

cess D
Notifications Customize | Find | ¥ First 1] 1.2 02 (¥ Last

= Corporate Card Report

= Emplovee Data by
Business Unit

(- Load External Information @ Expenses Bank of America 011100915 0001234 =
e 0 B Ewenses =
[» Process Expenses

[» Manage Accounting EFT Options

[» Real-Time Analysis

[> Expense Reports B save | O\ Return to Search ‘ [=] Notify ‘ [Es Add

[ Central Entry
=~ Travel and Expense Center Emplovee Data | Organizational Data | User Defaults | Bank Accounts

[ Travel Adrinistration

[> Billing

[> Accounts Receivable

[» Accounts Payable

> Asset Management

> Banking

[ Commitment Control

[ General Ledger

[» Statutory Reports

[ Set Up Financials/Supply
Chain

[> Waorklist

[» Tree Manager

[» Reporting Tools

I PeopleTools

- Change WMy Password

= by System Profile

= My Dictionary

Dons % Lacal ntranet Fh v W00% v

<

21. Enter the employee's bank account information.

Click the Bank Account button.

=
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q | H RT Home Worklist Add to Favorites Sign out
eFrocuremen A

w Window Customi. &
1> Senices Procurement New Window | Help | Page | &
> Sourcing
I Demnand Planning Pay to Bank Accounts
[> Grants
PIHEECEEET, Smart Anthony ID: K000D220288
[~ Travel and Expenses
[ Approve Transactions @ &
< Manage Employee
Information

- . > Search
= Process Employee
Motifications Bank Name:

= Process DCAA .
Notifications Branch Name:

= Corporate Card Report Bank ID Qualifier: Q Account Type:

= Emplovee Data by
Business Unit
[- Load External Information Q
[ Manage Expenses Bank ID:
Security Bank Account Number: Check Digit:
[» Process Expenses
b Manage Accounting DFI Qualifier: Q DFI ID:
[» Real-Time Analysis IBAN:
- Expense Reports .
[ Central Entry OK Cancel
= Travel and Expense Center
[ Travel Administration
[> Billing
[> Accounts Receivable
[» Accounts Payable
> Asset Management
> Banking
[ Commitment Control
[ General Ledger
[ Statutory Reports
[ Set Up Financials/Supply
Chain
[> Waorklist
> Tree Manager
[» Reporting Tools
I PeopleTools
~ Chanage by Password
= My System Profile
= My Dictionary

Done % Lacal ntranet fh v Wo0% v

Step Action

22. SMART opens the Pay to Bank Accounts data entry page.

Branch ID:

<

Enter the name of the bank.

Click in the Bank Name field.

23. Enter the desired information into the Bank Name field. For this simulation, enter
"Columbia Savings & Loan".

24, |%ilck the Look up Bank ID Qualifier button.

25. The Bank ID Qualifier will always be "001".

Click the 001 link.

26. Choose the Account Type from SMART's drop-down menu.

Click the Account Type drop-down list.
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q m H RT Home Worklist Add to Favorites Sign out
eFrocuremen F

w Windov Customi ]
[» Senvices Procurement ew Window | Helo | Page|

k=

> Sourcing
[ Demand Planning Pay to Bank Accounts
[> Grants
[ Project Costing Smart Anthony ID: K0000220288
[~ Travel and Expenses
[ Approve Transactions = 5]
< Manage Employee
Information
- . > Search
Updale Profile Country: USA Q niteq states
= Process Employee n
Motifications Bank Name: ‘Columma Savings & Loan
- Brocess DGAL Branch Name: [
Notifications
= Carporate Card Report Bank ID Qualifier: 001 QA yspank Account Type:
= Emplovee Data by
Business Unit Bond
[- Load External Information ’7Q Bus Acct
[ Manage Expenses Bank ID: Charges
Security Bank Account Number: Check Acct
[» Process Expenses Current
b Manage Accounting DFI Qualifier: Q DFIID: Dem Dep

[» Real-Time Analysis ‘ Lfins-Net

IBAN:

- Expense Reports Life Ins

[> Central Entry OK Cancel Mutual

= Travel and Expense Center Ret Acct
[ Travel Adrministration Ret t-DDA
[> Billing Retlt-Sav
[> Accounts Receivable S&B Acct
[» Accounts Payable Savings
> Asset Management Settlement
> Banking Stock
> Commitment Control Time Dep
[ General Ledger Trust Fund

[» Statutory Reports

[ Set Up Financials/Supply
Chain

[> Waorklist

> Tree Manager

[» Reporting Tools

I PeopleTools

~ Change Wy Password

= by System Profile

= My Dictionary

<

Dons % Lacal ntranet v W00n v
Step Action
27. For this simulation, assume the employee's account is a checking account.

NOTE: If the bank account is a savings account, use the "Savings" option.
For this simulation, use the Account Type: Check Acct.

Click the Check Acct item from the drop-down list.

Check Acct
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Home Worklist Add to Favorites Sign out
- New Window | Help | Customize Page | &
[> Senices Procurement | Help 08 | ey
> Sourcing
I Demnand Planning Pay to Bank Accounts
[> Grants
PIHEECEEET, Smart Anthony ID: K000D220288
[~ Travel and Expenses
[ Approve Transactions == &
< Manage Employee
Information
=ltpdate Lo Country: USA R nited states _searn |
= Process Employee -
Notifications Bank Hame: [Columbia Savings & Loan

£33 DO Branch Name: ‘
ications

= Corporate Card Report Bank ID Qualifier: 001 & Uspank Account Type: | ASEESAIER] ¥
= Emplovee Data by
Business Unit

[- Load External Information liq
[ Manage Expenses Bank ID:
frmny Bank Account Number:
[» Process Expenses
b Manage Accounting DFI Qualifier: Q DFI ID:

[» Real-Time Analysis IBAN: ‘
- Expense Reports .
[ Central Entry OK Cancel
= Travel and Expense Center

[ Travel Administration

[> Billing

[> Accounts Receivable

[» Accounts Payable

> Asset Management

> Banking

[ Commitment Control

[ General Ledger

[ Statutory Reports

[ Set Up Financials/Supply
Chain

[> Waorklist

> Tree Manager

[» Reporting Tools

I PeopleTools

- Chanage by Password

= My System Profile

= My Dictionary

Dons % Lacal ntranet v ®00% v

Step Action

28. Enter the Bank ID (bank's routing number). You will get this information from the DA-184
form the employee completed.

2|

Click in the Bank ID field.
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q m H RT Home Worklist Add to Favorites Sign out
eFrocuremen F

w Window Customi. &
1> Senices Procurement New Window | Help | Page |2

> Sourcing
[> Demand Planning Pay to Bank Accounts
[> Grants
v Project Costing Smart Anthony ID: K0000220288
[~ Travel and Expenses
> Approve Transactions =& i
< Manage Employee
Information
- . > Search
Lpdate Bromle Country: USA QU United states _searen_|

= Process Employee
Motifications Bank Hame:

= Process DCAA

Columbia Savings & Loan

Branch Name:

Notifications
= Carporate Card Report Bank ID Qualifier: 001 QA yspank Account Type: | Check Acct v

= Emplovee Data by
Business Unit

[- Load External Information I Q
[ Manage Expenses Bank ID:
frmy Bank Account Number:
[» Process Expenses
b Manage Accounting DFI Qualifier: Q DFIID:

[» Real-Time Analysis IBAN:
- Expense Reports .
[> Central Entry OK Cancel
= Travel and Expense Center

[ Travel Adrministration

[> Billing

[> Accounts Receivable

[» Accounts Payable

> Asset Management

> Banking

[ Commitment Control

[ General Ledger

[» Statutory Reports

[ Set Up Financials/Supply
Chain

[> Waorklist

> Tree Manager

[» Reporting Tools

I PeopleTools

~ Change Wy Password

= My System Profile

<

R % Lacal itranet v Woon v

Step Action

29. Enter the desired information into the Bank ID field. For this simulation, enter
"123308825".

30. Enter the employee's Bank Account Number. You will get this number from the DA-184
form the employee completed.
Click in the Bank Account Number field.

31. Enter the desired information into the Bank Account Number field. For this simulation,

enter "1231234".
32. Enter the DFI Qualifier.

Click the Look up DFI Qualifier button.

33. Always choose "01: Transit Number" for the DFI Qualifier.

Click the 01 link.
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q | H RT Home Worklist Add to Favorites Sign out
eFrocuremen A

w Window Customi. &
1> Senices Procurement New Window | Help | Page | &

> Sourcing
I Demnand Planning Pay to Bank Accounts
[> Grants
PIHEECEEET, Smart Anthony ID: K000D220288
[~ Travel and Expenses
[ Approve Transactions == &
< Manage Employee
Information
= Update Profile Country: USA QU pited states Search
= Process Employee -
Notifications Bank Name: Columbia Savings & Loan

= Process DCAA .
Notifications Branch Name:
~ Corporate Card Report Bank ID Qualifier: 0012 ysBank Account Type:
= Emplovee Data by
Business Unit
" anage Bxpensae | | Bankim 123308625 @
Security Bank Account Humber: 1231234
[» Process Expenses
[ Manage Accounting DFI Qualifier: 01 ransitnumber DFIID: 123308825
[» Real-Time Analysis IBAN:
- Expense Reports .
[ Central Entry OK Cancel
= Travel and Expense Center
[ Travel Administration
[> Billing
[> Accounts Receivable
[» Accounts Payable
> Asset Management
> Banking
[ Commitment Control
[ General Ledger
[ Statutory Reports
[ Set Up Financials/Supply
Chain
[> Waorklist
> Tree Manager
[» Reporting Tools
I PeopleTools
- Chanage by Password
= My System Profile
= My Dictionary

Done % Lacal ntranet v W00% v

Step Action

34, Click the OK button.
ok |

2|

35. SMART shows the new line with the new account number. To pay travel and expense
reimbursements with this account, make it the default bank account.

Click the Default checkbox.

El

36. SMART updates the default bank account for this employee's Travel and Expenses to
the bank account selected.
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q m H RT Home Worklist Add to Favorites Sign out
eFrocuremen F

w Window Customi. B
> Senices Procurement New Window | Help | Page |2

> Sourcing

[> Demnand Planning Employee Data | Organizational Data | User Defaults Bank Accounts
[> Grants

I Project Costing Anthony Smart

[~ Travel and Expenses
[ Approve Transactions

Find [View Al First 1] 1 o2 I [ast
< Manage Employee

Information GL Unit: 17300 Department of Administration Default Profile
= Update Profile
~ Process Employee Department: 1733010000 Office of Info Technology Serv

Hofificalions +Payment Method: Automated ClearingHouse  + [] Hold Payment

= Process DCAA

Notifications Customize | Find | Bl First (1] 12002 [ Last
= Carporate Card Report [ Bank Account nfo TiiFrensielinie =
Erploiee Dale bt Defautt Source [Benk llame Bank D Branch lame
(- Load External Information al @ Expenses Bank of America 011100915 0001234 =]
[» Manage Expenses N
Securily B Expenses Eﬂ“::‘m‘a Savings & 453303825 1231234 =
[» Process Expenses
[» Manage Accounting
[> Real-Time Analysis EET Options
- Expense Reports
> Central Entry & save | E\Return to Search ‘ Notify ‘ B Add
= Travel and Expense Center o
I Travel Administration Employee Data | Organizational Data | User Defaults | Bank Accounts
[> Billing

[> Accounts Receivable

[» Accounts Payable

> Asset Management

> Banking

[ Commitment Control

[ General Ledger

[» Statutory Reports

[ Set Up Financials/Supply
Chain

[> Waorklist

[» Tree Manager

[» Reporting Tools

I PeopleTools

- Change WMy Password

= by System Profile

<

R % Local intranst Fy v BI00% v
Step Action
37. Complete the update of the employee's bank account information by saving it.

Click the Save button.
E zave
38. IMPORTANT: SMART will not send the bank account information you just entered to
SHARP. This information will exist only in SMART's Travel & Expense module.

39. CONGRATULATIONS!

You have just updated an employee's bank account in the Travel and Expenses module!
End of Procedure.
End of Procedure.
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