.......

Crarewor Manasement Becounmmne o Reporme Toor

Training Guide — Travel & Expenses
Default ChartField Values

State of Kansas



Travel & Expenses — Default ChartField Values
Training Guide

Statewide Management, Accounting and Reporting Tool

Table of Contents

TrAVE] & EXPENSES ..oeiiiiiii i i i e ettt e e e oottt et e e e e et ettt et e e e e e e e e ettt e s e eaae e e e ettt e e aeaeeeesettanaaaaeaaeeenrnes
Default ChartFIild VAIUES ... ettt e e e e e ettt et e e e e e s et e bt e e e e e e s e aannbebeeeeaeeseannbeneeeas

Page ii



Travel & Expenses — Default ChartField Values
Training Guide
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Travel & Expenses

Default ChartField Values

Procedure

An agency Travel and Expenses Maintainer sometimes will need to update certain elements of an
employee's profile. One such element is the ChartField funding string values that describe which
program funds pay for the employee's travel and expenses.

Step Action

1. The TE Maintainer will update an employee's default ChartField values if the employee's
fund, budget unit, or program changes.

IMPORTANT: For an employee to receive Cash Advances, default ChartField values must
exist in that employee's profile.

2. Before beginning the process, the TE Maintainer must know:

* The State of Kansas Employee ID Number of the employee whose ChartField values
you are adjusting, and

* The correct ChartField values you want to change the default to, including: Fund,
Budget Unit, Program, and Department.
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q m H RT Home Worklist Add to Favorites Sign out

Personalize Content | Layout Help
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 Recelvable
(- 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

& Local intranst Fh v HI00% v

Step Action

3. From SMART's home page, click the Travel and Expenses link.
[l Travel and Expenses|
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Step Actio

4.

GMART

[- Manager Self-Service
[> Supplier Contracts
[> Customers
[> Products
[ Customner Contracts
[ ltems
[» Vendors
> Purchasing
[» eProcurement
[» Services Procurement
> Sourcing
[> Demand Planning
[> Grants
I Project Costing
[ 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

Travel and Expenses

Access travel and expenses.

ﬁi\ rove Transactions
Approve and modify expenses transactions.
=l Approve Transactions

=] Modify Approved Transactions

ﬁ Manage Expenses Securi
Authorize Expense users and reassign
approval work

thorize Ex;
=] Reassign Approval Work

ﬁ] Real-Time Analysis

Update expenses pagelet information, view
predicted expenses summary page or view
transactions in progress page:

K] Central Entry

Enter travel and expense information

2

Hor

Manage Employee Information

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

“

Process Expenses

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

] es
1 R Payments

Travel and Expense Center
Centralized Travel and Expense Center

me

Add

ﬁ Load External Information

Load external data and review corporate card

feed errors.
= Load External Data Sources

ﬁ Manage Accounting

Viewiadjust accounting entries, print reports,

reconcile cash advances and airline tickets,
request budget checking, or rollover travel

authorizations.

(31 Print Reports
= ash Advance

ﬁ] Expense Reports
Access expense reports.

Print Report
Delete Report

Sign out

| 1ain Menu >

Done

%) Local intranet i -

) 100%

SMART opens the Travel and Expenses Main Menu page.

Click the Manage Employee Information link.

Manage Employee Information

SMART opens the Manage Employee Information menu.

Click the Update Profile link.

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

w Window (E]
1> Senices Procurement Mew Window | Help | &

> 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
Ve e AT Find an Existing Value | Add a New Value
« Manage Employee
Information Search by: begms with
= Process Employee
Notifications Search |‘-UV3”CEU Search
= Process DCAA
Nofifications 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

Done % Lacal ntranet fh v W00n v

Step Action

6. SMART opens the Employee Profile (Edit) page. Make sure the Search by: drop-down
menu is set to "EmplID".

<

In this simulation, the Search by: option is correct.

Click in the begins with field.

7. Enter the State of Kansas Employee ID Number for the employee default profile you will
adjust.

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

8. Click the Search button.
Search
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q | H RT Home Worklist Add to Favorites Sign out
eFrocuremen A .

w Wi v ustomi SN
1> Senices Procurement New Window | Help | ¢ Page| § &
> Sourcing
I» Demand Planning Employee Data | Organizational Data | UserDefaulis | Bank Accounts
[> Grants
[ Project Costing Aﬂthony Smart
[~ Travel and Expenses -

& Approve Transactions
 Manage Employes “Last Name: lpmart *First Name: Anthony
Information
Telephone: Employee Base: O Home
= Process Employee @ Office
Notifications *Personnel Status: |Emmoyee V|
= Process DCAA Payments Sent To: (%) Home Address
Natifications O Mailing Address
= Corporate Card Report
- Emplovee Data by
Business Unit -
[- Load External Information i USA |G, United States
[» Manage Expenses Address 1: 3519 SW 20th
Security
[ Process Expenses Address 2:
[» Manage Accounting
[> Real-Time Analysis Address 3:
- Expense Reports o
> Central Entry City: Lawrence
= Travel and Expense Center County: Douglas Postal: 66253
[ Travel Administration
[> Billing State: KS Q Kansas
[ Accounts Receivable —
> Accounts Payable
> Asset Management .
I Banking Country: a
[ Commitment Control .
[> General Ledger CTEDE
[ Statutory Reports Address 2:
[ Set Up Financials/Supply ]
Chain Address 3:
[> Waorklist
> Tree Manager
[» Reporting Tools City:
I PeopleTools
- Chanae My Password County: Postal:
[~ Wy System Profile | b
|~ My Dictionary (L | >
Done & Local intranst Fh v HI00% v

Step Action

9. SMART opens the Employee Information page, Employee Data tab (first tab at top left of
page).

Click the Organizational Data tab.
QOrganizational Data
10. SMART opens the Organizational Data Tab. This displays the employee's expense

processing profile. If this is the employee's default profile, the "Default Profile" box will be
checked.

NOTE: An employee may have more than one profile. Make sure the GL Unit is the
correct agency profile you are wanting to pay the employee from and the "Default Profile"
box is checked. If the "Default Profile" box is not checked for the correct GL Unit,
payment will be made from the incorrect funding.

11. On this page, also confirm that the Employee Status shows "Active" and that the values
in GL Unit and Department fields are correct.
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q m H RT HDmE Wnr&:lls( Add to Favorites SUH out
eProcuremen

A v Customi ~
I Senices Procurement B ew Window | Helo | Page | B, 24
[ Sourcing —
I» Demand Planning Employee Data | Organizational Data | UserDefaulis | Bank Accounts
[> Grants
[ Project Costing AthI‘Iy Smar‘t
[~ Travel and Expenses
[ Approve Transactions -
< Manage Employee Expenses Processing Data Find | View Al Firs
Iﬂfurmatm Valid for Expenses: Yes Default Profile
Il [Cignore Authorized Amounts
= Process Employee Reason for Status:  Passed All Validation Edits
Notifications
= Process DCAA HR Information Supervisor Information
Notifications .
= Carporate Card Report Employee Status: | A1V hd *ID: K000022026 3,
=~ Emplovee Data by Hire Date: 120172012 Name: SmartSam
Business Unit . " : i
& Load External Information GL Unit: 17300 Q Depariment of Administration
[> Manage Expenses *Department: 1733010000 O Office of Info Technology Serv
Security

[ Process Expenses Hours Per Period: Use Business Unit Default

[» Manage Accounting

[» Real-Time Analysis

- Expense Reports Official Station: Landon State Office Building

[ Central Entry

= Travel and Expense Center
[ Travel Adrministration

Job Title: Senior Administrative Asst

» Billing Defauit ChartField Values

1> Accounts Receivable it |Fund  |BudUnit |Proarsm |Project Sweloc |AayUse ChartField 2 Fund Afil [Affiliate |
s QA Al AL & ) Y E— -
> Banking

[ Commitment Control

Cash Advance Level
[ General Ledger L
[ Statutory Reports @ Business Unit 100000 USD
[ Set Up Financials/Supply () Specific Amount
Chain © None
[> Waorklist
> Tree Manager
[» Reporting Tools
I PeopleTools
- Change Iy Password
— iy System Profile " | “Iffdesired. an role can be with this Please note that only one role can be assianed. per employee. no o
|~ My Dictionary v < | >
Dons & Lacal ntranet v ®0n v
Step Action
. . . " . " .
12. Review the ChartField Values in the "Default ChartField Values" section. Make changes to

any that do not reflect the correct Fund, Budget Unit, Program, or Department.

Remember: These values must be populated if the employee is to receive cash advances
for travel.

In this simulation, the GL Unit is correct, but there is no information provided for Fund,
Budget Unit, or Program. You will enter values for those ChartField strings.

Click the Look Up Fund button.
Q
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q l H PLT Home Worklist Add to Favorites Sign out

3 ge:;‘é:’:;”riluremem ~ New Window | Help | Mgw -
> Sourcing
I Demand Planning Look Up Fund
[> Grants
[ Project Costing
- Travel and Expenses Search by:  Fund Code begins with
> Approve Transactions
v:v;?grarﬁztli;np\nyee LookUp | Cancel ‘Advanced Lookup
~ Process Employee Search Results
Notifications
= Process DCAA
Notifications
= Corporate Card Report [1000 STATE GENERAL FUND =
~ Emplovee Data by 1700  EXPANDED LOTTERY ACT REV FD
Business Unit 11900 ECON DEVELOPMENT INITIATIVES
g;ﬁ‘;gf;ﬁ';ggmﬂ“ﬂ" 2001 FEDERAL CASH MANAGEMENT FD
Securty 2010 CURTIS OFF BLDG MNT RESV FD
> Pracess Expenses 2017 PURCHASING FF
[ Manage Accounting 2028 BUILDING AND GROUND FD
b Real-Time Analysis 2033 MUNICP ACCT & TRN SVCS RCVY FD
¥ SEEIEE TS 2038 STATE REVLG FD SVCS FF
e enee Coner| |[25¢  ADMINSTRTVE HEARINGS OFFICE FD
I> Travel Administration 2072 ARCHITECTURAL SVCS FF
> Billing 2191  BUDGETFF
[ Accounts Receivable 12197 GEMNERAL FF
1 Accounts Payable 2323 SRPLS PROF PRG FD-ON BUDGET
g ng‘ima"agemm 2354 SPECIAL CLAIMS DISBURSEMENT FD
b Commitment Control 2401  ARCH SERV CONVER OF EQUF FD
> General Ledger 2408 CONVERSION OF MAT & EQUF FO
I Statutory Reports 2434 BUDGET EQUIPMENT CONVERSION FD
b el e e @Sty 2435 CONVER OF MAT/EQUP FD-RCYL PRG
e 2577 WIRELESS ENHANCED 911 GRANT FD
P Tee s 2581  STATE EMERGENCY FD
> Reporting Tools 25632 CONSTRUCTION DEFECTS RCVY FO
1> FeapleTools 2540 PROPERTY CONTINGENCY FD
P W 2845 CANCELED WARRANTS PAYMENT FD
- Ly System Profile
Chrear o [IB2 FWSDEVELOPMENT FD-ON BUDGET .
% Lacal ntranet v ®o0% v

Step Action

13. SMART opens the Look Up Fund page. This page will show the various Funds available
for this GL Unit (17300, in this case). Find the fund that should be assigned to this
employee on this list. (You may need to use the scroll bar or the arrows at the top of the
Search Results to see more funds.)

For this simulation, assume the employee's default ChartField Fund Value should be the
State General Fund (Fund 1000). The link in the Fund Code column will populate that field
on the employee's profile, once you select it.

Click the 1000 link.
1000

14. Click the Look Up Bud Unit button.

=

15. Click the 0500 link.
0500

16. Click the Look Up Program button.
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q m H PLT Home Worklist Add to Favorites Sign out

eFrocuremen A . 5 A
[» Services Procurement New Window | Help | L —
> Sourcing
1> Demand Planning Look Up Program
[> Grants
[ Project Costing
|~ Travel and Expenses Search by: Program Code begins with
[ Approve Transactions
< Manage Employee
Information Look Up | Cancel ‘Advanced Lookup
= Update Profile
- Process Employee Search Results
Notifications Vi First [q] 1-47 of 47 [}] Last
= Process DCAA —
Natifications Program Code |Description
= Corporate Card Report 01031 Administration
= Emplovee Data by 01110 Office General Services
Business Unit 01111 Accounts & Reports
g;li‘;;d;;%iuggmmm" 01121 Municipal Accounting
Security 01210 EudgEIAna\y.s\s
[> Process Expenses 01220 Palicy Analysis
[ Manage Accounting 01310 Office Info Tech Services
[ Real-Time Analysis 01410 Office Legal Services
i ?”?"TEERIEWHS 01510 Office Human Resources
entral Entry
TR ST 101551 Office Bus Process Improvement
> Travel Administration 01751 Office of Inspector General L
[> Billing 01810 Office Mgmt Analysis & Stnds
[> Accounts Receivable 01851 Office Facilities & Prop Mgmt
E:;gilt”h‘;znpa?:rl::nt 01911 Long-Term Care Ombudsman
I Banking 01921 Public Broadcasting
[ Commitment Control 01931 Office of Systems Management
[> General Ledger 97000 Off Budget
1> Statutory Reports 97010 Off Budget
[ Set Up Financials/Supply 07030 DISC Off Budget
Chain [E—
I Worklist 97700 Administration - Off
I Tree Manager 97701 Administration OFF
[» Reporting Tools 97710 Legal Semnvices - Off
> PeopleTools 97711 Legal Services OFF
C ﬁhgnstee:i ;’rzzf;"om 97720 Long Term Care Ombundsman-Of|
— Ly System Frofile L
- My Dictiona ] 97721 ’\:\nnrgTem:\ Care C:Cnbudaman OFF &
Done % Lacal ntranet fh v Wo0n v

Step Action

17. Click the 01031 link.

oo |

18. The Department field is on the far right-hand side of the Default ChartField Values
section. It may be off-screen, in which case you will need to scroll to the right to see it.

19. The Department field functions in the same fashion as the the Fund, Budget Unit, and
Program fields. The Department field populates or changes the department value listed
in the HR information section.

Click the Look Up Dept button.

20. Select the Department code from the menu.

Click the 1733010000 link.
1733010000

21. Next, save the default ChartField default values you entered.

Click the Save button.
Bl save
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22. Before leaving this employee's profile, double-check to be certain the "Default Profile"
box is checked. If a "Default Profile" box is not selected, payment will not be processed
for the employee.

23. Congratulations!

You have successfully updated the Default ChartField Values.
End of Procedure.
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