How to Set User Defaults

This job aid outlines the steps to set User Defaults for a traveler.

When setting User Defaults for a Traveler, perform the following
steps:
1. Refer to Expense Report Job Aid

2. Process an Expense Report
3. Set User Defaults

Step | - Kefer fo Expense Kepod Jobo Aid

= Complete an Expense Report
Using the How to Create an
Expense Report Job Aid

= You may also be setting User
Defaults through a T-Auth — See
How to Create a Travel
Authorization to create a T-Auth

" Somefhing fo Think. Aloouf
You must set User Defaults for each of your
travelers.

@ Jolo Aid: How to Set User Defaults — 8.9

How to Create an Expense Report
(Copy From a T-Auth)

Thiz job aid outlines the =teps to create and enter an Expenze
Report copying from a T-Auth.

Ovenjiew

‘When entering an Expense Report, perform the following steps:

1. Login
2. Creat= an Expense Report

3. Copy from a Travel Authodzation
4 Accounting Defaults

5. Enter Additicnal Expense Details
6. Submit the Expense Report

Step | - Loy T
= Enter User ID
* Enter Password
= Click Sign In Button

= Open Omni Financials

[

o A How to Create an Expense Report (Copy From a T-Auth)- 89

Step | - Kefer fo Expense Keport Jobo Aid

[Picture Coming Soon]
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Step & - Frocess an Expense Keport

= After following the steps in the Expense Report Job Aid, your screen should look similar to this

Create Expense Report

Expense Report Entry

Jdohn Hetter Liser Defaults Report ID: ME>T
S
*Description: |C|:|nference i Fewe v ork:, Y | Comment: Flight wwas=s delawved and he landed one
_ = hour after the plane was scheduled to
*Business Purpose: | Conference ar Cornvention - |

Reference: |43552 |

Default Location: |TALLAHASSEE FL |Q Departure Date [10/02/2006 [[537] Depart Time | 9:30AM

{anm Pl

Return Date |1 07062006 |"i_1:| Return Time 11:00FPM

oI

| Accounting Defaults Apply Cash Advanceds) More Options: | v| S0 | I

Details = nmize | Find | First [ 4+ of v [ Last
J|'" SOhWE W ie v ".I =]

Select "Expense Tvpe "Expense Date | “Amount Spent | *Curnrency | *Pavinent Tvpe “Eilling Type
™ | Air Travel ~ | [1omozizoos|E0 || 500.00| |USD| Sy |Paid by Traveler || Out-State ~ | “Detail
| | Travel sgency Service Fees ~ | [10/0zrz006|E || 25.00| |[USD|CL | Paid by Traveler || Out-State ~ | *Detail
|l | Breakfast, Domestic ~ ||[1orozizoos|[E || 18.00| |UsSD|CL Paid by Traveler || Out-State ~ | *Dietail
[ | Lunch, Damestic ~ |||1orozizoos|[E || a4.00| |UsSD|TL Paid by Traveler || Out-State ~ | “Detail
| | Dinner, Domestic ~ |||[1o/ozizooe|[E || 76.00| [USD|TL Paid by Traveler || Out-State ~ | *Detail
| | Fer Diem ~ |||1o/oeizoos|[51 || 80.00| |USD|CL | Paid by Traveler || Out-State ~ | *Detail
=1 ] Map Mileage atter GI30/Z006 v] ]1 D:DQ:QDDE]@ sE.95 | LUSD Faid by Traveler Cut- State - || *Detail
Copy Selected | Delete Selected | | Meww Expense vl .-ﬂ-.ddl Zheck Far Erraors |
Employee ExXpenses: THY 95 LUIsED Due Emplovee: THO 96 LIsD
HNon-Reimbursable Expenses: o.00 uso Duae Werndor: o.oo Jasho
Prepaid Expenses: o.oo uso
Employee Credits: oo Ush
Wendor Credits: a.oo Lsm
Cash Advances Applied: o.o0 uso
Definition of Totals Update Totals | I
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Step 3 - Set User Defoudts

= Click the User Defaults hyperlink (see arrow)

Create Expense Report

Expense Report Entry

John Metter User Defaults Report ID: MEXT
.
‘Description: Conference in Mew Yark, MY Comment: Flight waz delayed and he landed one
) _ hour after the plane was =cheduled to
‘Business Purpose: | Conference or Convention v
Reference: 43662
Default Location: TALLAHASSEE FL Q, Departure Date | 10/02/2006 |[5] {['EIH_irt Ii'“& 4:30am
am/pm
Return Date |10/06/2006 () Return Time [17:00pm
{am/pm)
= The User Defaults page will pop up in a new window
= Somefhing) fo Think Aloout
Make sure to turn off your pop-up blocker
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= Enter Expense Defaults for the traveler
o Select Occasional User (See item 1)
o Enter CSH for Payment Type (See item 2)

o Select In-State Travel for Billing Type unless the traveler usually travels out-of-state (See

item 3)
» Click Save (See item 4)

;. Employvee Data Y Organizational Data ¥ User Defaults %

John Netter

Open a Blank Report

"*Expense Report: L Dpen a Blank Report _v-_-: Expense Report:
"Time Report: __OFJen @ Blank Report _v-_: Time Report: Open a Blank Report
‘Trawvel Authorization: | Open a Blank Authorization v
1 T 1

Entry Methocl: | Cecasional Wser ~ |
Report Description: | | 3 FPer Diem Range: ~ |
Business Purpose: | __'v__; ‘Bialling Typee: In-State Travel v)
Originating Location: |, Expense Location: ' <

@Ilell‘t Tvpe: !CSH 'Q FPaid by Trawveler Credit Card:
Transportation ID: | 'Q Number of Nights:

ormize | Find | 55

Expense Tyvpe Defaults
Expense Type e
‘Expense Type Paviment Tvpe Billing Tvpe

omize | Find | “fiews All | =

First [4] 1 of [»] Last

= = =

First [ 4 o 1 [&] La:

Project Defaults Tor Expenses

Enabled fﬁf‘uw Project Activv Sowuwrce Tvpe Cateqgory Subcategorny Description
| ; 1= [ = = | J= [ = [ <=

Coumnvtry: Q_ Select Project ChartFields Displaw ©
State: [='% = Drefault = Codes
T ey O Descriptions

BEilling Twpe: o Codes

Project Defaults for Time

Subcategorny Description

Enalrled E:::“B“w Project Activvity Source Type Catedgory
| I = | | L= = | = | e | =%

- |

Save 1 LSLReturn to Search |
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Customize | Find | “Wiews

Descripticn Percentage

A0 | S

Description

Tune
Chusanntity
_
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