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PEOPLESOFT EXPENSE REPORT MODULE
Open your Internet Browsén the BYUH.EDU website.
Click onmy/byuhon top right of website.

Log inwith CESID and Password.

Select Peoplesoft Finance

Select Employee SeBervice
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Search:
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[> Travel and Expenses
— Iravel and Expense Center

- Manager Self-Service

[ Services Procurement

> Travel and Expenses

[ Enterprise Components

[ Worklist

> Reporting Tools

i PeopleTools

- My Personalizations

- My System Profile

|- My Dictionary
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ﬁ Employee Self-Service

! dravel and Expense Center
Empioyes Travel and Expense Center

Travel and Expenses

Submitteview expense reports, cash advance requests, o travel
authorizations

[ User Preferences

=] My Viiallet

=] print Bar Code Receipt Form

=l Review/Edit Profile
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6) Selet Travel Expense Center



7) Sel ect uiderrErpansecReport.

A Travel and Expense Center - Microsoft Internet Explorer = x|
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Search:

el and Expense Center

[> hy Faworites

L Employee SelfSenice EmployesfTravel and Expense Certer

I> Travel and Expenses Efpense Report Time Report Travel Authori n
dreate, mociity, print, view or delete an £.5) Creste, modity, prit, view and delele a Time Create, madify, arint, viev, cancel or delete a
> Manager Self Service pense Report Report Travel Authorization
> Services Procurement Elcieats [Ecreate Ecinats
[ Travel and Expenses EM—”W EM—”W EM—M'
> Enterprise Components ;Lhztore X ;Lk;“ure. E‘Lhdrltre..
[ Worklist — — —
> Reparting Tools Cash Advance [ Forecast Time @Prim Reports
> PeopleTools T3 Create, mociy, print, view and delete a Cash 6.5 Creste, modity or view forecast data Pritt any one of your expense transactions
- My Personalizations Advance ElExpense Report
|- My Systern Profile ElCreste F=Bar Code Receipt Form
|- My Dictionary Elutodity E Travel Authorization
lprint ElCash Advance
2More..
Profiles and Preferences Review Payments Other Expense Functions
lanzge your personal, organizational and Review history of expense payments “Wigw cortents in My Wallet, creste your own
financial details for travel and expsnse template, or modify and existing template
reporting. Elcreateipdate User Templats
=l Review/Ed Profile iy Wallet

FElDeleqate Entry Suthority

8) Select Add, to create a new Travel ExpdReport.

Your Employee ID will automatically be populated with your logr you can
select the Employee ID you arsoy for.



