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1. Accessing the PeopleSoft Expense Module on e-Campus Financials

a. First-Time Users — Registration and Setup

Registration:

1. Download the PS Financials Request for Security Access
form on the Controller’s Office website

Faculty/Staff Undergrad Student Grad Student

L.’Ser !ﬂfﬂrmﬂriﬂ" First time users - Please change your password on ecampus before you submit this form.

2. Enter the User Information of the person to be reimbursed —
SNAme Irsi, Last)

Employee 1D (9 digits): E-campusUser ID: |
Phone: Email: |

Dept(s) Numbers:

Madel after this user ID (aptional)

3. Under “Travel and Expense Module,” select “T&E User”

*Student users must provide a supervisor and delegate
on the form. The supervisor should be the student’s
professor, and the delegate should be an
administrative person from within the department

Travel and Expense Module Tio apply for & Toord contoct the Administrotor ot 4-4431
; : : 3 T & E User [ []
4. Obtain the proper signatures and email the completed R Seden e e — - TTTTT—

form to: financials_e-campus@etal.uri.edu

**Signatures must be handwritten, or a certificate-
based digital ID in Adobe (pictured below)

oo T T oo T PP TO T ST T SO ST T
Name Grace 0. Wyld Date 03/08/2021
Digitally signed by
Grace O' Grace 0. Wyld
Date: 2021.03.08
Signature Wyld 12:04:38 -0500"

5. Once approved, follow the steps on the next page to log
into PeopleSoft on e-Campus Financials

This security access form requires both your signature and authorization by your Dean, Department
Head, Director or Business Manager

Your Signature: Date:
4 Authorizing Signature. Date:



https://web.uri.edu/controller/peoplesoft-financials/
mailto:financials_e-campus@etal.uri.edu

b. Existing Users - Logging into PeopleSoft on e-Campus Financials

1. Navigate to the Faculty or Staff gateway page and click on e-Campus Financials

COVID-19 Response

Starfish

e-Campus

Before coming to campus, you must complete a dail

Brightspace

Human Resources

COVID-19 Response

=

e-Campus
Calendar e

e-Campus

Financials Gmail

T

ay » ForStaff

Before coming to eampus, you must complete a ¢

&

Human Resources
e-Campus

e-Campus

Financials

¥ ZE

Brightspace Starfish

2. Enter your e-Campus username and password and click Sign In

UNI

Financials

VERSITY e- Campus

User ID

username

Password

Sign In

Forgot Your Password?
B Enable Accessibility Mode

Copynight © 2000, 2015, Oracle and/or its affiliates. All nghts reserved.



https://www.uri.edu/gateway/faculty/
https://www.uri.edu/gateway/staff/

Creating a New Non-Travel Expense Reimbursement Report

a. Navigating within PeopleSoft

1. From the main menu, go to: Employee Self-Service = Travel and Expenses = Expense Reports = Create/Modify

2. Under Add a New Value, enter the Employee ID number of the person who will be reimbursed, and click 4dd

Financials

e-Campus

Favorites = Main Menu

Search Menu: -

‘ ()

Menu s - Ov
Search: 3 URI Menu »

(3 Employee Self-Service
HélFﬁvorh 3 Suppliers [ Travel and Expenses = N
[ Jenu xpense Repor
b Employee 1 Purchasing & Employee T&E Center > p_. : | Create/Modi
> Suppliers (3 Grants ] Travel and Expense Cente 1 Travel Authorizations ik
[ Purchasin 3 Travel and E , [] Cash Advances | Print
. ravel and Expenses |\
b Grants ? ] User Preferences | View
[ Travel anc [ Accounts Payable ’ . K Inf - | Delete
> Accounts | 3 Commitment Control » = My Bank Information =
[> Commitme - I Led N My Wallet
> General L eneral Ledger — .
> Statutory | [ Statutory Reports ' =] Re\.«jew Payments .
[ Set Up Fir £ Set Up Fi ials/S v Chai . | Review Expense History
I Enterprise =ee ) nancaisfsupply hain Review/Edit Profile
[ Worklist 1 Enterprise Components L —
[ Reporting MRTTARR Y b

Fih"(il'itﬁ MainTMenu » Emplweegelf-ﬂemici

Expense Report

Find an Existing Value

Empl 1D{ 00000000000 |

Add

Find an Existing Value | Add a New Value




b. Expense reimbursement report header

1. Select “Reimbursement Non-Travel” from the Business Purpose drop-down menu

2. Enter the expense date(s)

3. Select “Travel/Expense For” by clicking the magnifying glass

*Note: the Travel/Expense For box will always be “Self” for non-travel expense reimbursement reports, as the report will be in the name

of the individual who made the purchase

4. Enter the “City” by clicking the magnifying glass, searching for the city, and selecting the correct City, State combination

- -

Create Expense Report
Grace Wyld

3 . ;
Pay Method: Automated Clearing House

*Business Purpose:l Reimbursement Non-Travel

*Travel/Expense Date

To-From MM/DDYY:  |02/01/21-02/12/21

*Travel/Expense For:|SELF

Favorites ~ Main Menu > Errployeegelf—Sewioe > Travel andv Expenses > Expense Reports > Create/Modify

*City |Kingston

&, Aftachments

. Rnode Island

4

Home | Worklist | AddtoFavortes | Sign out

&1 New Window % Help

& Personalize Page
L=

(3 Save for Later | E Summary and Submit

Actions | Choose an Action

v|| GO

United States

1 *Business Purpose:| Reimbursement Non-Travel

w

‘Travel/EXxpense Dati

To-From MM/DD/YY: Guest Speaker

*Travel/Expense Fol

Research

Study Abroad

Reimbursement Mon-Trawvel

SetlD

URIPS

Reference| begins with v |[

Look Up

Clear Cancel

Search Results

View 100 First

4| 1-4of4 5] Last

Reference Description
NON-EMPLOY |Non-Employee
OTHER_EMPL |Cther Employee
SELF Self

STUDENT Student

Basi

7 Help
SetlD URIPS
Expense Location| begins with |
City[ begins with ~ | [Kingston
State Name| begins with v |
Country[beane win <

Look Up Clear Cancel | Basic Lookup

| Search Results

View 100 First g 1-220f22 [ Last
City State Name Country
Kingston Rhode Island  United States
Kingston Pennsylvania United States
Kingston Cklahoma United States
Kingston Arkansas United States




¢. Entering Expense Lines

1. Select the expense date using the calendar icon

2. Choose the correct “REIMB NON-TRVL” expense type

3. Enter the item purchased and purpose in the “Description” field

Financials

e-Campus

4. Select “Payment Type” and enter the transaction amount
**For reimbursements, choose only “Cash (Paid by Employee)” or

“Employee’s Personal Credit Card”

5. To add or delete an expense line, click the + or — icons on the right

Home | Worklist | AddtoFavorites | Sign out

Favorites  Main Menu > Err'plc}yeegelf—Servioe > Travel an(l Expenses > Expense Reports > Create/Modify

Create Expense Report

Grace Wyld
3 : .
Pay Method: Automated Clearing House

*Business Purpose: | Reimbursement Non-Travel bl

*Travel/Expense Date

To-From MMiDDYY:  |02/01/21-02/12/21

*Travel/Expense For:|SELF Q

Expenses

*City Kingston

&, Aftachments

&) New Window 9 Help [3 Personalize Page
f L«

|:| Save for Later | B Summary and Submit

Actions [ Choose an Action v|| Go

A Rnode Island United States

Expand All | Collapse All Add: | [ My Wallet (0) | £F Quick-Fil Total 10.00 USD
*Date *Expense Type Description *Payment Type *Amount *Currency
02/01/2021  |[®) | Reim Non-Trvl Office Expense w | ||tem purchased & purpose ﬁr'ﬂ | Emplyee's Personal Cred v | ¢ @; 10.00) (USD Q L=
1 2 230 characters remaining 3 4 5
| Reim Non-Travel Bus Meals 4 Cash (Paid By Employes)
*Date *Expense Type I
il ' Reim Non-Travel Staff Educatio Empiyee’s Personal Credit Card
May v][2019 ¥ i
S M TWTF § 1 . ) .
Reim Non-Trvl Educ/Recr Suppli Faid By URI
Collapse Al L

5 6 7 & 9 101N
12 13 14 15 16 17 18
19 20 21 22 23 24 35

26 27 28 2% 30 M

4] Current Date [¥)

Reim Mon-Trvl Office Expense
Reim Non-Trvl Other Oper Expen

Reim Mon-Trvl Rsrch Supplies

Personal Travel Owed URI

Redistribufion Travel Exp

URI Employee Travel Viza




d. Adding the accounting details

1. Click the arrow next to the expense line to open the Accounting Charifield String Notes

Details fields. (Alternatively, the Expand All option opens details for all
expenses)

2. Billing Type will be “Internal” for all funds except fund 500. For
fund 500 chartfield strings, select “Billable”

3. Enter the chartfield string that will be used to fund each reimbursed
expense — see note on chartfield strings on the right >

the Fund—Dept—Program fields

- The Account field auto-populates based on the Expense Type

- For chartfield strings that do not have a specific project #, enter only

- Chartfield strings that do have a project # require a PC Bus Unit and Activity.
PC Bus Unit is always “URIPS,” and Activity is always “Research”

Expenses
CExpand A Collapse Al Add: | [ My Wallet (0) | £ Quick-Fill Total 25.00 USD
*Date *Expense Type Description *Payment Type *Amount *Currency
v 02/01/2021 |[W [Reim Mon-Trvl Office Expense v | liem purchased & purpose /fr: [Emplyee's Personal Crec v | # 10.00) |USD Q ==
1 230 characters remaining
*Billing TypelIntemnal __ + | 2 [ Receipt Split Default Rate *Exchange Rate | 1.00000000] %, [
Mon-Reimbursable  Base Currency Amount 10.00 USD
o Receipt
= Accounting Details 3
EEEL] A
= Monetary Currency Exchange ( = : - \
Amount GL Unit Amount | Code Rate Account Fund Dept Program Bud Ref PC Bus Unit Project Activity Souy
10.00 | |URIPS |, 10.00 |USD 1.00000000 | 5323 Q (/100 Q_ (/4001 Q |3045 Q Q, Q Q, Q,
L 4 02/12/2021 |[W [Reim Mon-Trvl Office Expense w | ltem purchased and purpose JF [Cash (Paid By Employee w | A 1500, |USD Q [+] [=]
228 characters remaining
*Billing Type/Billable (B8 Receipt Spiit Default Rate *Exchange Rate | 1.00000000) 4, [
Mon-Reimbursable  Base Currency Amount 15.00 USD
o Receipt
= Accounting Details
otk
- Monetary Currency Exchange - - -
Amount GL Unit Amount  Code Rate Account Fund Dept Program Bud Ref PC Bus Unit  Project Activity Soy
15.00  |URIPS | 15.00 USD 1.00000000 | 5323 Q) | 500 0, |4001 ) | 0000 e} O |JURIPS | |0001111  |Q |[RESEARCH Q,




e. Attaching the required expense backup documentation

***Please note: Each expense requires backup documentation to be uploaded and attached to the report, such as store receipts or a

paid invoice/order slip. Documentation must show the name on the expense report as the individual who made the purchase. ***

1. Click the Attachments link in the report header to open the attachment

manager

2. Click Add Attachment and choose the correct file from your computer

Favorites Main Menu > Employee Self-Service
- - -

Create Expense Report
Grace Wyld |

el

Travel and Expenses : Expense Reports > Create/Modify
- -

Pay Method: Aufomated Clearing House

*Travel/lExpense Date
To-From MM/DDYY:

*Travel/Expense For: |SELF

Expenses

Expand All | Collapse All Add
*Date *Expense Type
02/01/2021

02/01/21-02M1221

[E My Wallet (0)

*Business Purpose: [Reimbursement Mon-Travel w

*City |Kingston

3. Repeat Step 2 until all necessary attachments are uploaded
*It’s easiest to consolidate all documentation into one PDF to

minimize the number of attachments

4. Click Ok to return to the expense reimbursement report

[

Add to Favorites

Q Save for Later | E» Summary and Submit

Actions [_..Choose an Action

v ]

GO

U Rhode Island United States

1 & Attachmenis

£ Quick-Fill

Description

Total 25.00

*Payment Type *Amount

L] [Reim Mon-Trvl Office Expense

ltem purchased & purpose

Ar_' [Emplyse's Personal Crec » | 10.00

o'

230 characters remaining
a

*Currency

UsD

sy = Intarn =l e AR Ninnnint Cnlit — i
B 4
File Name Description User Name Date/Time Stamp
View (=]
Adding large attachmenis can take some time to upload, therefore, it is advisable to save the
transaction before adding large attachments
2 Add Attachment

o] 4 Cancel




3. Saving, Modifying, and Submitting the Non-Travel Expense Reimbursement Report

a. Saving expense reimbursement reports

1. Click Save for Later at the top right, above the expense report header 2. Look for the Save confirmation in the top right corner

Home | Worklist | Addto Favortes | Sign out

Home | Worklist | Add to Favorites

Modify
F1 New Window %9 Help [ Perso
{1 New Window 7 Help ;' Ferso & : = 2

Saved ‘

1 Q Save for Later | E» Summary and Subrmit

3. Saving generates a Report ID, shown above City/State

Actions [ Choose an Action v || Go
Actions| . Choose an
y |Kingston "L Rhode Island United States 3 Report 0000022581 Pending
Atbarhments (1%
3 Rhade Island United €

b. Modifying saved expense reimbursement reports

3. Enter the Report ID, Name (First,Last — no space), or Empl ID
. ) o *Searching by Name or Empl ID will show all the user’s existing
2. Click on Find an Existing Value reports

1. Follow the steps on Page 7 to navigate to the Create/Modify option

Financials 4. Click Search [Expense Report
e-Campus
Fmrgril:es: MainTMenu »  Employee §e.|f—5&rvice » Travel ang Expenses E):]JE.I'ISER.EPGI’I:S »  Create/Modify

Enter any information you have and click Search. Leave fields blank for

Add a New Value

Expense Report
Report ID[ begins with v |
] | Find an Existing Value Report Description| begins with v |
3 Namel begins wih v |

Empl ID[ begins vith v | Q

Creation DatelZl Bl

Empl 1D 00000000000 |3y
O case sensitive

Add .
2 4 Search Clear | Basic Search (¥ Save Search Criteria




¢. Submitting expense reimbursement reports

1. Click Summary and Submit in the top right corner

Home | Wworkiist | Add to Favorites
t/Modify
(&1 New Window 7 Help _;'P&rso
@ Save for Later | E» Summary and Subrmit 1
Actions | Choose an Action v || co
y |Kingston “L Rhode Island United States
Atfmrhmants (1%

2. On the submission page, check the box certifying the report details

3. Click Submit Expense Report

Home | Wiorkiist | Add to Favorites
Favorites  Main Menu : Employee Self-Service > Travel and Expenses : Expense Reports : Create/Modify
- - - - -

(7 Mew Window 9 Help [& Per
M'Odlfy Expense Report [E Save for Later E’-\lExpense Deta
Grace Wyld Actions [...Choose an Action v | | GO
*Business Purpose [Reimbursement Non-Travel ~ Report 0000022575 Pending
*Description |02/01/21-02M12121
*Reference |SELF Q
Totals & view Printable Version EY view Analyics € Notes & Attachments (1)
Employee Expenses (2 Lines) 25.00 USD MWon-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 25.00 USD Amount Due to Supplier 0.00 USD

2 By checking thiz box, | certify the expenses submitted are accurate and comply with expense policy.

3 Submit Expense Report




4. On the Save Confirmation page, click Ok

Financials

e-Campus
Favnvrites I'-la'nvMenu = Employes gdf—Senrice » Travel amiExpenses > E:q:hem&kepurts »  Create/Modify

(] Mg

Create Expense Report

Save Confirmation
Grace Wyld

Totals
Employee Expenses (2 Lines) 2500 USD Mon-Reimbursable Expenses 0.00 UsSD Employee Credits 000 UsD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD

Amount Due to Employee 9500 USD Amount Due to Supplier 0.00 USD

Did you associate your Travel Authorization if applicable? If not click cancel to return fo the ER and select Associate Travel Authorization under the Actions drop down menu. Then you may

submit.

4
[

5. Submission is complete once you see the confirmation message in red text

| Workdist | Addto Favorites |
Favorites  Main Menu : Employee Self-Service » Travel and Expenses > Expense Reports » Create/Modify
- - - - -
E_| Mew Window P Help ;' Person
View Expe nse Repor‘t i Expense Details
Grace Wyld Actions [_.Choose an Action W ] GO
Your expense report 0000022578 has been submitted for approval.
Business Purpose Reimbursement Hon-Travel Report 0000022578 Submission in Process
Description 02/01/21-02/12/21 Created 03/02/2021 Grace Wyld
Reference SELF Last Updated 03/02/2021 Grace Wyld
Budget Status Mot Chk'd Post State Mot Applied
Totals & view Printable Version B9 view Analytics £ Notes # Attachments (1)
Employee Expenses (2 Lines) 2500 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amamimd Mo dm Eoammloirms e Amamirtmd Piasm b Coimemlime - n
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