How to Create a Claim in PeopleSoft

Sign in to PeopleSoft from our Pharmacy Home Page (pharm.ualberta.ca) under
Faculty and Staff Resources
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Then select Login to PeopleSoft with your ccid and password

Faculty and Staff Resources

Campus Building Hours
View or download the University's building hours

Campus Security
780.492.5050

Emergencies: please call 911
Protective Services website

Campus Special Arrang t Coordi
Bernie Kessels
780.492.1946

bernie kessels@ualberta.ca

Edmonton Clinic Health Academy

Building Services - 780.492.4833

Building Emergency (flood, outage, etc.): 780.492 5555

Booking an event space - The application process for booking space in ECHA for special events has changed. Going forward, all applications will
be forwarded by the ECHA Shared Administration Office (SAO) to our APO for review before approval. Download the Special Event Booking
Request Form.

Login to Intranet
Password Protected resource webpages

Login to PeopleSoft
Einancial-E-TRAC & expense claims, HCM-payroll, REMO-ethics approvals
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Home | AddtoFavorites | Sign out
Favorites - Main Menu
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Personalize Content | Layout 7 Help
Self-Service Center c o~
General Inquiry Travel and Expenses Manage Approvals
Inquire on general self-service activities. Create an expense reimbursement, travel or PER claim. Approve transactions for processing.
[= SpeedCode Inquiry* [=] Create Expense Report F=] Approve T&E Transactions
= PER Balance Inquiry* =) Modify Expense Report
= View Expense Rej
[ Travel an nse Center
Procurement Training Resources External Links
Create requisitions and view procurement activity and status. Access leaming resources. Access other key resources.
I=] Financials Online Trainin ¥ %
I=) Quick References = Research Ethics (REMO)*

2014 SP...

Select the Travel and Expense Center to navigate to this console

Travel and Expense Center

e

ﬂ Travel and Expense Center
Employee Travel and Expense Center

Expense Report Cash Advance ﬁ/ Manage Approvals
Create, modify, view or delete an Expense Report (Travel, Non- (Z¥ Create, modify, print, view and delete a Cash Advance. ! Approve expense transactions routed to you.

= &ER) f=] Create F=] Approve Transactions
(o ) = oat

: F=] View
5] View [=] Delete
F=] Delete
ﬁ Professional Expense | Review Activity Profiles and Preferences
View PER balance and history. ¥ Review history of expense transactions Manage your personal, organizational and financial details for
[=] PER Balance Inquiry* [=] Review Expense History travel and expense reporting.
=) Review Payments =] Delegate Entry Authority

Click the Create link
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Expense Report

| Find an Existing Value ‘|

Add a Mew Value

ol A &3

Find an Existing Value | Add a Mew Value

Create Expense Report
Selecta Template
Matthew Bamett Report ID: NEXT
Slate informatio - £l 5
Template  Description Template Type
Wj EXPENSES Non-Travel Expenses Public Template
~[==ms)e|e;,:;==>J TRAVEL Travel Expenses Public Template

Copy from Existing Expense EETa1
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Create Expense Report

Add Expenses To Report
Matthew Barnett Report ID: NEXT
Template: TRAVEL Description: Travel Expenses

CZEZE] L A Dates can be changed

_Add Expense Types: later
Select Expense Type

Hospitality -
Kilometers (#Kms)

Kilometers -Manual Calculation

Meals - Receipted

Parking/Visitor Permits o
Per Diem - Canada $45/day
Per Diem - Intl $CDN 66/day
Per Diem - USA $US 45/day

Pres&VPs Work Sessions/Mtgs

Registrations
Sernvices General
Supplies General
Telephone/internet

Vehicle Rental

Working Sessions/Meetings .

: | OO0EO0EO06E0E06E0EEEE

Cancel

Select the expense types you wish to claim. Other options may be available once
you begin, so don’t be concerned at this point.

Complete your claim with all pertinent details as seen in this example below.
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Create Expense Report

Expense Report Entry
Matthew Bamnett

Report ID:

¥ General Information

(022000108 - Gen Res-Chair Earth Atmos Sci
Sharp,Martin

El Supporting Details: Program facilitator for Emergency
T&E Support Conference. Research activities regarding
claim-induced mental and emational trauma.

Reference: | 58194 1

|Saskat00n, SK May 21-23 2013

*Description:

*Business Purpose: | Conference

Project:

Apply Cash Advance(s)

Customize | Eind", =%

*Overview \ Mileage H *Currency \\

Seloct| |SpeedCeds %ﬁ B SExpeneoliat 'A’;_";e'f_m sy % GST|*Description ﬁ R_NTL
] [Supples General Flosz3z03 5[ zwoofcalq B[ es2 Ea‘ma”'FaCia' tissue, pens | | @
N’
| CopySelected | DeleSelected | CheckForEmors | New Expense o Add

Employee Expenses: Due Employee:
Non-Reimbursable Expenses: 0.00
Cash Advances Applied: 0.00
Definition of Totals \
Save || Submit | Print Detailed Report

<

Estimated Tax:
Total Distribution:

Accounting Detail @

General Ledger ChartFields .I

| | | | |
S| ode Amount *GL Unit 'Monetary Amount  Account ‘Fund :M ‘Prgram ;Clas ‘
l | 1Y 20000|UOFAB | 200.00/50210% 1 Qpeoato Q| <y Ja|
f Add ChartField Line | Refresh |
Ol |
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Home \ Add to Favorites | Sign out

Favorites ' Main Menu > Employee Self-Service

@New Window 7 Help @’Cusmmize Page

Create Expense Report

Expense Report Entry
Matthew Barnett Report ID: NEXT

v General Information

“Description: ‘Saskamnn, SK May 21-23 2013 | Details: 022000108 - Gen Res-Chair Earth Atmos Sci
Sharp,Martin
“Business Purpose: \ Conference El Supporting Details: Program facilitator for Emergency

T&E Support Conference. Research activities regarding
claim-induced mental and emotional trauma.

Project: G022000108 Q

Reference:

Accounting Defaults
Details

| Mileage || *Curmency

Select  SpeedCode S2229CO9S gy pongs Type “Expense Date RO Cyrency 12 GST “Description
Gen Res - Chr
g 56104  EarthAtmos | Supplies General > ] paizaiz013 |5 | 200.00[CADQ [ | 9.52 |Walmart-Facial tissue, pens /&
Sci
| Copy Selected Delete Selected /| Check For Errors | [New Expense = | Add
Employee Expenses: 200.00 Due Employee: 200.00
Non-Reimbursable Expenses: 000
Cash Advances Applied: 0.00
Definition of Totals [ Update Totals
Save | Submit | Print Detailed Report
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\ Add to Favorites | Sign out

Favorites ' Main Menu > Employee Self-Service

@New Window % Help E’Custumize Page

Create Expense Report

Expense Report Entry Notice that a
Matthew Barnett Report ID: 000304821 Report ID# appears
v General Information
“Description: ‘Saskamnn, SK May 21-23 2013 | Details: G022000108 - Gen Res-Chair Earth Atmos Sci -
Sharp,Martin
“Business Purpose: \ Conference El Supporting Details: Program facilitator for Emergency
; T&E Support Conference. Research activities regarding
Project: 022000108 Q claim-induced mental and emotional trauma.
Reference: 58194
Accounting Defaults Apply Cash Advance(s)

Customize | Find | View Al | %

Mileage *Currency

Select SpeedCode %ﬁ *Expense Type *Expense Date ’An;og:: *Currency & GST *Description R?c:::b ;‘Topt

Gen Res - Chr - _

] 58194 Earth Atmos | Supplies General > ] paizaiz013 |5 | 20000[cAD/@ [ | 9 52| [Walmart-Facial tissue, pens A0, B B B
Sci
Copy Selected | Delete Selected - - Add |
First - Print the Report = Seense [x]
Employee Expenses: ZUU.0U Uue cmpioyee: 200.00
Non-Reimbursable Expenses: 000
Cash Advances Applied: 0.00
Definition of Totals Update Totals
Save | Submit | Print Detailed Repart
] N n >
T~
19 149
Then “Submit

V Approval of this report confirms that the above information is an accurate record of expenses
incurred by the claimant and the appropriate supporting documentation is provided. For research
projecttrust accounts, these expenditures are in support of the research project and in compliance
with the sponsor guidelines and donor terms.

| 0K l Cancel |

You must click “ok” to complete the process!

*Return your printed Detailed Report and all original receipts to the appropriate Admin
Office for processing. Trust Accounts to Matthew, Operating Accounts to Doris.
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