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TRAVEL/EXPENSE MODULE

PROCEDURES

PEOPLESOFT ENTRY



UNDERSTANDING THE
NPS TRAVEL & EXPENSES
TABLES



PeopleSoft Employee Portal

Favorites Main Menu

Menu

Search:

®
My ﬂm<o§mm:
NPS Budget Transfer Request
NPS School Queries
NPS School Reports
NPS Field Trip
NPS Travel & Expenses &
Employee Seif-Service
Manager Self-Service
Suppliers
Procurement Contracts
Purchasing
eProcurement
Accounts Payabie
Commitment Control
Real Time Bottom Line
Set Up Financials/Supply Chain
Enterprise Components
Worklist
Reporting Tools
PeopleTools
My Personalizations

¢




NPS Travel & Expenses

Favonies Main Menu NPS Travel & Expenses Worklist Home Sigh out
NPS Travel & Expenses
[ \N NPS Travet & Expenses
== ExpenseTrave Authorization ing = Expense Types Expense Approval Dates
—| ExpenseTrave Authorization Ing m Expense Types Expense Approval Dates
Expense GSA Per Diem Rates Expense Mileage Rates Meais and Incidental Expenses
Expense GSA Per Diem Rates Expanse Mileage Rates Meals and incidental Expanses (MEIE) Breakdown



Tables

Expense Types:

Provides a list of all valid expense

types to be used on the expense form.

Once the new expense type is added,
additional setup is required to
determine what data and format goes
with the expense type. This requires
a PopleSoft Developer.

Favorites ¥ Main Menu ¥

Newark
Public Schools

Expense Types

NPS Travel & Expenses ¥ > Expense Types

Enter any information you have and click Search Leave fields blank for a list of ail values

Find an Existing Value  Add a New Value

Search Criteria

Search by. Expense Typebeging with

Search  Advanced Search

Search Results

ViewAli Frst ¢ sazat1z * Last

Expense Type Description
AIR Air Line Travel
AUTO Auto Renta)

- BAGFEES Baggage Fees -
HOTEL Hotel \ Lodgmg
MEALS Meals
OTHER Other
PARKING Parking
PRAUTO Petsonal Auto
RAIL Rail
REGFEE Registration Fees
TAXI Taxi Services

TOLLS Tolls




Expense Approval Dates

Maintained by fiscal year.

Favorites ¥

Newark

Main Menu

Public Schools

Expense Approval Dates

> NPS Travel & Expenses ¥

Enter any information you have and click Search Leave fields Dlank for 3 Iist of all values.

Find an Existing Value

Search Criteria

Search by  Fiscat Year=

Search

Advanced Search

Search Results

ViewAll Firsy 1

2014
2015
2016
2017

140t s

Fiscal Year

Add a New Value

boLast

Expense Approval Dates




Travel dates will be edited against
this table to ensure the request for
travel is submitted in a timely
fashion.

Requestors will have inquiry
access to this page so they can see
when they need to get their travel
in for app

Expense Approval Dates

Expense Travel Approval Dates

Fiscal Year

2017

Papervork Mus! Be Recened by the Dales

Traveling Dates
From:

1 p7i0t2016
2 DR35S
3 093172016
4 092282015
5 0972812016

HNQTE W employees ae traveling overmsght wath sb

&
e
e
]

B

ed

Traveling Dates To:

Daragr2014
DOr27/2015
(arzH2015
11012015

11/01/2016

Costto NP S/ Split

DATES ARE SUBJECT TO CHANGE WITHOUT ADWANCE NOTICE

Costio NPS Spiit

Funding - In the State  Funding - Out of the

of HJ State of NJ

B 080672015 [% 080672016

By 080672015 BF 0%/0572045

5 08062016 & 08062016

3 00/0372015 000372015

W 09032016 [ 00/03/2015
AND are H D

L

ok oW

=

No Costto NPS

096372018
096212015
090372016
107312015

1073172016

HEaEas

2]

Parsonalize | Find 1 View A1l | Pm: ﬂ

BIF Only { Ali Unions

08132016
08/13/2015
08/1312016
09110730145
0811072018

B EaEea

&

Finance Meeting
Date

=
0IYANI5 [
om1u2016 [
)
2]

for personal expenses. they rausl lollow the Travel Agenda Approval Dales

TYEwW vV

First 4+ 450023 * Last

Advisory Board Mesting

Date

08132018
0812872015
08132016
0912372015
097232016

&g &' 3

)

A=
&l =
!
3 =

=




Expense GSA Per Diem
Rates

This table lists the governments
GSA rates, by zip code for both
meals and hotel.

This table is maintained by
downloading the GSA rate table in
excel format from the GSA web
site, and then uploaded.

A separate upload process (not
developed) is required to maintain
this. Qutlined later in this
document.

You can search for rates by year,
Location, state, name, postal code.

Favorites ¥

Newark

Public Schools

Expense Per Diem Rates

Main Menu ¥ > NPS Travel & Expenses ¥ > Expense GSA Per Diem Rates

Enter any information you have and chick Search. Leave fields blank for a st of all values.

Find an Existing Value Add a New Value

« Segarch Criteria

Search Resulls
Oniy the first 300 results can be displayed.
View All

Fiscal Year Destination Name

2016 266 New York City NY 10001
2016 265 o ' [

2016 266 New York City NY 10003
2016 266 New York Crty NY 10004
2018 266 New York City NY 10005
2016 266 New York City NY 10006
2016 266 New York City NY 10007
2016 266 New York City NY 10008
MneR IRA M Vark Qi AV 1000N

State Postal Code

2018
First ¥  t.iooefaos ' Last
Location Descr
Bronx / Kings / New York / Queens / Richmond
Bron no Q o Oiep Richmond

Bronx / Kings / New York / Queens / Richmond
Bronx / Kings / New York / Queens / Richmond
Bronux / Kings / New York / Queens / Richmond
Bronx / Kings / New York / Queens / Richmond
Bronx / Kmgs / New York / Queens [ Richmond
Bromx / Kings / New York / Queens / Richmond

Dranv ! Vinare [ Alrer Vark F Sanane  Dickhmand




Hotel rates are broken out by
Month. Daily Meals is a total for
the day.

Expense Per Diem Rates

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value = Add a New Value

# Search Criteria

Search by’  Postai Code [v]begins with 60801|

Search  Advanced Search

Expense GSA Per Diem Rates

Expense Travel Per Diem Daily Breakdown

Fiscal Year Figl

Rates are oblaned fiom wwav gsa goviperdiem sie

Locaton Postsl

Destination Name State County Descr Code

1123 Chicagn 1L msxos_.z Cook/Lake 60601

Oct HNov Det Jan Fap Mar

A2 12 141 141 141 160

Ap May

160

Personalize | Find {viewal | 12| (3 Fiest

200

Jun

20000

dul

200

Aug

200

Sep Dy Mekisa

212

fotofy b oLast

74




Expense Mileage Rates

Expense mileage rates are set by
fiscal year by Union.

Expense Mileage Rates

Enter any information you have and click Search Leave fields blank for a list of all values

Find an Existing Value Add a Mew Value

Search Criteria

Search by: | Fiscal Year [v]= |

Search  Advanced Search

Search Resulis

View All  First 11eitt b Last
Fiscal Year Union Code

2015 Blank)

2016 {biank}

2016 UnaffilEmp

2016 Cafe 003

2016 Loc 032

2016 BldgTrades

2017 {blank)

2017 Loc 068
20T BT

2017 CASA

2017 NTA

Find an Existing Value | Add a New Value




Mileage rates are per/mile.

Expense Mileage Rates

Expense Travel Mileage Rate

Fiscal Year

Union Code BT

2015

Dstes are updaled annually from the warw.gsa govipardiem site

Mileage rate by union

0 5200




CREATING A
REQUISITION



Create Travel/Expense Requisition

Enter a New Expense Requisition

Favorites ¥ Main Menu ¥ eProcurement ¥ Requisition

Newark
Public Schools

Create Requisition =

Pick eProcurement

Pick Requisittons

@ non-catalog request

= Forms
' Create and Submlt Forms

[FF vempiates

rc)

Expense & Travel Entry ﬂqhum_m%aﬁa and Parsonal
Field Trip/Admission Tickets Foted Cost Servica

) Variable Cost Sarvice
VCU__ Chairs Tung and Materais

SCI BIOLOGY GRADE 10
SCI CHEMISTRY GRADE 1112
More

Creale and Submit Forms

Recently Ordered

View recently ordered flems and
services

Welcome Project Management-People Soft ecko
. e ° & Home A& My Preferences ﬁ Requisition Settings i m Dlines Ch t
. . Request Oplians. # Search AW =1 Search Advanced Search
Under the forms section, click on
€ E Enter search crilena or setect
Expense & Travel = honltet ol & Catatog @ weo (=) Express lem Entry
begin creating your requasifion. Browse Catalogs Browse Supplier Websites Creale an Express Requisition

FACILITIES MANAGEMENT DIVISION  WB Mason Punchout

FOOD AND RUTRITIONAL SERVICES  Frey Saentific PunchOut

NON-PUBLIC SCHOOLS USE Grainger Punchout

ADMINISTRATIVE DEPARTMENTS Kaptan Punchout

FORMS_WEB Categones Lakeshove Learning Reg

More Moie

Special Requests ™ Forms

nk Favorites
Browse Favorde lems and Setvites

Bus Transporabion QOracle University Traming S
Business Cards
Consuliing Semnces

Expense & Travel Entry

— el TnprAdmissiom Tickets — =

Pupil Chairs

@ External Catalogs
Browse Suppher YebsHe Hems

Hem #DW1D0005G1 Waler Dink
DRINKING WATER 5 GALLON
MMMR3101448 - NOTE, 3X3,POPUP
PAPI760201 - PEN.300 MED.BK
PAP1760302 - PEN,300 MED.BE
More




Expense Header

First arca displayed is the Expense
Header. This section needs to be
completed first. This information is
required and will allow the specific
inputs to become available.

Travel Authonzation Request You must have your Employee Supplier 1D and Regestration Supplier 1D setup to plete your iravel request If your Supplier 1D 1y
not in the Supplier Drop Down list please contact Purchasing Depsriment at Purchasing@nps.k12.nj.us.
*Evnpt ID: [ | sUnion: m_ *Depiid: Q
*Empl Supplier: €, Empt Supplier Name
Address: City: Stale:
Funding Source Travel Code
¥ pistrict Funds  Split Funding _ No Cost to NP§ PIF Only Type [Z] *monin [x] "Dete =1
*Event Name: *Zip Q  Evenrs City:
*Departuse Date: c “"Return Date: Cl State: County:
Justification “Event Start Date: ¥ “Event End Date:

* Relalonship of allendance at this evend 1o the cnbeal snstruchional and operabonal needs of the distict mciudmg The Gk to the NJ Professwonal Standards for
School Leaders ar Teachers andior the BJCCCS as woll a3 10 the particpants Professsenal Growih Plan (PGP andiot Professwonal fmpigvensent Plan (PP

* Explanalion as 1o how the person o persons atlendng wilf share what weas leamed wih others 1 lhe schogl disiset

O that the ge and inf e e ganed al this conference cannal be obtamed thiough more cost effeclive means

Explanation as to how the request is consislen! with bes! prachees  piofessional development

Enter Expense Lines




Expense Header Fields:

Empl ID: Enter your HR Employee
ID

Union — The system will default in
your union affiliation from your
Empl ID

Deptid — The system will default in
your deptid from your Empl ID
Empl Supplier — Enter your
employee Supplier ID. You must
have a Supplier ID to complete this
form. If you do not have one, click
on the link provided to submit a
request to Purchasing to create a
number.

Funding Source — Select the option
that indicates how your travel or
expense will be funded:

o District — Only district
monies will be used to fund
the travel.

o Split Funding — A

and PIF monies will be used
to fund the travel.

© NoCostto NPS—-Thisisa
$0 cost travel. Neither NPS
nor PIF will fund the travel

c PIF Only - Only PIF
monies will be used to fund
the trip.

Favorites ¥

Newark

Main Menu ¥ eProcurement ¥ Manage Requisitions Requisition

Public Schools

New Window | Heip | |

Travel Authonization Request Form

“Empl 1D; 35468 Q 7] Morales, Padio *Union: UnafiEmp [] *Deptid: 391 Q. progect Management
*Empl Supplier:  0D0D007447 < Emp! Supplier Name MORALES, PEDRO !
Address: 520 BROADWAY City: NEWARK State: NJ
Funding Sousce
District Funds 4 Spiit Fuading ‘No Cost to NPS PiF Only
*Evenl Name;  System Training Zip 80601 O EventsCity: Cmicage
"Deperture Date: V172018 (5] “Return Date: 0772272016 3} State: 1L Countyr  Cook County IL
*Event Stari Date:  DVA182016 5§ *Event End Date: 077222018 [i

Justification

* Relationship of aftendance at this event to the crbcal instructional and eperahonat needs of the distncd, ncludmg the knk to the NJ Professional Standards for
Schoo! Leaders of Teachers andlor the NJCCCS as well as 1o the particspants Professional Growth Plan (PGP) andlor Professional improvement Plan (PIP!
Enler Justficabon

* Explanation as to how the person or persons atending will share what was learned with othess i the school disinet
Enter Jushfication

* Documeniation thai tha knowtedge and infermation to be gained at this conference cannol be obtaned through more cost effective maans
Entes Justfication

* Explanation as 1o how the requast 1s consisient with bes! practices m professional development
Enler Jusidicalion

Enter Lines




Expense Header Fields:

con’t

e Travel Code — Select what
type of travel from drop
down arrow. System will
generate a code. Select the
month of travel along with
the perimeter dates of
travel.

+ Event Name - Description
of travel activity.

e Zip — Enter the postal
code of the place you are
traveling. This code will
be used to bring in GSA
per diem rates.

e Departure Date — Date
you are leaving

* Return Date — Date you
are returning

e Event Start Date — Date
the event starts

e Event End Date — Date the
event ends

Justification — Enter your
travel & expense
Jjustifications.

Click Enter Expense Lines to
continue and enter expense

information. \

Travel Authorization Request You must have your Employee Supplier 1D and Registration Supplier 1D setup to compiete your trave! request. If your Supplier {D is
not in the Supplier Drop Down list please contact Purchasing Depariment at Purchasing@nps.X12.nj.us.

35468 (), 5 Morales.Pedro *Union:  UnaffiEmp [v] *Deptid:
0000007447 4, Empl Supplier Name MORALES PEDRO |

*Empl I1D:
: Q Project Management

*Empl Supplier:

Address: 529 BROADWAY City: NEWARK State: MJ
Funding Source Travel Code
District Funds © Split Funding C No Cost to NPS PIFOnly O3 *TYPe Conference/Convention[v] "Month 1sth-21st [v] "Date clobed~]
*Event Name:  Enter Tnp Description *Zip 60601 QU Event'sCity: Chicago
*Departure Date: 1011772016 iy *Return Date;  10/1972016 | State: L County:  Cook County IL
Justification *Event Start Date: 10172096 *EventEnd Date: 10/1772016 [

’ Relationship of attendance a ihis avent o the crieal mstructional and aperationa! needs of the district, including the Imk 1o the WJ Professional Standards for
School Leaders or Teachers and/for the NJCCCS as well as to the participants Professionat Growih Plan (PGP) andior Professional Improvement Plan %_3
Enter Justfication

* Exglanation as to how the persen or persons attending will share what was leamed with athers m the school distnet
Enler Justification

* Documentahon that the knowledge and information to be gained at ths conference cannol be obtamed through more cost effective means
Enter Jusfification

Evplanaton as to how the requestss consistent with best prachces w professional develepment
Enter Justfication

Enter Expense Lines

\




The Expense Line is your Requisition.
One requisition line can have multiple
expenses rolled up and summed into one
line total.

Fields:

¢ Line# - This is the line number on
your requisition. This is system
assigned and display only.

¢ Supplier Type — This is the entity
that will be funded and/or

reimbursed. You need a new
Supplier Type when you are
changing re-imbursement vendor.
> Employee — The employee will
be reimbursed for the expenses

listed-on-the line from- district

Employee
Professional improvement Fund

funds.

»> Professional Improvement Fund
Employee will be reimbursed
from PIF funds

» Registration 1.2.3 — Employee
enters the Supplier 1D of the
entity to be paid.

Registration1
Registration2
Registration3




Expense Line —con’t

Supplier Name:
Line# 2

. . Addressi:
Supplier ID — Enter the Supplier ID that .
will be reimbursed. For Supplier Type Supptier D Suppller Loc Chty: State:
Employee and PIF, The system will Line Sum:
default the employee Supplier ID from
the header. Typa

Supplier Loc — System will default
value. Commenta/Attachiments




Expense Line — con’t

Expense Type — Select the type of
expense you wish to enter. Click on

lookup to see a list of expenses.

Look Up Expense Type

Search by: Expense Type begins with

_ rmw_..n_@.ull_ _,.Hmww@ Advanced Lookup

% Search Results

View 100 First ! ttted1r P Last
Expense Type Description

AR Alr Line Travel

BAGFEES Baggage Fees

HOTEL Hotal \ Lodging

MEALS Meals

OTHER Other

PARKING Parking

PRAUTO Personai Auto

RAIL Rail

REGFEE Registration Fees

TAXI Taxi Services

TOLLS Tolls

Enter Date and Amount ——_ |

To add comments and attachments,
Click on arrow to expand and un-
expand.

Fee's & Taxes




v | Comments/Attachments

To add comments and attachments, j |

Click on arrow to expand and un-

expand. :
Upload File Altachment View Attached File




Reimbursable Supplier(s
En xpen - n L)
Registration [#E Line

Under the justification section, the
system will default your first expense.
This is line 1 — Registration. This is the
expense for your registration. This must
be completed and is required for all
expenses — included free/no cost.

System Defanlts Supplier Type =
Registration]

Supplier ID is blank. You need to enter vendor who the check will be made out to.

Supplier Loc — System Default

Expense Type — System Default REGFEE (Registration)

Date — The Date the start date of the registration event

Amount — Registration fee.

If you are attending multiple registrations on the same trip to the same vendor, then click on the plus icon to insert a
new registration row,

VVVYVYY

Amount

13 & 07182016 [§ 300000
2@ B or20n016 [ 150 000




Reimbursable Supplier(s)

Example — Completed Line 1

Registration. Registrabon |

Expense Type == rip *Date

082272016

D8/24/2016




Enter - Emplove

On Line 1 Registration, click the plus

sign to insert a new Requisition Line

Relmbursable Supplier(s)

Regisiration 1 |~

5l

1 6 B 07182015 5

2B B ornzonzots oy

"Date

300 000

150 000

A blank line 2 is now created

In Supplier Type Select Employee

—




In Supplier Type; Select Employee

The System will default expense Type
Meals and will insert your meal per
diem from the GSA tables.

Edit — You are allowed to editthe A
rates, but only reduce them. Yoy annot
increase them

If you do not needaficals, then click the

red x to delete.

To insert another expense type, click on
the green plus sign next to meals.

Line ¥

Line #

Type

2

16 &8 ormnoe
26 B omasnoe i
3B B ormonore
15 B wvoons i
5B B orzinne 5
s B B orrz2n01s 5

CommentsiAiiachments

*Date

2[& B omsnoe @
3B B omonos m
1B B voonnem
5 @ B o706
& B B orzanms 5

Mesls

Meals

74
4
T4
¥4

74

74
T4
74

7%

Breakfast

Breakfast

17 600
17 000
17.000
17 000

17 000

17 000
17 000
17 000
17 000
17 0G0

Lunch

18 000
18 000
18 000
18 000

18 000

Lunch

2 000
18 000
18 000
18 000
18 000

Line Sum:

Dinner

34 Ho0
4 000
24 000
34 000
32 000

enner

4 000
34 000
34 000
34 000
34 000

Incidentsis

Incidentals

5000
5000
3000
5000
5000

5000
5000
5000
5000
5000

First and Last Day

53 250

Furstand Last Day



The system will insert a blank expense
type for line 2

Select your expense type  ___—

After selecting your expense type, the
system insert your employee Supplier
ID and will re-format the expense type
entry to accommodate the expense type

So Far Line 2 has two expense types,
Meals and Air.

Click on the plus sign next to the
Expense Type Air” to mzmonk
expense Type for Hotel.

Type

Type

Expense Type

158

*Date

1 [ E

“Date
1 & B omrnns

1B B vrronvie
4B B orronns
s 5 B ovnots
& B B o201

“Dawe

1B B ornrzois

E & o

Numer of Fee's & Tazes

73
¥4
74
¥4

T4

Fee's & Taxes

NPS Meleage
..n-.nn for32and Mests Breakiast Lunch Dinner Incigentats
Fee's & Taxes *Agyount
5
ik Sum:
Breaktast lnch  Dwner Incrdentsts Dt e Last
53250
17 000 13 000 34 000 5000
17 000 34 0D 5000
17 000 000 34000 5 000
17 000 18 000 34 000 5600
17 000 18 000 34000 5 000
600



When Selecting Hotel, the system will
insert the GSA rates for the nights you
will be

Line 2 Now has 3 Expenses. Meals, Air,
and Hotel. You can add as many
expenses as needed.

“Date
1 B B ornenoe
2B B ornanots
3B B onanrnie
1 & B ornsnms
5 B B ovisnis
& & B ornsnois

I T s e

Fee's & Taxes

*Amount

200 000
200.060
200.000
200 000
200000
200 000



Supplier Type
. . " Line Som:
To add Line on the requisition, click the
: 3 Expente
m..om: plus :m_ gn next to Supplier Type o o s e e mosm
Employee
B & omirros 5
2 B B omanms [ 74 17000 18.000 34000
38 B emonos 5 74 17000 18.000 34000
1@ B ovrzonms e 74 700 18000 34 000
5 B B o201 B 2] 17000 18.000 34000
s @ B ovzz201e i 74 0 18600 34000
*Daic Fee's & Taxes TAmount
1B B ornrens w 500
Comments/ABchingts
System Inserts a blank Line 3. In the
drop down select PIF. Supplier Name:
Lina ¥ 3 Address1:

istration2
abion3

Lomments/Attachments

City:

5000
5 000
5000
5000
5000

State:
Line Sum:



Systemn will default the supplier to your
employee Supplier ID and Insert Other.
If Other is not needed, just click in the
red X next to Other or click on the
Expense Type Lookup and select a
different Expense Type.

Professional Improvement | » |

LOUK Up EXpense 1ype

Search by Expense Type begins with

Heip

| LookUp | Cancel  Advanced Lookup

Search Resulis

View 100 First ¥ viierar B Last
Expense Type Description

AIR Air Line Travel

BAGFEES Baggage Fees

MEALS Meals

OTHER Other

PARKING Parking

PRAUTO Personal Auto

RAIL Rail

REGFEE Registration Fees

TAXI Taxu Services

TOLLS Tolls




Line # 3

Expense Type Date
1 B B omminots

Commenty/Aischments

When You are finished with the

requisition Click OK
Cancel

120000

Line Suny



Review and Submit Requisition

Each Supplier Type creates a unique Line

Checkout - Review and Submit

Raview e e Informalipn and submit the Jeq kor approval

Requisition Summary
Business Unit Q
*Requester NPS3IM

~Currency

> L R ion Seftings

My Pref

Newark Pubsic Schools
Q& Project Management-People Soff

Accounting Date: 07252016 [

Requisition Name Demo Requisiton

Priorty Regular [+]

G OAc Budget Yr: 2017 Q
on the requisition.
Cart Summary: Total Amount 2,220.00 (5D
Expand ines 1o review shupping and aCcountng delats op Add More ltems
Requisition Lines 7
n&ﬂﬁqw;—ﬁ&w mtmwm,mmm ? Ling Descaption ltem | Suppitar Crranirty Uk Price Totak Detals  Commenis De
B i1 R CHERRY RQAD £ach 500 00000 500 00 i
Line Description = Regstiabont ecat, @ Qe O
\s\nﬁ 2 _y Employee MORALES PEBRO | 10000 Each 1470 00000 147000 .23 Oew O
1 Ilu mmw,wm—wmnoz._ Q\\ i maqmmm_e_m_ Improvement MORALEZ PEDRO 10000 Each BHO0000 23000 B Cem 0O
“u und
2 ..u Employee | Select AR/ Deselect AN Select lines t0; [ Add to Favarites 75 Add to Templateis) 13 Delete Setected L Mass Change
: T
| 3 _ Professional Improvement MatAmounti 22 20000|138
= Fund
| Setect All/ Deselect Ali
Entering Account Codes Cart Summaty: Total Amiunt 2.220.00 USD
L 1 Fxpandwies 10 review Supmeg. and accouning. datas.. 8P aadoceitems—
Requisition Lines
. PN Li D Ham 1D Suppiie o UM T Detats &
Lines 1 & 2 Get District Funds accounts. E_,__, eseneson . n:“H<,mos e - ” e §._...”_ L On_.
- |1 -7 Registratant 1 D000 00 GO000
Line 3 PIF must get a PIF Account. ~
&1 2 .3 Employes MORALES PEDRDI too00  Eaen 147000000 147000 = O
Click UOX@m on line 1 m:._h" 2 and click on 33 “.osﬁwmgm:su_?esma MORALES PEDRO | yopop  Each 25000000 25000 13 (¢}
ul
Mass update. "
1 Solact AN f Desalect AN Setect lines to: [ Add to Favortes %3 add 1o Template(s) [ Detete Selettea tEamass Change
Total Amaant 3NN en

To add the account lines, one {ine
Click arrow next to line

o

N




The account number for the PIF will be
populated based on the union selected on

P 3 1ol MORALES, PEDRO | £ath 25000
the requisition. 3y Srissoalnpevrererd 10000 250 00000
E} =Y “:ammm_e:m_ improvement MORALES, PEDRO | 10000 Each 250 DO00(
ung
Scroll down and click on the arrow next Shipping Line 1 shipTo 391 Q AddShipto Comments  Quantity
to >nnO_.—BHm=m Lines Address  PROJECT MANAGEMENT Add Ona Time Address Price 250 0000
NEWARK PUBLIC SCHOOLS
2 CEDAR STREET
NEWARK, NJ 07102
Attention To  Prosact Managemeni-Peog
Due Date o
Actounting Lines
Accounting Lines
Expand the Accounting Line “Distribute By SpeedChart Q
Click on tab Chartfields 2 and enter the Accounting Lines Personakze | Find | View Al | 1) B st ¢ 7of1 * Last
account :sEGO_. Chartfields1 Chartfields2  Delads  Detals 2  Assetinformabion  Assel nformabon 2 Qudget Information T3
Fund Sub-Fund Program Function Account Dept Strategy Network
1 Q w Q 000 Q 3 Q 580 Q 456 Q 807 Q 000 q &I




Managing Requisitions

Change Orders

Scenario 1 - Change Funding Source

Afier a Requisition is submitted for approval and is in pending status, PIF may deny the Request funds. Therefore PIF has to be removed from the Requisition and
resubmitted.

Navigate to eProcurement > | Manage Requisitions
Manage Requisitions:

$earch Requisitions
To locate requsstons edit the crlena below and ckck the Search button

5 A 0 Business Unit NPSD1 Q Requisiton Name !
Find Requisition to edit.  —_| -
Requisition 1D Q, Request State Al but Complets =1 Budget Status b
08232016 I Date To D&8/30/2016 iy
Requester HPS391 Q Entered By Q POID o

Search Ciear Show Adval

Requisitions

To vigw the Ifespan and hne itlems for a requisition. ¢hck the Expand tnanghe icon

To edu or perform another achon on a requisiion, make a selechion from the Action diopdown kst and click Go
ReqiD Regusdion Name BU Date Request Slate Budget

0000130747 Expense Req Change NPS01  08/30/2016 Denied Vald 138200 :mowl




Click on any line to edit the
expense form.

Edit Requisition - Review and Submit

Rewew the tem mlormation and submd the req for approval

mm My Preferences . Aequesiion Seltings
Requisition Summary

Business Unit Mewark Pubsc Schaois Requisition Name Expense Req Change
Requesier Prosect Managemeni-People Soft Regquuition 10 0300130747
Priority Regular  |w
Currency ULSD Accounting Date: 08530206 [ v =
Budget ys: 2017 Q

Cart Summary: Tolal Amount 1.382.00 4SD

Expand knes 1o sensw sShipping and accounbing delads -? Add Wore Hams
Requisition Lines
Line Descipbon dlem D Suppier Quantity uoM Price Tolal Dalails
¥ F19 .} Regiswanont MORALES PEDRO1 10006 Each 20800000 20000 &
T2 z} Employee HORALES PEDRO | 1000 &ach 932 00800 932 0g 4}
13 uL Professional Imprevement A0RALES PEDROI 10005  Each 253 00000 25000 MM
Fund
(] Select Al1 Deselest A Select lines to: | Add fo Favortes o7 Add to Template(s} 1 Desete Seiected ¥, Mass Change

Change Funding to “District
Funds”

Travel Authonzation Request You must have your Employee Supplier ID and Registration Supplier ID setup to complete your travel request. If your Supplier (D is not i
please contact Purchasing Department at Purchasing@nps.k12.nj.us.

*Emp! 1D: umammpugo:_nm._umaa AWnion: CASA E ‘Deptid:
Supplier: 0000007247 {3, Emp) Supplier Name MORALES PEDRO |

391 QU project Management

Address: 52% BROADWAY City: NEWARK State: NJ
Funding ce Travel Code
District Funds # Split Funding No Cost to NS PIF Only COJ4  'Type ConferenceiConvention¥] *Month 22nd.28th[¥] *Date Geloberv]
~EventName: —Teshng-Bemo —*Zip-6968+——Evenrs Cityr Chicago
"Departure Date: 1012472016 '3y ‘Return Date: 102702016 State: 1L County:  Cook County IL
Justification ‘Event Start Dpte: 10242016 [ *Event End Date: 102772016 [i§

* Refationship of attendance at this event to the crhcal instruchional and opecabonal needs of the district. mcluding the hnk to the NJ Proessional Standards for
Sthool Leaders or Teachers and/or the NJCCCS as well as to the participanis Professional Growth Plan (PGP) and/or Professional Improvement £4an (R1P)

ambeban




Click Yes

Address: 529 BROADWAY City: NEWARK State:
Tmvel Code

" PIFOnly GO 'TYPE Conference/Convention|v] *Month |22nd.25m [+] *Date |octc

Funding Source
® Duatrict Funds  Split Funding  No Cost to HPS

*Event Name: esting Demo Zip 60501 QX EyenPs Cityz Chicago

*Dell Message pr L
Justification *Eve
* Relalonshy of allendance a ir
School Leaders or Teachers Do you reafly wanl to change funding source? {20000 110)
retrtw

When Funding source i3 changed all nos registration enfries vl be Zersed out Chek Yes to conlmue Ho {o relum 1o page

 Explanation as 1o how the
ertwrl

Yes No i

* Documentation thal the knowletge and information 1o be gained g his towforence cannot be oblained through mms cost sHective means,

The system will now set all
Expense values to $0.

You need to either manually
key in the cost or in the case
of Meals and Hotels have the
system recalculate them.

To recalculate Meals and

Hotels, delete the expense and |

then insert it back in.

(+ELine# 2 Supplier Name: MORALES, PEDRO 1
Addressts 529 BROADWAY
Supplier Type “Suppliertp 0000007447 Lesyppliertoe 01 4 City: HEWARK  Shie: K.
Lirye Sum: 932 00000
@ﬂ Expense Type HOTEL a, Expense Line Nbr Data Amount
18 1 1072472016 7]
26 B 2 107252016 i
a5 HE 3 102672016 5
CommentsiAtizchments
W.n Comment
/ Attached File
Upload File Attachment e
[ E) Expense Type mEaLs O Expense o -
Line Nbr 13 Braaklast Lunch Dinner Incxienlals First and Last Oay
15 R 1 102472016
2 B 2 10/25R016 i
iEA 3 106016 1
4% B 4 10212016 §

Comments/Attachments




Reinsert Meals and Hotels

2 Supptier

+ MORALES PEORO|

Addressi: 529

*Supplier ID *Suppiier Loc City: NEWARK St NJ
bne ¢ 932
Expensz Type mEaLS O . )
=8 mnw»_.x M2 upate Meals Breakfast Lunch Dinner Incidentals w”“. and Last
15 8 1 1072472016 )l 74 17 000 18 000 34 000 5.000
:EH 2 1012512015 W 74 17 800 13 000 34 009 5000
1FE 3 10/262015 ¥ 74 17000 18000 34 000 5000
f+ B 4 1012702015 5 74 17.000 13000 34 000 5 060
CommenisiAttachmants
mw Comment
Affached File
Attachment
Expense Type HOTEL mw_wo:um Ln® e Fee's & Taxes  *Amount
15 B 11072472016 212 000
: H 2 1012512016 W 212 008
s H 3 10262016 ¥ 212 000
CTommentuAttachments

W.W Comment



Line 3 PIF has been $0 out —
Price removed when changing
to district funds. This needs to
be deleted from  the
Requisition;

RULE: Once a Requisition
is saved; lines can only be
deleted on the Requisition
Summary page. You cannot
delete a line in the Expense
form.

Click OK

Professional Improvement| =

Expense Line

Nbe Date Fee's & Taxes Amount

[GEIExpenseType RAL O

15 @

110/2412016 [
T e " _

OK Cancel

Click OK

Waming - Only 3 REGEE can be enlered with a zero dollar value ait olher fypes require an amount to be enlered or deleled
on the checkout page

The PeopleGode pregram executas a Wanwing slatement which has produced this message

OK . Cancel




Line 3 has $0 price. Delete

Line 3 PIF T~

Edit Requisition - Review and Submit
Review Ihe dem information and submil the req for approval
equisition Summary

Business Unit

Currency  USD

Budger ¥r: 2017

Cart Summary: Total Amount 1,382.00 USD
Expand Imes 1o review shippig and atcsunbng delads

Requisiion Lines

Hewark Public Schonis

Project Management-People Soft

Accounting Date; 083022018 iy

_w_..nﬂ. o

quistion Seltings

Requisilion Name Expense Req Change
Requisition 1D 0000130747
Priority Regular [7]

&

i Add More Hems

Pawrr A vnewer | Pl | 8wl o

Total Amount 113209 USD

Ling Desgnplion Itemm 1D Suppier Quanlity uoM Total Delails  Comments Delele
i 1 2} Registrabonl MORALES PEDRO | 10000  Each 208 00880 .1} e O
2 ) Employee HORALES PEDRO | toooe  Each 332 00000 932 00 O g a1
k) =) Protessional Improvement MORALES PEDRO | 10000  Each [ 8] - Eait
Fund .
7] Select AN/ Deselecl All Select lines to: [4p Add to Favontes s Add lo Templale(s) {J Detzte Seiected {5,Mass Change
Toiat Amnunt 1P AN RN
Continue to wz&mm—“ Check Cart Summary: Total Amosunt 1,432.00 USD
and MEUE :n mﬂmn_ﬁmmmnom._. Expand Lnes to review shepping and accounting detads - Add More ltems
Requisition Lines
i Line Description item 1D Suppher Quantity LOM. Price —Tatal Delais  Comments Delete
1 .) Registration? MORALES. PEDRO | 10000 Each 200 po0D0 20000 m Cem 3
2 .} Employes MORALES PEDRO | 1oopp  Each 93200000 93200 m Oem 0O
Sefect All / Desetect Al Select lines 10: [j# Add 10 Favonies %2 Ada 1o Template(s) 3 Detete Seiccteq {Z,Mass Change




