


Updating an Employees Default Chart field Values
(only the Traveler, HRSupervisor or Fiscal Reviewer
can complete this task)

 HRSupervisor or Fiscal Reviewer Navigationvlanager Self
Service > Employee Profile > View/Update Chart field Values

« Traveler navigation: Employee Selbervice>Travelnd
Expenses>Review/Edit Profile>Organizational Data, under the
DefaultChart Field Values Tab ensutee boxtitled “Default
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How dol update the chartfield string on
an Expens&eport(ER)?






What isthe fastest way toenter
expense linesnto an ER?

pagel23 T&E
Traveler Training Guide

Selectthe Quickfill

link to addmultiple
line itemsin one step.
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Finance
Support Center Hotline

page 84 of the T&E Traveler Training Guide

*  Enter the expense type line item in the foreign currency (exception to this is
per diem meals) and the system will make the automatic conversion to US
Dollars.
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of Peoplesoft, Web Applications,
and Hyperion. By utilizing the
Support Center, you receive the
assistance you need an help
identify enhancements and
training opportunities.
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Helpful Links and Contact Information

e Accounts Payable Shared Services

e Direct link to what T&E is about, when to use and how it works

e Business Policy Manual — Travel

* Direct link to policies surrounding travel
* Finance Support Center

* Direct link to the Finance Support Center and how to contact them

* Questions concerning accounting, budgeting and the related systems of
PeopleSoft, Web Applications, and Hyperion should be directed here.

e Travel & Expense System FAQ'’s

e Travel & Expense System Helpful Links and Documents

e Travel & Expense System Training

* Provides a direct link to training information on T&E
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