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PeopleSoft Travel and Expense Module
Frequently Asked Questions
[bookmark: _GoBack]
How do I attach a receipt? 
Receipts are required for all expenses excluding mileage and per diems. Click on “Attach Receipt” on the Expense Entry page.  Then click on “My Device” and choose the folder that the receipt has been saved to.  If using a mobile device, (Cell Phone or tablet) you can also use the camera feature to take a picture of the receipt that will be loaded directly into PeopleSoft. (This picture will not be saved to your gallery on your phone or tablet)
What should I do if I do not have or have lost a copy of my receipt?
If a receipt is missing, you will need to click on “No Receipt” at the bottom of the Expense Entry page and complete the comment field with reasoning as to why no receipt is being included.
Will we still use Center Suite for Visa reconciliation?
Transactions up to November 30, 2019 will need to be reconciled in Center Suite. All transactions that are posted on December 1st, 2019 or later will be uploaded into your “My Wallet” in PeopleSoft and will be reconciled there.
When will Visa Transactions appear in “My Wallet” for reconciliation?
Visa Transactions will appear in your “My Wallet” the day after they are posted to your Visa account.  (This can occur up to a few days after the transaction was made)
Can I put Visa and Out of Pocket expenses on the same expense report?
PeopleSoft allows you to create an expense report that can contain both Visa and Out of Pocket expenses. It will be up to each individual area to decide if they want Visa and Out of Pocket transactions on separate reports.
Can I attach a Travel Authorization to multiple reports?
A Travel Authorization can only be attached to one expense report. If a Travel Authorization is needed for multiple reports, attach it to the first submitted report and on subsequent reports reference the Travel Authorization number in the “Reference” box on the header page.
Am I able to do multiple reports in a month?
Yes, you can do multiple reports per month. (IE Per Trip or event, One for Visa, one for Travel, etc.)


Who should I contact if I have any issues?
Please contact your area’s designated Trainer first. If further assistance is required, please contact Michele Henry or Ryan Higgins.
Do I need to print my report and attach receipts to send to Finance?
No, Finance will no longer require hard copies of your Visa or Travel Reports.
How will I be reimbursed?
All Out of Pocket expenses will be reimbursed via Electronic Funds Transfer (EFT) using the bank account that is on file with Payroll.
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