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CREATING A TRAVEL ADVANCE OR EXPENSE
REPORT FOR ANOTHER PERSON
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Creating a Travel Advance or Expense Report for Another Person

If your administrative assistant will be submitting on your behalf, you must first
delegate them to do so. Click on the gear on the far right 5|de

5 | J Summary - Receipt 4744 ed Ok Expen + v %
&« &) QO B nhitps//ibazjb-dev3fa.ocs.oradedoud.com/fscmUl/faces/FndOverview?_afrLoop=30720799898172701 &fnd=%3B%38%3B%3Bfalse%3B8256%3B%3B%3B&ndGloballtemNodeld=itemNode_my_information_expe 3¢ L @ 8 =
@) Getting Started _/ SIGN IN Wl Welcome to SinglePoi.. [ Intellecheck Payment ... ) Paymerang (Q) Application Navigator () Welcome to Access O... [B] Oracle Fusion Cloud A... b Oracle Test Scripts [&) Oracle TEST 3

. APSU ERP CRP3 / HCM CRP2

Ow PR @

Pending Approval
EXP000015526249

conference in Atlanta, GA

Create Report Assigned to auditor 36 mins ago .
1item 400.00 uso

Available Expense Items

’:‘:% Nothing hereyet
l sl Create expense item
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Creating a Travel Advance or Expense Report for Another Person cont...

Click on Manage Delegates

(=] J Summary - Receipt 47447757 X Session Expired x  [2] Travel and Expenses - My Bxpen: X | +
<« &) Q 8 nhitps//ibazjb-dev3fa.ocs.oradecioud.com/fscmUl/faces/FuseWelcome?_afrLoop=307188503867732178&_afrWindowMode=08&,_afrWindowld=null&_adf.ctrl-state=13cimlbikq_18,_afrF5=148&_afrMT=screen8l_3
@ Getting Started _J SIGN IN Il Welcome to SinglePoi.. [ Payment... 3 g (@ Application Navigator () Welcome to Access ... [S] Oracle Fusion Cloud A... EJ Oracle Test Scripts  [®] Oracle TEST 3

. APSU ERP CRP3/HCM CRP2

SUITE

Pending Approval
EXPD00015525827

conference in Atlanta, GA
Create Report Assigned to auditor 1 day ago

1item 350.00 uso

Available Expense Items

Nothing here yet

Create expense item

& ® L ® 9

Advanced Search

Manage Bank Accounts

Manage Delegates

View Cumulative Mileage
Create Expense Items in Spreadsheet

Take the Product Tour
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Creating a Travel Advance or Expense Report for Another Person cont...

- Click on the + sign under Delegates and Permissions to add their name.

=] ‘ J Summary - Receipt 47447757 X Session Expired % [E) Overview - My Expenses - Oracle X + ~ - *
« > C O & nhttpsy//ibazib-dev.fa.ocs.oraclecloud.com/fscmUl/faces/FuseWelcome?_afrLoop=307188503867732178_ afrWindowMode=08_afrWindowld=null&_adf.ctrl-state=13cimibike_18_afrFS=14&_afrMT=screen8_afr ¥ @ # =
& Getting Started _J SIGNIN Il Welcome to SinglePoi.. [§] Intellecheck: Payment .. ) Paymerang (@) Application Navigator @) Welcome to Access O... [ Oracle Fusion Cloud A.. EJs Oracle Test Scripts  [&] Oracle TEST 3
”~~
= GOVSSUITE O B @ w
et
Delegates and Permissions @ save = SaveandClose  Cancel

R

&
O

3

ita to display.
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Creating a Travel Advance or Expense Report for Another Person cont...

- Search for or type in the name you are adding.

a ‘ J Summary - Receipt 47447757 X Session Expired x  [E] Overview - My Expenses - Oracle X | + ~ = *
« = C Q 8 hitpsy/ibazjb-devafa.ocs.oraclecloud.com/fscmUl faces/F ?_afrLoop=307188503867732178L afrWi fode=08_afrWi I18._adf ctri-state=13cimlbikq_18_afrFS=148_aftMT=screen8i_afi T2 2 L @ &8 =

) Getting Started _J SIGN IN I} Welcome to SinglePoi... Intellecheck: Payment .. ) Paymerang (@) Application Navigator ) Welcome to Access O... [8] Oracle Fusion Cloud A... b Oracle Test Scripts [&] Oracle TEST 3

oM+ staus
4
O ® * Person i q]
ks
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Creating a Travel Advance or Expense Report for Another Person cont...

- Click Save and Close

x| [B) overview - My Expenses - Oracie x | 4

@]
&
®
i

i

3] ‘ J Summary - Receipt 47447757 X Session Expired
1e?_afiLoop=307188503867732178,_afrWindowMode=08t_afrWindowld =null8_adf.ctrl-state=13cimlbikg_18(_afrFS=148_afiMT=screendt_afi 1%

« = C QO B httpsy/ibgzib-devaf: lecloud fsemUl/faces/Ft
) Getting Started _J SIGN IN I} Welcome to SinglePoi... Intellecheck: Payment ... ) Paymerang (@) Application Navigator ¢3) Welcome to Access O...  [®] Oracle Fusion Cloud A.. €} Qracle Test Scripts [&)] Oracle TEST 3

”~~
= GOVSSUITE Oy B @ w
N
Save Save and Close Cancel

Delegates and Permissions @

o e
B 4 o
=
O * Person | Geraldine Gamer| Q
® Valid 3/19/2025
M Geraldine Gamer xxgarnerg@apsu.edu

More...

o AP 4
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Creating a Travel Advance or Expense Report for Another Person cont...

Click on the drop-down menu next to Owner to view the people you have permission
to enter for. Select the person you want to create an expense report for.

O [5 https://ibqzjb-dev3.fa.ocs.oraclecloud.com/fscmU|/faces/FuseWelcome?_afrLoop=307198158537240738_afrWindowMode=08&_afrWindowld=null&_adf.ctrl-state=q823ihsh_1&_afrFS=148._afrMT=screend_a bAd L ® 9 =

Available Expense ltems

3;/1\ Nothing here yet
L
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Creating a Travel Advance or Expense Report for Another Person cont...

You should get a pop up that you are now managing expenses for “their name”

) | J Summary-Receipt47447757 X Session Expired % [& Travel and Expenses - My Expens X | @ Introducing ChatGPT | OpenAl X @ Owner Permission Dropdown % + b
&« C O 8 nhttpsy//ibgzib-dev3.fa.ocs.oradecloud.com/fscmUl/faces/FndOverview?_afrloop=30720799898172701&fnd=%3B%38%3B%3Bfalse%3B256%38%3B%3B&fndGlobaltemNodeld=itemNode_my._information_expe: T2 ¥ @ a1 =

) Getting Started  _f SIGNIN il Welcome to SinglePoi...  [§] Intellecheck: Payment .. _3) Paymerang (@) Application Navigator @3) Welcome to Access O...  [&] Oracle Fusion Cloud A..  EJb Oracle Test Scripts 8] Oracle TEST 3

. APSU ERP CRP2/HCM CRP2

= GOVSSUITE v B @
el

Q You're now managing expenses for Lois Culwell.

Txpenses Owner“‘ Culwell

@ Expense Reports See All

=
(@
Pending Approval
EXP000015526249
)
= conference in Atlanta, GA @
Create Report Assigned to auditor 54 mins ago
1 item 400.00 usp

Available Expense Items

Nothing here yet

Create expense item

i
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Creating a Travel Advance or Expense Report for Another Person cont...

Click on + Create Report to proceed with creating the expense report.

(3 | J Summary - Receipt47447757 X Session Expired % [& Travel and Expenses - My Expen: X + = x
<« C O [5 https://ibgzjb-dev3.fa.ocs.oraclecloud.com/fscmU|/faces/FuseWelcome?_afrLoop=30719815853724073&_afrWindowMode=08_afr\W wid=null&_adf.ctrl-s =qq823ihsh frFS=148_afrMT = endl_a b ) @ ﬁ =
&) Getting Started _J SIGNIN Il Welcome to SinglePoi... [E] Intellecheck: Payment... ) Paymerang (@) Application Navigator @) Welcome to Access O...  [8] Oracle Fusion Cloud A...  EJ» Oracle Test Scripts 8] Oracle TEST 3
. APSU ERP CRP3/ HCM CRP2
= GOVSSUITE Q{y[:l@ KM
Select a person for whom you can enter and manage
expense report

Create Report

Available Expense Items

/Ir, < Nothing here yet

l =i-7 Create expense item

@ /| AustinPeay

State Unlver5|ty



Creating a Travel Advance or Expense Report for Another Person cont...

- Once you have added all supporting documentation and are finished, click Submit to
route your Expense Report for approval. It will go to the person you have created it

for to aﬁirove first.

1 Approval EXPO0D015526249 for Lois Cubwell (400.00...  view Expense Report Actions w Approwe Fnject I Natifications

Lo
Expense Approval
T ACTIOM REQUIRED L
400.00 usD Expnse Report Asproval EXPOODCTSS26249 for Lod Cubmel (40000 USD:
Lois Culwell e e
EXPO0001 5526249 submitted on 3182025 T"
conderence n Atlanta, G o
Liah, il
uuuuuuuuu -
AMW202S Conference Registration Fee 40000 o
Frocuiamael confatencn in Allama, A Lo Eutee
Fr
Lo Guberedl
1
iy (B
amod Difeman
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CREATING A TRAVEL
AUTHORIZATION REQUEST

In Govs Suite
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Sign In Oracle Applications Cloud
Company Single Sign-On

& signin x| 4 v

=] X
& C O 5 https://login-ibqzjb-dev3.fa.ocs.oraclecloud.com/oam/server/obrareq.cgi?encquery%3DrvZ95k54n90Q3V 7 AAIYhj4XfbCyX05A%2FLPuQSHrcu 0%2BaYDt SvBhPLNHy TOkmv89jBz01N B % .‘L @ i] =
5

© Getting Started _J SIGNIN W Welcome to SinglePoi... [&] Intellecheck:Payment.. ) Paymerang (&) Application Navigator () Welcome to Access O... (&) Oracle Fusion Cloud .. b Oracle Test Scripts [&] Oracle TEST 3

Sign In
Oracle Applications Cloud

Company Single Sign-On

or
User ID
moorekl
Password
LI LIT L)
Forgot Password
Sign In

Select Language

v I’AIISIIII peay
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Creating a Travel Authorization Request in Govs Suite

After logging in, you should see the Govs Suite Home Page displayed.

5 | J status-PO P2500885 % [B] Oracle Fusion Cloud Applications %+ v - *
<« (¢] O B hitps s.oradlecloud.com/fscm Ul faces/Fuse\s T=sc [l @ & @ 8 =

) Getting Started _J SIGNIN Il Welcome to SinglePoi.. [&] Intellecheck: Payment .. ) Paymerang (@) Application Navigator ) Welcome to Access O 8] Oracle Fusion Cloud A.. 3 Oracle Test Scripts  [&] Oracle TEST3

. APSU ERP CRP3/HCM CRP2

F
= SUITE

Good morning, Kristi Moore

Me My Team My Client Groups Contract Ma Supply Chain

QUICK ACTIONS

Personal Details

Identification Info

Directory Journeys Time and
Absences

Contact Info

Family and Emergency Cor

L=

My Organization Chart : Personal My Activity Center Celebrate
Performanice Information

Touchpoints

My Activity Center

o I’ Austin Peay
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Navigate to Travel and Expense Landing Page

Click Me in the ribbon .
Click My Expenses — The Travel and Expense page should open.

B J stos-rorosines % | [ Orack Fusion Cloud AgplcatiorsX | + v - 3 X

€« c O 8 nitps

O GettingStered J SGHIN I Welcome o SinglePoi.. [ w Daymerang @ Ag: () Welzome to Access 0., [B] Dracle usion Cloue A I Oracke Test Srts [8) Crace TES™3

ocs.craclecloud.com/fscrL | ace:

APSU ERP CRP3 | HCM CRPZ

|
7y
<
5
m

A% R P w QUICK ACTIONS

Good morning, Kristi Moo

Me y ups  ContractManagement  Supply Ch Payables

Identfication Info
Time and
Absences

Fersonal ! et Celebrate Touchpeints

= My Organizat
g Information

My Acti

e i




Creating a Travel Authorization Request in Govs Suite continued...

Click on the Authorization Icon.

8 | J senm % [2 Travel and Expenses - My Expens X | + v = X
« C QO B nitps//ibqzib-devafa.ocs.oraclecloud.com/fscmiUl/faces/FuseWelcome?_afrLoop=309096450912513908 afWindowhMode=08L_afrWindowld=null&_adf.ctrl-state=sg7c74gcn 18, afrFS=148 afrMT=screendl a® T L ® @ =
&) Getting Started  _J SIGN IN Wl Welcome to SinglePoi...

. [A intellecheck: Payment... ) Paymerang (@) Application Navigator () Welcome to Access O... 8] Oracle Fusi

ion Cloud A... @ Oracle Test Scripts  [@] Oracle TEST 2
~ APSU ERP CRP3/HCM CRP2

I~
= GOVSSUITE

@ w
el O ¥ P O

Authorizations — owner

| Request Authorization |

No data to display.

Qs =& u
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Creating a Travel Authorization Request in Govs Suite continued...

Click on Request Authorization. From here, you will be able to enter the information
for creating your travel authorization request.

AI’AIIStIII Peay
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Creating a Travel Authorization Request in Govs Suite continued...

- Enter your Trip Purpose.

(=] ‘ J SIGNIN % AP Facuity / Staff Directary % [E My Expenses - Oracle Fusion Clo X+

adf.ctri-state=c2ajpfyg5 18 affFS=148_ afrMT=screen8 afr! T & @ 8

’_afrloop=311469132321408788¢_afrWi 08_afrWii

« > C Q B https/fibgzjb-dev3.fa fsemU|ffaces/FL

@ Getting Started  _J SIGNIN Il Welcome to SinglePoi... Intellecheck: Payment .. _J Paymerang (J) Application Navigator () Welcome to Access O... [8] Oracle Fusion Cloud A... 3 Oracle Test Scripts  [&] Oracle TEST 3

= GOVSSUITE O v B @ w
et

=

Save and Close | ¥ sSubmit Cancel

Authorization: AUT000015526794 (@

Estimated Total

0.00usp

* Purpose l student group to visit Arlington National Cemetary

* Expense Location IArIlngmn, Arlington, VA, United States ‘ v ]

* start Date | 4/18/2025 fe
* End Date | 4/21/2025 fe
Attachments None ==
Status Saved .
Estimated Expenses (0)

+

No data to display.

ar
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Creating a Travel Authorization Request in Govs Suite continued...

- Enter your Expense Location (Trip Destination) from the drop-down menu — for
example, Arlington, VA

=] ‘ J SIGNIN X A Faculty/ Staff Directory x [E] My Expenses - Oracle Fusion Clo X |+ v = X
<« > C O 8 nhitpsy/fibgzjb-dev3s fscmUl/faces/Fu _afrloop=311469132321408788L afrWi 08L afrWi _adf.ctrl-state=c20jpfyg5_18L afrFS=148L afrMT=screendt_afil ¥¥ ® L @ & =

@ Getting Started _J SIGN IN Il Welcome to SinglePoi. Intellecheck: Payment .. ) Paymerang (@) Application Navigator {5 Welcome to Access O... [8] Oracle Fusion Cloud A... Kb Oracle Test Scripts  [®] Oracle TEST 3
L

= GOVSSUITE O w B @ w
e

Request Authorization @ SaveandCiose | ¥ submit Cancel

* Purpose l student group to visit Arlington National Cemetary I Estimated Total

* Expense Location | Arling| \L] 0 . OO uUsD

* geart Date | Arlington Heights, Cook, IL, United States

* End Date Arlington Heights, Hamilton, OH, United States

Attachments | Ariington Heighis, Middlesex, MA, United S|
. Avrlington. Arlington. VA, United States
Estimated Expens:

Arlington, Bennington, VT, United States @
+
Arlington, Brookings, SD, United States
No data 1o display.
Arlington, Bureau, IL, United States

Arlington, Calhoun, GA, United States

Arlington, Carlisle, KY, United States

n AI’AIISIIII Peay
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Creating a Travel Authorization Request in Govs Suite continued...

- Click on the calendar icon and enter your trip Start Date — for example, April 11t

5 ‘ J sieNIN x

AP Facuity / Staff Directory % [E] My Bxpenses - Oracle Fusion Clo X+ v = X
G = © O B nitpsi/ibgzjb-dev3 fsemU|ffaces/Fu ®_afrloop=311469132321408788, afr 08._afr\Wi _adf ctri-state=c20jpfyg5_18_afrFS=148L afrMT=screen8L_afrl ¥¥ @ L ® 8 =
@ Getting Started _J SIGNIN Il Welcome to Siny Intellecheck: Payment .. ) Paymerang  (U) Application Navigator 5 Welcome to Access O... [8] Oracle Fusion Cloud A... Kb Oracle Test Scripts  [&5] Oracle TEST 3
L
= GOVSSUITE
et

O v B ® w

Save and Close ‘ ¥ | Submit Cancel

Estimated Total

0.00usp

* Expense Location | Arlington, Arlington,

* start Date | 4/11/2025

* End Date | midiyyyy & |April u] by

Attachments None ==

SUN MON TUE WED THU FRI SAT
) 30 3 1 2 3 4 5
Estimated Expenses (0)

6 T 8 9 100
+

13 14 15 16 17 18 1
No data to display. 20 21 22 23 24 25 26

27 28 29 30 1 2 3

qzjb-dev3.f: fscmUl/fac ’_afrloop=311469132321408788_afrWindowMode=08_afrWindowld=null&_adf.ctrl-state=c20j..& afrFS=148 afrMT=screen8 _afrMFW=16648_afrMFH=7938._afrMFDW=16648:_afrMFDH=0368 afrMFC=88(_afrMFC|=08, ¢ =08 _afrMFR=1108: : L _afrMFO=0# A I Au st I n I e ay

o State University

CLARKSVILLE €D TENNESSEE



Creating a Travel Authorization Request in Govs Suite continued...

- Click on the calendar icon and enter your trip End Date — for example, April 15t

8 ‘ J siGNIN % AP Faculty / Staff Directory % [ My Expenses - Oracle Fusion Clo X+ v - *
&« = C O El https://ibgzjb-dev3.fa.ocs.oradecoud.com/fscmUl ffaces/FuseWelcome?_afrLoop=311469132321408788&_afrWindowMode=08_afrWindowld =null8_adf.ctrl-state=c20jpfyg5_18&_afrFS=148_afrMT=screend_afr w © .’l’. @ i] =

) Getting Started _J SIGNIN Il Welcome to SinglePoi... Intellecheck: Payment ... ) Paymerang (@) Application Navigator ¢3) Welcome to Access O...  [B] Oracle Fusion Cloud A... EJ» Oracle Test Scripts  [&] Oracle TEST 3
T

= GOVSSUITE O sy B @@ «w
=

Request Authorization

Save and Close ‘ ¥  Submit Cancel

Estimated Total

0.00usD

* Purpose I student group to visit Al

* Expense Location | Arlington, Arlington, VA

4111/2025

* End Date | 4/15/2025

* Start Date

Attachments None ==

Estimated Expenses (0)

30 31 1 2 3 4 5 @
+
6 7
No data to display.
13 14
20 21
27 28

https://ibqzjb-dev3.fa.ocs.oraclecloud.com/fsemUl/faces/FuseWelcome?_afrloop=31146913232140878&_afrWindowMode=08_afrWindowld=null&_adf.ctrl-state=c20j...8_afrF5=148_afrMT=screend_afrMFW=16648_afrMFH=7938& afrMFDW=1664&_afrMFDH=9368_afrMFC=88t_afrMFCI=08_afrMFM=08(_afrMFR=1108_afrMFG=0&_afrMF5=08_aftMFO=0#
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Creating a Travel Authorization Request in Govs Suite continued...

- Click on the + to add any supporting documents

(=) ‘ J summary - Supplier Invoice No. | % [2] My Expenses - Oracle Fusion Clo X+ ~ - ®
« > C O B nupsy/ibazb-devifa fsemUI/faces/Fu *_afrloop=3132392604543604 18 afrWi 08 afriWi  adf.ctrl =kpny432y1 18t afrFS=148 afMT=screen8Laf T ® L @ 8 =
&) Getting Started _J SIGN IN Il Welcome to SinglePoi.. Intellecheck: Payment .. ) Paymerang (@) Application Navigator () Welcome to Access O... [5] Oracle Fusion Cloud A... Kb Oracle Test Scripts 8] Cracle TEST 3
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Creating a Travel Authorization Request in Govs Suite continued...

- The drop-down menu under Category auto populates to Travel Itinerary. You will
always choose Travel Itinerary for all things related to travel.

(=] ‘ [E] My Expenses - Oracle Fusion Cloud X |+ v

&« = G O B https://ibqzjb-dev3 fa.ccs.oraclecloud.com/fscmUI/faces/FuseWelcome?_afrRedirect=326230402389846118._adf.ctrl-state=10glnorsgk_2138& _afrLoop=32623040547689484 f‘? .‘l_'ﬂ @ ﬂ =

@ Getting Started _J SIGN IN Il Welcome to SinglePoi... Intellecheck: Payment.. ) Paymerang (@) Application Navigator ) Welcome to Access O... [2] Oracle Fusion Cloud .. £ Oracle Test Scripts  [@] Oracle TEST 3

AI’AIISIIII Peay
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Creating a Travel Authorization Request in Govs Suite continued...

- Choose the file that you wish to upload. The name of your file auto populates in the
Title field. Enter the description of your attachment. Click OK.

8 ‘ J Summary - Supplier | x  [& My Expense: e
_adf.ctrl- = 2y1_18_afrFS=148t_afrMT=screend_af w @ ® i] =

?_afrLoop=313239260454360418. afrWindowMode=08&_afrWindowld =null&_adf.ctrl-state=kpny432y

« > C O B httpsy//ibgzib-deva.: lecloud.com/fscmUl/faces/F
i i lecheck: Payment .. _J Paymerang (@) Application Navigator €3} Welcome to Access ... [&] Oracle Fi

) Getting Started  _J SIGN IN Il Welcome to SinglePoi... Intel

AI’AIISIIII Peay
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Creating a Travel Authorization Request in Govs Suite continued...

- Click on the + under Estimated Expenses

El ‘ J ‘Summary - Supplier Invoice No. | X E QOracle Fusion Cloud Applications X +

« > C O 5 https://ibgzjb-dev3.fa.ocs.oraclecloud.com/fscmU| /faces/FuseWelcome?_adf.ctrl-state=kpny432y1_18_afrloop=313257720101964588:_afrF5=148L afrMT=screend afrtMPW=16648_afrMFH=7938_afrMFDW=1¢ w

) Getting Started _J SIGNIN Il Welcome to SinglePoi... Intellecheck: Payment ... ) Paymerang (@) Application Navigator @ Welcome to Access ... [B] Oracle Fusion Cloud A 3 Oracle Test Scripts [&] Oracle TEST 3

7~

= GOVSSUITE
e’

et
Authorization: AUT000015628876 &

Nw PR ® ww

Save and Close ‘ ¥ Submit = Cancel

Estimated Total

0.00usp

* Purpose [sludem group to visit Arlington National Cemetary ]

* Expense Location [Arlington, Arfington, VA, United States ‘ v ]

* Start Date | 4/11/2025 g

* End Date | 4/15/2025 Y

Attachments  73XXX TRAVEL CODES paf = 3¢
Status  Saved .:

| femriviery
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Creating a Travel Authorization Request in Govs Suite continued...

- Click on the drop-down menu to choose the correct Travel Template. For example,
Out-Of-State Travel - Group

=] ‘ J summary - Supplier Invoice No. | % | [ Oracle Fusion Cloud Applications X+ ~ = 1%

« = C (O] https://ibqzjb-dev3.fa.ocs.oradecloud.com/fscmUl /faces/Fu ?_adf.ctrl kpny432y1_18_afrLoop=313257720101964588_afrF5=148. afrMT=screen8_afrMFW=16648._afrMFH=793& afrMFDW=1¢ g @ & @ O =

&) Getting Started _f SIGN IN Il Welcome to SinglePoi Payment.. ) Pay g (@ Appli Navigator () Welcome to Access O...  [E] Oracle Fusion Cloud A... Kb Oracle Test Scripts  [@] Oracle TEST 3

= GOVSSUITE 0w B @ w
et

—

Estimate Expense @ Save and Create Another = Save and Close | ¥ | cancel

* Template |Corporate Card Non Travel v

* Type i
Athletics In-State Group Travel

* Amount | Athletics Out-of-State Group Travel
CL - CRP3 - Test Expense Template
Corporate Card Non Travel

GG testing

GuestCandidate In-State @
Guest/Candidate Out-of-State

Attachments

In-State Recruiting Travel

In-State Travel - Group

In-State Travel - Group - Grant
In-State Travel - Individual

In-State Travel - Individual - Grant
KDTravel Template

Out-of-Country Travel - Group - Grant
Out-of-Country Travel -Group
Qut-of-Country Travel -Individual
Qut-of-Country Travel -Individual - Grant
Out-of-State Recruiting Travel
Out-of-State Travel -Group

Qut-of-State Travel -Group - Grant
Out-of-State Travel -Individual
Qut-of-State Travel -Individual - Grant

State University
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Creating a Travel Authorization Request in Govs Suite continued...

- Click on the drop-down menu to choose the correct Travel Type. For example, Lodging

= ‘ J Summary - Supplier Invoice No. | % [B] My Expenses - Oracle Fusion Clo X |+ v - %

kimy_18_afrFS=148_afrMT=scree T @ & @ B =

« > C Q 8 nitpsy/ibgzjb-devifa fsemUlffaces/F _afrLoop=313310855227292598_afrWi 08_afr

&) Getting Started _J SIGNIN Wl Welcome to SinglePoi.. Intellecheck: Payment... _J Paymerang (&) Application Navigator ) Welcome to Access O... [S] Oracle Fusion Cloud A... b Oracle Test Scripts  [&] Oracle TEST 3

* Template lout—ofsme Travel -Group v,
* Type i
* Amount
Airfare

Attachments | Breakfast

Ow B ® w

e and Create Another = Save and Close ‘ ¥  Cancel

Estimate Expense ®

Lodging
Lodging Conf Rate

LLLLL

Other Expenses
Parking/Tolls
Per Diem
Taxi/Ride Share
Train/Bus

]
AP 2R
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Creating a Travel Authorization Request in Govs Suite continued...

- Enter the Estimated Expense Amount of your Travel Authorization request.

<
|
u]
] *

(] ‘ J Summary - Supplier Invoice No. 1 X | [B] My Expenses - Oracle Fusion Clo X | =+
fode=08L_afrWindowld=gyfIBcI358, adfctrl-state=vabt2kimy_18L afrFS=148L afrMT=scree. T3 ¥ @ &

O ﬁ https://ibgzjb-dev3.fa.ocs.oraclecloud.com/fsemUl/faces/FuseWelcome?_afrloop=31331085522729259& afrWindo

« 5> C
Navigator @) Welcome to Access O... [8] Oracle Fusion Cloud A.. £} Oracle Test Scripts [&] Oracle TEST 3

&) GettingStarted _J SIGNIN Il Welcome to SinglePoi... Intellecheck: Payment ... ) Paymerang (&) Application

”~

= GOVSSUITE 0O s B @
b g

Save and Create Another Save and Close ‘ v Cancel

Estimate Expense

* Template iDul—nf—Smle Travel -Group v ]
Number of Days

Description

A

Attachments None ==

Account [A—A11ODO1601002—73410450—000000 ] £,

1 |P? Austin Peay
- -8 State University
CLARKSVILLE @TENNESSEE



Creating a Travel Authorization Request in Govs Suite continued...

- Enter the Number of Days and Description of your Estimated Expense.

(5] ‘ J Summary - Supplier Invaice No. X | [B] My Expenses - Oracle Fusion Cle X+ ~ = x
« 2> C QO B hitpsy//ibgzjb-dev3.fa.ccs.oraclecloud.com/fscmUl/faces/FuseWelcome?_afrLoop=313310855227292598 _afrWindowhode=08_afrWindowld =gyfo8c9358,_adf.ctri-state=vqbt2kimy_18_afifS=148& afT=scree T ® L @ 8 =
& Getting Started _J SIGN IN Il Welcome to SinglePoi... Intellecheck: Payment .. 3 Paymerang  (d) Application Navigator €5 Welcome to Access O...  [B] Oracle Fusion Cloud A... 3 Oracle Test Scripts  [®)] Oracle TEST 3

F a2y
GOVFIS‘_S'Ui TE
V

Estimate Expense @

* Template lOuI—Dfﬁtala Travel -Group v I

* Type |Lodging

* Amount [USD - v 1,500.00

L‘)il
<

Number of Days

Description student lodging for three days

Attachments None ==

Account I A-A110001-301002-73410-450-000000 ] =1

O R @

Save and Create Another Save and Close ‘ - Cancel

AI’AIISIIII Peay

State University

CLARKSVILLE €D TENNESSEE



Creating a Travel Authorization Request in Govs Suite continued...

- Click on the + to add any Attachments to support your expense request.

3] ‘ _J summary - Supplier Invoice No. ' X [ My Expenses - Oracle Fusion Clo X +

<
|
]
I x®

« > C b https://ibgzjb-dev3.fa.ocs.oraclecloud.com/fscmUl/faces/FuseWelcome? _afrLoop=31331085522729259& afrWindowMode=0& afrWindowld=gyf98c9358. adf.ctrl-state=vqbt2kimv_1&_afrFS=148&_afrMT=scree fd

W Welcome to SinglePoi. Intellecheck: Payment... ) Paymerang (&) Application Navigator @ Welcome to Access O... [&] Oracle Fusion Cloud [ Oracle Test Scripts  [] Oracle TEST

= GOVS SUITE 0w B @ w

Save and Create Another Save and Close | v Cancel

Estimate Expense @

* Template [Oul-ufstale Travel -Group v l

* Type |Lodging

* Amount [USD - v 1,500.00

miI
<

Number of Days

Description student lodging for three days

Attachments None 4=

Accoun / 002-73410-450-000000

@ /P Austin Peay

State University

CLARKSVILLE €D TENNESSEE



Creating a Travel Authorization Request in Govs Suite continued...

- If different than what auto populates, click on the magnifying glass to choose your

B ‘ J s ry - Supplier Invoice No. | X | [B] My Expenses - Oracle Fusion Clo X~ +

v -
https:/fibgzjb-dev3.fa fscmUl/faces/Ft _afrLoop=313310855227292598&_afrWindowMode=08L afr 9358 adf.ctrl-state=vgbt2kimv_18L afrFS=148 afrMT=scree: T¥ 2 L ® 8 =
o Started _Jf W Welcome to SinglePoi.. [§] Intellecheck Payment... ) Paymerang  (9) Application Navigator @) Welcome to Access O... (8] usion Cloud A...  EJb Oracle Test Scripts [] Oracle TEST 3

Estimate Expense @

eeeeeeeeeeee

g /[ AustinPeay

State University

CLARKSVILLE €D TENNESSEE



Creating a Travel Authorization Request in Govs Suite continued...

- We now have a field for Alias. You can search, using the % sign as your wild card to
see your saved Alias. If you click on it, it will auto populate everything for you, except
the account number.

() | (B My Experses - Oro Fusion Clowe X

« =5 C o8 3 @ 18_adf ctr-state=10ginarsgk_213& afrloop=32623040547639484 @ @ & @ &8 = « > C cAa ib-deva.fs s 18 adt.ctr 10ginarsgk 2138 sfrLoop=12623040547689484 b @ &£ @ 8O =
< J s @ 3 remerang @ e @ ]

loud . €9 Oracte Test Seripts  [@)] Oracle TEST3

Q Jsam @ 3 Paymersn @ Appiicaion Navigaior B Wielcome t Ascess 0 [B] Orace Fusion Cloud .. @ Ovacke st Serpss [B] Grace 6573

o C—
Emky‘A I"wmmm
Fund ‘A"OW‘ v g""“‘“’“"‘““

Organization \30'002 Iv JAomwmg Services
Account | 73210 [+ | oustate Fac st st
Program \ﬁ?J Institutional Support
Activity ‘ooooooi : Defauit Activity

PPM_Project \m\ Default Project

InterFund | 000000 lv ‘mmmmm

Description

304002-Warehouse A-A110001-304002-500-000000-00000000-00000. .. Warshouse

Future | 000000 v | Defautt Future Value

[seaen [ meser 1 [ goncn

AI’AIISIIII Peay

State University

CLARKSVILLE €D TENNESSEE



Creating a Travel Authorization Request in Govs Suite continued...

- Once you have entered all Account segments, click OK.

(=) ‘ J Summary - Supplier Invoice No. | % [B] My Expenses - Oracle Fusion Clo % + v - ®
« = C O ﬂ https://ibgzjb-dew3.fa.ocs.oraclecloud.com/fscmU|/faces/FuseWelcome?_afrloop=313310855227292598, afrWindowMode=08_afrWindowld =gyf98c9358,_adf.ctrl-state=vgbt2kimv_18(_afrFS=148&_afrMT=scree <2 @ % @ i] =

& GettingStarted _f SIGNIN Il Welcome to SinglePai... Intellecheck: Payment .. ) Paymerang (@) Application Navigator €5 Welcome to Access O...  [8] Oracle Fusion Cloud A... EJy Oracle Test Scripts  [&) Oracle TEST 2

A =Hit‘le Segments

[+
Austin Peay State
University
Undesignated E and
G

Entity | A

Fund | A110001

Organizatien | 301002 Accounting Services
Teams and Grps Out
Account | 73410 of State

Program | 450 Institutional Support

Activity | 000000 Default Activity

PPM_Project | 00000000 Default Project

InterFund | 000000 Default Interfund

Future | 000000 Default Future Value

Austin Peay

State University

VILLE €) TENNESSEE

https://ibgzjb-dev3.fa.ocs.oradecloud.com/fscmUl/faces/FuseWelcome?_afrloop=313310855227292598,_afrWindowMeode=08&_afrWindow|d=gyf98c9358:_adf.ctrl-state..._afrFS=148&_afrMT=screend!_afrMFW=16648_afrMFH=7938_afrMFDW=16648_aftMFDH=9368&_afrMFC=8&_afrMFCI=08&_afrMFM=0&_afrMFR=1108&_afrMFG=08_affMFS=08_afrMFO=0#



Creating a Travel Authorization Request in Govs Suite continued...

- Once you have entered everything, click Save and Close.

(=] ‘ J Summary - Supplier Invoice No. | X [&] My Expenses - Oracle Fusion Clo X+

« 2> C QO B nitpsy//ibgzjb-dev3.fa.ocs.oraclecloud.com/fscmU|/faces/FuseWelcome?_afrl oop=31331085522729259&_afrWindowMode=08_afrWindowld=gyf98c9358._adf.ctrl-state=vqbt2kimv_18_afrFS=148_afiMT=scree ¥

&) Getting Started _Jf SIGNIN Wl Welcome to SinglePoi... Intellecheck: Payment .. ) Paymerang (&) Application Navigator ) Welcome to Access O...  [E] Oracle Fusion Cloud A... EJs Oracle Test Scripts 8] Oracle TEST 3

N

= GOVSSUITE
b

—

Estimate Expense @

https://ibqzjb-dev3.fa.ocs.oraclecloud.com/fsemUl/faces/FuseWelcome?_afrLoop=313310855227292598:_afrWindowMode=08_afrWindow|d=gyf98c9358__adf.ctrl-state..._afrFS=148_afrMT=screen8__afrMFW=16648_afrMFH=7938:_afrMFDW=16648!_afrMFDH=936& afrMFC=88_afrMFCI=08 :

* Template lOut—ofstate Travel -Group v
* Type |Lodging v
* Amount 1,500.00

Number of Days

Description student lodging for three days

Attachments None ==

Account IA—A110001601002—7341 0-450-000000 ] =2

(@]
e
®
[
1

Ow B ® w

Save and Create Another Save and Close | v Cancel

_afrMFR=1108L: = =08 ofrMFO=0#

r

Austin Peay

State University

CLARKSVILLE €D TENNESSEE



Creating a Travel Authorization Request in Govs Suite continued...

- You will see your Authorization number and details for your request. If everything
looks correct, click on Submit.

(&) ‘ J Summary - Supplier Invoice No. | % | [8] My Expenses - Oracle Fusion Clo X =+ ~ - *
« > C QO 8 hitpsi/fibgzjb-dev3:f fscmUl/faces/Ft _afrLoop=313310855227292598,_afri 9358, 8L 3 > 9 & @ & =
@ Getting Started _J SIGN IN I} Welcome to SinglePoi... Payment .. _J Pay g (@ Appli Navigator () Welcome to Access O...  [B] Oracle Fusion Cloud A... I3 Oracle Test Scripts  [&] O EST

vetn O PR @ w

= GOV%UITE
Authorization: AUT000015628876 (@ _ Save and Close | ¥ Submit Cancel

Estimated Total

1,500.00usp

* Purpose I student group to visit Arlington National Cemetary l

* Expense Location [Arlington, Arlington, VA, United States | v ]

* Start Date | 4/11/2025 [y
* End Date | 4/15/2025 Y
Attachments None == @
Status Saved .
Estimated Expenses (1)

+

1,500.00usD X

Lodging A-A110001-301002-73410-450.

student lodging for three days

AP 2R

CLARKSVILLE €D TENNESSEE



Creating a Travel Authorization Request in Govs Suite continued...

You will see a pop up that your authorization request was submitted for approval.

(53 | J Summary - Supplier Invoice No.| X [8] Travel and Expenses - My Expens X | 4 ~ = P
« > C O [5 https://ibgzjb-dev3.fa.ocs.oraclecloud.com/fscmUl|/faces/FuseWelcome?_afrloop=3133 98_afrWindowMode=08&_afrWindowld =gyf9 adf.ctrl-state=vqbt2kimv_18_afrF5=148_afrMT=scre b 2 @ il =

& Getting Started _J/ SIGN IN Wl Welcome to SingleFoi... [g] Intellecheck: Payment... 3 Paymerang (@) Application Navigator @3 Welcome to Access O... [B] Oracle Fusion Cloud A... K Oracle Test Scripts  [&)] Oracle TEST 3

. APSU ERP CRP3/ HCM CRP2

F

SUITE -
N {5y Your authorization request was submitted for approval.

or|Zat|OnS (eI (<risti Moore

‘ Request Authorization See All
AUT000015629259 - group trip 1item 200.00 USD
Arlington, Arlington, VA, United States 3/26/2025
Pending manager approval
AUT000015628876 - student group to visit Arlington National Cemetary 1 item 1,500.00 USD @

Arlington, Arlington, VA, United States 3/26/2025
Pending manager approval

o /P Austin Peay

State University
(37
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CREATING A CASH ADVANCE FOR TRAVEL

In Govs Suite

AI’AIISIIII Peay

State Unlver5|ty
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Sign In Oracle Applications Cloud
Company Single Sign-On

& signin x| 4 v

=] X
& C O 5 https://login-ibqzjb-dev3.fa.ocs.oraclecloud.com/oam/server/obrareq.cgi?encquery%3DrvZ95k54n90Q3V 7 AAIYhj4XfbCyX05A%2FLPuQSHrcu 0%2BaYDt SvBhPLNHy TOkmv89jBz01N B % .‘L @ i] =
5

© Getting Started _J SIGNIN W Welcome to SinglePoi... [&] Intellecheck:Payment.. ) Paymerang (&) Application Navigator () Welcome to Access O... (&) Oracle Fusion Cloud .. b Oracle Test Scripts [&] Oracle TEST 3

Sign In
Oracle Applications Cloud

Company Single Sign-On

or
User ID
moorekl
Password
LI LIT L)
Forgot Password
Sign In

Select Language

v I’AIISIIII peay

State University
(o




Creating a Cash Advance for Travel in Govs Suite

After logging in, you should see the Govs Suite Home Page displayed.

5 | J status-PO P2500885 % [B] Oracle Fusion Cloud Applications %+ v - *
<« (¢] O B hitps s.oradlecloud.com/fscm Ul faces/Fuse\s T=sc [l @ & @ 8 =

) Getting Started _J SIGNIN Il Welcome to SinglePoi.. [&] Intellecheck: Payment .. ) Paymerang (@) Application Navigator ) Welcome to Access O 8] Oracle Fusion Cloud A.. 3 Oracle Test Scripts  [&] Oracle TEST3

. APSU ERP CRP3/HCM CRP2

F
= SUITE

Good morning, Kristi Moore

Me My Team My Client Groups Contract Ma Supply Chain

QUICK ACTIONS

Personal Details

Identification Info

Directory Journeys Time and
Absences

Contact Info

Family and Emergency Cor

L=

My Organization Chart : Personal My Activity Center Celebrate
Performanice Information

Touchpoints

My Activity Center

o I’ Austin Peay

State University
(37




Navigate to Travel and Expense Landing Page

Click Me in the ribbon.
Click My Expenses — The Travel and Expense page should open.

B J stos-rorosines % | [ Orack Fusion Cloud AgplcatiorsX | +

I3 (¢ O 8 hips

ocs graclecloud.com/facrL | “ace:

© GettingSizried J SGHIN I Welcome o SingkPoi, [E] Inteliecheck Fayment.. ) Paymerang - @) Appication Navigtor () Welzome to Acess 0., [8] Drace Fusion Cloue A I Oracke Tst Scrpts (8] Cracke TES™3

APSU ERP CRP3 ' HCM CRP2

SUITE OB @ w

Good morning, Kristi Moo

Me  MyTeam  MyClientGroups  ContractM Supply Chain Ex General Ac y

QUICK ACTIONS

ﬁ Personal Detalls

y [dentiication Info

Time and
Absences

i

Wellness

Personal My Activty Celebrate Touchpeints
Information

g My Public Irfo




Creating a Cash Advance Request for Travel in Govs Suite

Click on the Cash Advance Icon on the far left

.

& | J sienm % [E] Travel and Expenses - My Expens X + ~ = S
& @] QO 8 nhitpsy/ibgzjb-dev3.fa.ocs.oradedoud.comyfscml/faces/FuseWelcome?_afrloop=305647433395286718L_afrWindowMode=0&_afrWindowld=null&_adf.ctrl-state=g0lisyx8i_1011&_afrFS=148 afiMT=screen&_= ¥ Y@ 8 =
&) Getting Started _J SIGNIN Il Welcome to SinglePoi... [ Intellecheck: Payment .. 3} Paymerang (@) Application Navigator () Welcome to Access 0. [2] Oracle Fusion Cloud A.. 3 Oracle Test Seripts  [&) Oracle TEST 3

Ow B @ w

APSU ERP CRP3 / HCM CRP2

Fa

= & SUITE

Cash Advances
E —_—
‘ Request Cash Advance ‘

No data to display.

g APEEREY

_afrF5=148 afrMT=screendl_afrMPW=16648_afrMFH=793&_afrMFDW=16648._afrMFDH=9368 afrMFC=8&_afrMFCI=08&_afrMFM=0&_afrMFR=1108(_afrMFG=08 afrMFS=08_afrMFO=0%

frloop=305647433395286718 af

.com/fsemUl/fa:

hitps:/fibazjb-dev3.fa



Creating a Cash Advance for Travel in Govs Suite cont...

You should see the following page displayed:

E‘J % [Z] Overview - My Expenses - Oracle X
<« - C O B nhttpsy/fibazjb-devaf fscmillfaces/ _adf.ctrl-state=gQlisyx8i_1015 g ® & @ 8 =
) Getting Started _J SIGNIN Wl Welcome to SinglePoi... [&) Intellecheck: Payment .. ) Paymerang (@) Application Navigator () Welcome to Access O...  [2] Oracle Fusion Cloud A... £ Oracle Test Scripts  [&) Oracle TEST 2
ey
= GOVSSUITE O v B @ w
T
Request Cash Advance Save | ¥ submit | Gancel
ayl emod[Elaclromc ‘ ]
rpose

= /I Austin Peay

State University

CLARKSVILLE €D TENNESSEE



Creating a Cash Advance for Travel in Govs Suite cont...

Once you have added your Advance Amount, click on the drop-down menu by Payment
Method. Click on your preferred payment method from check, electronic, F-expense
check, F-expense electronic.

F-Expense Check and F-Expense Electronic are for Foundation FOAPs only.

x Qverview - My Expens

Q B hitpsy/ibgzb-devd fFuse adf.cirl glisydi_1015 [+d L @ 8 =

ication Navigator () Welcome to Access O...  [E] Oracle Fusion Cloud A... b Oracle Test Scripts () Oracle TEST 3

AI’AIISIIII Peay

State University

CLARKSVILLE €D TENNESSEE



Creating a Cash Advance for Travel in Govs Suite cont...

Enter your Purpose, Advance Type, Trip Start Date and Trip End Date.

(=) ‘ J SiGNIN X [ overview - My Expenses - Oracle X +

m /| AustinPeay

State University

CLARKSVILLE €D TENNESSEE



Creating a Cash Advance for Travel in Govs Suite cont...

Attachments: Attach your Travel Authorization request here.

(=) ‘ J SiGNIN X [ overview - My Expenses - Oracle X +

« > C QO 8 nitps/fibazjb-devifa fscmUl/faces/FL _adfctrl-state=qOlisyx8i_ 1015 L4 L @ 9 =
@ Getting Started _f SIGNIN I} Welcome to SinglePoi.. [ Intellecheck: Payment .. ) Paymerang (@) Application Navigator () Welcome to Access O... [8] Oracle Fusion Cloud A EJb Oracle Test Seripts &) Oracle TEST 3

”~~
= GOVSSUITE 0O 8B @ «w
Request Cash Advance Save v Submt  Cancel

.°
=1
a8
=
@
s}

IEI

‘ ravel to Dayt

ki ®
o [wias ]

_

1

m /| AustinPeay

State University
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Creating a Cash Advance for Travel in Govs Suite cont...

Click on Submit.

(=) ‘ J SiGNIN X [ overview - My Expenses - Oracle X +

1015

« > C QO B nhitps//fibgzjb-devifa ffscmUl/faces/Fu > adf.ctrl-state=g0l
[& intellecheck: Payment .. ) Paymerang  (9) Application Navigator () Welcome to Access O... 8] Oracle Fusion Cloud A... E Oracle Test Seripts  [&] Oracle TEST 3

) Getting Started  _f SIGNIN Il Welcome to SinglePoi...

N
= GOVSSUITE

Request Cash Advance

* Advance Amount 500.00 | USD - US Dollar

Payment Method IEIBcerNC ‘ v ]

Ow P @ w

Save ‘ v Submit  Cancel

* Purpose | travel to Daytona Beach for work conference

Advance Type
Trip Start Date | 8/15/2025 fo
Trip End Date | 8/22/2025 fe

Attachment None 4

AP 2R
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Creating a Cash Advance for Travel in Govs Suite cont

You should get a confirmation message that your Cash Advance Request for Travel has
been submitted for approval

2 | Jsenin % [& Travel and Exper
(& O & hitpsy//ibgzib-d om/fscmU adf.ctrl-s 15 hAd @ 9
ing Started _J S Icome to SinglePoi... [E] Intel D Peymerang (@ or @ We .. B o s ts [&] Or
. APSUERP CRP3/
= GOVSSUIT

eeeeeeeeeeeeeeeeee

P @ o

n AI’AIIStIII Peay

State Unlver5|ty



CREATING AN EXPENSE REPORT

In Govs Suite

AI’AIISIIII Peay

State Unlver5|ty
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Sign In Oracle Applications Cloud
Company Single Sign-On

& signin x| 4 v

=] X
& C O 5 https://login-ibqzjb-dev3.fa.ocs.oraclecloud.com/oam/server/obrareq.cgi?encquery%3DrvZ95k54n90Q3V 7 AAIYhj4XfbCyX05A%2FLPuQSHrcu 0%2BaYDt SvBhPLNHy TOkmv89jBz01N B % .‘L @ i] =
5

© Getting Started _J SIGNIN W Welcome to SinglePoi... [&] Intellecheck:Payment.. ) Paymerang (&) Application Navigator () Welcome to Access O... (&) Oracle Fusion Cloud .. b Oracle Test Scripts [&] Oracle TEST 3

Sign In
Oracle Applications Cloud

Company Single Sign-On

or
User ID
moorekl
Password
LI LIT L)
Forgot Password
Sign In

Select Language

v I’AIISIIII peay

State University
(o




Creating an Expense Report in Govs Suite

After logging in, you should see the Govs Suite Home Page displayed.

) | J status- PO P2500885 % [B] Oracle Fusion Cloud Applications %+ v — X
<« (¢ QO 8 httpsy/ibgzb .0cs.oraclecloud.com/fscmUl/faces/Fusel ow owld= ® L& @® 8 =

) Getting Started _J SIGNIN Il Welcome to SinglePoi.. [&] Intellecheck: Payment .. ) Paymerang (@) Application Navigator ) Welcome to Access O 8] Oracle Fusion Cloud A.. 3 Oracle Test Scripts  [&] Oracle TEST3

. APSU ERP CRP3/HCM CRP2

’;:TE O{}[:]@ KM
Mo

Good morning, Kristi Moore

Me My Team My Client Groups Contract Manag t Supply Chain E Payables
QUICK ACTIONS

Personal Details

[ k .ﬁ

Directory Connections Journeys Time and

Identification Info
Absences

Contact Info

Farmily and Emergency Contacts [ ]

(i Gz @i and Personal My Activity Center Celebrate Touchpoints
- : Performance Information

My Activity Center

State University
(37




Navigate to Travel and Expense Landing Page

Click Me in the ribbon .
Click My Expenses — The Travel and Expense page should open.

B J stos-rorosines % | [ Orack Fusion Cloud AgplcatiorsX | + v - 3 X

€« c O 8 nitps

O GettingStered J SGHIN I Welcome o SinglePoi.. [ w Daymerang @ Ag: () Welzome to Access 0., [B] Dracle usion Cloue A I Oracke Test Srts [8) Crace TES™3

ocs.craclecloud.com/fscrL | ace:

APSU ERP CRP3 | HCM CRPZ

|
7y
<
5
m

A% R P w QUICK ACTIONS

Good morning, Kristi Moo

Me y ups  ContractManagement  Supply Ch Payables

Identfication Info
Time and
Absences

Fersonal ! et Celebrate Touchpeints

= My Organizat
g Information

My Acti

e i




Create Expense Report continued...

Click on + Create Report tab.

From here you will be able to enter the information for creatlng your expense report.

B J Gomments - Supplier Invoice No % | [&] Travel and Expenses - My Expens % |+ ~ P
& & O B nttps//ibazib-dev3.fa.ocs.oraclecloud.comyfscmUl ffaces/FuseWelcome?_afrLoop=30559106119169359& afrWindowlode=08(_afrwindowld=null&_adf.ctrl-state=gOlisyx8i_1548¢_afrFS=148L afrMT=screend,_afi T¥ L @ a8 =
& Getting Started  _J SIGNIN W Welcome to SinglePoi... [ Intellecheck: Payment .. 3} Paymerang (@) Application Navigator ) Welcome to Access O...  [8] Oracle Fusion Cloud A... K Oracle Test Scripts  [&] Oracle TEST 2

.. APSU ERP CRP3/ HCM CRP2

SUITE

Travel and Expenses

@ Expense Reports

See All
E
Eo)
Pending Approval
. EXP0O00015525827
@

conference in Atlanta, GA

:’(é\ Create Report Assigned to Kayla Downey 1 hour ago .
1item 350.00 usp

Avail xpense Iltems

%‘/I < Nothing here yet

~ Create expense item

= Al’Austm Peay

State Unlver5|ty



Create Expense Report continued...

(o] ‘ J Status - PO P2507599 x| B My Expences - Oracle Fusion Clo % | A Govs Suite Training Calendar X+

« > C O B htpsy/fibazib-devs fa.ocs.oraclecloud.com/fscmUl/faces/FuseWelcome? afrLoop=305460308401216258 af

@) Getting Started _Jf SIGN IN Il Welcame to SinglePoi..

Create Expense Report &

* Purpose | conference in Atlanta, GA

Attachments  None =

Expense ltems

== Create item Add Existing

No data to display.

Apply Project

Intellecheck: Payment ..

—

Apply Account

Split Allocation

S Paymerang @ Application Navigator @ Welcame to Access O..

Enter the purpose for your expense.

Mode=08_afrWil null&_adf.ctrl Sa7oxdy 18 _afrFS=148_afrMT=screend_afr

[E] Oracle Fusion Cloud A.. £ Oracle Test Scripts [B] Oracte TEST 3

-« Report Total

Payment Method ‘ ‘ - ]

Employer Pays You 0.00 USD

0.00vusDp

[] 1 nave reaa ana accept the corporate travel and expense policies

O B P

sw-l'

Submit

0]
g
i

Cancel

AI’AIISIIII Peay

State University
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Create Expense Report continued...

- Once you have added your expense purpose, click on the drop-down menu by
Payment Method. Click on your preferred payment method from check, electronic, F-
expense check, F-expense electronic.

- F-Expense Check and F Expense Electronic are for Foundatlon FOAPs only.

(=] ‘ J status - PO P2507599 x B my Expens e Fusion Clo % | AP Govs Suite Training Calen

« > C QO B hitpsiy/ibgzjb-deva.: fsemU|/faces/Fi > afrLoop=305 12162582 afrWi 08_afrWin . adf.ctrl Toxdy 18 afrFS=148 afrMT=screen&l afrl ¥¥ ® & @ 8O =

AI’AIISIIII Peay

State University
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Create Expense Report continued...

- You must click on the box to indicate you understand the travel and expense policies.

If you are unsure, you can click on (I have read and accept the corporate travel and
expense policies) to view the current travel policy page.

® | 4 s ro

« o o & Sirfaces _afrloop=305460308401216258 g _adtetr o L @ & =

& Getting Started _J SIGN IN Wl Welcome to SinglePoi... [E] Intellecheck: Payment ... ) Paymerang (@ Application Navigator @3 Welcome ta Access O...  [B] Oracle Fusion Cloud A... Kk Oracle Test Scripts [ Or:
P~

= GOVSSUITE N s /B P
e

Create Expense Report & ave | ¥ submu | ce

o [conterence ~
tta ts  AE df == 3

- AI’AIIStIII Peay
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Create Expense Report continued...

- Click on Save. This will a55|gn your Expense Report number.

(=) ‘ J status - PO P2507599 % | [ My Expenses - Oracle Fusion Clo % AP Govs Suite Training Calendar X

« > C QO B hitps//ibqzjb-dev3.fa.ocs oraclecloud.com/fscmUlffaces/FuseWelcome? afil oop=30546030840121625& afrWindowMade=08_afrWindowld=null&_adf ctrl-state=st5aToxdy_18._afiFS=148_afrMT=screen&_afrl ¥

& Getting Started _J SIGN IN Il Welcome to SinglePoi... Intellecheck: Payment ... 3 Paymerang (@) Application Navigator () Welcome to Access O...

~~
= GOV%_S'UlTE
gt

Expense Report: EXP000015525827 @

* Purpose [conference in Atlanta, GA ]

Afttachments  AER submission fee.pdf == 3¢

Status  Saved

Expense Items

& Createltem  Add Existing = Apply Project ¥ | Apply Account ¥  Spiit Allocation ¥

No data to display.

[E] Oracle Fusion Cloud A... EJb Oracle Test Scripts  [&)] Oracle TEST 3

4 Report Total

Payment Method [Eleclrunic ‘ v ]

Employer Pays You 0.00 USD

0.00usp

[+#| I'have read and accept the corporate travel and expense policies.

(@]
e
®
]
1l

Ow R @ w

Save ‘ ¥  Submit Cancel
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Create Expense Report continued...

- Under Expense ltems, click on + Create Item. Here is where you will enter

specifics about your travel expenses.

(=] ‘ J status - PO P2507599

x  [B oracle Fusion Cloud Applications X | AP Govs Suite Training Calendar X + ~ = x
G =2 @ O B ntpsy/ibgzjb-deva s fsemUl/faces/Fu _adf.ctri 5a7oxdy_18_afrLoop=305488844277948848, afrFS=148__afrMT=screend_afrMFW=16648_afrMFH=7938_affMFDW=16/ T @ & @ 5 =
&) Getting Started _J SIGN IN Il Welcome to SinglePoi... Payment.. _J Pay g (9) Application Navigator @ Welcome to Access O..  [8] Oracle Fusion Cloud A... EJ» Oracle Test Scripts  [&) Oracle TEST 2

S~
= coyssuite
=

Expense Report: EXP000015525827

* Purpose l conference in Atlanta, GA l

Attachments AER submission fee pcf == 3¢

Status  Saved

Expense Items

P

No data to display.

Add Existing ~ Apply Project ¥  Apply Account ¥

O w A @ w

save ‘ ¥  submit Cancel

4 Report Total

Payment Method [Eledmmc ‘ - ]

Employer Pays You  USD

0.00usp

|| | have read and accept the corporate travel and expense policies. .

Split Allocation ¥

o /] AustnPeay
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Create Expense Report continued...

- Date: Enter the beginning date of your trip.

- Template: From the drop-down menu, choose the type of travel. For example, Out of

State Travel — Individual

=] ‘ J Status - PO P2507598

« > C

) Getting Started _J SIGN IN

= GOVSSUITE
et

Create Expense ltem @

Welcome to SinglePoi

[& Oracle Fusion Cloud Applications X

Govs Suite Training Calendar
9

O B nhitps//ibazjb-deva.f com/fscmU/faces/FL

* Date | 2/14/2025 (Y

* Template
* Type

* Amount

Reimbursable Amount

Corporate Card Non Travel v

Intellecheck: Payment .. 3 Paymerang (0) Application Navigator ) Welcome to Access O... £ Oracle Test Scripts  [@] Oracle TEST 3

Athletics In-State Group Travel
Athletics Out-of-State Group Travel
CL - CRP3 - Test Expense Template
Corporate Card Non Travel

GG testing

GuesiCandidate In-State
GuesUCandidate Out-of-Stale
In-State Recruiting Travel

In-State Travel - Group

In-State Travel - Group - Grant
In-State Travel - Individual

In-State Travel - Individual - Grant
KDTravel Template

Qut-of-Country Travel - Group - Grant
Out-of-Country Travel -Group
Out-of-Country Travel -In
Out-of-Country Travel -Individual - Grant
Out-of-State Recruiting Travel
Qut-of-State Travel -Group

Qut-of-State Travel -Group - Grant
Out-of-State Travel -Individual

al

Out-of-State Travel -Individual - Grant

dly_18_afrLoop=305488844277948848, afrFS=148_afrMT=screen&_afrMFW-=16648L afrMFH=7938_afrMFDW=16" ¢ ® & @ O =

N R ® w

Create Another  Save and Close ‘ ¥ Caneel
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Create Expense Report continued...

- Type: From the drop-down menu, choose the type of expense. For example,

Conference Registration Fee

% [E) Oracie Fusion Cloud Applications X | AP Govs Suite Training Calendar X +

B ‘ J Status - PO P250T599

« > C

O B hupsy/ibg

ib-clev3.f

fscmUl/faces/Ft

?_adf.ctrl

dy_18_afrloop=305488844277945848L afrFS=148( afrMT=screends afrMFW=16648( afrMFH=7938 afrMFDW=16¢ ¥ ® L @ 8 =

&) Getting Started _J SIGNIN Wl Welcome to SinglePoi... Intellecheck: Payment ... _J) Paymerang (@) Application Navigator () Welcome to Access O... [8] Oracle Fusion Cloud A EJb Oracle Test Scripts [@] Oracle TEST 3

F=
= GOYSSUITE

Create Expense ltem @

* pate Iszzuzs

* Template IOqul—Slate Travel -Individual

’WPEI

* Amount

Airfare

Breakfast

Car Rental
Conference Registration Fee
Dinner

Incidentals
Lodging

Lodging Conf Rate
Lodging Taxes
Lunch

Other Expenses
Parking/Tolls

Per Diem
Taxi/Ride Share
Train/Bus

Attachments

Ow R @ ww

Create Another Save and Close ‘ v Cancel

Reimbursable Amount 0.00 USD

t Drag files here or click to add attachment
v

_ ApMustmpeay
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Create Expense Report continued...

- Amount: Enter the amount of your expense.
- Description: Enter the description of your expense item.

(=] ‘ J Status - PO P2507599 % [& Oracle Fusion Cloud Applications X | AP Gous Suite Training Calendar X+

<« > C Q B hitpsi/ibazib-dev3 fsemUl/faces/Fu _adf.ctrl-state=stSaToxdy_18_afrLoop=305488844277948848_afrFS=14& afrMT=screen&_aftMFW=1664&_afrMFH=7938_aftMFDW=16" 3 @ & @ 0

&) Getting Started _J SIGNIN Il Welcome to SinglePoi... Intellecheck: Payment .. ) Paymerang  (0) Application Navigator (g Welcome to Access O...  [8] Oracle Fusion Cloud A... K3 Oracle Test Scripts [&] Oracle TEST 3

I~
= GOVSSUITE O w B @ ww
g

Create Expense Iltem (@) Create Another  Save and Close | ¥ Cancel

Reimbursable Amount  350.00 USD

* Template |Out-of-State Travel -Individual v Attachments
* Type |Conference Regisiration Fee v f Drag files here or click to add attachment
v

Authorization None = .
Deseription | cjciong conerence in Atlanta, GA Account | A-A110001-301002-73210-450-000000- | 5,
A

AP 2R
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Create Expense Report continued...

- Attachments: Attach the receipts and supporting documentatlon for your expenses.

(=] ‘ J status - PO P2507599 % [& Oracle Fusion Cloud Applications X AP Gows Suite Training Calendar X+ by
« > C O B https/fibgzjb-dev3 fa.ocs oradecloud.com/fscmUl /faces/FuseWelcome? adf ctrl-state=stSa7oxdy_1& afrloop=305488844277948848 afiFS=148& afrMT=screen& afrMFW=16648 afrMFH=7938_ afMFDW=16" £¥ g9 L @ & =

& GettingStarted  _J SIGNIN Il Welcome to SinglePoi. Intellecheck: Payment.. ) Paymerang (@) Application Navigator ) Welcome to Access O...  [&] Oracle Fusion Cloud A... K Oracle Test Scripts  [&] Oracle TEST 2

~~
= GOVSSUITE 0O B @ «w
e

Create Expense Item @ Create Another = Save and Close ‘ ¥  cancel

Reimbursable Amount 350.00 USD

* Date I 2/14/2025 E‘.]

* Template lOul—ofsmle Travel -Individual v Attachments

* Type ICanemncE Registration Fee v ] t Drag files here or click to add attachment

~

Authorization None == .

Description Eyisiong conference in Atlanta, GA Account lA-A110001401002—73210-450-000000 5\

* Amount | usD v H 350.00]

Vi

@ /|PAustn Peay
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Create Expense Report continued...

- You will see your documents attached. Click on the magnifying glass beside Account.

(=) ‘ J Status - PO 2507598 % [E] Oracle Fusion Cloud Applications X | AP Govs Suite Training Calendar X -+

Q
fe
®
]

n

dy_18_afrloop=305488844277948848(_afrFS=148_afrMT=screen&_afrMFW=16648_afrMFH=7938_afrMFDW=16 ks

« > C Q 8 nhttpsy/ibgzjb-dev3.fa.ocs.oraclecloud.com/fscmUl/faces/Fu > adf.ctrl
ion Navigator () Welcome to Access O...  [&] Oracle Fusion Cloud A... Kb Oracle Test Seripts [&] Oracle TEST 3

& GettingStarted _J SIGN IN I} Welcome to SingleFoi... Payment.. _J Pay g (@ Appli

o AP ® w

= GOVSSUITE
e’

Create Expense ltem @

Create Another  Save and Close | ¥  Cancel

Reimbursable Amount  350.00 USD

* Date | 2/14/2025 e ]

Attachments

* Template [OUI-UT-S{E‘[e Travel -Individual v

. N
Type [CDHfETeﬂDe Registration Fee 2 l ' Drag files here or click to add attachment

P

‘ [=|  AER submission fee.pdf (158.92 KB) &, x
Authorization None ==
DesCrpUion | ¢ icions conference in Allanta, GA Account l A-A110001-301002-73210-450-000000 l =Y
A

= APEENE
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Create Expense Report continued...

- Enter your departmental FOAP from the drop-down menu.
+ Entity: A= University OR .

B J st - 9052507599 x @ AP Govs Suite x  + v - o x

o8 £ A
 Getting Started _J SIGNIN ) Weicome to SinglePoi... [E] intellecheckc Poyment .. ) Paymerang () Application Nevigator (5 Welcome to Access O... Cloud A (@ Oracie Test Seripts &) Oracle TEST 3.

€« 2> C 2844077948848 2fiFS=145 afMT=screend afMFW=16648 afMFH =738 afMFOW=16 €% L @ 4 =

F — Foundation

* Fund

+ Organization

+ Account

* Program o [

- Enter Activity, PPM_Project (grant #) mg;:;;%j: |

- InterFund and Future — defaults to zeros e ]
unless you have one assigned o sl

s oo |

*You will have to enter each expense that is using a different
FOAP as a separate line on your expense report. For example,
| have a $100 charge being split 50/50 | would enter one expense line for S50 and another for $50 with the additional FOAP.

*You can also no longer mix A and F charts, so you will do an expense report for everything on A Chaz Austln peay

State University

CLARKSVILLE €D TENNESSEE

then another for everything using a Foundation FOAP.



Create Expense Report continued...

- Click on Save and Close.

(=] ‘ J status - PO P2507599 x | Oracle Fusion Cloud Applications X ‘ Al Govs Suite Training Calendar X+ v = P4
« => C O ﬂ https://ibgzjb-dev3.fa.ocs.oraclecloud.com/fscmUI/faces/FuseWelcome?_adf.ctrl-state=st5a7oxdy_18&_afrloop=305488844277948848:_afrFS=148_afrMT=screend_afrMFW=16648_afrMFH=7938_afrMFDW=16 w5 2 L @ i] =

& Getting Started _J SIGNIN Il Welcome to SinglePoi... Intellecheck: Payment .. 3 Paymerang (@) Application Navigator ) Welcome to Access O... Oracle Fusion Cloud A...  EJ Oracle Test Scripts  [@)] Oracle TEST 3

Create Expense ltem @

* Date [2{14!2025 e I

* Template [Out—uf—Slale Travel -Individual v

* Type [Cunferenoe Registration Fee v

* Amount ‘ usp v H 350.00]

Deserption | £ icions conference in Atlanta, GA

A

N R @ ww

Create Another = Save and Close | ¥  cancel

Reimbursable Amount  350.00 USD
Attachments

t Drag files here or click to add attachment  ~

||  AER submission fee pdf (156 92 KB) 4, b4

Authorization None ==

Account | A-A110001-301002-73210-450-000000 5‘

? Austin Peay
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Create Expense Report continued...

If you have additional expenses to enter for the same trip, go back to + Create Iltem
to add another expense type.

=] ‘ J Status - PO P2507599

% [2 Oracle Fusion Cloud Applications X AP Govs Suite Training Calendar X

~ - X
« > C o8 https://ibgzjb-dev3.fa.ocs.oraclecloud.com/fscmUl/faces/Fu ?_adf.ctrl cly_18_afrLoop=305488844277948848 afrFS=148 afrMT=screendl afrMFW=16648L afrMFH=7938L aft MFDW=16( ¥¢ @ L @ 5 =
) Getting Started _J SIGNIN Il Welcome to SinglePoi... [g] Intellecheck: Payment ... ) Paymerang (@) Application Navigator ¢3) Welcome to Access O...  [8] Oracle Fusion Cloud A.. 3 Oracle Test Scripts [&] Oracle TEST 2
N
= GOVSSUITE O B @ ww
M
Expense Report: EXP000015525827 @ save \ v | submit Cancel
Purpose [ocnferenoe in Atlanta, GA ] 4 Report Total
Attachments AER submission fee.paf = 3¢ Payment Method iElemmmc ‘ v ]
Status Saved Employer Pays You 350.00 USD
350.00usp
\Z\ I have read and accept the corporate travel and expense policies. @
Expense Iltems (1) .
o= Create ltem Add Existing =~ Apply Project ¥ Apply Account | ¥ Split Allocation ¥
D Date = Type ¥ Amount ¥ Merchant Location w Description « Attachments
[ 2114/2025 Conference Registration Fee v

350.00 usD

Evisions conference in Atlanta, GA Sl

a APEENEY
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Create Expense Report continued...

- Once you have added all supporting documentation and are finished, click Submit to
route your Expense Report to your approver.

[a) ‘ J status - PO P2507599 x  [E] oracle Fusion Cloud Applications X AP Govs Suite Training Calendar X + v = X
« > C QO B nhitpsy/fibazb-dev3f fscmUl/faces/Fu _adfctrl Sa7oxdy_18L afrloop=305488844277948848L afrFS=148L afMT=screen8._afrMFW=16648L afrMFH=7938L afMFDW=16" % L @ 8 =

) Getting Started _J SIGNIN Il Welcome to SinglePoi... Intellecheck: Payment... ) Paymerang (@) Application Navigator @) Welcome to Access O... 8] Oracle Fusion Cloud A... 3 Oracle Test Scripts  [&] Oracle TEST 2

S~
= GOVSSUITE O PR @ w
=

Expense Report: EXP000015525827 @ save | v | suomit | cancer
* Purpose [mnferenoe in Atlanta, GA ] 4 Report Total
Attachments AER submission fee.pdf <= 3¢ Payment Method lElectmnic | - ]
Status Saved Employer Pays You 350.00 USD

350.00usp

[+ I'nave read and accept the corporate travel and expense policies.
Expense Items (1) .

ok Createltem | Add Existing | Apply Project ¥  Apply Account ¥ Spiit Allocation ¥

[] Date w Type v Amount ¥ Merchant + Location Description » Attachments

[ 21141025 Conference Registration Fee v 350.00 usD Evisions conference in Atlanta, GA p B
%

AI’AIISIIII Peay
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