
GOVS SUITE
Accounts Payable Training



CREATING A TRAVEL ADVANCE OR EXPENSE 
REPORT FOR ANOTHER PERSON
In Govs Suite



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 side.



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

• Click on Manage Delegates



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

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



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

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



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

• Click Save and Close



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.



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”.



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

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



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 approve first. 



CREATING A TRAVEL 
AUTHORIZATION REQUEST 
In Govs Suite



Sign In Oracle Applications Cloud
Company Single Sign-On



Creating a Travel Authorization Request in Govs Suite

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



Navigate to Travel and Expense Landing Page

• Click Me in the ribbon .

• Click My Expenses – The Travel and Expense page should open.



Creating a Travel Authorization Request in Govs Suite continued…

• Click on the Authorization Icon.



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. 



Creating a Travel Authorization Request in Govs Suite continued…

• Enter your Trip Purpose. 



Creating a Travel Authorization Request in Govs Suite continued…

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



Creating a Travel Authorization Request in Govs Suite continued…

• Click on the calendar icon and enter your trip Start Date – for example, April 11th



Creating a Travel Authorization Request in Govs Suite continued…

• Click on the calendar icon and enter your trip End Date – for example, April 15th



Creating a Travel Authorization Request in Govs Suite continued…

• Click on the + to add any supporting documents  



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. 



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.



Creating a Travel Authorization Request in Govs Suite continued…

• Click on the + under Estimated Expenses



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 



Creating a Travel Authorization Request in Govs Suite continued…

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



Creating a Travel Authorization Request in Govs Suite continued…

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



Creating a Travel Authorization Request in Govs Suite continued…

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



Creating a Travel Authorization Request in Govs Suite continued…

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



Creating a Travel Authorization Request in Govs Suite continued…

• If different than what auto populates, click on the magnifying glass to choose your 
FOAP.



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.



Creating a Travel Authorization Request in Govs Suite continued…

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



Creating a Travel Authorization Request in Govs Suite continued…

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



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. 



Creating a Travel Authorization Request in Govs Suite continued…

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



CREATING A CASH ADVANCE FOR TRAVEL
In Govs Suite



Sign In Oracle Applications Cloud
Company Single Sign-On



Creating a Cash Advance for Travel in Govs Suite

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



Navigate to Travel and Expense Landing Page

• Click Me in the ribbon.

• Click My Expenses – The Travel and Expense page should open.



Creating a Cash Advance Request for Travel in Govs Suite

• Click on the Cash Advance Icon on the far left.

• Click on the Request Cash Advance button. 



Creating a Cash Advance for Travel in Govs Suite cont…

You should see the following page displayed:



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.



Creating a Cash Advance for Travel in Govs Suite cont…

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



Creating a Cash Advance for Travel in Govs Suite cont…

Attachments: Attach your Travel Authorization request here. 



Creating a Cash Advance for Travel in Govs Suite cont…

Click on Submit. 



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.



CREATING AN EXPENSE REPORT
In Govs Suite



Sign In Oracle Applications Cloud
Company Single Sign-On



Creating an Expense Report in Govs Suite

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



Navigate to Travel and Expense Landing Page

• Click Me in the ribbon .

• Click My Expenses – The Travel and Expense page should open.



Create Expense Report continued…

• Click on + Create Report tab.

• From here, you will be able to enter the information for creating your expense report. 



Create Expense Report continued…

• Enter the purpose for your expense.



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 Foundation FOAPs only.



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. 



Create Expense Report continued…

• Click on Save. This will assign your Expense Report number.



Create Expense Report continued…

• Under Expense Items, click on + Create Item. Here is where you will enter 

specifics about your travel expenses. 



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



Create Expense Report continued…

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



Create Expense Report continued…

• Amount: Enter the amount of your expense.

• Description: Enter the description of your expense item.



Create Expense Report continued…

• Attachments: Attach the receipts and supporting documentation for your expenses. 

• e



Create Expense Report continued…

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



Create Expense Report continued…
• Enter your departmental FOAP from the drop-down menu. 

• Entity: A – University OR

F – Foundation     

• Fund

• Organization

• Account

• Program

• Enter Activity, PPM_Project (grant #) 

• InterFund and Future  – defaults to zeros

unless you have one assigned

*You will have to enter each expense that is using a different 

FOAP as a separate line on your expense report. For example, 

I have a $100 charge being split 50/50 I would enter one expense line for $50 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 chart, 

then another for everything using a Foundation FOAP.  



Create Expense Report continued…

• Click on Save and Close. 



Create Expense Report continued…

• If you have additional expenses to enter for the same trip, go back to + Create Item 

to add another expense type. 



Create Expense Report continued…

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


	Slide 1: Govs Suite
	Slide 2: Creating a Travel Advance or Expense Report for Another Person
	Slide 3: Creating a Travel Advance or Expense Report for Another Person
	Slide 4: Creating a Travel Advance or Expense Report for Another Person cont…
	Slide 5: Creating a Travel Advance or Expense Report for Another Person cont…
	Slide 6: Creating a Travel Advance or Expense Report for Another Person cont…
	Slide 7: Creating a Travel Advance or Expense Report for Another Person cont…
	Slide 8: Creating a Travel Advance or Expense Report for Another Person cont…
	Slide 9: Creating a Travel Advance or Expense Report for Another Person cont…
	Slide 10: Creating a Travel Advance or Expense Report for Another Person cont…
	Slide 11: Creating a Travel Advance or Expense Report for Another Person cont…
	Slide 12: CreaTing A Travel  Authorization Request 
	Slide 13: Sign In Oracle Applications Cloud Company Single Sign-On
	Slide 14: Creating a Travel Authorization Request in Govs Suite
	Slide 15: Navigate to Travel and Expense Landing Page
	Slide 16: Creating a Travel Authorization Request in Govs Suite continued…
	Slide 17: Creating a Travel Authorization Request in Govs Suite continued…
	Slide 18: Creating a Travel Authorization Request in Govs Suite continued…
	Slide 19: Creating a Travel Authorization Request in Govs Suite continued…
	Slide 20: Creating a Travel Authorization Request in Govs Suite continued…
	Slide 21: Creating a Travel Authorization Request in Govs Suite continued…
	Slide 22: Creating a Travel Authorization Request in Govs Suite continued…
	Slide 23: Creating a Travel Authorization Request in Govs Suite continued…
	Slide 24: Creating a Travel Authorization Request in Govs Suite continued…
	Slide 25: Creating a Travel Authorization Request in Govs Suite continued…
	Slide 26: Creating a Travel Authorization Request in Govs Suite continued…
	Slide 27: Creating a Travel Authorization Request in Govs Suite continued…
	Slide 28: Creating a Travel Authorization Request in Govs Suite continued…
	Slide 29: Creating a Travel Authorization Request in Govs Suite continued…
	Slide 30: Creating a Travel Authorization Request in Govs Suite continued…
	Slide 31: Creating a Travel Authorization Request in Govs Suite continued…
	Slide 32: Creating a Travel Authorization Request in Govs Suite continued…
	Slide 33: Creating a Travel Authorization Request in Govs Suite continued…
	Slide 34: Creating a Travel Authorization Request in Govs Suite continued…
	Slide 35: Creating a Travel Authorization Request in Govs Suite continued…
	Slide 36: Creating a Travel Authorization Request in Govs Suite continued…
	Slide 37: creating A Cash Advance For Travel
	Slide 38: Sign In Oracle Applications Cloud Company Single Sign-On
	Slide 39: Creating a Cash Advance for Travel in Govs Suite
	Slide 40: Navigate to Travel and Expense Landing Page
	Slide 41: Creating a Cash Advance Request for Travel in Govs Suite
	Slide 42: Creating a Cash Advance for Travel in Govs Suite cont…
	Slide 43: Creating a Cash Advance for Travel in Govs Suite cont…
	Slide 44: Creating a Cash Advance for Travel in Govs Suite cont…
	Slide 45: Creating a Cash Advance for Travel in Govs Suite cont…
	Slide 46: Creating a Cash Advance for Travel in Govs Suite cont…
	Slide 47: Creating a Cash Advance for Travel in Govs Suite cont…
	Slide 48: CreaTing an Expense report
	Slide 49: Sign In Oracle Applications Cloud Company Single Sign-On
	Slide 50: Creating an Expense Report in Govs Suite
	Slide 51: Navigate to Travel and Expense Landing Page
	Slide 52: Create Expense Report continued…
	Slide 53: Create Expense Report continued…
	Slide 54: Create Expense Report continued…
	Slide 55: Create Expense Report continued…
	Slide 56: Create Expense Report continued…
	Slide 57: Create Expense Report continued…
	Slide 58: Create Expense Report continued…
	Slide 59: Create Expense Report continued…
	Slide 60: Create Expense Report continued…
	Slide 61: Create Expense Report continued…
	Slide 62: Create Expense Report continued…
	Slide 63: Create Expense Report continued…
	Slide 64: Create Expense Report continued…
	Slide 65: Create Expense Report continued…
	Slide 66: Create Expense Report continued…

