
 
 

 

 
 

 
 

Step Action 
1. Begin by navigating to the Create Expense Report page. 

Click Main Menu. 



 

 
 
 
 

Step Action 
2. Click the Employee Self-Service folder. 

 
 

 
 

 
 
 
 

Step Action 
3. Click the Travel and Expenses folder. 

 

 
 



 

 
 
 
 

Step Action 
4. Click the Expense Reports folder. 

 
 

 
 

 
 
 
 

Step Action 
5. Click the Create/Modify link. 

 
 



 

 
 

Step Action 

6. PeopleSoft opens to the Add a New Value page.  The Empl ID field will default to your 
employee id. 

7. Click the Find an Existing Value tab. 

 
 
 

 
 

Step Action 

8. Click the Search button to return all expense reports. 
 

 

 
 



 
 

 

 
 
 
 

Step Action 

9. Select the expense report from the list that needs submitting. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Action 

10. Click Summary and Submit, if the expense report is complete and ready to be 
submitted for review and approval. 

 

 



 

 
 
 
 

Step Action 

11. Verify total amounts for the expense report before submitting for review and approval. 
When ready check the box and click the Submit Expense Report button. 

 

 
 
 

 
 

Step Action 

12. Final review available, click OK button to complete the submittal process. 

Click Cancel to return to expense report, if changes are necessary. 

 
 



 

 
 

Step Action 

13. An email has been sent to the appropriate HR Supervisor for the employee. Example of 
email is below. 

 
 

 


