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Travel and Expense (Self Service) 

Section 2 Travel Authorization  (Self Service) 

Creating a Travel Authorizations  (Self Service) 

Procedure 

 
During this lesson, you will learn how to enter a travel authorization. 

 

Refer to your agency policy for specific guidance on travel authorization requirements. For 

example, requirements related to when one needs to be submitted, details to be included such as 

the expense types and amounts, as well as attachments. 
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Step Action 

1. Begin by navigating to the Travel Authorization's Create Travel Authorization 

page within the ESS dashboard. 

 

Click the My Travel and Expense tile 

 

2. Click the Create Travel Authorization tile. 

 

3. The Travel Authorization page appears. 

 

Some values in fields such as the list of Business Purposes, Expense Type, and 

Payment Types vary by agency.  

 

For training, these fields include sample values used for demonstration purposes. 

4. Enter an appropriate description. 

 

For this example, enter "2020 Procurement Conference" into 

the Description field.  

 

5. The Business Purpose defaults based on the employee profile setup. 

6. Click the Billing Type list. 

 

This value may also default for you depending on the setup of your Employee 

Profile. 

 

7. Click the INTERNAL list item. 

 

8. The HQ Location represents the traveler's "home" location.  In the CAPPS 

Production environment, this will be populated based on the location assigned to 

the traveler in CAPPS HCM. 
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Step Action 

9. Click in the Travel To field. 

 

10. Indicate your destination in the Travel To field. 

 

Enter "houston" into the Travel To field.  

 

11. As you type, the list of expense locations update to reflect matching 

values.  Notice all of the options include Houston.  You can select the correct 

value once it appears. 

 

Click the HOUSTON, TX link. 

 

12. Enter the beginning and ending date for the trip in the Date From and Date To 

fields. 

 

To enter a date, you can type in the date (MM/DD/YY) or you can use the 

Calendar button to select a date. 

 

Click the Date From button. 

 

13. This trip begins August 21, 2020. 

 

Click the 21 button. 

 

14. Click the Calendar Date To button. 

 

15. This trip ends on August 24, 2020. 

 

Click the 24 button. 

 

16. A list of expense types will automatically appear.  You can make any adjustments 

needed.  For example, you can delete any expense type that is not applicable by 

clicking the - button.  Or you can insert additional expense type lines if others are 

needed by clicking the + button. 

 

Let's see how this works. 

17. For this trip you are seeking authorization for lodging, meals, and mileage. 
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Step Action 

18. Locate the Lodging expense line and enter "120" into the Amount field.  

 

19. There will be no Airfare expense incurred on this trip.   

 

You have two options for removing this expense type line that appeared by 

default.  Option 1 includes leaving the amount field blank.  When the 

authorization is submitted for approval the line be removed automatically. Option 

2 includes deleting the line yourself by clicking the - button.  This removes the 

line immediately. 

 

For this tutorial, we will use the delete line (-) button. 

 

Click the Delete row button. 

 

20. A confirmation message appears. 

 

Click the OK button. 

 

21. Proceed with populating an amount for Meals. 

 

Enter "90.00" into the Amount field.  

 

22. Remove the Parking expense line. 

 

Click the Delete row button. 

 

23. Click the OK button when the confirmation page appears. 

 

24. Also remove the OOS Lodging expense line. 

 

Click the Delete row 3 button. 
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Step Action 

25. Click the OK button. 

 

26. And finally, remove the Rental Car expense line. 

 

Click the Delete row button. 

 

27. Click the OK button. 

 

28. You need to add Personal Car Mileage reimbursement expense to this travel 

authorization request.  

 

Begin by inserting a new row. 

 

Click the Add a new row button. 

 

29. Click the Expense Type list. 

 

30. Click the In-State Personal Car Mileage list item. 

 

31. Enter "26.00" into the Amount field.  

32. As you are entering expense lines, you can use the Accounting button to view and 

modify the expense lines' accounting distribution details. 

 

Note: Accounting distributions details default from the Employee Profile set up. 

Contact your Supervisor or Travel Coordinator to request an update to your 

Employee's Profile if the default values are consistently incorrect. 

33. Click the Submit button. 

 

34. CAPPS assigns a unique travel authorization number to the transaction when it is 

first saved or submitted. 

35. Click the My Travel and Expense button. 
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Step Action 

36. Click the My Travel Authorizations tile to view all of the travel authorizations 

you have created. 

37. Your saved travel authorizations are grouped based on their status.  You can 

choose to view all of them at once or based on status. 

38. To confirm the transaction has been submitted for approval, click 

the Submitted link. 

 

39. Locate the travel authorization. 

40. Travel authorizations cannot be edited while they are submitted (i.e. being routed) 

for approval. 

41. Congratulations! You have completed the lesson. 

End of Procedure. 

Attaching Documents to a Travel Authorization  (Self Service) 

Procedure 

 
During this lesson, you will learn how to attach supporting documents to a Travel Authorization. 
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Step Action 

1. Attachments can be added at the header using the Attachments (Paper Clip) 

button. 

 

Refer to your agency's guidelines regarding attachment requirements. 

 

Click the Attachments button. 

 

2. Next, you will need to locate documents that need to be attached. 

 

Click the Add Attachment button. 

 

3. Click the My Device button. 

 

4. Select the file to be attached. 

 

Click the Mileage details.docx list item. 

5. Click the Open button. 

 

6. Click the Upload button. 

 

7. A confirmation appears. 

8. Click the Done button. 

 

9. You have the option of adding a description for the attached file.  

 

Enter "Supporting Document" into the Mileage_details.docx field.  

 

10. If needed, multiple documents can be attached.   

11. If you attached a file in error, it can be removed using the Delete icon. 
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Step Action 

12. Click the Done button. 

 

13. CAPPS displays the number of attached files in parenthesis. 

14. Congratulations! You have completed the lesson. 

End of Procedure. 

Deleting a Travel Authorization (Self Service) 

Procedure 

 
During this lesson, you will learn how to delete a travel authorization. 

 
 

Step Action 

1. From the Employee Self Service dashboard, click the My Travel and 

Expense tile. 
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Step Action 

2. Click the My Travel Authorizations tile. 

3. You can only delete travel authorizations that have a 'Pending' or 'Returned' status. 

 

To retrieve authorizations eligible for deletion you can choose the Pending, 

Returned or View All categories. 

 

 - Pending authorizations are those that you entered and saved but not submitted 

for approval.   

 - Returned authorizations are those that had been submitted for approval but 

were then returned (not denied) by approver. 

4. We will use the View All category for this tutorial. 

 

Click the View All (28) menu. 

 

5. A list of all travel authorizations, except those that are deleted, are displayed. 

6. Since we are viewing all travel authorizations, you can sort by status to quickly 

locate those with a Pending status. 

 

Click the Status link. 

 

7. Click the : Related Actions button. 

 

8. Click the Delete Travel Authorization action. 

 

9. Click the Yes button. 

 

10. The deleted travel authorization is removed from the listing. 

 

You cannot 'un-delete' a transaction so verify the correct transaction is selected 

before clicking the Delete Travel Authorization action. 

11. The Delete Travel Authorization action only appears for transactions with the 

Pending status. 

 

Click the : Related Actions button for travel authorization 0000000048 that has 

been approved. 
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Step Action 

12. Notice, the option does not appear. 

 

Click the Close button. 

 

13. It also does not appear for travel authorization 0000000034 that has been 

submitted for approval. 

 

Click the : Related Actions button. 

 

14. No Delete action. 

 

Click the Close button. 

 

15. Congratulations! You have completed the lesson. 

End of Procedure. 

Viewing a Travel Authorization (Self Service) 

Procedure 

 
During this lesson you will learn how to view and print travel authorizations. 
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Step Action 

1. Click the My Travel and Expense tile. 

 

2. Click the My Travel Authorizations tile. 

3. The My Travel Authorization page appears.   

 

You can use the menu along the left side of the page to view transactions based on 

status. 

4. The list of transactions matching the selected status appears on the right side of 

the page. 

5. Click the Submitted menu. 

 

6. CAPPS automatically updates the list of travel authorizations displayed. 

7. At the top of the page, you can use the various buttons to take actions  For 

example, you can use the 'funnel' icon to enter criteria and refine the list of 

transactions displayed. 

8. You can click the Add Travel Authorization button to begin entering a new 

transaction. 

9. Each column can be sorted simply by clicking on the column heading.   

 

Let's see how this works. 

10. Click the Amount heading. 

 

11. CAPPS sorts the list based on amount in ascending order.  You could click the 

heading a second time and the sort order would change to descending. 

12. At any point, you can switch your view by choosing a different status or by 

selecting the View All menu option. 

 

Click the View All menu. 
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Step Action 

13. Click the Status link. 

 

14. The travel authorizations are sorted based on status. 

15. Since this list includes all travel authorizations that have not been deleted, you 

may want to enter some search criteria to help manage the number of transactions 

displayed. 

 

Click the Filter button. 

 

16. Let's filter the list to only show August transactions. 

 

Click the Calendar Date From button. 

 

17. Click the 1 button. 

 

18. Click the Calendar Date To button. 

 

19. Click the Current Date link. 

 

20. Click the Done button. 

 

21. There are four travel authorizations with August dates. 

22. Two of them are approved and the other two are awaiting approval. 

23. You can click anywhere on the transaction row to open up the transaction and 

view its details. 

 

Click the 0000000051 link. 

 

24. The travel authorization details appear.  Notice the page is view only.  This 

transaction has been approved so no edits can be made to it. 

25. Click the Travel Authorization Search button to return to the search page. 
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Step Action 

26. Congratulations! You have completed the lesson. 

End of Procedure. 

Section 3 Cash Advance  (Self Service) 

Updated_Creating a Cash Advance from blank page  (Self Service) 

Procedure 

 
During this lesson, you will learn how to enter a cash advance. 

 

Refer to your agency's travel policy for specific guidance on cash advance requirements. For 

example, requirements related to when one needs to be submitted, details to be includes as well as 

required attachments. 

 
 

Step Action 

1. Click the My Travel and Expense tile. 
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Step Action 

2. Click the Cash Advance tile. 

 

3. The Navigation Collection can be hidden to maximize your viewing space. 

 

Click the Activity Guide Navigation Area button to hide the navigation 

collection menu. 

 

4. The Create Cash Advance page appears.  Proceed with entering the cash advance 

details. 

5. Some fields such as the list of Business Purposes may vary by agency. For 

training, these fields include sample values used for demonstration purposes. 

Refer to your agency guidelines for determining the appropriate value. 

6. Enter an appropriate description. 

 

Enter "Regional Office Visit" into the Advance Description field.  

 

7. Enter the beginning and ending date for the trip. 

 

To enter a date, you can type in the date (MM/DD/YY) or you can use the 

Calendar button to select a date. 

 

Click the Calendar Begin Travel Date (Alt+5) button. 

 

8. Click the 20 button. 

 

9. Click the Calendar End Travel Date (Alt+5) button. 

 

10. Click the 21 button. 
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Step Action 

11. The HQ Location represents the traveler's "home" location.  In the CAPPS 

Production environment, this will be populated based on the location assigned to 

the traveler in CAPPS HCM. 

12. Click the Source list. 

 

13. Click the Travel Funds list item. 

 

14. Enter an appropriate description. 

 

Enter "Office visit expenses" into the USD field.  

 

15. Enter the amount of the cash advance. 

 

Enter "130.00" into the USD field.  

 

16. The Add a New Row and Delete a Row buttons can be used to add and remove 

request rows for this cash advance. 

 

For example, if your agency requires a more detailed breakdown you can insert 

additional rows to accommodate those details. 

17. After entering the cash advance request, you can save the entry without submitting 

for approval.  

 

Click the Save for Later link. 

 

18. CAPPS assigns a cash advance number to the transaction and updates the status to 

Pending after saving. 

19. After the cash advance details are entered, you will need to submit it for approval. 

 

The first step when submitting the advance for approval is selecting the 

confirmation statement. Selecting this statement affirms your request is accurate 

and complies with the agency's travel policy. 

 

Note: If your cash advance is not ready for approval, use the Save for Later link. 

 

Click the Submit Checkbox option. 

 



CAPPS Financials 

 
EUT Course 

 

 
Page 16 

Step Action 

20. Then, click the Submit Cash Advance button. 

 

21. A confirmation window appears. 

 

Click the OK button. 

 

22. The View Cash Advance page appears. Once submitted, you can view the cash 

advance but you cannot edit it. 

23. You can refresh the page and view the approval workflow for this transaction. 

 

Click the Refresh Approval Status button. 

 

24. Notice the Approval History section appears displaying. 

 

This section also includes a list of the actions taken, the users who performed the 

actions, and the date/time the actions occurred. 

25. Congratulations! You have completed the lesson. 

End of Procedure. 

Updated_Attaching Documents to a Cash Advance  (Self Service) 

Procedure 

 
During this lesson, you will learn how to attach supporting documents to a Cash Advance. 
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Step Action 

1. Attachments can be added at the header using the Attachments (Paper Clip) 

button. 

 

Refer to your agency's guidelines regarding attachment requirements. 

 

Click the Attachments link. 

 

2. Click the Add Attachment button. 

 

3. Next, you will need to locate the document(s) that need to be attached. 

 

Click the Browse button. 

 

4. Select the file to be attached. 

 

Click the Sample Transaction 2.docx list item. 

5. Click the Open button. 
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Step Action 

6. Click the Upload button. 

 

7. You have the option of adding a description for the attached document.  

 

Enter "Sample 1" into the Description field.  

8. Multiple documents can be attached to one cash advance. 

 

Click the Add Attachment button. 

 

9. Proceed with locating the next document. 

 

Click the Browse button. 

 

10. Click the Sample File.xlsx list item. 

11. Click the Open button. 

 

12. Click the Upload button. 

 

13. You can use the Delete button if you need to remove an attachment. 

 

Click the Delete (Alt+8) button. 

 

14. A confirmation message appears. 

 

Click the OK button. 

 

15. Click the OK button after attaching the document(s). 

 

16. Once you have finished attaching the documents, you can proceed with either 

saving the transaction to be worked on later or you can submit it for approval. 

17. Congratulations! You have completed the lesson. 

End of Procedure. 
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Updated_Withdrawing a Cash Advance  (Self Service) 

Procedure 

 
During this lesson, you will learn how to withdraw a cash advance. 

 
 

Step Action 

1. Click the My Travel and Expense tile. 

2. Click the Cash Advance tile. 

 

3. Click the View menu. 
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Step Action 

4. The Navigation Collection can be hidden to maximize your viewing space. 

 

Click the Activity Guide Navigation Area button to hide the navigation 

collection menu. 

 

5. Locate transactions that have been submitted for approval. 

 

Click the Advance Status list. 

 

6. Click the Submitted for Approval list item. 

 

7. Click the Search button. 

 

8. Click the Site Visit link. 

 

9. Verify the status of the transaction is Submitted for Approval. 

10. Click the Withdraw Cash Advance button. 

 

11. A confirmation message appears at the top of the page for cash advance 

0000000045. 

12. Next, refresh the page to view the updated status and approval history. 

 

To refresh, begin by returning to the search page. 

 

Click the Return to Search button. 

 

13. Click the Advance Status list. 

 

14. Click the Pending list item. 
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Step Action 

15. Click the Search button. 

 

16. The cash advance status is currently Pending and edits to the transaction can be 

made, if necessary. 

17. Congratulations! You have completed the lesson. 

End of Procedure. 

Updated_Deleting a Cash Advance  (Self Service) 

Procedure 

 
During this lesson, you will learn how to delete a cash advance. 

 
 

Step Action 

1. Click the My Travel and Expense tile. 
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Step Action 

2. Click the Cash Advance tile. 

 

3. Click the Delete menu. 

 

4. A list of the transactions eligible for deletion (i.e. have a Pending status) are 

displayed. 

 

If you do not see a transaction, use the View page to review the status of the 

transaction. 

5. Click the Select option for the transaction(s) to be deleted. 

 

Click the Select option. 

 

6. Click the Delete Selected Advance(s) button. 

 

7. A confirmation message appears. 

 

Important!: You cannot 'un-delete' a transaction so verify the correct transaction 

is selected before clicking the Delete Selected Advance(s) button. 

 

Once deleted, the transaction is removed from this page and will not appear in 

your search results. 

8. Click the OK button. 

 

9. Congratulations! You have completed the lesson. 

End of Procedure. 

Viewing and Printing a Cash Advance  (Self Service) 

Procedure 

 
During this lesson you will learn how to view and print cash advances. 
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Step Action 

1. Click the My Travel and Expense tile. 

 

2. Click the Cash Advance tile. 

 

3. Click the View menu. 

 

4. Click the Activity Guide Navigation Area button to hide the navigation 

collection. 
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Step Action 

5. Begin by searching for the transaction you wish to view. 

6. Locate and select the cash advance. 

 

Click the Regional Office Visit link. 

 

7. The View Cash Advance page appears. 

 

The View Cash Advance page allows you to review the advance details, 

including the status and when last updated. 

8. On the right side of the page, you can access documents that have been 

attached to the cash advance transaction.  The number in parenthesis indicates the 

number of documents attached. 

9. You can also check the status of the transaction and when it was last updated. 

10. Since this cash advance has been submitted for approval, you can view the 

Approval History. 

11. You can also produce a printable version of the document using the View 

Printable Version link. 

 

Click the View Printable Version link. 

 

12. You are brought to a search page where you will need to retrieve the cash advance 

to be printed. 

 

Click the x button. 

 

13. Click the Search button. 

 

14. Locate and select the cash advance to be printed. 

 

Click the Regional Office Visit link. 

 

15. The printable view appears. 

 

Right-click anywhere on the page. 

16. Use the pop-up menu to send the transaction to the printer or create a PDF. 

17. When finished use the Return to View Cash Advance Report link to return to 

the transaction view page. 



 

CAPPS Financials 
EUT Course 

 

 
Page 25 

Step Action 

18. Congratulations! You have completed the lesson. 

End of Procedure. 

Section 4 Expense Report  (Self Service) 

Creating an Expense Report  (Self Service) 

Procedure 

 
During this lesson you will learn how to enter an expense report from a blank page. 

 

Refer to your agency's travel policy for specific guidance on expense report entry requirements. 

For example, requirements related to deadlines for entry, details to be included such as the 

expense types and amounts, as well as required attachments. 

 
 

Step Action 

1. Click the My Travel and Expense tile. 
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Step Action 

2. Click the Create Expense Report tile. 

 

3. The Expense Report entry page appears. 

 

Some values for fields such as the list of Business Purposes, Expense Types, and 

Payment Types vary by agency. For training, these fields include sample values 

used for demonstration purposes. 

4. Begin by entering an appropriate description. 

 

Enter "Regional Onsite Meeting" into the Description field.  

 

5. Enter the location to which you travelled. This field indicates where the expense 

was incurred. It will default to the expense line it requires a location.  It can be 

overridden at the line level if necessary.  

 

Enter "Wac" into the Default Location field.  

 

6. As you type, the list of expense locations updates to reflect matching 

values.  Notice all of the options include "Wac".  You can select the correct value 

once it appears. 

 

Click the Waco, TX link. 

 

7. Enter the beginning and ending date and time for the trip in the Date From and 

Date To fields. 

 

To enter a date, you can type in the date (MM/DD/YY) or you can use the 

Calendar button to select a date. 

 

When entering time either enter HH:MMAM or HH:MMPM. 

 

Click the Calendar Begin Travel Date/Time button. 
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Step Action 

8. Click the 19 button. 

 

9. Enter "7:30AM" into the Begin Travel Date/Time field.  

 

10. Click the Calendar End Travel Date/Time button. 

 

11. Click the 21 button. 

 

12. Enter "5:30PM" ion into the End Travel Date/Time field.  

 

13. The HQ Location represents the traveler's "home office" location.  In the CAPPS 

Financials Production environment this will be populated for you based on the 

location assigned to the traveler in CAPPS HR/Payroll Production. 

 

Enter "Austin, TX" into the HQ Location Description field.  

 

14. Next, you will begin entering the expense details.  

 

The expense report should include expenses paid by the traveler using their own 

funds or using cash advance funds.  Refer to your agency travel guidelines for 

how to handle direct billing and expenses charged to Central Billing. 

 

For each line you will need to select an expense type (e.g. lodging, meals, etc.).   

15. Notice, there are two buttons to choose from when adding expense types - 1) Add 

Expense and 2) Quick-Fill. 

16. Add Expense navigates you to the expense details page where you will begin 

adding expense information one line at a time. 

17. Quick-Fill allows you to pre-select from a listing all of the expense types needed 

for this expense report at once. The expense details page is then auto filled with 

the selected expense types. 

18. For this tutorial, we will use the Quick-Fill option. 

 

Click the Quick-Fill button. 

 

19. A list of valid expense types is displayed.   
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Step Action 

20. To use Quick-Fill, begin by entering the trips begin and end dates. 

 

Click the Calendar Date From button. 

 

21. Click the 19 button. 

 

22. Click the Calendar Date To button. 

 

23. Click the 21 button. 

 

24. Then review the list of expense types and select the ones you need to include on 

this report. 

 

When making your selection you will need to indicate if the expense should be 

inserted once for the entire trip's duration or once for each day during the trip's 

duration. 

25. Click the One Day option for the Lodging expense. 

 

26. Click the All Days option for Actual Meals expense. 

 

27. Use the vertical scrollbar to search for additional expense types, if necessary. 

 

Click the Vertical scrollbar. 

28. Click the Done button after you have selected the necessary expense types. 

 

 

29. You are now ready to complete the entry of the expense details. 

 

Click the Update Details button. 

 

30. The Expense Entry page used to capture the travel expense details appears. 

 

Notice the listing of expenses that appears on the left side of the page.   

 

Details that appear are based on your selections on the Quick-Fill page. 
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Step Action 

31. The lodging expense appears one time. 

32. There are three lines for meals, one per day based on the trip's beginning and 

ending date. 

33. The green highlighted expense line and its associated details are displayed.  You 

can proceed with updating the details as necessary. 

34. You will begin by updating the Lodging expense first. 

 

Click the In-State Actual Lodging link. 

 

35. As you enter expense lines, the system validates key information and will display 

error messages if your attention is needed. 

36. Proceed with updating the expense details.  As details are entered, the errors 

above may clear automatically. 

 

Click the Calendar Date button. 

 

37. Click the 21 button. 

 

38. Enter "Two nights hotel." into the Description field.  

 

39. Click in the Amount field. 

 

40. Click the x button. 

 

41. Enter "136.00" into the Amount field.  
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Step Action 

42. Next, you will attach a receipt to the expense line. 

 

Click the Attach Receipt button. 

 

43. Click the Add Attachment button. 

 

44. Begin by locating the document. 

 

Click the My Device button. 

 

45. Click the Sample receipts file.docx list item. 

46. Click the Open button. 

 

47. Click the Upload button. 

 

48. Click the Done button. 

 

49. Enter "hotel receipt" into the Sample_receipts_file.docx field.  

 

50. Click the Done button. 

 

51. CAPPS now displays a '1' to indicate one document is attached. 

52. You also have the option to update the accounting details.  For this tutorial, you 

will accept the values  that default from the employee's profile and expense type. 

53. You have finished entering the lodging expense details and are now ready to move 

on to the next expense line. 
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Step Action 

54. Proceed with entering the meal expense details for Wednesday, August 19th. 

 

Click the In-State Actual Meals link. 

 

55. Enter "breakfast, lunch, and dinner" into the Description field.  

 

56. Click in the Amount field. 

 

57. Click the x button. 

 

58. Enter "28.00" into the Amount field.  

 

59. You are not attaching a receipt for this expense nor do you need to modify the 

accounting details.  

 

You are ready to move on to the next expense. 

60. No money was spent for meals on Thursday, August 20th.   

 

This expense line was automatically inserted based on the Quick-Fill 

feature.  This expense needs to be removed from the report. 

 

Click the In-State Actual Meals menu. 

 

61. Click the Delete button. 
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Step Action 

62. A confirmation message appears. 

 

Click the Yes button. 

 

63. Next, move on to the meals expense details for Friday, August 21st. 

 

Click the In-State Actual Meals button. 

 

64. Click in the Amount field. 

 

65. Click the x button. 

 

66. Enter "21.50" into the Amount field.  

 

67. You have finished updating the expense report details associated with expenses 

inserted based on the quick-fill feature. 

 

Click the Save button. 

 

68. At the time you save, CAPPS will display an informational alert if the traveler has 

outstanding cash advances.  This is only a warning. Once you navigate to the 

Review and Submit page you can choose whether to apply an advance. 

 

Click the Yes button to continue. 

 

69. If necessary, you can insert additional expense lines using the Add button. 

 

For this tutorial you will add rental car expense to the report. 

 

Click the Add Expense button. 
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Step Action 

70. Click the Calendar Date button. 

 

71. Click the 21 button. 

 

72. Click the Expense Type Lookup button. 

 

73. Locate and select the expense type you wish to add. 

 

Click the In-State Rental Car link. 

 

74. You have a receipt to attach. 

 

Click the Attach Receipt button. 

 

75. Click the Add Attachment button. 

 

76. Click the My Device button. 

 

77. Click the Sample Transaction 2.docx list item. 

78. Click the Open button. 

 

79. Click the Upload button. 

 

80. Click the Done button. 
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Step Action 

81. Enter "Rental Receipt" into the Sample_Transaction_2.docx field.  

 

82. Click the Done button. 

 

83. The document has been attached. 

84. Next, populate the expense amount. 

 

Click in the Amount field. 

 

85. Click the x button. 

 

86. Enter "63.00" into the Amount field.  

 

87. You are asked to provide a list of individuals who travelled in the car with you. 

For this tutorial one other person rode in the car. 

 

Click the Add Additional Attendees button. 

88. Click the Add button. 

 

89. Enter the name of the passenger. 

 

Enter "John Evans" into the Name field.  

90. Click the Done button. 

 

91. Notice, CAPPS wants the name entered in a specific format. Let's try again.  This 

time you will enter their last name, first name. 

 

Click the OK button. 

 

92. Click the x button. 
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Step Action 

93. Enter "Evans,John" into the Name field.  

94. Click the Done button. 

 

95. The rental car expense details are complete.  At this point you are finished with 

entering the report details and can move on to the review and submit page. 

 

However, before we navigate to the next page, let's review how the ...More button 

works. 

96. Click the More... button. 

 

97. The available actions change to the following:  

Quick-Fill: Use to insert multiple additional expense lines. 

Copy: Select a line from list to copy it. 

Delete: Select a line from list to delete it. 

98. Once finished, click the ...More button a second time to return to the main page. 

 

Click the ...More button. 

 

99. Entry is finished. Let's submit the expense report for approval. 

 

Click the Review and Submit button. 

 

100. Let's review the information available on the Summary page before submitting. 

101. Along the left side you can see the total amount of the expense report and the 

amount due to the employee.  These amounts are typically the same unless a cash 

advance is applied. 

102. The Cash Advance area shows the total amount of outstanding cash advances 

available.  You can click the > to see a list of the individual cash advances and 

select any to apply to this expense report. 

 

If a cash advance is selected, the Due to Employee amount is updated. 

 

Refer to your agency's travel policy regarding cash advance requirements. 
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Step Action 

103. The Travel Authorizations sections indicates if you have approved travel 

authorizations available to link to this expense report.   

 

If a travel authorization is linked to the report already, you will see the linked 

authorization ID instead. 

 

Refer to your agency's travel policy regarding travel authorization requirements. 

104. Before submitting, you can review a summary of the expenses incurred. 

 

Click the View Analytics button. 

 

105. This view displays a summary of the expenses by date. 

106. Click the Close (Esc) button. 

 

107. The Notes section allows you to enter a note to the transaction and the View 

Printable Report section allows you to produce a PDF of the expense report for 

printing. 

108. The Approval Status section currently shows the expense report number and 

status. 

 

As this transaction is processed, i.e. submitted for approval, approved, etc., the 

section will be updated to reflect the date and time those actions occurred as well 

as who performed the action (e.g. who approved your expense report). 

109. Proceed with submitting the report. 

 

Click the Submit button. 

 

110. To submit, you must first confirm the expense report details and comply with 

travel policy.  

 

Click the Yes/No Toggle option. 

 

111. The Submit button is now active.  

 

Click the Submit button. 

 

112. You are brought to the My Expense Reports page where the newly submitted 

expense report is displayed. 
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Step Action 

113. After the expense report is submitted for approval, you can retrieve it any time to 

check on its approval status. 

 

Click the 0000000118 link. 

 

114. The Approval Status section appears.  This section will keep a chronological list 

of actions that occur over time for this expense report. 

 

For example, if you withdraw the transaction to make additional edits, you will 

see an action appear for it.  If the transaction is approved or denied, an action will 

appear as well. 

 

CAPPS will also post the name of the user who took the action and the date 

and time of when it occurred. 

115. Congratulations! You have completed the lesson. 

End of Procedure. 

Creating an Expense Report from a Travel Authorization  (Self 
Service) 

Procedure 

 
During this lesson you will learn how to create an expense report from an approved travel 

authorization. 
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Step Action 

1. Begin by navigating to the My Travel Authorizations page. 

 

Click the My Travel and Expense tile. 

 

2. Click the My Travel Authorizations tile. 

3. The travel authorization must be approved in order to create an expense report 

from it. 

 

Click the Approved link. 

 

4. Review the list of available approved travel authorizations and select the one that 

was created for this trip. 

 

In this example, we will use #51. 

5. Click the : Related Actions button for authorization 0000000051. 

 

6. Click the Copy To Expense Report menu. 

 

7. The system displays the Expense Entry detail page. 

8. A list of the expenses included on the travel authorization are copied over to the 

expense report. 

 

They appear listed on the left side of the page. 

9. Details from the travel authorization are included. At this point, you will review 

each expense and make any necessary adjustments. 

10. For example, the estimated expense for the car rental was $300.  The actual 

expense incurred during this trip was $258.00 so the expense Amount field will 

need to be updated. 

 

Let's update the amount. 
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Step Action 

11. Click in the Amount field. 

 

12. Click the x button. 

 

13. Enter "258.00" into the Amount field.  

 

14. You also have a receipt to attach for the car rental.  

 

Click the Attach Receipt button. 

 

15. Click the Add Attachment button. 

 

16. Click the My Device button. 

17. Locate the receipt. 

 

Click the Sample receipts file.docx list item. 

18. Click the Open button. 

 

19. Click the Upload button. 

 

20. The confirmation message appears. 

21. Click the Done button. 

 

22. Update the document's description.  

 

Enter "Car rental receipt" into the Sample_receipts_file.docx field.  
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Step Action 

23. Click the Done button. 

 

24. You finished making updates to the Rental Car expense and are now ready to 

move on to the Meals expense. 

 

Click the In-State Meals expense. 

 

25. You only spent $34.00 on meals during this trip.  Proceed with updating the 

amount. 

 

Click in the Amount field. 

 

26. Click the x button. 

 

27. Enter "34.00" into the Amount field.  

 

28. As you enter the expense lines, you can review and make updates to the 

accounting distribution details. 

 

Click the Accounting button. 

 

29. Accounting details default based on the expense type and the set up of your 

employee profile.  If the default values are not correct, you can make changes at 

this time. 

30. If the expense needs to be charged against two different accounting distributions 

(e.g. split between two departments), you can use the insert row (+) button to add 

more accounting distribution lines. 

31. Use the horizontal scrollbar to view all of the details, including department, fund, 

etc. 

 

Click the Horizontal scrollbar. 
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Step Action 

32. Once finished click the Done button. 

 

33. The Meals expense has been updated and you are ready to update the Lodging 

details.   

 

Click the In-State Lodging expense. 

 

34. For Lodging, you will need to add a description, attach the hotel receipt, and 

update the amount to reflect the actual total. 

35. Refer to your agency guidelines for description requirements. 

 

Enter "Two nights." into the Description field.  

 

36. Next upload the hotel receipt. 

 

Click the Attach Receipt button. 

 

37. Click the Add Attachment button. 

 

38. Click the My Device button. 

 

39. Click the Sample File.xlsx list item. 

40. Click the Open button. 
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Step Action 

41. Click the Upload button. 

 

42. Click the Done button. 

 

43. Enter "Hotel Receipt" into the Sample_File.xlsx field.  

 

44. Click the Done button. 

 

45. The amount also needs to be adjusted. 

 

Click in the Amount field. 

 

46. Click the x button. 

 

47. Enter "175.00" into the Amount field.  

 

48. Click the Save button. 

 

49. At the time you save, CAPPS will display an informational alert if the traveler has 

outstanding cash advances.  This is only a warning. Once you navigate to the 

Review and Submit page you can choose whether to apply an advance. 

 

Click the Yes button to continue. 

 

50. The Add button can be used to insert additional expenses that were not included 

on the authorization. 
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Step Action 

51. Occasionally, you may have included an estimated expense on the authorization 

that you did not end up incurring during your trip.  If this occurs that expense 

should be deleted from the expense report before submitting it for approval. 

 

To delete an expense line simply select the expense from the list below and click 

the Delete button.   

52. Before submitting the expense report, you also have the option of reviewing and 

updating details on the General Information page. 

 

Click the General Information button. 

 

53. This information was also copied from the travel authorization and can be updated 

if necessary. 

 

No changes are being made for this tutorial.   

54. You are ready to submit the expense report for approval once all of the expense 

details are entered. 

 

Click the Update Details button. 

 

55. Then click the Review and Submit button. 

 

56. The expense report total and amount due to employee appears in the upper left 

corner.   

57. This employee has cash advances.  If appropriate, a cash advance can be applied 

to this expense report.  The amount due to the employee will be adjusted 

accordingly. 

58. You are also able to see that a travel authorization was linked to this expense 

report.   

 

By creating the expense report from the travel authorization, like we did this in 

tutorial, CAPPS copied over the travel authorization details.  

 

You also could have entered all the expense report details manually yourself and 

then associated the travel authorization with the expense report at this time.   

59. Click the Submit button. 
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Step Action 

60. When submitting you must affirm the details of the report are accurate. 

 

Click the Yes/No toggle. 

 

61. The Submit button becomes active once certified. 

 

Click the Submit button. 

 

62. CAPPS will display the My Expense Report page.   

 

Initially the report status may read 'Submission in Process' but it will change to 

'Submitted for Approval' once the background processing completes. 

63. You can view the expense report details by clicking the report line. 

 

Click the 0000000117 link. 

 

64. The Approval Status indicates the expense report is pending approval. You can 

also see the Approver whose approval is pending. 

65. Congratulations! You have completed the lesson. 

End of Procedure. 

Attaching Documents and Receipts to an Expense Report  (Self 
Service) 

Procedure 

 
During this lesson, you will learn how to attach supporting documents to an expense report. 

 

Attachments include supporting documents associated with an expense such as receipts, 

registration details, etc. 
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Step Action 

1. Attachments can be added at the header and line level using the Attachments 

(Paper Clip) button. 

 

Refer to your agency's guidelines for instructions on where to place attachments. 

2. To add an attachment at the header level, click the Attach Receipt button. 

 

3. Click the Add Attachment button. 

 

4. Next, you will need to locate the documents that need to be attached. 

 

Click the My Device button. 

5. You will select the document to be attached. 

 

Click the Sample receipts file.docx list item. 

6. Click the Open button. 

 

7. Click the Upload button. 
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Step Action 

8. Click the Done button. 

 

9. You have the option of adding a description for the attached document in the 

Description field. 

 

For example, if this document is a receipt, you might add 'Hotel Receipt' as the 

description. 

10. Enter "Header Sample" into the Sample_receipts_file.docx field.  

 

11. Multiple documents can be attached if necessary. Use the Add Attachment 

button to attach more documents. 

12. If you attached a document in error, it can be removed using the Edit button. 

13. After selecting the document(s) and entering a description (optional), click 

the Done button. 

 

14. You are returned to the Expense Report - General Information page. 

15. Notice, CAPPS displays a 1 in the Attach Receipts area to indicate one document 

is attached. 

16. You can also attach a receipt directly to the expense line. 

 

Click the Update Details button. 

 

17. Locate and select the expense line to which the receipt needs to be attached. 

 

Click the In-State Actual Lodging menu. 

 

18. The process for attaching a receipt to the expense line is the same as the process 

for attaching a receipt to the header. 

 

Click the Attach Receipts link. 

19. Click the Add Attachment button. 
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Step Action 

20. Click the My Device button. 

 

21. Click the Sample Transaction 2.docx list item. 

22. Click the Open button. 

 

23. Click the Upload button. 

 

24. Click the Done button. 

 

25. Enter "Hotel Receipt" into the Sample_Transaction_2.docx field.  

 

26. Click the Done button. 

 

27. After adding the attachments, save your work. 

 

Click the Save button. 

 

28. Click the Yes button. 

 

29. Congratulations! You have completed the lesson. 

End of Procedure. 

Applying Cash Advance to Expense Report  (Self Service) 

Procedure 

 
During this lesson you will learn how to apply a cash advance to an expense report. 
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Step Action 

1. Cash advances are applied after the expense report details are entered and prior to 

submitting the expense report for approval. 

 

For this tutorial, the expense report details have already been entered and the 

report is ready to have the cash advance applied. 

 

Click the Review and Submit button. 

 

2. The Expense Summary page displays the total outstanding cash advances 

available. 

 

More than one outstanding cash advance may exist so you will need to identify 

which cash advance to apply to this expense report. 

3. Click the Cash Advance Outstanding Cash Advance button. 

 

4. Review the list of available cash advances.  Identify the one(s) to be applied by 

updating the Total Applied field with the cash advance you wish to apply to this 

expense report. 
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Step Action 

5. Click in the Total Applied field for the Field Office Visit cash advance. 

 

6. Click the x button. 

 

7. You will apply the full amount of this cash advance to the expense report. 

 

Enter "25.00" into the Total Applied field.  

8. If appropriate, a portion of or all of the second cash advance can be applied to this 

expense report as well. 

 

For this tutorial, you will only apply the first advance. 

9. Click the Apply button to update the expense report. 

 

10. The Expense Summary page re-appears. Notice it now shows that a $25.00 cash 

advance has been applied. 

11. And, the traveler is due $281.00 not the full $306.00 amount. 

12. The entry is complete and can be submitted for approval. 

 

Click the Submit button. 

 

13. Click the Yes/No toggle option to certify the accuracy of the report details. 

 

14. The Submit button becomes active. 

 

Click the Submit button. 

 

15. The My Expense Report page appears. The expense report is now submitted for 

approval. 

16. Congratulations! You have completed the lesson. 

End of Procedure. 

Withdrawing an Expense Report (Self Service) 

Procedure 
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During this lesson you will learn how to withdraw an expense report. 

 
 

Step Action 

1. Begin by navigating to the My Expense Reports page. 

 

Click the My Travel and Expense tile. 

 

2. Click the My Expense Report menu. 

 

3. Click the Awaiting Approval menu. 
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Step Action 

4. The expense reports submitted for approval appears. 

 

Review the page details and select the report that needs to be withdrawn. 

 

Click the Regional Onsite Mitting link. 

 

5. Verify the correct expense report appears and click the Withdraw button. 

 

6. Click the Refresh Approval Status button. 

 

7. The expense report has been withdrawn from the approval process.  At this point 

changes can be made and re-submitted, if necessary. 

8. Use the Update Details page to edit the expense report details and re-submit the 

transaction for approval. 

 

If the expense report is no longer needed, you can navigate to the My Expense 

Report page to delete the report. 

9. Congratulations! You have completed the lesson. 

End of Procedure. 

Deleting an Expense Report  (Self Service) 

Procedure 

 
During this lesson, you will learn how to delete an expense report. 
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Step Action 

1. Begin by navigating to the My Expense Reports page. 

 

Click the My Travel and Expense tile. 

 

2. Click the My Expense Reports tile. 

 

3. Click the Not Submitted menu. 

 

4. You can only delete expense reports that have a 'Pending' or 'Returned' status. 
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Step Action 

5. To retrieve expense reports eligible for deletion you can choose the Returned, Not 

Submitted or View All categories. 

 

 - Pending expense reports are those that you entered and saved but not submitted 

for approval.   

 - Returned expense reports are those that had been submitted for approval but 

were then returned (not denied) by approver. 

6. Click the : Related Actions button. 

 

7. Click the Delete Report action. 

 

8. Click the Yes button. 

 

9. The deleted expense report is removed from the listing. 

 

You cannot 'un-delete' a transaction so verify the correct transaction is selected 

before clicking the Delete Report action. 

10. Congratulations! You have completed the lesson. 

End of Procedure. 

Viewing an Expense Report  (Self Service) 

Procedure 

 
During this lesson you will learn how to view and print expense reports. 



CAPPS Financials 

 
EUT Course 

 

 
Page 54 

 
 

Step Action 

1. Begin by navigating to the My Expense Reports page. 

 

Click the My Travel and Expense tile. 

 

2. Click the My Expense Report tile. 

 

3. The My Expense Report page appears.   

4. After saving an expense report, if it has not been submitted for approval, you will 

use the My Expense Report page to retrieve it and make updates if needed. 

 

The expense report cannot be edited once the expense report is submitted for 

approval 
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Step Action 

5. You can use the menu along the left side of the page to view transactions based on 

status. 

6. The list of transactions matching the selected status appears on the right side of 

the page. 

7. Click the Not Submitted menu. 

 

8. CAPPS automatically updates the list of expense reports displayed. 

9. At the top of the page, you can use the various buttons to take actions.  For 

example, you can use the 'funnel' icon to enter criteria and refine the list of 

transactions displayed. 

10. You can click the Create Expense Report button to begin entering a new 

transaction. 

11. Each column can be sorted simply by clicking on the column heading.  Let's see 

how this works. 

12. Click the Amount link. 

 

13. CAPPS sorts the list based on amount in ascending order.  You could click the 

heading a second time and the sort order would change to descending. 

14. Click the Report ID link. 

 

15. The listing is now sorted based on report ID. 

16. Each expense report has a list of actions associated with it.  The list of actions 

available varies based on the transaction's status.  For example, the Delete Report 

action is only available for expense reports that are Returned or Not Submitted. 

17. Click the : Related Actions button. 

 

18. Notice, there are three actions available: 

1) You could create a new expense report by copying the existing report.   

2) Because this report is not submitted, you can choose to delete it.   

3) You also can send an email notification to a user regarding this transaction. 

19. Click the x button to close the action list. 
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Step Action 

20. You can click anywhere on the transaction row to open up the transaction and 

view its details. 

 

Click the > button. 

 

21. The expense report details appear.   

 

Notice the page is editable. This transaction has not been submitted for approval 

or approved so you can make edits.    

22. Click the General Information button to view the expense report header 

information. 

 

 

23. After reviewing the information, click the Update Details button. 

 

24. To return to the My Expense Reports page, click the My Expense 

Reports button. 

 

25. To view expense reports that are approved, click the Pending Payment status. 

 

Note: Currently, expense report payments are issued from USAS and the expense 

report payment status does not get updated in CAPPS. 

 

26. Click the > button. 

 

27. The Expense Summary page appears.   

 

Notice, the expense report details are NOT editable.  The expense report cannot be 

edited after it is submitted for approval unless the approver sends back (not 

denies) the expense report. 

28. Click the My Expense Reports button. 
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Step Action 

29. Congratulations! You have completed the lesson. 

End of Procedure. 

Section 5 Transaction Approval  (Self Service) 

Approving a Travel Authorization (SS_Worklist_Fluid) 

Procedure 

 
During this lesson you will learn how to review a list of travel authorizations that need your 

approval.   

 
 

Step Action 

1. From the Manager Self Service dashboard, click the HR Worklist tile. 

2. Click the Horizontal scrollbar to scroll right. 

 

3. A list of transactions that needs your attention appears. Locate the transaction you 

wish to review and select the link. 

 

Click the TAApproval, 49, 09900, 1901-01-01, N, 0, 

TRAVEL_AUTH_ID:000000005 link. 
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Step Action 

4. The Travel Authorization Summary page appears. 

5. You can review general information about the request at the top of the page. 

 

For example, you can see a description, the travel dates, and when it was last 

updated. 

6. The list of projected expenses appears at the bottom of the page. 

7. You can select each line to view additional details. 

 

Click the In-State Lodging item. 

 

8. The Approval Line Detail page appears and displays some basic information. 

9. You can review the accounting details, including the account, dept, fund, etc. 

using the View Accounting link. 

 

Note: As an approver, you may be granted the privilege to edit certain information 

on the transaction. This varies based on agency and approval roles.  

10. Click the Back to Header button. 

 

11. You have been returned to the Travel Authorization Summary page. 

12. From this page, you can review the approval chain to see who else will need to 

approve this transaction. 

 

Click the Approval Chain link. 

 

13. The approval chain reflects that there is only one approval required. 

 

Click the X button to close the Approval Chain window. 

 

14. After reviewing the details, the information appears to be correct and you are 

ready to approve the transaction. 

 

Click the Approve button. 
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Step Action 

15. A confirmation page appears.   

 

Comments are optional if you approve the travel authorization. 

 

Click the Submit button. 

 

16. The approval is complete.  The travel authorization item will no longer appear on 

your worklist. 

 

The travel authorization will be routed to the next approver in the 

workflow.  Once all approvals are received, the travel authorization status will 

change to Approved and the approval process is complete. 

17. Congratulations! You have completed the lesson. 

End of Procedure. 

Approving a Cash Advance (SS_Worklist) 

Procedure 

 
During this lesson you will learn how to approve a cash advance. 

 
 

Step Action 

1. From the Manager Self Service dashboard, click the HR Worklist tile. 
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Step Action 

2. Click the Horizontal scrollbar to scroll right. 

 

3. Review the list of transactions that need approval and select one. 

 

Click the CAApproval, 37, 09900, 1901-01-01, N, 0, SHEET_ID:0000000422 

RDC link. 

 

4. The Approve Cash Advance page appears. 

 

Review the cash advance details. 

5. When finished reviewing, scroll to the bottom of the page. 

 

Click the Vertical scrollbar. 

6. Click the Approve button. 

 

7. A confirmation page appears. 

 

Click the OK button. 

 

8. Congratulations! You have completed the lesson. 

End of Procedure. 

Approving an Expense Report (SS_Worklist_Fluid) 

Procedure 

 
During this lesson you will learn how to approve expense reports. 
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Step Action 

1. From the Manager Self Service dashboard, click the HR Worklist tile. 

2. Click the Horizontal scrollbar to scroll right. 

 

3. Review the list of transactions that need approval and select one. 

 

Click the ERApproval, 37, 09900, 1901-01-01, N, 0, SHEET_ID:0000000118 

RDC link. 

 

4. The Expense Report Summary page appears. 

 

The header section includes general information about the transaction, including 

the business purpose, status, who created it.   

5. You can review the expense line details on the lower half of the page. You have 

the option of drilling into each line to review additional information. 

6. You can also view the expense report using the Expense Details link. 

 

Click the Expense Details link. 

 

7. The Expense Report Summary page appears. 

8. This Expense Summary page includes the expense report total and any cash 

advance amount applied against the report. 



CAPPS Financials 

 
EUT Course 

 

 
Page 62 

Step Action 

9. In the Additional Information you can also see if a travel authorization was 

linked to this report. 

10. The report's approval history is also available for review.   

 

In this example, the report was initially submitted but then withdrawn by the 

traveler. After two days, they resubmitted the report for approval and it now 

awaits your approval. 

11. After reviewing the Expense Summary information, click the View 

Details button. 

 

12. The Expense Entry pages appear.  This page can be used to view the individual 

expense line details. 

13. You are currently viewing the expense details for the In-State Rental Car expense 

reimbursement. 

14. Use the Additional Information to review attached documents (e.g. receipts) and 

accounting details.  For rental car expenses, you can also view a list of individuals 

who traveled in the car during the trip. 

15. A number will appear to indicate the quantity listed.  For example, there is one 

receipt document attached but there appears to be two people who traveled in the 

rental car. 

 

You can click any of the options to view the supporting details. 

16. To review a different expense, simply select it from the list along the left side of 

the page. 

 

Click the In-State Actual Meals object. 

 

17. Notice, you are now viewing the meals expense line. 

18. There are no receipts attached for this expense. 

19. Click the In-State Actual Lodging menu. 

 

20. Let's review the attached document.  

 

Click the Receipt Attachments link. 

21. The Attachment page displays the supporting documents submitted for this 

expense (e.g. Lodging.)  You will click the document title to view the attachment. 
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Step Action 

22. After you finish reivewing the document, close the window by clicking the Close 

(Esc) button. 

 

23. Once you return to the Expense Entry page, you can continue with your review. 

 

Let's view the expense line's accounting details. 

 

Click the Accounting link. 

 

24. The accounting details default from the traveler's employee profile and the 

configuration of the expense type.  During expense report entry, the traveler can 

choose to accept the default values or modify them, if necessary. 

25. After you have reviewed the accounting details, click the Close button. 

 

26. You have finished the review of the expense report details, return to the Approval 

page where you can proceed with approving the transaction. 

 

Click the Expense Summary button. 

 

27. Then click the Approval button. 

 

28. Recall, you also have the option of viewing the expense line details by selecting 

an expense line  

 

Click the In-State Actual Lodging link. 

 

29. The expense line details appear.  You can also review attachments and accounting 

details. 

30. After reviewing the details, click the Back to Header button. 
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Step Action 

31. From this page, you can review the approval chain to see who else will need to 

approve this transaction. 

 

Click the Approval Chain link. 

 

32. The approval chain reflects that there is only one approval required. 

 

Click the X button to close the Approval Chain window. 

 

33. After reviewing the details, the information appears to be correct and you are 

ready to approve the transaction. 

 

Click the Approve button. 

 

34. A confirmation page appears.   

 

Comments are optional if you approve the expense report. 

 

Click the Submit button. 

 

35. The approval is complete.  The expense report item will no longer appear on your 

worklist. 

 

The expense report will be routed to the next approver in the workflow.  Once all 

approvals are received, the expense report status will change to Approved and the 

approval process is complete. 

36. Congratulations! You have completed the lesson. 

End of Procedure. 

Denying Travel Transactions (SS_Worklist_Fluid) 

Procedure 

 
During this lesson you will deny a transaction.   

 

This lesson demonstrates how to deny an expense report. You will follow the same process for 

travel authorizations and cash advances. 
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Step Action 

1. From the Manager Self Service dashboard, click the HR Worklist tile. 

2. A list of transactions that need your attention are displayed in your worklist. 

3. Click the Horizontal scrollbar to scroll right. 

 

4. Click the ERApproval, 40, 09900, 1901-01-01, N, 0, SHEET_ID:0000000121 

RDC link. 

 

5. The Expense Report Summary page appears.   

 

After reviewing the details, you determine the report is not valid and needs to be 

denied. 

6. CAPPS has detected exceptions for this expense report. 

 

To view the exceptions, you can click the Exceptions and Risks link to view all 

exceptions for this report or you can click the Exception icon for each line to 

review the individual line exception. 

7. Let's review the list of all exceptions for this expense report. 

 

Click the Exceptions and Risks link. 

 

8. It appears that all four expense lines on this report (0000000121) match against 

expense lines included on a different expense report (0000000118) 
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Step Action 

9. Close this window when you are finished reviewing the exceptions list. 

 

Click the x button. 

 

10. If the report is valid but needs some corrections, use the Send Back action (click 

More > Send Back) instead for the Deny action. 

 

Send Back returns the transaction to the traveler for editing and the transaction 

can be resubmitted.  Once you deny a transaction, it cannot be edited or re-

submitted for approval. 

11. Click the Deny button. 

 

12. When denying (or sending back) you must enter a comment. 

 

A detailed explanation is recommended. 

 

Enter "This is a duplicate expense report." into the Approver Comments field.  

 

13. Click the Submit button. 

 

14. You completed the denial of the expense report. 

 

You can return to the worklist to retrieve the next transaction. 

15. Congratulations! You have completed the lesson. 

End of Procedure. 

Sending Back Travel Transactions (SS_Worklist_Fluid) 

Procedure 

 
During this lesson you will learn how to send travel transactions back to the traveler.  

 

This lesson demonstrates how to send back an expense report. You will follow the same process 

for travel authorizations and cash advances. 
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Step Action 

1. From the Manager Self Service dashboard, click the HR Worklist tile. 

2. Click the Horizontal scrollbar to scroll right. 

 

3. Select the transaction you want to review. 

 

Click the ERApproval, 38, 09900, 1901-01-01, N, 0, SHEET_ID:0000000116 

RDC link. 

 

4. Proceed with reviewing the transaction's expense details. 

 

Click the In-State Actual Lodging button. 

 

5. The Line Details page appears. 

6. Click the View Attachments link. 

 

7. You can view attachments. 

8. When finished, click the Close (Esc) button. 
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Step Action 

9. Click the Back to Header button. 

 

10. After your review, you have determined the report needs to be sent back to the 

traveler for correction. 

11. Click the More button. 

 

12. Click the Sendback button. 

 

13. Enter "Apply cash advance received and resubmit." into the Approver 

Comments field.  

 

14. Click the Submit button. 

 

15. The transaction has been sent back to the traveler. 

 

The traveler will be able to edit the transaction and resubmit the transaction for 

approval. 

 

You can return to the worklist to retrieve the next transaction. 

16. Congratulations! You have completed the lesson. 

End of Procedure. 

 

 


