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WorkCenter Overview

The Expense WorkCenter offers Travelers a single place to perform a broad range of tasks
without leaving the WorkCenter, resulting in improved efficiency, productivity, and effectiveness.
The collection of links in all of these sections are tailored to include only those items which are
most useful to a particular role.

The Main tab provides Links that navigate you to commonly used menu items so that you can
click directly to the item without leaving the WorkCenter. Links may also point to URLS.

< Homepage Expenses WorkCenter
. - ]

Expenses WorkCenter 0 «
Mal Rapais/Queries Welcome to the Expenses WorkCenter
S o-
Welcome to the WorkCenter. This WorkCenter has one "Task Panel" and one "Work Area". The "Task
Delegate Entry Authority Fanel" is on the side displaying the pagelets assigned to the WorkCenter page and the "Wark Area”

displays transaction pages such as this page
Delegate Entry Authority

Each pagelet may have the fallowing actions depending on its configuration: Hide/Show, Reload

Cash Advance [Approval Required) Pefsonalize
Review Payments .

Within 2ach pagelet there may be "Open the content in a new w", "Collapses a group of links" and
Google Maps Expands a group of links” actions available dn:peﬁt.u g on the ag-:lc-t

Google Maps

Read on for more detail about Links.
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Navigating with Links

Links in the WorkCenter take you directly to the pages that you need to perform your job
functions. What appears in the Links section will vary based on each User’s job role.

You can click the link to open the page in the Work Area. Or you can click the icon to the left of
the link to open the page in another browser.

Caution; If you choose to open the page in another browser, remember that PeopleSoft browsers
will log you out after 30 minutes of inactivity.

1. To expand each section click on the triangle left of the topic.

Expenses WorkCenter 0 «
Main Reports/Quenes
@ Links C ‘ov

Delegate Entry Authority
Delegate Entry Authority
Cash Advance (Approval Required)
Review Payments
Google Maps
Google Maps

Expenses WorkCenter

Welcome to the Expenses WorkCenter

Center has one "Task Panel" and one "Work Ar
s assigned to the WorkCenter page and the "V

Each pagelet may have the following actions depending on its configuration: Hide/Show, Reload
Personalize

Within each pagi
Expands a grou

ere may be "Open the con
nks” actions available depe

You will see all of the links to which you have access.

< Homepage

Expenses WorkCenter

Main Reports/Queries
@y Links

Q

< Delegate Entry Authority
& Delegate Entry Authority

«©

= Cash Advance (Approval Required)

Create/Modify Cash Advance
View Cash Advance

Delete Cash Advance

Print Cash Advance

oaoaa

Review Payments

T Review Expense History
& Review Payments
B Review/Edit Profile

w Google Maps
& Google Maps

For more information about the use of the links above, see Expense (EX) Business Process

Guides.
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