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PUM Updated - Expense Report Procedure  
For Reconciliation after Travel is completed you will submit an Expense Report (ER) 

 

1. Log into PeopleSoft using myportal.sdccd.edu (no change) 

 
 
 

2. Click on the Finance Dashboard on the main portal. 
 

 
 

3. Click on Travel & Expense 
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4. Choose Expense Report. The Empl. ID Field should be pre-populated with your #. 

Click the “Add a New Value” tab and then click  “Add” to create a new E.R. 

 

 

 The Empl ID should be that of the individual for whom the ER is being created/modified – if you do not see 
the correct Empl ID, click the magnifying glass to perform a search. 

 You will only have access to Empl IDs of travelers for whom you are an authorized user. 
 Only ERs previously created and “Saved for Later” but NOT “Submitted” can be modified  

 

5.  Click on the “Quick Start” dropdown menu 

 

Choose “A Travel Authorization” 
Click “GO”  
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6. Click “Select” to choose the T.A. you will close. 

 

7. Make necessary changes and updates to the amounts and dates 

 

8. Click "Save for Later” to save your work and obtain an E.R. # 

 

9. Upload receipts for actual expenses as an attachment. Please combine all 
receipts into one PDF. 

a. Click “Attachments”  
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b. Click “Add Attachment” 

 
c. Click “Browse”  

 
d. Choose document as attachment 

 
e. Click “Upload”  

 
f. Click “OK” 
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You now see the number of Attachments in parentheses.  
*Note: Please combine all receipts into one PDF.* 

 

10. Click on “Summary and Submit” to submit for approval.  

 

 

11. Check the box to certify accuracy.  Then, click “Submit Expense Report” 

 

NOTE: If you have an outstanding Cash Advance a warning will appear below ‘Amount Due 
to Employee’:  
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14. If a red flag appears, an error must be corrected.  An entry may be required in the ‘Older 
Transaction Comment’ field if the dates are older than 10 days (you can type anything into 
the bubble, i.e. ‘system issue’): 

 

 

 

 

 

The Accounting Details may need to be updated:  

 

 

 

Once the errors have been fixed click on “Summary and Submit” again. Check the 
Compliance box to the left, then click “Submit Expense Report”.  
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Click OK to confirm:  

 

Wait for a red notification that the ER has been submitted. The status changes to 
Submission in Process: 

 

 

The Expense Report will now flow to the Travel Liaison for approval. If the ER was greater 
than the TA, it will route to the original workflow approvals. A check will be cut on the 
Tuesday or Thursday following final approval and will be mailed to your home address on 
file with HCM OR you can complete and submit a Special Handling form provided by 
Accounts Payable should you wish to pick-up your check from the District Office. 


