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Creating and Submitting an Expense Report 
 

1. Access PeopleSoft Expense Module at https://www.usg.edu/gafirst-fin/ 
 

 

 

2. Select the Create Expense Report tile found on your Employee Self Service homepage.  

 

 

3. Enter the General information for the expense report which includes: 
• Business purpose – select from drop down menu 
• Description – please be specific (i.e. ABC Conference rather than conference) 
• Destination Location – select the location of travel.  If your city is not listed, please select 

the closest location that is listed. 
• Reference – leave blank 

 
4. If receipts or back up documentation is required, select Attachments. 

 
5. Select Accounting Defaults to add budget chartstring 

 
 

6. Select Expense Report Action, to begin adding lines to the report 
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7. On the New Expense Line, enter to select the following information: 
• Date – default is the current date.  Please enter the date the expense occurred.  For 

lodging, enter the first or last day of lodging. 
• Expense Type – select the appropriate category (i.e. Empl. Lodging, Empl. Full Day Meals, 

etc.) 
• Description (optional) – add any information related to the expense. 
• Payment - select from the drop-down menu 
• Amount – amount of expense incurred 
• Billing type – default is internal.  Leave as the default. 
• Accounting – displays chartfields that were entered as the defaults.  If user did not enter 

defaults, chartfields will need to be entered.  Account number is generated based on the 
expense category chosen. Please DO NOT adjust this number. 

Depending on the expense type selected, additional required fields may display. For example, mileage 
expense types require mileage entry via the Reimbursable Miles link.  
 
Once the above line details are completed for an expense, the Add Expense button located in the upper 
left of the page may be used to add more expense lines if needed.  
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8. Once the user adds all expense lines, the report can either be saved for later or submitted for 
approval. 

• To Save, select the Save button.   
• To Submit, select the Review and Submit button.  
• Note- Lines or fields with errors will be flagged or highlighted and these errors must be 

addressed before the report can be submitted. 

 

 
 

9. If errors are found after Review and Submit has been selected, use the Update Details button to go 
back to the expense lines for review. 

 

10.  After all errors are corrected, select Review and Submit again.  Review the details and select 
Submit. 
 

11. The State of Georgia submissions statement (attestation) displays.  Users must read and 
acknowledge this statement and select submit.  Note: If a proxy/delegate is completing the 
report on behalf of another employee, the traveler must log in and attest the report is correct 
and submit. 
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12. Once the report is submitted, the system navigates the My Expense Reports page, and a 
submission confirmation temporarily displays in a green bar at the top of the page. 
 

  
 

13. The My Expense Reports page is where the user can monitor progress of the report. 
 

 
 

14. The My Expense Reports page can also be accessed from the tile on the PeopleSoft homepage. 

 


