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Overview

Employees requiring a Vendor ID to receive Expense Reimbursement can now
request a Vendor ID and those with an existing Vendor ID can update personal and
bank account information in the Employee Expense Reimbursement module in
Employee Self Service (ESS) totally online.

Please note that in this document Direct Deposit refers to Payroll and ACH refers to
Expense Reimbursement. Also, information entered for the Employee Expense
Reimbursement module does not impact Payroll. Employee Expense
Reimbursement and Payroll are separate.

Agencies will no longer be able to add/maintain Employee Vendor IDs and SAO will
no longer update Employee Vendor information. Employee Expense Reimbursement
gives employees full control of their personal and banking information.

Access ESS and Employee Expense Reimbursement:

https://route88.state.ga.us/psp/sao/?cmd=login&languageCd=ENG&

e Login using your Employee ID and password.
e Click on Sign In

Employee Self Service

PeopleSoft HCM

TEAM GEORGIA

User ID:

assword:

Em

ResetfForgotyour password?

Read differences of this sign on page to the previous sign on page used.

HCMOUERY Application | Contact Us | Getting Started - UPK

Important Notice

This is a State of Georgia application. it is provided to conduct official State business and must be used
appropriately. All individuals using this application must follow the appropriate use policy and procedures
defined by their individual Agencies or as defined by Georgia Technology Authority's appropriate use policy. All
information in the system belongs to the State of Georgia and may be read or monitored by authorized
persons.

By logging into this application, you agree to abide by all established Enterprise, State and Federal policies
governing the appropriate use of State of Georgia resources.
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https://route88.state.ga.us/psp/sao/?cmd=login&languageCd=ENG&

e Select Self Service
¢ Select Employee Expense Reimbursement

Menu - Classic F
Search:

®

[= My Favorites

T TIme Reporing
[+ Personal Infarmation

[= Payroll and Compensation
[ Benefits

[ Performance Management
— Leave Balance

— Emplovee Expense Reimbursement

— Personal Leave Election

To Establish a New Vendor 1d:

To receive a reimbursement for expenses, you must establish a Vendor ID.

v" Note: If you are currently receiving Expense Reimbursements, you already have
a Vendor ID and the Register button is not accessible.

¢ Click on Register to open the request form and populate HCM information

[+ My Favaorites
= Self Service
[ Time Reporting
[ Personal Information
[ Payroll and Compensation
[ Benefits
[+ Performance Management
— Leave Balance
— Employee Expense
Reimbursement
— Personal L eave Election
— Manage Delegation
[- Manager Self Service
[+ Agency Security
[» Waorlforce Administration
[» Warkforce Development
[ Qrganizational Development
[ Set Up HRMS
[> Worldlist
[» Reporting Tools
[- PeopleTools
— Change My Password
— My Personalizations
— My System Profile
— My Dictionary

John Doe

Vendor ID:

Your Bank Information

Empl ID: 00123456

Routing Number:

Account Number:

View check example

Your Contact Information

Country:
Address 1:
Address 2:
Address 3:
City:

Postal:

United States

State:

Phone:

Email 1Dz

Register | Helpful Instructions:
*You must click on Submit or your information will not be saved.

* Completion of this page is required for any employee reimbursement.
* This is not paid from payroll as a Direct Deposit, because it is paid out of
| Accounts Payable as an ACH or check.

Worklist | Ac.
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¢ The Employee ID field will be populated and the Vendor ID field will not
be populated at this point

ORACLE’
[ |

=== New Window |Help | Customize Page |

L Employee Expense Reimbursement

> My Favorites
[~ Self Service
[> Time Reporting
[> PerzonalInformation John Doe

I> Payrolland Compensation
I» Benefitz Vendor ID:
> Performance Management EP S ———

ve Balance

— Empioyee Expense Routing Number: Confirm Routing Humber:
Reimbursement

— Per=sonal Account Number: Confirm Account Number:

ion
[: Manager Self Service
I+ Agency Security

[> Workforce Administration Your Contact Information

[> Workforce Development

[> Organizational Development Country: United States
I: Set Up HRMS 3 Main Stract
> Worklist Address 1: |
[> Reporting Tools Address 2: |
[> PeopleTools |
|- Change My Password Address 3:
[ My Personalizations City: Anrytoam State: |54 Q. ceorai
|- My Svstem Profile 1y . Georgia
[~ My Dictionary Postal: 30303
Phone: [7701444-5999
Email ID: [ wee@sog gagor

Helpful Instructions:

*You mustclick on Submitor yourinformation will notbe saved.

* Completion ofthis page is required for any employee reimbursement
*Thisis notpaid from payroll as a Direct Deposit, because itis paid out of

Submit I Accounts Payable as an ACH or checl

If “Your Bank Information” Fields are Blank

If your bank account information is blank, this indicates you currently do not receive
payroll via direct deposit.

A. To receive paper Expense Reimbursement checks:
= Verify Your Contact Information and click Submit

Employee Expense Reimbursement

John Doe
Vendor ID: Empl ID: C©0123458
Your Bank Information
Routing Mumber: [ Confirm Routing Number:
Account Humber: | Confirm Account Humber:

YWiew check example

Your Contact Information

Country: United States

Address 1: | 2 Main Street

Address 2: |

Address 3 |

City: l Suavytoam State: ’Gi\iq Georgia

Postal: 30303

Phone: TTOV444- 5000

Email 1D: [ moe@sca.ga.gov

Helpful Instructions:
*%ou must click on Submit or your information will not be saved.
= Completion of this page is required for any employee reimbursement.

- * This is not paid from payroll as a Direct Deposit. because it is paid out of
Submit I Accounts Payable as an ACH or check.
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= Click OK

Employee Expense Reimbursement
Submit Confirmation

g

) | | OF

The Submitwas sucoessful .

= You will receive an email at the email address listed in the
Employee Expense Reimbursement information to advise you
that your ESS profile has been updated.
v' Note: Entering Employee Expense Reimbursement
information does not affect Payroll.

B. To receive Expense Reimbursement via ACH:

v NOTE: Entering Employee Expense Reimbursement information
does not affect how you receive Payroll.

v" NOTE: Click on View Check Example for an illustration of where to find
the Routing Number and the Account Number on your check. Click OK
to close the check display.

Check Example

L ] r RS SO5 G995 S9S595
"1 2

1 - Routing Mumiber
2 - Account MumMber

-[ or || cance
| r——

* Enter the bank Routing Number in the Routing Number field
and depress the Tab key

= Enter the bank Routing Number in the Confirmation Routing
Number field and depress the Tab key

= Enter the bank Account Number in the Account Number field
and depress the Tab key

= Enter the bank Account Number in the Confirmation Account

Number field and depress the Tab key
v Note: Take the information from a check and not a deposit slip!

= Verify contact information
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=  Click Submit

Employee Expense Reimbursement

John Doe

(1123456

Vendor ID: Empl ID:

Your Bank Information

Routing Number: | 081595559 Confirm Routing Number; | 061993393

678123456

678123456 Confirm Account Number:

Account Number:

View check example

Your Contact Information

Country: United States
Address 1: | 2 Main Street
Address 2: |
Address 3: |
City: [ anytown state: 4 R gagrgia
Postal: 30303
Phone: T70/444-9999
EmaillD; | [os@soggagor

Helpful Instructions:

*You must click on Submit or your information will not be saved.

* Completion of this page is required for any employee reimbursement.

* This is not paid from payroll as a Direct Deposit. because it is paid out of

‘ Submit Accounts Payahle as an ACH or check.

= Click OK

Employee Expense Reimbursement
Submit Confirmation

The Submit was sucoessful .

"
| =

= You will receive an email at the email address listed in the
Employee Expense Reimbursement information to advise you
that your ESS profile has been updated.
v' Note: Entering Employee Expense Reimbursement
information does not affect Payroll.
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If “Your Bank Information” Fields Contain Data

If the Your Bank Account information is not blank, you currently receive
payroll payments via direct deposit.

v" NOTE: When initially accessing the Employee Expense Reimbursement
module, the banking information displayed is the primary account banking
information from Payroll. Subsequent access will be the account of record
for Employee Expense Reimbursements.

A. To have the Expense Reimbursement sent via ACH to the same bank
account

= Click Edit

Employee Expense Reimbursement

John Doe

WVendor ID: OO 00SETED Empl ID: 00123458

owur Bandk Information

Routing Mumb
Account Mumber:
Wisw chedkexampls

Y ouwr Contact Information

Country: United Statss
Address 1:
Address 2:
Address 3:

City: State:
Postal:

Phone:

Email 1D:

Help ful Instructions:
* % ou must click on Submit or your information will not be sawved.
Edit *= Completion of thi= page i=2 required for any employes reimbur=zemsent.
* This iz not paid from payroll as a Direct Deposit, because it i= paid cut of
Accounts Pavable as an ACH or check.

|

= Verify Contact Information
= Click Submit

Employee Expense Reimbursement

John Doe

WendorlD: Q000012282 Empl ID: 30123468

Your Bank Information

Reouting Mumi EEEEE Confirm Routing Mumber:
Account Humier: | 1232299858588 Confinm Account Humber:
Wisw chedcexamole

V¥ owr Contact Information

Country: United Statas
Address 1: |2 2r4r sSTREET

Address 2: I

Address 3: [

Tty [ v T o 1 State: |55 L ceorgis
Postal: 20202
Phone: [Fro/ev5-988s

Email 1D: [ idoe@sac.ga.gow

Help ful In=struction=:

*= % ou must click on Submit or wour information will not be sawved.
* Completion of this page is required for any employee reimbursement.

= This i= not paid from payrollas a Direct Depo=sit, because it iz paid out of
Accounts Payable as an ACH or check.
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= Click OK

Employee Expense Reimbursement
Submit Confirmation

The Submitwas sucoessful .

"
]

!

* You will receive an email at the email address listed in the
Employee Expense Reimbursement information to advise you
that your ESS profile has been updated.

v" Note: Entering Employee Expense Reimbursement
information does not affect Payroll.

C. To have Expense Reimbursement sent via ACH to a different bank
account:
= Click on Edit

Employee Expense Reimbursement

John Doe

Vendor |D: EmplID: 10123458

Your Bank Information

Routing Number:
Account Number:
View chedkexample

Country: United States

Address 1: 2 Any Strest

Address 2:

Address 3:

City: e State: Georgia

Pastal: S

Phone:

Email 1D

Helpful Instruction=:

*%ou must click on Submit or your infermation will not be =aved.

- Edit * Completion of thiz page iz reguired for any employee reimburzement.

* Thiz iz not paid frompayrollas a Direct Depesit, because it iz paid out of

Accountz Payable az an ACH or check.
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» Update any Contact Information if needed

= Enter the Bank Routing Number in the Routing Number field
and depress the Tab key

= Enter the Bank Routing Number in the Confirmation Routing
Number field and depress the Tab key

= Enter the Bank Account Number in the Account Number field
and depress the Tab key

= Enter the Bank Account Number in the Confirmation Account

Number field and depress the Tab key
v" Note: Take the information from a check and not a deposit

slip!
Click Submit

Employee Expense Reimbursement

John Doe

Vendor ID: Empl ID: 30123458

Your Bank Information

‘ Reouting Humber:
- Account Number:

Wisw chediexamels
Your Contact Information

Country: United States
2 ANY STREET

051852898 Confirm Routing Number: 081288955

1872226666 Confirm Account Number: 1972226666

Address 1:

Address 2: |

Address 3: |
City: [MEWTOW N

Postal: 20202

state: [5* -,

Phone: [ros475-g899

Email ID: | dos@sac.ga.gev

Helpful Ingtructions:

=% ou must click on Submit or your information will net be zaved.

* Completion of thiz page iz reguired for any employee reimbursement.

*Thiz iz not paid from pavrellas a Direct Deposit, becauze it iz paid out of

- Submit Accountz Payable as an ACH or check.

= Click OK

Employee Expense Reimbursement
Submit Confirmation

"

— [

The Submitwas sucoessful .
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* You will receive an email at the email address listed in the
Employee Expense Reimbursement information to advise you
that your ESS profile has been updated.

v' Note: Entering Employee Expense Reimbursement
information does not affect Payroll.

From: Employee Self Service Email [SAO_PS_email @sac.ga.gov] Sent: Thu G/14/2012 5:45 AM

To: John Doe

Ca
Subject: Employee Reimbursement Confirmation - HCMTEST

¥

This is a confirmation email that you made a recent change to your Employee Reimbursement information.
Thank You.

* Please Do Not Reply To This Email.

To view your new Vendor ID

e Log back in to ESS/Self Service/Employee Expense Reimbursement and
the Vendor ID field will be populated

When will the Vendor ID be active?

¢ Immediately
¢ New GA Travel and Expense Users:
0 Request access to the GTE system by filling out the online form on the

SAO website
= Travel/GA Travel & Expense/GA Travel & Expense Online
Booking tool

= Select: GA Travel & Expense Access Request Form

If you already have a Vendor ID:

The Employee Expense Reimbursement form will open. If you already have a
Vendor ID, your information will appear grayed out and your Vendor 1D and

Employee 1D will be displayed.

e If the Your Bank Information field is blank, you currently receive Expense
Reimbursements via paper check

o If the Your Bank Information field contains bank account data, you
currently receive Expense Reimbursements via ACH

e The Vendor ID field near the top of the form contains your previously
assigned Vendor ID
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To change Expense Reimbursement from paper check to ACH

o Select Edit to update Your Bank Information and/or Your Contact
Information

Employee Expense Reimbursement

John Doe

VendorlD: 0000012282 @

Your Bank Information

Reouting Number:

Account Number:

Visw chediexampls
Your Contact Information

Country: United States
Address 1:
Address 2:
Address 3:

City: State:

[n]
i
0
w
W

Postal:

Phaone:

Email 1D

| Helpful Ingtructions:
*ou must click on Submit or wour information will not be zaved.

‘ Edit * Completion of thiz page iz required for any employes reimburzsement.
* Thiz iz not paid from payrellas a Direct Deposit, because it i paid out of

Accounts Payable as an ACH or check.

e Enter the new bank Routing Number in the Routing Number field and

depress the Tab key
v" Note: The Bank Routing Number should be 9 digits

o Enter the new bank Routing Number in the Confirmation Routing Number
field and depress the Tab key

e Enter the new bank Account Number in the Account Number field and
depress the Tab key

e Enter the new bank Account Number in the Confirmation Account Number
field and depress the Tab key

e Correct any contact information if needed.
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Employee Expense Reimbursement

John Doe

Vendor ID: 0000012282 EmpliD: 10123458

Raouting Number: 061888559 Confirm Routing Humber: 081583958

AccountHumber: | 1972228868 Confirm Account Number: 1872226666

"

Wisw chediexamepls
Your Contact Information

Country: United States
2 AMY STREET

Address 1:

Address 2: |

Address 3: |

City: [MEWTONN State. |G~ B, ecrgis
Postal: 20z202

Phene: |__:' 475-8895

Email 1D | des@isac.ga.gov

Helpful Ingtructicns:

*"ou must click on Submit or your information willnet be =aved.

* Completion of thiz page i= reguired for any employee reimburzemsnt.

* Thiz iz not paid frem payrellaz a Direct Deposit, becauze it iz paid out of

‘ Submit Accounts Payable as an ACH or check.

¢ Select Submit to save the information and update your records

Employee Reimbursement
Submit Confirmation

™

The Submit was successful.

¢ Click on OK in the Submit Confirmation box that appears
¢ You will receive an email at the email address shown on the Employee
Expense Reimbursement form advising you that a change was made
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From: Employee Self Service Email [SACQ_PS_email@sao.ga.gov] Sent: Thu /14/2012 3:45 AM

Ta: John Doe
Co
Subject: Employee Reimbursement Confirmation - HCMTEST

¥

This is a confirmation email that you made a recent change to your Employee Reimbursement information.
Thank You.

*** please Do Mot Reply To This Email. *#==®=s==x

v NOTE: Entering Employee (Expense) Reimbursement information does not
impact Payroll information.

To change the bank to receive the Expense Reimbursement ACH

Employee Expense Reimbursement

John Doe

VendeorID: 00000192582 EmplID: 00123458
Reouting Number:
Account Number:
Wigw chediexamels

¥our Contact Information

Country: United States

Address 1:

Address 2:

Address 3:

City: State: Georgia

Pastal:

Phone:
Email I1D:

| Helpful Ingtructions:
*ou muset click on Submit or your information will not be gaved.

- Edit * Completion of thiz page i= required for any employee reimbursement.

* Thiz iz not paid from payrellas a Direct Deposit, because it iz paid out of

Acceuntz Pavable az an ACH or check.

o Select Edit to update Your Bank Information and/or Your Contact
Information
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Employee Expense Reimbursement

John Doe

Vendor ID: 0000012282 EmpliD: 10123458

Your Bank Information
‘ Raouting Number: 061888559 Confirm Routing Humber: 081583958
I:> Account Number: | 1972228868 Confirm Account Humber: 1872226666

Wisw chediexamepls
Your Contact Information

Country: United States
2 AMY STREET

Address 1:
Address 2: |
Address 3: |
City: [NEwTOW N State: | =% L zacgis
Postal: 20z202
Phene: |__:' 475-8895
Email 1D | des@isac.ga.gov

Helpful Ingtructicns:

*"ou must click on Submit or your information willnet be =aved.

* Completion of thiz page i= reguired for any employee reimburzemsnt.

* Thiz iz not paid frem payrellaz a Direct Deposit, becauze it iz paid out of

- Submit Accounts Payable as an ACH or check.

e The old Routing Number will still appear in the Routing Number field, delete

the old number

o Enter the new bank Routing Number in the Routing Number field

and depress the Tab key
v Note: The Bank Routing Number should be 9 digits

o0 Enter the new bank Routing Number in the Confirmation Routing

Number field and depress the Tab key

e The old Account Number will still appear in the field, highlight and delete the

old number

o Enter the new bank Account Number in the Account Number field

and depress the Tab key

o Enter the new bank Account Number in the Confirmation Account

Number field and depress the Tab key
e Correct any contact information if needed.
e Select Submit to save the information and update your records
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Employee Reimbursement
Submit Confirmation

C

The Submit was successiul.

¢ Click on OK in the Submit Confirmation box that appears.
o You will receive an email at the email address shown on the Employee
Expense Reimbursement advising you that a change was made.

From: Employee Self Service Email [SAO_PS_email @sa0.ga.gov] Sent: Thu &/14/2012 5:45 AM
Ta: John Doe

Co

Subject: Employee Reimbursement Confirmation - HCMTEST

v i

This is a confirmation email that you made a recent change to your Employee Reimbursement information.
Thank You.

* Please Do Not Reply To This Email, =========

v NOTE: Entering Employee Expense Reimbursement information does not
impact Payroll information.
When will the change be effective?

o Immediately. However, differences in timing may occur based on the Agency
Accounts Payable cycle.
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