How to Submit Workflow Role Assignment Changes
worksheet

This process is intended for Business Units (BUs) that have already been configured in PeopleSoft Travel &
Expenses.

1. Log in to PeopleSoft Financials. Click on the NavBar icon.
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2. Click on the Navigator icon.
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3. Click on Report an Issue
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4. On the Report an Issue screen:
-Select Travel from the Module drop down menu

-In the Briefly Describe Reason for the Ticket field, enter '***Please assign to GMIS Travel*** BU (Your 5
digit BU) Workflow Changes'

-In the Describe your problem in more detail field, enter your request for workflow changes.

Report An Issue

Report An Issue

Instructions

We will automatically send you a copy of the issue you submil. To copy additional people on this issue. a valid email address must be entered below. Please separate multiple
email addresses with a semicolon( ; ).

Your Name or Company Name John T Purdy -00061
Your eMail address JPurdy@idoa IN gov

Your User ID or Bidder ID  J307372

CcC
5 -t | GMIS | f
Subject | ! e Date Requested i o Tuesday
°1pollar|ce Medium v Date Required | 08/10/2023 Thirsd
ursday
Phone | 317/232-4258 Ext
Business Unit 00061 Q
Administration
Voucher 1D, Journal ID, PO ID, Req ID, etc
Document ID
Application FINANCIALS Module | Travel » 4+
"Briefly describe reason for ticket
“*Please Assign to GMIS Travel™™* BU00061 Workflow Changes —
(Example - Purchase Order did not liguidate)
*Describe your problem in more detail 2
Please make the attached workflow changes e
Thank you! ‘—_—

Attach file containing screen shots and details of the issue:



5. Click the 'paperclip' icon.

Report An Issue
Report An Issue

Instructions

‘We will automatically send you a copy of the issue you submit. To copy additional people on this issue, a valid email address must be entered below. Please separale mulfiple
email addresses with a semicolony | ).

Your Name or Company Name John T Purdy -00061

Your eMail address JPurdy@idoa.IN.gov

Your User ID or Bidder ID  J307372

6|

Subject | GMIS Issue |

e 4 08082023

Tuesday
aportance | Medum v Date Required 081102023 ]
— — Thursday
% Phone |3171232-4258 | Ext |
Business Unit | 00061 Q ‘ o X
Voucher ID, Journal ID, PO ID, Req ID. etc.
Document ID I |
Application  FINANCIALS Module | Travel vl
** BU00061 Workflow Changes
2
(Example - Purchase Order did not liquidate)
*Describe your problem in more detail B2
' Please make the attached workflow changes.

' Thank you!

e e | e—

6. Click Choose File
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7. Click on the worksheet you want to upload and click Open
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8. Click Upload
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9. Click Submit

Business Unit |00061 Q
Administration

Voucher ID, Journal ID, PO ID, Req ID, etc

Document ID
Application FINANCIALS Module | Travel ~
*Briefly describe reason for ticket

***Please Assign to GMIS Travel™ BU00061 Workflow Changes

(Example - Purchase Order did not liquidate)

*Describe your problem in more detail
Please make the attached workflow changes

L

Thank youl

Attach file containing screen shots and details of the issue:
Workflow_Role_Assignment_Change xlsx
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