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Controller’s Office — Travel Team
Finding a Pending Travel Card Expense Report

Begin by logging into PeopleSoft Finance: http://finance.ps.sc.edu

Navigation: Main Menu > Employee Self-Service > Travel and Expenses > Expense Reports > Create/Modify

To find an expense report that has been returned for changes and/or updates:
1. Click Find an Existing Value.
2. Search by the Expense Report ID.
3. Click Search.
4. Click on the Expense Report.
5. Review the expense report Comments and action needed.
o Sent Back for Revision Comment — if applicable.
o Notes —if applicable

Things that may need to be changed and/or updated before resubmitting:
Attach the statement and all paid receipts.
e Use the correct Expense Type for the transaction.
o Air travel
o Registration
o Hotel and lodging
Use the correct Description per type of traveler.
o Employee: USCID: Name: TA (if applicable): Date: Location: Type of Travel
o Student: TA, Student: USCID: Name: Dates: Location: Type of Travel
o Non-employee: TA: Non-Employee: Name, Dates: Location: Type of Travel
e Use correct Account as per the type of traveler.
o Employee: 55120
o Student: 55110
o Non-employee: varies depending on type of travel
e Use correct Location on the expense line.

o In State
o Out of State
o Foreign

Click Save for Later.
o If ared warning bubble appears on the expense line or lines, click the Warning Bubble to view
the warning.
o Add a Comment and click Okay.
o Add older transaction comment to each expense line with a warning.
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http://finance.ps.sc.edu/

To resubmit the expense report for approval:
6. Click Save for Later to save your expense report.
7. Click Summary and Submit.
8. Check the Box to certify expenses.
9. Click Submit Expense Report.
10. Click Okay in the Expense Report Submit Confirmation popup.
11. The expense report is in the workflow for approval.

Travel Card Resource Links
Travel Card Training Recording
Travel Card Descriptions
Travel Card Job Aid

Questions: travelcard@sc.edu
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https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2FRDWdLtmlDSk&data=05%7C01%7CNORRISEJ%40mailbox.sc.edu%7C5fcf5655e0aa436a058f08dbcf2aaee5%7C4b2a4b19d135420e8bb2b1cd238998cc%7C0%7C0%7C638331556916314776%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=TvWw5wsGLEzYoH0%2FtvyACeUimhaqRNXH%2BoIGxF2Ujfg%3D&reserved=0
https://sc.edu/about/offices_and_divisions/controller/documents/travel_card_descriptions_11_10_23.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/travel_card-preparing_an_expense_report_using_my_wallet_12_01_21.pdf
mailto:travelcard@sc.edu

