
Accounts Payable and Travel & Expenses
Birds of a Feather Session

GeorgiaFIRST Financials April 16, 2025



Housekeeping

• Please make sure you are 
muted and your camera is 
turned off if you are not 
speaking to the group. 

• The Chat or Q&A feature can 
be used for questions or raise 
your hand and we will call on 
you to speak.

• Session is being recorded.
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What is a Birds of a Feather?

This session is designed to be interactive, offering 
institutions a time to discuss relevant topics of 

interest with each other, ask questions, and receive 
input from the ITS GeorgiaFIRST Financials support 

team. This is a fantastic opportunity to connect with 
colleagues, learn from each other, and share 

experiences.
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Open Discussion

Accounts Payable and Travel & Expenses 
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GeorgiaFIRST Website
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GeorgiaFIRST Website
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Enter Travel, Approve ePro 
Requisitions and other Worklist 
Items.

Enter and process financial 
transactions, run reports or queries, 
analyze financial data.

FPLAY is used by institutions for 
training, prototypting, and testing.



GeorgiaFIRST Website
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GeorgiaFIRST Website
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Browser reminder

• No changes for supported browsers (Firefox is PeopleSoft 
recommended)

• As always, it is best practice to clear browser cache on 
a regular basis and following a Release.

• Refer to the following documentation which can be 
found here.

–Browser Compatibility Guide

–Configuring Browser Settings

–Clearing Browser Cache
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https://www.usg.edu/gafirst-fin/documentation/general_job_aids_and_reference_documents


Mailing Lists

• Users are encouraged to subscribe to GeorgiaFIRST communications 

via Constant Contact announcements here.
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https://usg.edu/gafirst-fin/


Listservs

Users are encouraged to subscribe to GeorgiaFIRST communications 

via Listservs.  Please submit a ticket to the USG Service Desk @ 

support@usg.edu.

Available Listservs:

• PSAP-L

• GAFIRST TRAVEL & EXPENSES

• SCIQUEST
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mailto:support@usg.edu


Batch Processing vs. On Demand Processing

Following Release 6.00 in December, GeorgiaFIRST received multiple tickets regarding slow processing 

times for Batch Processes and/or being kicked out of the Production environment when using On-

Demand Processing.  ITS published Known Issue: KI9.2-176_Other-Processes Queueing and Processing 

Longer Than Normal.  

FUNCTIONAL WORKAROUND: There is no functional workaround at this time, however there a few 

things that all users can do to help reduce the load on the process scheduler: 

1. Budget check Requisitions, Purchase Orders, and Vouchers in batch rather than individually. 

2. Schedule non-time-sensitive reports and queries for early morning hours. 

3. Reduce processing times for queries, especially large ones, by using narrower parameters, e.g. 

running for specific departments or funds.
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https://www.usg.edu/gafirst-fin/known_issue_docs/WIP_-_KI9.2-176_Other_Processes_queueing_and_processing_longer_than_normal_.pdf
https://www.usg.edu/gafirst-fin/known_issue_docs/WIP_-_KI9.2-176_Other_Processes_queueing_and_processing_longer_than_normal_.pdf


Open Discussion

Accounts Payable and Travel & Expenses 
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Travel & Expenses Year-End Cutoff Dates

To assist institutions using the Travel & Expenses module with completing all FY2025 travel 
related processing by Monday, June 30, 2025, the following cutoff dates have been set:

• On Friday, June 6, 2025, ITS will cutoff the following entry types 7am:
o Travel Authorization

o Cash Advance

• On Friday, June 14,2025, ITS will cutoff the following entry types 7am:
o Expense Sheet
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• The Institutional Cutoff dates for updates and/or processing are as follows:
o Deny unapproved Travel Authorizations – Tuesday, June 17, 2025

o Process final Expenses Pay Cycle – Friday, June 20, 2025

o Reconcile account 211500 and verify balance is zero – Wednesday, June 25, 2025



Year End Information

Year End Submodule Cleanup Guide: 

https://www.usg.edu/gafirst-fin/documentation/chart_of_accounts_and_fiscal_year_end

TIGA Guide:  Updated TIGA Guide will be available at the end of May, an announcement will be 

sent

Travel & Expenses FY2025 Year End Cutoff Announcement: https://www.usg.edu/gafirst-

fin/announcement_docs/A24-019_FY2025_Year-

End_Cutoff_Dates_for_Travel___Expenses_and_eProcurement.pdf
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https://www.usg.edu/gafirst-fin/documentation/chart_of_accounts_and_fiscal_year_end
https://www.usg.edu/gafirst-fin/announcement_docs/A24-019_FY2025_Year-End_Cutoff_Dates_for_Travel___Expenses_and_eProcurement.pdf
https://www.usg.edu/gafirst-fin/announcement_docs/A24-019_FY2025_Year-End_Cutoff_Dates_for_Travel___Expenses_and_eProcurement.pdf
https://www.usg.edu/gafirst-fin/announcement_docs/A24-019_FY2025_Year-End_Cutoff_Dates_for_Travel___Expenses_and_eProcurement.pdf


Accounts Payable Tips & Tricks

Matching Presentation:

https://youtu.be/1HRhpX9A8ZA

https://www.usg.edu/gafirst-fin/announcement_docs/A22-016_Materials_Available_Now_Matching.pdf
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https://youtu.be/1HRhpX9A8ZA
https://www.usg.edu/gafirst-fin/announcement_docs/A22-016_Materials_Available_Now_Matching.pdf


Accounts Payable Tips and Tricks
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Travel & Expenses: Delegate Entry Authority

• Common Questions
Q: Employee left the institution before reconciling their Cash Advance, how do we 

reconcile the cash advance now that we cannot submit on behalf of the traveler?

A-1: If the employee is due funds from the travel, you would pay them through the AP 

module then reconcile the cash advance manually through the T&E module.

A-2: If the employee used the exact amount of the cash advance and is not due funds the 

institution would record the expense by either AP voucher or creating a journal entry 

where you debit the expense account and credit the 133100 account. Then manually 

reconcile the cash advance manually through the T&E module.
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Travel & Expenses: Delegate Entry Authority

• Common Questions
Q: Employee left the institution before deleting their pending expense report/s how do we 

delete these so that they do not return on our queries?

A: After the Delegate Entry Change only the employee that the report belongs to can 

delete the report, ITS staff does not have this ability. 

Note: To have these types of expense reports deleted if deemed necessary by the 

institution a ticket should be submitted to the help desk requesting a DBI. 
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Travel & Expenses: CONUS/OCONUS

• Updates occur every fall of the current calendar year

• Next scheduled update: October 2025

• Submit a ticket to the helpdesk if a specific locations rates need to be 

manually updated sooner than the scheduled yearly update.

• View current Conus rates here: GSA: Plan a Trip

• View current Oconus rates here: Foreign Per Diem Rates by Location
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https://www.gsa.gov/travel/plan-book/per-diem-rates
https://allowances.state.gov/web920/per_diem.asp?


Accounts Payable News
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Reminder: ITS can perform mass payment cancellations for institutions 

if there are large quantities of payments to cancel or escheat at a time. 

Please submit a help desk ticket for review as needed.

• In the past year, Savannah State University onboarded with Payment 

Request functionality.  Interested?  Contact anna.reid@usg.edu

•Successful 1099 Season – Thank you!

mailto:anna.reid@usg.edu


Other Tips & Tricks
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To populate today’s date, enter a “T” or “t” in any date field in 

PeopleSoft Financials. 

Click Save and today’s date will populate.



https://www.usg.edu/unified-erp 

Coming Soon...New Unified ERP
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https://www.usg.edu/unified-erp


Open Discussion

Accounts Payable and Travel & Expenses 
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In Closing
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