USF UNIVERSITY OF FAST Travel System
SOUTH FLORIDA  Guide: Updating Traveler Profile

Purpose: To provide instructions on how to update traveler profiles in the FAST Travel
module.

Definition: Updating the traveler profile enables the traveler’s delegate to modify
ChartField information and select the correct profile for workflow purpose.

Navigation: Main Menu > Travel and Expense > Manage Employee Information > Update
Profile

Notes: To update a traveler profile, the user needs to be set as delegate for the

traveler in FAST.

To request delegate access, complete and submit the Delegate Assignment
Request form following the link:
http://usfweb?2.usf.edu/uco/travel/travelforms.asp

A delegate is able to modify the default chartfield values and change the
Default Profile in the employee record.

Travel creates and modifies non-employee profiles as per department’s
request. To create and/or modify a non-employee profile, the department
must submit the Non-employee Profile Creation Request form, available in
the travel website http://usfweb?2.usf.edu/uco/travel/travelforms.asp.

Steps for Updating Traveler Profile:

Steps

Description

1 Follow the above navigation. Once in the page Employee Profile (Edit), enter the Employee ID,
and click on the button Search.

Employee Profile (Edit)

Enter any information you have and click Search. Leave fields blank for a list of all values.

) Add a New Value

Search by: [Emp/iD  +/|Pegins with

Search | Advanced Search
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Updating Traveler Profile

Steps for Updating Traveler Profile:

Note:

The link Advance Search shown in step #1, enables additional search criteria to find the
employee.

Employee Profile (Edit)

Enter any information you have and click Search. Leave fields blank for a list of all values.

EULENE ST AYETEI  Add a2 New Value |
w Search Criteria

Empl ID:  [pegins with v ||
Name: contains v |[Rocky
Last Name: [ pegins with ||

[ case sensitive

[ Search |[ Glear |Basic Search [f¥ Save Search Criteria

2 Click on the tab Organizational Data to update the employee profile.

P — .
" Employee Data L ENT= = 0= =) User Defaults || Bank Accounts | Corporate Card Information |
= =

Rocky The Bull

Expenses Processing Data

Valid for Expenses: Yes [Vl Default Profile

Reason for Status: Passed All Validation Edits [ignore Authorized Amounts

HR Information Supervisor Information

Employee Status: Active “ID: @,
Hire Date: 0170172014 Name:

GL Unit: USFO1 UNNWERSITY OF SOUTH

FLCRIDA
Department:
partmen 0-0208-000 Designated Approver: SHERAINE @,

Hours Per Period: Use Business Unit Default

Default ChartField Values

g

Personalize | Find | El 1
*GL Unit Oper Unit Fund Product Initiative Project Department

[usFD1 [@, | @, | @, | @, | @, | @, [p20600 @,

Cash Advance Level

(® Business Unit 15,000.00 USD
O specific Amount
O None

Travel Department, Controller’s Office
Revised November 2015
Page 2 of 4



Updating Traveler Profile

Steps for Updating Traveler Profile:

3 A user may have more than one record. Find the active profile by using the arrows in the right
side of the section Expenses Processing Data.
_Envoyee s QTN UserDeats ok Acts | Gorpore Gt oo
Rocky The Bull
Expenses Processing Data
Valid for Expenses: Yes [l Default Profile
Reason for Status: Passed All Validation Edits [lignore Authorized Amounts
ormatio Supervisor Information
Employee Status: Active 1D: @,
Hire Date: 01/01/2014 Name:
GL Unit: USFOo1 UNMWERSITY OF SOUTH
FLORIDA
Department: 0-0206-000 Designated Approver: [sHERANE —  [Q
Hours Per Period: Use Business Unit Default
4

To select a profile for the employee, click on the check box Default Profile and click on the
button Save.

( Employee Data | (ELSENEEINIENSEENN © User Defaults || Bank Accounts || Corporate Card Information |
Rocky The Bull

Expenses Processing Data

Valid for Expenses: Yes

Reason for Status: Passed All Validation Edits

HR Information

Employee Status: Active

Hire Date: 01/01/2014

GL Unit: USFO1 UNIVERSITY OF SOUTH
FLORIDA

Department: 0-0206-000

Hours Per Period Use Business Unit Default

Default ChartField Values

*GL Unit Oper Unit Fund Product Initiative Project

usFo1 (@, [TPA @, |[10000 @, [Dooooo @, [ooooO0D @, @, (020600 @,
Cash Advance Level

® Business Unit 15,000.00 USD
' Specific Amount
) None

Expense Role

"If desired, an expenses role can be associated with this employee. Please note that only one role can be assigned, per employee,
no matter how many jobs they hold within the company "

Expense Processing Role:

o Retum to Search | | = Moty | | Refrasn |

Employee Data | Crganizational Data | User Defaults | Bank Accounts | Corporate Card Information
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Updating Traveler Profile

Steps for Updating Traveler Profile:

Steps

Description

To update the ChartField Values in the employee profile, enter the information in the section
Default ChartField Values and click on the button Save.

S =W Organizational Data User Defaults Bank Accounts

Corporate Card Information
=

Rocky The Bull

Expenses Processing Data Find | View All First EI 4.0f1 I3 Last
Valid for Expenses: Yes ¥ Default Profile
- . Ignore Authorized Amounts

Reason for Status: Passed All Validation Edits

HR Information Supervisor Information

Employee Status: Active kD=

Hire Date: 01/01/2014 Name:
GL Unit: USFD1 UNIVERSITY OF SOUTH

FLORIDA
Department: - -
p 0-0206-000 Designated Approver: SHERAINE

Hours Per Period: | Use Business Unit Default

Default ChartField Values Personalize | Find | = | #E First Kl 10f1 I (st

*GL Unit Oper Unit Fund Product Initiative Project Department

[usFo1 @, [TPA |@, [1o000  |@, |[oDoDDO @, |[nooooon @,

@, |[p20800

® Business Unit 15,000.00 USD

Specific Amount

None
Expense Role
"If desired, an expenses role can be associated with this employee. Please note that only one role can be assigned, per employee,
no matter how many jobs they hold within the company.”

Expense Processing Role:

:Save [Gh Return to Search <] Netify :Q Refresh

Employee Data | Organizational Data | User Defaults | Bank Accounts | Corporate Card Information

Note:

The field Department in the section Default ChartField Values is required when updating the
ChartField.

To identify when a profile is related to an employee or a non-employee, verify the section
Supervisor Information. If the user is an employee the fields ID and Name are populated with
the supervisor information from Human Resources, and the Travel department cannot modify
this field. If the user is a non-employee, the field Designated Supervisor is populated with the
supervisor’s FAST ID; Travel is able to modify this field as per department request. To modify
the supervisor’s FAST ID for the user’s profile, the department must submit the Non-employee
Profile Creation Request form, available in the travel website
http://usfweb2.usf.edu/uco/travel/travelforms.asp.
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