The log-in process to access the T & E system has been modified to
prevent timing out when logging in through Bronco Web. The new
log-in process allows end users to access the Financial System
through Bronco Web.

Note: The log-in process will remain the same when accessing the
Travel & Expense (T&E) System through the Einance System.

1. Log into BroncoWeb

4 BroncoWee

Home
# Loc InTo Log into BroncoWeb Weekends Vary
BroncoWes
+ BroncoWeb Help
% Loc In To BroncoWeb Help Center » Academic Advising
BroncoMai bweb@boisestate edu + Academic Calendars
N Helpline® (208) 426-BWEB (2932) « Admission/Enroliment
Fax: (208) 426-3169 « ASBSU

HeLe

Hours: 8AM-6PM Mon - Thur & 8AM-5PM Fri

« Blackboard
Administration Building, Room 110 ackboar

+ Bookstore

# BroncoCard

= BroncoJobs

+ BroncoMail FAQ's

Campus Map

+ Catalogs

* Commencement

* Computer Labs

% BroncoWes * Core Classes
GuesT Logm « Extended Studies

+ Faculty Handbook

4 Ser My New
Passworo

# Forcotr My
Passworp

@ REINSTATE
BroncoWes
Access See the Academic Calendar for all important dates and deadlines by session.

® SvstEm Hours BroncoWeb Help FAQs
+ Financial Aid Recipients
4 ContacTt Us * Housing & Residence
Waitlisting FAQs « Library
« Parking/Transportation
intersession » Registrar's Office

2. Type in your User Name and Password

OISE®STATE

YERSITY

Login to BroncoWeb

User Hame:
User Name &

\
Password: / Password

Set my new password
| forgot my password

Need Help? Reinstate my access

Contact the BroncoWeb Help Center
(208)426-BWEB [2932]
Or email bweb@boisestate edu




3. Open Travel/Expense: This can be done on the Menu bar or in the
Main Menu.

& broncoweb BUFFYBRONCO on ETS9
y S
[- My Favorites i1 Self Service
Navigate to your self service information and activities
I Campus Personal {7 . istudent Center Campus Personal Information 3| Payroll and Compensation
Information “i& Use the student center to check your Waintain your personal information and review @ Review your pay and compensation history.
[» Payroll and Compensation admissions status, accept financial aid, holds and to dos pending to your record. Update your direct deposit and other deduction
[> Time Reporting register for classes, make a payment, view =] Addresses or contritution information
[ Manager Self Senvice your to-do items, and more. [E] Names =] View Paycheck
> Benefits =l Bhone Humbers E] View YTD Balances
[> Opt-In Emergency Alert 5 More... ] Self Service W2
- Student Center ZMore..
— BSU Values and Conduct Time Reporting Manager Self Service [Azil. Benefits
= Travel/Expense Report and review your time, schedules, g Navigate to self service information and E Review health, insurance, savings, pension or
= ASBSU Voting request absences and more activities for people reporting to you other benefits information. Review and update
— Change My Passwo 3 Report Time [El Leave Balances-All Direct Rpts dependent and beneficiary personal
|~ My Dictionary E Leave Balances-One Emplovee &furmatlun
Employee Leave Balances Benefits Information
[ Time Management [ Dependents and Beneficiaries
= Benefits Summary
= Insurance Summary
Open Trave/Expense =
= BSU Values and Conduct )"‘—% Opt-In Emergency Alert = TravellExpense
BSU Statement of Values and Standards of “,?‘j Set your alert options for the Emergency Travel and Expensze Center
Conduct Certification ~ Nofification System.
=l Alert Options
2 ASBSU Voting
Vote for your ASBSU Representatives

4. Open the Travel and Expense Center

Search:

®
[+ My Favorites . . . .
> Self Senice The Travel and Expense Center will open in this window.
[ Campus Personal
Information
[ Payroll and Compensation
[ Time Reporting
[ Manager Self Service
[ Benefits
[ Opt-In Emergency Alert
= Student Center
= BSU Values and Conduct Open Travel and
Expense Center

= A3BSU Voting
— Change My Password
— My Dictionary




5. Two screens will open, BroncoWeb and the Finance System. Click
on the Home link as indicated below to close the BroncoWeb.

L3 broncoweb BUFFYBRONCO on ETS9
Add to Favorites Sign out
==z . BUFFYBRONCO (FTS8|
® ORACLE (F158)

DAY RO Click on this Home link
[~ Self Service

[» Campus Personal Search: @ Main Menu >

Information =

[» Payroll and Compensation > Travel and Expenses m'm Travel and Expenses

[> Time Reporting Access Travel and Expenses

[> Manager Self Service U - Employee

¥ Benefits rave;and Expense - Employee Center

[> Opt-In Emergency Alert . - Employ

- Student Center

= BSU Values and Conduct

= Travel/Expense
- aosuvatne___ At this time, there are 2 screens open. Clicking on the Home
= My Dictionary link indicated will maintain your Finance System connection.

6. To open the Finance System module, click on Travel and
Expenses.

. BUFFYBRONCO (FTS8
ORACLE (FTSE)
Help
|Search:
®
[> Travel and Expenses

Click on Travel and Expenses to open

7. Next, click on BSU-Employee.

BUFFYBRONCO (FTS8)

Main Menu =

‘ Travel and Expenses

- Travel and Expenses
= BSU - Employee Access Travel and Expenses

BSU - Employee

Trave\ and Expel Employee Center




8. Here you can create your Travel and Authorization or Expense

Report.

ORACLE

~ Travel and Expenses
= BSU - Employee

BUFFYBRONCO (FTS8)

Sign out

Main Menu > Travel and Expenses =

ﬁ BSU - Employee

Travel and Expense - Employee Center

ravel Authorization
reate, Moedify, Print, View or Delete a Travel
Authorization
= Create
=] Modify
=] Print
= view
=] Delete

Expense Report

Create, modify, print, view or delete an
expense report

= Create

=] Modify

= Print

B view

= Delete

Now you can create your Travel and
Authorization or Expense Report

Other Functions

Other travel and expense functions
= Create/Update User Template

=] Delegate Entry Authority

= Review Expense History

=] Review User Defaultts




