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New URL for Self-Service: 
 
https://dfs-fineapps.gafirst.usg.edu/psp/F89PRD/FINEAPPS/FINSS/?cmd=login 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
Enter User ID and Password 
Click on “Sign In” button 

 
 

https://dfs-fineapps.gafirst.usg.edu/psp/F89PRD/FINEAPPS/FINSS/?cmd=login


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on “Employee Self Service” 



 
Select “Create” under Expense Report 
 
 
 
 



 
A blank report should display 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Enter Description 
 

2. Select Business Purpose from Drop Down Box 
 

3. Enter any Comments that will assist the reviewer/approver 
 

4. Enter Reference field, if desired 
 

5. Enter Default location, if desired 
 

6. Click on the first drop down box under “Expense Type” 
 



 
You will notice many additional expense choices. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In this example, Employee Mileage is chosen.  This expense type is at the Tier 1 rate. The 
other tiered rates are also available. 
 
1. Enter Expense Date 
2. Enter Payment Type (select N/A for mileage) 
3. Click on the “Detail” link 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1. Enter Beginning odometer reading 
2. Enter Ending odometer reading 
3. Enter in the normal commute mileage (normal commute equals miles from home 

to your normal work place). 
4. Enter in any personal miles driven 
5. Enter in Originating location 
6. Enter in Destination location 
7. Enter in any useful information for reviewer/approver 
8. Click on “Accounting Detail” hyperlink if expense needs to be charged differently 

from default department/account. 
9. Click on “Check Expense for Errors” button for prompt of any missing or 

incorrect information. 
10. Click on “Return to Expense Report” hyperlink. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Options: 

1. Add another expense line by clicking on “+” sign to the right of existing expense line 
2. Save report to complete at a later time 
3. Submit report for review/approval and payment 

 
In this example, “Save for Later” was chosen. 
 
Note that Report ID has been assigned once saved. 
Report can be later modified and submitted or even deleted. 
See next page for Print instructions. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.  Select “View/Print” 
2. Click on Printable View hyperlink 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A window will pop up showing that the report has been “queued”.  
Print the report when it appears. 
 
Sign report on the last page. 
 
Attach receipts, mapquest mileage, car rental comparison and forward to supervisor or 
department head for approval. 
 
Forward approved hard copy with receipts to Business Services for processing.  Be sure 
that you have also submitted your electronic report to Business Services.  We need both 
to start processing! 
 
Contact Business Services with any questions: 
404-656-2236 
BusinessServices@usg.edu 


