
 

Log in through the Finance Module Login found on 
Campus Connection page of MSU website (gray box).  



  

It is the same UserID and Password as 
your HRMS login.  

The browsers the module works best 
in include, Chrome, FireFox and Safari.  



 

  

DUO is required to enter the Finance module. 
If you need to add an additional method (cell 
phone, land line, etc.) for using the DUO app, 
you can go to this link and add the device:  

https://2fa.ndus.edu 



 

  

Click Expenses WorkCenter box 
to enter module 



  

If you wish to assign a delegate to enter travel on your behalf, 
click the Delegate Entry Authority. You will need to enter the 
employee’s name and assign them the desired roll. “Edit and 
Submit” gives them full access to both create and submit an 
expense report. “Edit” allows them to create the report, but 
does not let them submit. “View” limits them to only view the 
report.  



  

Click “Create/Edit Report” to begin a 
new report 

Your employee ID number will populate into this box. If 
you are a delegate, entering for another employee, you 
will need to enter (use looking glass to search) their ID 
number. 



  

Can copy from 
previous reports 

Required fields have an * 

Place of travel 

Add attachments here (travel auths, 
receipts, schedule/itineraries, etc.) 



 

Use drop down or icon to 
enter Expense Type 

 



  

Click “Expand All” to expand the line 

The “start” and “end” times are required to verify per diem (same as the 
“departure/return” times that were necessary on the travel voucher. If an 
overnight stay/multiple days are involved, the start time is necessary on the first 
day, and the end time necessary on the last day. The other days in between will 
be all day—12:00am to 11:59pm 

 



  

Click “per diem deductions” link to take 
off any provided meals, or meals not 
reimbursable due to start/end times.  

Click the check box next to meals 
that need to be deducted from 
reimbursement 

 



 

If you use grant funding, along with the fund/dept, the “PC Bus Unit” 
(MISU1), “Project” (grant #), and “Activity” (always “1”) need to be 
entered.  

 



    

An example showing lodging added in. The name of 
the hotel must be entered in the “merchant” line.  

Note: “meals in state” is used for meals being claimed 
with an overnight stay. “meals taxable no overnight stay” 
is used for travel with no overnight stay involved.  



 

Hit “save for later” to save. When ready 
to submit, hit “summary and submit” 
button 



 

To find a saved report, click the “create/edit” report button, then click the “find 
and existing value” tab. Search by Empl ID, last name, or Report ID. 

 

Any additional notes 
pertaining to the 
travel can be added 
in this section to 
provide clarification 
for the Approvers.  

Hit “notify” if a 
delegate, and 
need to notify 
employee 
their report is 
ready to 
submit 

To submit, check box, and hit 
“submit expense report” 
button. A box will pop up 
asking you to confirm—click 
“ok.” 

 



 

To find a saved report (not yet submitted), click the 
“Create/Edit Report” link, then hit the “Find an Existing 
Value” tab. Search by Empl ID, Name, or Report ID.  



  

If you want to check on the status of a report that has been 
submitted, go to “Review Report” and search by Empl ID, last name, 
or Report ID 


