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Considerations
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What is My Wallet?
• My Wallet is a feature of the Travel & Expense module in 

CUNYfirst that will be available to all current Travel 
Cardholders

• This feature will enable CUNY’s travel card transactions, 
received from Citibank, to be loaded directly into the Travel 
and Expense module

• These Travel Card expenses can be included directly on 
employee Expense Reports by selecting the correct 
transactions from “My Wallet”

• All Travel Card transaction expenses MUST be included on an 
Expense Report – even if there are no employee reimbursable 
expenses
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Benefits of My Wallet to Travel Card holders and 
Supervisors and Approvers

• Travel card transaction expenses that are submitted on an 
approved expense report, along with the required receipts and 
business purpose is now the only end user requirement for the 
Travel Card reconciliation process

• Reconciliation of Travel Card expenses in the Credit Card 
module and duplicate receipt attachment is no longer required.

• Supervisors and approvers will only have to approve travel card 
transactions ONCE in the Expense Report
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Introducing a new Payment and Billing Type

• Once My Wallet is in production, all Travel Card transactions, 
when included on a Travel Authorization must be created with a 
Payment Type and Billing Type = TCard

• When a Travel Card transaction is selected for an Expense 
Report from My Wallet, it will automatically be entered with a 
Payment Type and Billing Type = TCard
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Creating an Expense Report from My Wallet
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Expense Types must be changed in My Wallet
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Change Expense Type from VISA transactions
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Select the Correct Expense Type for the 
Transaction
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Transaction appears with correct Expense 
Type in My Wallet
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Tcard Transaction appears with Payment Type 
and Billing Type = “Tcard”
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An Expense Report cannot be saved with a “VISA” 
Expense Type

Action: Delete expense line then go back into My Wallet to 
re-select the transaction and change to the correct expense type
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My Wallet – Rules of the Road for Travel Authorizations
• Travel Authorizations

– Travel Authorizations are required for all travel except local travel within 35 
miles from your work and/or home location

– NEW! Travel Authorizations will now encumber funds for both employee 
reimbursements and travel card transactions 

– Travel Authorizations must have ‘Tcard’ as payment type if line will be paid 
with a travel card

– Ensure there is sufficient budget for all elements of a travel event by 
running budget queries

• DEPT_BUDGET_CHECK_SR (Senior colleges)
• CU_FSPO_BUDGET_OVERVIEW (Community colleges)

• When Travel Authorizations are copied to an Expense Report, be sure 
that the TCard transactions from the Travel Authorization are deleted
from the Expense Report

– TCard transactions must be selected from My Wallet!
– Deleting the Tcard transactions from the ER will release the encumbrance 

once the ER is budget checked
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Creating a TA for an Expense Report that 
contains Travel Card transactions
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My Wallet – Rules of the Road for 
Expense Reports

• Expense Reports should be created by copying from an 
approved Travel Authorization except for local travel
– Travel from work and/or home location is greater than 35 miles
– When copying a TA with Tcard expenses to an Expense Report, 

delete the Tcard entries from the TA and replace with the correct 
entries from My Wallet

– Users are not permitted to add manual Tcard transactions directly 
into an Expense Report. All Tcard transactions must be selected 
from My Wallet

• Expense Reports must be submitted for approval within 5 
business days of the completion of the travel event

• Expense Reports must include Travel card transactions, 
employee reimbursable and non-reimbursable expenses

• If an Expense Report with My Wallet transactions is deleted, 
the TCard transaction(s) will be returned to My Wallet



15

When copying a TA with Tcard expenses to an 
Expense Report, delete the Tcard entries from the TA 

and replace with the correct entries from My Wallet
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Identify the correct transaction from My Wallet 
and change the expense type before copying 

on to the expense report
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Add the transaction from My Wallet and delete 
the row copied from the Travel Authorization

1

2
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Expense Report is ready to be submitted
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Rules of the Road – Credit Transactions

• TCard Credit transactions should be processed at the same 
time as the original expense transaction
– This will result in the correct net amount reflected in the 

department budget
– And the correct replenishment of the umbrella account

• Wait until the expected Credit transaction appears in My 
Wallet before submitting the Expense Report

• In the event that there is a credit transaction that appears after 
My Wallet is in Production and the original expense was 
reconciled in the Credit Card Reconciliation Workbench, AP 
will work with Production Support to resolve the outstanding 
credit transaction and ensure that the credit is appropriately 
reflected 
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Expenses for Dual Appointment Faculty
• TCard transactions must be included on Expense Reports that are 

expensed to the Business Unit that issued the TCard!
• If you have one travel event where costs are being split across two 

schools, separate expense reports need to be created (for example, 
one for Grad Center and one for Hunter)

• For example:
– A faculty member is appointed to both the Graduate Center and Hunter 

college
• If the TCard has been issued by the Graduate Center, the TCard transactions 

must be included on an Expense Report processed to the Graduate Center GL 
(GRD01)

– Proxies will help create these ER’s for the Graduate Center
– Additional employee reimbursable expenses that will be paid by the 

Graduate Center can also be added to this expense report
• If the TCard has been issued by Hunter College, the TCard transactions must be 

included on an Expense Report processed to Hunter’s GL (HTR01)
– Additional employee reimbursable expenses that will be paid by Hunter can 

also be added to this expense report
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Employee Self-Service
Managing My Wallet Transactions

• TCard holders can review all their My Wallet transactions using 
the Employee Self-Service ‘My Wallet’ link. Proxies will not be 
able to see this page. 

• Transactions can be filtered based on the transaction status. 
Statuses include: 

– All transaction statuses
– Assigned
– Unassigned

• For transactions that have been already included on an 
approved Expense Report, the Expense Report ID is listed and 
available for drill down.

• When an ER with Tcard transactions is deleted, the 
transactions go back to My Wallet.
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Managing Transactions in My Wallet 
Expense User – all Transactions
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Managing Transactions in My Wallet 
Expense User – Unassigned Transactions
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Managing Transactions in My Wallet 
Expense User – Assigned Transactions
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Travel & Expense Proxies – My Wallet
• T&E proxies will continue to create Travel Authorizations and 

Expense Reports using the Travel & Expense Center link

• When creating an Expense Report, proxies can view and 
select the Tcard transactions in My Wallet for the expense user 
for whom they are creating the ER.

• Proxies can use the query CU_FSTE_My_Wallet_Trans to 
identify any transactions for an expense user that have not yet 
been included on an approved ER

• Proxies do not have access to review the travelers My Wallet 
transactions using the Employee Self-Service ‘My Wallet’ link


