PEPPERDINE UNIVERSITY
Creating An Expense Report

Reimbursement requests are made with Expense Reports through the Travel and Expense Center in
PeopleSoft Financials. It is the responsibility of the employee who incurred the expense to collect and

organize the appropriate original receipts, and submit them along with a PeopleSoft Expense Report
in a timely manner.

Receipts must be scanned and electronically attached to the Expense Report. Multiple receipts may

be taped to a single page and scanned as a single file. If all receipts are not attached to the Expense
Report, the report will be sent back to the payee for revision.

The Travel and Expense Center link can be found on the FINANCE CENTER.

e Click on the Travel and Expense Center link.

[ FINANCE CENTER
"] Requisitions “ | Travel and Expense
» |
= Create/Modify Requisitions = Travel and Expense Center z
= Copy Requisitions =l Expense Rpt by Submitter ID
=l Requisition Inquiry = Expense Report Approver by Rpt
B Req Workflow Status - All Regs B Expense Report Detail by Rpt
= =

Review Requisitions £=] Expense Report needs Approval
Requisition Status = ER Level 1 Approvers by Dept
=l Req Lv! 1 Approvers by Departs £=l Employess for a HR Supervisor

= HR Supervisor employees for TE
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e Under the Expense Report heading, choose “Create”

Travel and Expense Center

l _/ Travel and Expense Center

Centralized Travel and Expense Center

Expense Report Travel Cash Advance
Create, modify. print, view and delete an Expense Report

Li] Create, madify, print, view or delete a Travel Cash Advance
[=l Create % [=l Create
= Modify
W

Vi




On the “Add a New Value” tab, enter the 9-digit Campus-Wide ID of the person who is to
receive the reimbursement.

Click the magnifying glass icon to search by name or CWID.
Look Up %

Look Up Empl ID 5

Search by: EmplID ~ begins with|

Look Up | Cancel |Advanced Lookup

Search Results
Only the first 300 results of a possible 4818 can be displayed.

1-300 of 200 Last

011 ! Sriri

Use the drop-down menu to select “Name” if you wish to search by name.

Look Up Empl ID

Search by: Name ~ begins with||

Look Up | Cancel |nd¢ancedLookug




e Type a few characters of the name or CWID you're looking for.
e Click “Look Up”.

¢ Click on the name of the employee to be reimbursed.

Look Up

Look Up Empl ID

£

Search by: Name - begins with

| “shother X 4

L'ootk-Upl Cancel |mgncedj_mkug

Search Results

|Empl ID

e Click “Add”

Expense Report

Find an Existing Walue Add a New Value

Empl ID: 100 Q

Add |+

Find an Existing Yalue | Add a MNew Value




A blank expense report will display.

Create Expense Report

Expense Report Entry

Loa User Defauits Report I0: MEXT
Quick Start: A Biank Report - 50

*Description: Comment: I

*Business Purpose: -

Pymnt Type: Check -
Default Location: O
&
Accounting Defaults Apphy Cach Advance(s) More Options: i - GO

4
|

Copy Selecte=d | Delete Selected | New Expenss - Add Check For Emors

Employee Expenses: 0.00 USD Due Employee: 0.00 USD
Nen-Reimbursable Expenses: 0.00 UsD Due Vendor: 0.00 UsSD
Prepaid Expenses: 000 USDh
Employee Credits: 0.00 USD
Vendor Credits: 00D USD
Cash Advances Applied: 0,00 USD

Diefinition of Totzls Update Tobds

Save For Later Susbmit

Retermn to Travel snd Expense Center




e Enter an overall description of the event.

Create Expense Report
Expense Report Entry

Loa Lisar Defsults Report 1D: NEXT
Guick Start: A Blank Report -~ O

*Description: HEURG Conference COriande | Comment: 1

*Business Purpose: “F

Pymnt Type: Check -
Default Location: | =]
4
Accounting Defaults Apphy Czsh Advsnoefs) More Options: » GO

Details

Copy Select=d | Drelete Selected | Mew Expenss - Add Check For Erors
Employee Expenses: 000 USDr Due Employee: 0000 USD
Non-Reimbursable Expenses: 0.00 UsD Due Vendor: 000 UsD
Prepaid Expenses: DD UsSD
Employee Credits: 0.00 USD
Vendor Credits: 0,00 USD
Cash Advances Applied: 0.00 UsSD

Disfinition of Totsls Update Totals
Save For Later Submit

R=turn to Travel and Expense Center




e Choose a business purpose from the drop-down menu.

Create Expense Report

Expense Report Entry

Loa — Ussr Defzults Report 1D MEXT
Guick Start: A Blank Report ~ GO
= General Information
=Description: HEL}G Conference Oranda ’: . E =
*Business Purpose: U=zr Confzrence -
Pymnt Type: Check =
Default Location: ),
.-ﬁ'-
Accounting Defsults Apphy Cash Advance(s) More Options: ~ G0

1
|

4
]

1
iF

Copy Selected | Delete Selected | New Expenss o Add Check For Errors
Employee Expenses: 000 UsSD Due Employes: ol UsSD
Non-Reimbursable Expenses: 0.00 UsSD Due Vendor: 0.00 UsD
Prepaid Expenses: 0.00 USD
Employee Credits: 0,00 USD
Vendor Credits: 00D UsD
Cash &dvances Applied: 000 USD

Difinition of Tatsls Update Totals
Sawe For Later Submit

Return to Travel and Expense Center




e Choose “Check” or “ACH” from the “Pymnt Type” drop-down box. If you want a paper check
mailed to you, select “Check”. To have the reimbursement directly deposited to your bank
account, select “ACH”. The account that the direct deposit will credit is the first account listed
in your Payroll preferences. The money will not be divided between multiple accounts.

Create Expense Report

Expense Report Entry

Loal. . _. User Defaults Report 1D: NEXT
Quick Start: ABlank Report - El
~ General Information

*Description: HEUG Conference Orlando Comment:

*Business Purpose: User Conference -

Pymnt Type: ACH -
Default Location: o'}
&
Accounting Defaults Apply Cash Advance(s) More Options: - El

Details

Customize | Find | View &1 | 2] B First B0 44 ora B Last

*Amount Spent (*Currency [*Payment Type *Billing Type

|—HHHH

Copy Selected Delete Selected Mew Expense - Addl Check For Errors




To attach scanned receipts or other electronic documentation to the expense report, click on
the Attachments icon.

Create Expense Report

ExpEHSE Repnr‘t Entryr
Loa.. .

User Defaults Report 1D: NEXT
Quick Start: A Blank Report - GO

= General Information

*Description: HEUG Conference Orlando Comment:
*Business Purpose:  User Conference -
Pymnt Type: ACH -
Default Location: aQ, z
Accounting Defaults Apphy Cash Advancels) More Options: - GO
Dretails

Customize | Find | view All | (FINg |

“pmount Spent

Copy Selected Delete Selectad

Mew Expenss - ﬂ

Check For Ermors

e C(Click the “Attach” button.

Expense Attachments

Attachments
ReportiD: NEXT '

| Attachment Description Attachment Id Attach View Delete

atach| |WiEwl| | |BEEE]

Additional Attachment |

Ok Cancel




e Click the “Browse” button.

File Attachment

[
Upload | Cancel |

e Browse your computer for the appropriate file(s).
When the files have been chosen, the file name will appear on the Attachments screen.

e Click “Upload”.

File Attachment

CUsers\ltran\Documents\PS_Web Changes\Forms Sta | Browse.....

Upload | Cancel |

A unique ID will be assigned to your attachment. You may choose to type in a more memorable
name.

Zxpense Attachments

Attachments
ReportiD:  MNEXT

Attachment Description Attachment id Attach View Delete

F— 1000001782013-01-
1 -Llitifelpts 17-15.21.48 Aﬂa.chl View! | Dele!el

Additional Attachment |

OK | Cancel |



You may add additional attachments by clicking the “Additional Attachments” button.

Sxpense Attachments

Attachments
Report ID:
1 |Receipts jlg?f;]gjl]f;m%“ Aﬁachl HIEW | Deletel
Additional Attachment |
OK | Cancel |

¢ Click “OK” when you are finished adding attachments.

Zxpense Attachments

Attachments

Report |D:

Tmlmlmlim
1 [Receipts e 0% atacn| |WiEW)| |EEE
/ Additional Attachment |
OK | Cancel |

You will be returned to the Expense Report Entry screen.

Choose the Expense Type from the drop down menu. Fill in the date on which the expense was
incurred as well as the amount spent.

e Select the Payment Type from the drop down menu. There is only one choice, but it must be
selected or the expense report cannot be saved. The Billing Type field also has only one value,
but it is automatically selected.
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Create Expense Report

Expense Report Entry

Loa User Defaults Report ID: NEXT
* General Information

*Description: HEUG Conference Orlando Comment:

*Business Purpose: User Conference -

Pymnt Type: ACH -
Default Location: Q
&
Accounting Defaults Apply Cash Advance(s) More Options: - EI

Customize | Find | View A First 4] vaora M 55t

‘Expense Date | *Amount Spent|*Currency |*Payment Type *Billing Type
[ | | Aifare + [o1m02i2013 5 | 38000 |USD O | ~ | Internal v |*Datail
- =
| : '
I -

Copy Selected | Delete Selected | MNew Expense - Addl Check For Errors I

e Click on the “Detail” link to add a description, chart strings, and other information.

Create Expense Report
Expense Report Entry

Loar Uszer Defzults Report ID: MEXT
= General Information

*Description: HEUG Conferance Orizndo Comment:

*Business Purpose:  User Confersnce -

PymntType:  ACH
Default Location: L&}
o
Accounting Defaults Apphy Cash Advance(s) More Options: - 0

-

__| = =

Copy Selected | Delete Selected | New Expenzs - A Check For Erors
Totals

Employee Expenses: 38000 USD Due Employes: 380.00 USD

Hon-Reimbursable Expenses: 0.00 USD Cue Vendor: 0.00 USD

Prepaid Expenses: 0D USD

Employee Credits: 0.00 USD

Vendor Credits: 0.08 USD

Cash Advances Applied: 0,00 USD

Definition of Totsls pate P

Save For Later Submit




Information entered on the Entry page will automatically populate on the Detail page.
All fields with an asterisk are required. Save will not be allowed if these fields are blank.

e Enter a detailed description of the expense (who, what, where, when, why). Airfare
reimbursements require the ticket number.

Create Expense Report
Expense Detail for Airfare (Line 1)

Loa Report I0: MNEXT

About This Expense
*Expense Date: 01/02/2013 [=1]

*Payment Type: Paid by Employes + [CINe Receipt

*Billing Type: Internal ~ [/Hon-Reimbursable
*Ticket Number: [vza135708642

*Description: Eﬂundtrip ﬁigh? LA-COrlando

1242013 and 1/4/2013

*Amount Spent: 380.00

*Currency: WQ

*Exchange Rate: lm ! F%
Default Rate

Reimbursement Amt: 38000 USD

Accounting Detail
Receipt Split
Check Expense For Errors

Return to Expense Report

e Click on “Accounting Detail” to enter chart fields.

The account number will automatically populate based upon the Expense Type assigned to the line.

The Account, Fund, Department, and Class fields are required. Additionally, the Program field is
required for Department IDs associated with the schools.

e Fillin the Class field and make any necessary changes to other chart fields.

Create Expense Report
Accounting Detail

Loa Report ID: MEXT

This is the accounting detail for expense type Airfare with a transaction date of
2013-01-02 in the amount of 380 USD. If changes are made inadvertently, you
may reset the default accounting values by hitting the 'Restore Defaults' button.

Restore Defaults

General Ledger ChartFields [ [EL]

*GLUnit  |Monetary Amount f:":hﬂ‘ % Account Oper Unit Fund Dept Program  |Class Product 0

380.00 [PUNN O 380.00 USD 1.00000000 511025 Q. Q) [uonDaG, (10200 Q Q) [aseom @ o

Add Chartfield Line | Refresh |

OK
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e |If the expense is to be split between multiple chart strings, click “Add ChartField Line” to add
more lines.

e Click “OK” when you have finished.
You will be returned to the Expense Detail page.

¢ Clicking on the “Check Expense for Errors” button will validate the chart fields and alert the
user to any missing information.

Create Expense Report
Expense Detail for Airfare (Line 1)

Loa Report ID: MNEXT
*Expense Date: 0110212013 [5]
*Payment Type: Paid by Employee + [ |Ho Receipt
*Billing Type: Internal +~ |_|Non-Reimbursable
*Ticket Number: ¥ZA135708642
*Description: Round trip flights LA-Orlando
12/2013 and 1/4/2013
*Amount Spent; 380.00
*Currency: WO\
*Exchange Rate: 1.00000000 "L [
[¥] Default Rate
Reimbursement Amt: 238000 USD

Accounting Detail

Receipt Split
Check Expense For Errors | ?

Return to Expense Report

If any required information or chart fields are missing or invalid, you will see the following message.
Make necessary corrections by returning to the Accounting Detail page.
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Create Expense Report

EXPEHSE Detail for Mileage (Line 3)
Loal

Report ID:

Base enter or update the following information:

Accounting Detail — An invalid ChartField combination was found on distribution line

About This Expense

*Expense Date: m Ex|

*Payment Type: Paid by Employee

*Billing Type: Internal

*Miles: 50 ®x 05550

*Description: Shuttle to and from airport in
Crlando

*Amount Spent: 27758

*Currency: JSE

*Exchange Rate: 1.00000000| % B
Default Rate

Reimbursement Amt: 2775 USD

Accounting Detail
Check Expense For Errors I

Return to Expense Report

-

-

[T No Receipt
[] Hon-Reimbursable

e From the Expense Detail page, click the “Return to Expense Report” link to return to the Entry

page.

Create Expense Report

Expense Detail for Airfare (Line 1)
Loa

About This Expense

*Expense Date: 01/02/2013 [

*Payment Type: Paid by Employee

*Billing Type: Internal

*Ticket Number: YZA135708642

*Description: Round trip flights LA-Orlando
1/2/2013 and 1/4/2013

*Amount Spent: 380.00

*Currency: Iﬁ Q

*Exchange Rate: 1.00000000 % ER
Default Rate

Reimbursement Amt: 38000 USD

Accounting Detail
Receipt Split

Check Expense For Errors
Return to Expense Report K

-

-

Report 1D:

[I Mo Receipt
[ Non-Reimbursable
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e Continue to add lines to the Expense Report until all expenses are accounted for. If more than

four lines are needed, click the icon to add lines.

Create Expense Report

Expense Report Entry
Loa User Defaults Report ID: MEXT
* General Information

*Description: H E_LIG Cr:rnfe ren ce_l:_irl_an do Comment;

*Business Purpose: -L'iser- {:“,Enm-‘erence -

Pymnt Type: ACH -
Default Location: | a
&
Accounting Defaults Apply Cash Advanceis) More Options: - GUI

Details

Overview

[F] Airfare + | 01022013 =) 380.00 iUSD 7} | Paid by Employs ~ | Internal  « |*Detail
CopySelected_' Delete Selected | Mew Expense = Addl Check FUrErrorsl

EEEE
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A Note About Mileage

Adding a mileage expense is a slightly different process. Trips may be entered on the Expense
Report lines or on the Accounts Payable mileage log, which can be found on the Finance web site
(http://community.pepperdine.edu/finance/content/forms/ap-mileage-log-employee-reimbursement.pdf) under the
Accounts Payable heading. If you are entering mileage as a lump sum on the Expense Report and
using the Mileage Log, the date for the mileage expense should be the date of the earliest trip.

¢ Choose Mileage from the Expense Type drop-down menu. Notice that the Amount Spent is not
editable.

e Click on the “Detail” link.

Create Expense Report

Expense Report Entry

Loar User Defaults Report 1Dk NEXT
= General Information

*Description: HELHG Conference Orlando Comment:

*Business Purpose: Uzer Conference -

Pymnt Type: AGH -
Default Location: i
o
Accovnting Defzults Apphy Cash Advance(s) More Options: - O

Sedact
] | | irfare v |01/02:2013 iy 280.00 [USD|C, | P=id by Employ | Internal “Detail| #]
] | Ground Transportation - [ouoz/z2013 '=L-!I 50.00! [USD Q) | Paid by Empioy v | Internal v *Detail| %]
| veage . [01/02/2013 [ 0.00 USD = | Intemal v =Detsi|[+]
— e = _T
Coopy Selected | Dielete: Selected | Mew Expenze - | Add Check Far Ermors
Totals
Employee Expenses: 480.00 USD Oue Employes: 450,00 USD
Nen-Reimbursable Expenses: .00 UsSDh Due Vendor: 0.00 - USD
Prepaid Expenses: 0.00 USD
Employee Credits: 000D USDr
Vendor Credits: 0.00 USD
Cash Advances Applied: 000 USD
Deefinition of Totsls Update Totals
Sawve For Later Submit

Return to Travel snd Expense Center
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Enter the miles driven in the box labeled “Miles”. If you are using the mileage log, enter the total

number of miles driven for all trips. If the mileage will be detailed on the Expense Report lines, enter

only the mileage for one trip per line. The rate appears to the right of the box and is dependent upon
the Expense Date entered on the Entry page.

e In the Description box, enter a starting point and destination, along with a detailed description
of the trip (who, what, where, when, and why).

e Click “Return to Expense Report”.

Create Expense Report

Expense Detail for Mileage (Line 3)

Loa

Report 1D: MEXT

About This Expense

*Expense Date: 010252013 ([
*Payment Type:

*Billing Type: Internasl

*Miles: B w pEEEQ
*Description: 4

*Amount Spent:

=Currency:

*Exchange Rate: v B
[7] Default Rate

Reimbursement Amt: 0.00 UsD

Accounting Detail
Check Expense For Emors

Return to Expense Report

» [ |No Receipt
» |_|MNon-Reimbursable
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You will see the calculated mileage reimbursement in the Amount Spent field.

Create Expense Report
EKPEHSE Repm Entr;n.r

Loal Uszer Defzults Report Ik MEXT
= General Information

*Description: HEUG Conference Orlando ' Comment '

*Business Purpose: User Conference =

Pymnt Type ACH -
Default Location: L]
&
Accounting Defzults Apphy Cach Advancalz) More Options: -~ 50

]| | Adare - | on0z013 ) 380.00 [USD ) | Paid by Empioy ¥ | Intemsl v “Detail |+
1 | Ground Tranzportation v [pe/02r2013 | 80.00 [USD € | Paid by Empioy v | Internzl w “Detail| [+
1 | Mikage v (010272083 :_i._i,l 27.75 USD - i'lrmemaa o ZDetail| [+

- | | =
Copy Selected |  Delete Selected | ‘New Expense ~ Add Check For Ermors
Employee Expenses: 48T.T8 USD Due Employee: 487, TE USD
Hon-Reimbursable Expenses: 0.0 UsD Due Vendor: 000 UsD
Prepaid Expenses: 0.00 USD
Employee Credits: 0.00 UsSD
Vendor Credits: 0.00 USD
Cash Advances Applied: 000 USD

Ceefinition of Totals Updste Totals

Bave For Later Subsmnit

Beturn to Travel and Expenze Center
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If you have several similar expenses — for example, multiple lunches — lines can be copied to
minimize typing.

e To copy a line, click the “Select” box at left.

Create Expense Report
ExpEHSE Repnr‘t Entry

Loa Uszer Defaults Report ID: NEXT
= General Information

*Description: HELUG Caonference Orlanda Comment: . i

*Business Purpose:  User Conference -

Pymnt Type: ACH -
Default Location: a
o
Accounting Defauite Apply Cash Advancel(s More Options: -~ G0

E] L Airfare - | 01/02/2013 [y 280,00 [USD (4 | Paid by Employ v | Intemal v “Datail| [+
1Mo Tranzportation w (01022013 ';¢|| 80,00, |USD €, | Paid by Employ + | Intermal w *Datzil| *
@ | Mileage - ||[D1022013 _::_-| .75 USD | - | Intemal + *Detall| 1+
| i | | | &l
Copy Selected | Delote Selected | ‘Mew Expenss ~ Add Check For Emmors

e Click “Copy Selected”.

Cusiomize | Find | Wiew Al | = | g

“Expenss Duts =amount Spant |“Curmency (“Payment Typs “Baling Typs
"] Airfars w | 017022013 [ 380,00 |LISDQ Paid by Employ + | Internal + =Deetail
| Ground Transpartation « (lotiozz0na | || £0.00| [USD |, | Paid by Employ + | Internal w *Detail | [+
1 Milzage - [on/02:2013 5] 27.75 USD w | Intemal » “Detail| [+
- +]

Copy Selected | Dielete Selected | Mew Expenss - ﬂ Cherk For Emors
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You may copy a line once and specify the expense date, or you may add multiple lines with multiple
dates within a range.

Create Expense Report

Copy Selected Expenses
Loal Report ID: MEXT

You are about to copy the following expense line(s) into one or mare new expense lines. Select the Copy to
One Date option if you want to copy each selected line just once using the To Date as the new expense
date, or select Copy to Range of Dates if you want to copy each line multiple times with the expense date

for the new lines setto each day within the specified date range.

Expense Type Expense Date Amount Spent | Currency

Mileage 010242013 2775 UsD
Copy Option
@ Copy to One Date To Date: [#]
") Copy to Range of Dates From Date; Eﬂ [ | Include Weekends
To Date: [=1] [ | Include Holidays

QK | Cancel |

o Enter a date or range of dates.

e Click “OK".
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Create Expense Report

Copy Selected Expenses
Loar Report ID: MEXT

You are about to copy the following expense line(s) into one or mare new expense lines. Selectthe Copy to
One Date option if you want to copy each selected line just once using the To Date as the new expense
date, or select Copy to Range of Dates if you want to copy each line multiple times with the expense date

forthe new lines setto each day within the specified date range.

Exnse Type Expense Date | Amount Spent (Currency

Mileage 0110212013 27 75|UsSD

Copy Option

@ Copy to One Date To Date: 011412013 {4

(7 Copy to Range of Dates From Date: IEI ["TInclude Weekends
To Date: [51] []Include Holidays

2

Ok | Cancel

21



The line(s) will copy all detail and chart string information in addition to what is visible on the entry
page.

Create Expense Report
Expense Report Entry

Loal User Defaults Report [D: WEXT
*Description: HELG Conference Orlando Comment:
*Business Purpose:  User Confersnce -
Pymnt Type: ACH -
Default Location: |
&
Accounting Defaults Apphy Cash Advance(s) More Options: - ﬂ

Details E

Carsaoenitze | Find | viewan | B |

‘Saisct ~ampunt Spent

1| airfars - | 01/02/2013 [y 250.00 [USD €, | Paid by Employ ¥ | Intemal + *Detail| [+
| Ground Transportation w | 017022013 [ 80.00 Iﬁq Faid by Empley + | Internal + “Detail | |+
] | Mikage v || 01/0Z2013 1] 2775 USD | Paid by Empky w | Internal w  *Detail| [+-
O | Mileage v [onr4iz013 [ 2775 USD | Paid by Employ v | Intenal + *Detail
Copy Selected |  Delete Selected | New Expense v Add Check For Emors |

When you are finished entering expense lines, you can submit the expense report for approval, or
save the report without submitting it.

Sawve For Later | Surbnit

Return to Travel and Expense Center
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If you click Save For Later, a Report ID will be generated but the request will not be submitted for
approval.

Create Expen=ze Report

Expense Report Entry —
L - Fanite: Report ID: 0O00003080

= General Information

*Description: HEUG Conference Orlando Comment: i
*Business Purpose;  User Conference -
Pymnt Type: ATH v
Default Location: | a
&F
Accounting Defaults Apphy Cash Advanoe(s) More Options: - GO

Dretails

1 |'Aiffare » |ovaozo0t3 G| 18000 [USD Y |'PaidtryEmpbg, - |'|m=_-ma.| -
| | Ground Trarvs,p-af.b:ia}n - |o1/022012 i, i B0.00 |U_SE'.'_‘.L | .i‘:ar;:;-b'_yEmpbj - |I;1aen1.al * “D=iz
[] | Miesge w | 01022013 iy 2775 USD | Paid by Empioy | Intemal + “Detai

—— | ==
o | Mieage - | 01/14/2013 5@ 2775 USD | Paid by Employ v | Intemsl v “Detsi| ]
Copy Seiectsd | Delets Ssiects | Mew Expenze - Add Check For Ermars
Employee Expenses: F1E. B0 USD Cue Employes: 515.50 USD
Non-Reimbursable Expenses: 000 UsD Due Vendor: 0.0 UsSD
Prepaid Expenses: 000 USD
Employee Credits: 000 UsD
Vendor Credite: 0:00 USD
Cash Advances Applied: 000 UsD

Diefiniticn of Totals Update Totals

Sawve For Later Submit

Return to Travel and Expense Center




e If you want to submit the expense report for approval, click the “Submit” button.

e Click “OK” to confirm the submission.

Create Expense Report
Save Confirmation

Loa. _. Report 10: OO000030ED

Expense Report Totals

Employee Expenses: 515,50 USD Due Employes: 515.50 UsD
Hon-Reimbursable Expenses: 0.00 USD 0.00 UsD
Prepaid Expenses: 0.00 USD
Employee Credits: 0.00 UsSD
Vendor Credits: 0.00 UsD
Cash Advances Applied: 0.00 USD

k OK to submit, or click Cancel to return to the expense report without submitting.

OK | E‘.am::ell

You will be returned to a view-only copy of your expense report. The Report ID is visible at upper
right. Once submitted for approval, an expense report is not available for modification.

View Expense Report
Expense Report Detail
Loar User Defaults Report 10: DO00002DAN

= General Information

Description: HEUG Conference Ordande Comment:
Business Purpose:  User Confarence
Status: Submission in Process Reference: ACH
Default Location: Last Updated:  01/182012 By: 100
Post State: Not Applied
&
e ]

Accounting Defaults

Camomtze | Fand | yiswan | 2| 8 Firt B g e B 12a

| Mirfare [otiozz01 | 38D.00 [USD  |Paid by Employee | Internzt Detail
| Bround Transpartation [otpzz0iz | 2000 |USD | Faid by Employes [Intemal Detsil
~ |Wieage  [ol0z0iz | Z75(USD  |Paid by Employes [intemal Detail
 [Mileage [otisaizoz | E7.75[USD  |Paid by Employes [Intemal Detzil

Employee Expenses: H15.5) USD Due Employes: 515.50 USD
Non-Reimbursable Expenses: 0080 UsD Due Vendor: 000 USD
Prepaid Expenses: 000 USD
Employee Credits: 000 UsD
Vendor Credits: 0,00 USD
Cash Advances Applied: 000 USD

Definition of Totals

.Rﬂemmaosaamlgiml
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If any required fields are missing when “Save for Later” or “Submit” is clicked, a red flag will display
next to the incomplete line.

Create Expense Report
Expense Report Entry

Loa LUser Defaults Report ID: NEXT
= General Information

*Description: HEUG Conference Orlando Comment:

*Business Purpose:  User Conference -

Default Location: | g

c_&;}

Accoonting Defaults Bpphy Tssh Advance(s! More Options: -~ GO
Details Customire | Find | View AR | (2l |

Orvenvien B

*Expenss Data samount Spent |*CiaTency | “Paiment Typs “Bing Typ=
[ [P | Airtare ' (0170212013 3 i 180,00 |u5Du|'Pa'.dtq.r Employ |'|mem1 | “Detsi| ]
[ | * {:':f;n;.:l:rar:spmmnrt - [D1/022013 55 e0p0 [UsDly E&ﬂh'_fE-ﬁ-'lLb} w | Intemal w et +
] | # | Miage - [D1/02i2012 11,00 USD | Paid by Employ v | Intenal + “Detsil| '+ |
— - = -

Copy Selected | Drelete Sclected | New Expance - Pud Check For Ermors
Employee Expenses: 471.10 USD Due Employes: 47110 USD
Non-Reimbursable Expenses: 0.00 UsD Due Vendor: 000 UsD

Prepaid Expenses: 000 USD

Employee Credits: 0.00 UsSD

Vendor Credits: 0,00 USD

Cash Advances Applied: 0.00 UsSD

Disfinition of Totsls Update Totals

Save For Later Subrniat

R=turn to Travel and Expense Center
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Clicking the flag icon will take you to the field that is missing information. Make necessary
changes.

Create Expense Report

Expense Detail for Mileage (Line 3)

Loa

MNEXT

! er&er ar update the following information:
P’ Payment Type

P’ Description

Accounting Detail — An invalid ChanField comibination was found on distribution lin e

About This Expels.

*Expense Date: p1/02/2012 5
*Payment Type: I~ 7] No Receipt
*Billing Type: Internal + [_|Non-Reimbursable
*Miles: 50 x 0.5550
*Description:
*Amount Spent: [ 27 _‘
“Currency: UED
*Exchange Rate: [ 1.0 -'f'-‘_'-'_'-'_--_'"-"__'_' A, B
[¥| Default Rate
Reimbursement Ame: 2775 USD

Accounting Detail
Check Expense For Errors |

Feturn to Expense Report

e Collect and organize all receipts.

Number the receipts in the order the associated expenses appear on your reconciliation.

Scan the receipts. Attach the electronic document to the Expense Report.

The reconciliation will be approved by the Accounts Payable Office once all backup is received and
correct.

Create An Expense Report is complete.
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