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Com pass Financials Training 
Financial Managem ent  Using Com pass:  

Healthcare Expenses and Report ing 
 

This course provides pract ical knowledge of how to use the 
Com pass financial m anagem ent  system  to create Expense 
Reports for yourself as well as other Em ory em ployees. The 
course also explains how to run and use the HC_ALLTRANS 
query.  

Course Object ives 

By the end of the course, you will be able to  

 Enter and subm it  an Expense Report  in Com pass 

 Set  up a proxy 

 Enter an Expense Report  as a proxy 

 Add m ult iple expense lines 

 Copy Expense Report  lines 

 Split  a receipt  on an Expense Report  

 Modify a denied Expense Report  

 Run the HC_ALLTRANS query 
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Notes 
 

Lesson 1:  Expense Report  Basics 

This lesson includes the following topics:  

 Adding a New Expense Report  

 Com plet ing the General I nform at ion Sect ion 

 Select ing Account  Defaults 

 Manually Adding an Expense I tem  

 Com plet ing the Expense Report  

 Correct ing Errors 

During this lesson, we will walk through the steps for enter ing an 
Expense Report  in Com pass.  

For this act ivity, you will create an Expense Report  for a conference 
in Miam i. 

Adding a New Expense Report   

From  the Com pass m ain m enu, use the following navigat ion path:  

Em ployee Self-Service >  Travel and Expense Center >  Create ( in 
the Expense Report  sect ion)  

1.  On the Add a New Value page, validate your User I D .  

2.  Click Add .   

The Expense Report  Ent ry page displays.  
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Notes 

 

Com plet ing the General I nform at ion Sect ion 

This sect ion provides general inform at ion about  the expenses on 
this report .  

The General I nform at ion fields you com plete m ay vary based 
on the business purpose for the Expense Report .  

1.  Enter Miam i t r ip  in the Descript ion field.  

2.  Select  Travel –  Conference/ Sem inar  from  the Business 
Purpose drop-down list .  

3.  Enter MI A in the Dest inat ion field.  

4.  Enter Miam i conference  in the Com m ent  field.  

5.  Enter last  Monday’s date  in the Begin Date field. 

6.  Enter last  W ednesday’s date  in the End Date field.  
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Notes 
 

Select ing Account ing Defaults 

Expense item s are charged to the departm ent  shown on the 
Account ing Defaults page. To save data ent ry t im e, you can enter a 
Sm artKey and it  will default  to each page on the Expense Report .  

1.  Click the Account ing Defaults link. 

The Account ing Defaults page displays. The Dept  field defaults 

based on your HR inform at ion.   

Em ory Healthcare is not  using the Sm artKey field;  
however, this is a required field for each line of the Expense 
Report .   

2.  Enter your Departm ent  num ber  in the Sm artKey field.   

3.  Click the Look Up  but ton. 

The Sm artKey for your departm ent  displays.  

4.  Click the link for the Sm artKey  for your departm ent . 

I f you know the Sm artKey for your departm ent , you can 
enter direct ly into the Sm artKey field instead of looking up the 
num ber.  

The selected Sm artKey displays on the Account ing Defaults 

page.  

5.  Click OK.   

The Sm artKey value you entered in NOT saved for future 
Expense Reports.  
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Notes 
 

Manually Adding an Expense I tem  

This topic explains how to m anually enter expenses on the Expense 
Report .  

1.  Select  Travel- Conference  from  the Expense Type drop-down 
list .   

2.  Enter last  Monday’s date  in the Expense Date field. 

3.  Enter 2 0 0 .0 0  in the Am ount  Spent  field.  

Personal Funds displays in the Paym ent  Type field.  

4.  Click the Detail link. 

The Expense Detail page displays.  

5.  Enter Conference Regist rat ion  in the Descript ion field.  

The required inform at ion on the Details page varies 
based on the type of expense you are enter ing.  

6.  Click the Account ing Detail link. 

Review the values on the Account ing Detail page and edit  
if necessary. Not ice the Sm artKey defaulted to the value you 
entered earlier on the Account ing Defaults page. 
 
I MPORTANT:  I f you change the Account  num ber, be sure to 
select  an Account  in the 50000 or 60000 range. 

7.  Click OK.  

8.  Click the Return to Expense Report  link.  
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Notes 
 

 

Com plet ing the Expense Report  

I n order to com plete the Expense Report , you m ust  indicate 
whether the expenses are being paid to a foreign nat ional and you 
m ust  check the report  for errors.  

1.  Click the No opt ion for the foreign nat ional quest ion. 

I f you select  Yes,  a Web page displays with inform at ion 
about  paym ents to foreign nat ionals. Read the inform at ion, 
and then click Close .  You m ust  then answer two addit ional 
quest ions – whether the act ivity took place outside the U.S. 
and whether the paym ent  should be “grossed up”  if taxable.  

2.  Click the Check for  Errors but ton.  

I f errors exist , you m ust  correct  them  before subm it t ing 
the Expense Report .  
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Notes 
 

 

Subm it t ing the Expense Report  

Prior to subm it t ing the Expense Report , you m ust  save it .  After 
subm it t ing, pr int  a copy of the Expense Report .  

1.  Click the Save for  Later  but ton. 

After you save the Expense Report , the Subm it  but ton 

displays. 

2.  Click the Subm it  but ton.  

The Expense Report  is subm it ted. 

3.  Click the Print  w ith barcode  link.  

Print  a copy of the report  to send to Accounts Payable 
along with your receipts.  
 
Also pr int  the Account ing Detail page for each line on the 
Expense Report  to include as support ing docum entat ion. Have 
your m anager approve the Expense Report  before sending it  
to Accounts Payable.  
 
I f you cannot  pr int  from  the Virtual Desktop due to pop-up 
blocker issues, go into I nternet  Explorer to access Com pass 
and pr int  the report .  

4.  Click the Close  but ton.  

Split t ing an Expense Report  between the 
University and Healthcare 

I f you have an Expense Report  that  should be split  between Em ory 
University and Em ory Healthcare:  

 Create two separate Expense Reports (preferred m ethod)  

 Create one Expense Report  on the University side, and then 
create a journal ent ry to m ove the appropriate charges to 
Healthcare. I n order to create the JE, you m ust  know the 
Sm artKey and Account  to charge.  
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Notes 
 

 

Correct ing Errors 

The Check for Errors but ton validates the data on the Expense 
Report . A red flag displays next  to any expense lines with m issing 
or invalid inform at ion.  

1.  Click the Check for  Errors but ton.  

2.  I f errors exist , click the red flag to view an explanat ion of the 
problem .  

3.  Take the necessary act ion to correct  the error.  

4.  Click the Check for  Errors but ton again to m ake sure all 
errors are corrected.  
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Notes 
 

 

Lesson 1 Exercises 

Use the Com pass Reference Guide as needed to com plete the tasks 
listed below.  

1.  Create an Expense Report  for the following expenses:   

a.  Business m iles dr iven – 425 

b.  Supplies purchased – $75.62 

Save the Expense Report , but  do not  subm it  it .  

2.  Create an error on the Expense Report  you entered. For 
exam ple, rem ove the descript ion from  the Detail page for 
Supplies.  

Check for errors and m ake the correct ion. Then com plete the 
Expense Report  and subm it  it .   

3.  Answer the following quest ions about  the Expense Report  you 
just  subm it ted. 

What  is the total am ount  of the Expense Report? 

__________________________________________________ 

What  did you enter in the Dest inat ion field in the General 
I nform at ion sect ion? 

__________________________________________________ 

What  visual clue did you see to indicate the Expense Report  
had a error? 

__________________________________________________ 
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Notes 
 

 

Lesson 2:  Expense Reports for Others 

This lesson includes the following topics:  

 Authorizing a Proxy 

 Entering an Expense Report  as a Proxy  

Authorizing a Proxy 

Only an em ployee has access to his or her Expense Reports in 
Com pass. I f needed, the em ployee can grant  access to a proxy, 
who is given the authority to enter expense data on behalf of the 
em ployee.  

Act ivity:  Authorize a Proxy 

For this act ivity, you will author ize another m em ber of the class as 
your proxy. Before com plet ing the steps below, find out  the User I D 
for the person who will be your proxy.  

From  the Com pass m ain m enu, use the following navigat ion path:  

Em ployee Self-Service >  Travel and Expenses >  User Preferences 
>  Delegate Ent ry Authorit y 

1.  Click the plus but ton. 

2.  Enter the proxy’s Com pass User I D  in the Authorize User I D 
field.    

3.  Click the Tab  but ton on your keyboard.  

The Author ize Users page displays with the proxy’s nam e 

populated. 

4.  Click Save .  

5.  Click OK.  
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Notes 
 

Entering Expenses as a Proxy 

For this topic, we will walk through the steps for adding an Expense 
Report  in Com pass as a proxy.  

Act ivity:  Entering an Expense Report  as a 
Proxy 

For this act ivity, you will create an Expense Report  for the class 
m em ber who assigned you as his or her proxy. 

From  the Com pass m ain m enu, use the following navigat ion path:  

Em ployee Self-Service >  Travel and Expense Center >  Create ( in 
the Expense Report  sect ion)  

1.  Click the m agnifying glass next  to the Em plI D field. 

A list  of em ployees displays.  

2.  Click the link for the em ployee whose expenses you are 
adding.  

Log a t icket  in Com pass if you don’t  have a link for an 
em ployee who set  you up as his or her proxy. There m ay be 
an issue with an HR record being set  to inact ive, such as an 
em ployee who has returned from  a leave of absence.  

3.  Click Add .   

The Expense Report  Ent ry page displays. 

4.  Com plete the Expense Report  and subm it  it .   

As a proxy, once you add an Expense Report , you 
com plete it  the sam e way you would com plete your own 
Expense Report .    
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Notes 
 

 

Lesson 3:  Addit ional Expense Report  Tasks 

This lesson includes the following topics:  

 Adding Mult iple Expense Lines 

 Copying Expense Report  Lines 

 Split t ing Receipts 

Adding Mult iple Expense Lines 

The Com pass system  allows you to select  m ult iple expense types to 
add to an Expense Report . You then enter the rem aining 
inform at ion pertaining to each item . 

Follow along as your inst ructor dem onst rates how to add m ult iple 
expense lines using the following steps. 

 Click the drop-down arrow to the r ight  of the New  Expense  
field and select  Mult iple Expenses. 

 Click Add .   

 Enter the Date Range  for the expenses you are adding. 

 For each expense type to be included on the Expense Report , 
click the check box for either All Days or One Day .  

 Click Cont inue .  

 Com plete the rem aining fields (Am ount  Spent  and Details 
page)  for each expense line. 
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Notes 
 

 

Copying Expense Report  Lines 

The Com pass system  allows you to copy one or m ore selected 
expense lines for a single day or a range of dates. 

Follow along as your inst ructor dem onst rates how to copy an 
expense report  line using the following steps. 

 Add an expense line to the Expense Report . 

 Click the Select  check box to the left  of the expense line you 
want  to copy 

 Click the Copy Selected but ton.  

 Select  either the Copy to One Date or  the Copy to Range 

of Dates radio but ton. 

 Enter a date or a range of dates.  

 Click OK.  

 Edit  any inform at ion that  is different  for the copied expense 
line. 
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Notes 
 

 

Split t ing Receipts 

The Com pass system  allows you to divide a receipt  into m ult iple 
expense lines. I f you have a receipt  for several purchases, you can 
split  out  the individual purchases in order to charge each to the 
appropriate expense account . 

Follow along as your inst ructor dem onst rates how to split  a receipt  
using the following steps. 

 Add the first  expense type from  the receipt . (Be sure to enter 
the total am ount  of the receipt  in the Am ount  Spent  f ield.)  

 Click the Detail link. 

 Enter a Descript ion  and any other required fields for the 
expense type, including the fields on the Account ing Detail 
page. 

 Click the Receipt  Split  link.  

 I n the Split  W ith Another Expense  sect ion, select  the next  
expense type on the receipt  from  the Expense Type  drop-
down list .  

 Click the Split  but ton. 

 Enter the am ount  for this expense type into the Am ount  

Spent  field in the Expense I nform at ion  sect ion.  

 Enter a Descript ion  and any other required fields for the 
expense type, including the fields on the Account ing Detail 
page. 

 Click the Update  but ton.  

To view the expense inform at ion for another expense type, 
use the links in the Current  Expenses on Receipt  sect ion.     

 When you are finished split t ing the receipt , click the Done  
but ton.  

 Click the Return to Expense Report  link.      

 

  



Com pass Training 

Page 18 Emory Confident ial and Proprietary I nformat ion 9/ 13/ 2010 

Notes 
 
 

Lesson 3 Exercise 

Use the Com pass Reference Guide as needed to com plete the tasks 
listed below.  

1.  Create an Expense Report  for t raining expenses. The t raining 
was held in Savannah (SAV)  from  the 15 th unt il the 18 th of last  
m onth.   

2.  Enter a Sm artKey for your departm ent  on the Account ing 
Defaults page.  

3.  Use the Mult iple Expense Lines funct ionality to enter your 
expenses for a rental car ($450)  and parking for the rental car 
($14.50 per day) . 

4.  Enter an expense line for the 15 th of last  m onth for gas for the 
rental car ($28.85) . Use the Copy Expense Lines funct ionality 
to enter the gas for the 18 th of last  m onth ($25.15) . 

5.  Use the Receipt  Split t ing funct ion to split  a $300 receipt  
between the regist rat ion fee ($250)  and an addit ional book 
($50)  purchased at  the t im e of regist rat ion.  

6.  Answer the Foreign Nat ionals quest ion, and then check your 
Expense Report  for errors. Correct  any errors you find.  

7.  Save and subm it  the Expense Report .  

8.  Write down the Report  I D for use in another exercise. 

 
 

What  is the total am ount  of your Expense Report? 

__________________________________________________ 
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Lesson 4:  Expense Report  Modificat ions 

This lesson includes the following topic:  

 Modifying an Expense Report  

Modifying an Expense Report  

Follow along as your inst ructor dem onst rates how to m odify an 
Expense Report  using the following steps. 

Navigat ion path:  Em ployee Self-Service >  Travel and Expense 
Center >  Modify ( in the Expense Report  sect ion)  

Enter the Report  I D .  (Use the I D for the report  you created in 
the Lesson 3 Exercise.)  

You can search by other cr iter ia if you don’t  know the 
Report  I D.  

1.  Click Search .   

2.  Change the am ount  of the gas expense for 8/ 18 to $35.15. 

3.  Click the Check for  Errors but ton. 

4.  Save, pr int , and subm it  the Expense Report . 
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Notes 
 

Lesson 5:  The HC_ALLTRANS Query 

This lesson includes the following topic:  

 Running the HC_ALLTRANS Query 

 Sending the HC_ALLTRANS Query to an Excel Spreadsheet  

 Making a Favorite of the HC_ALLTRANS Query 

Running the HC_ALLTRANS Query 

For this topic, we will walk through the steps for running the 
HC_ALLTRANS query. Our goal is to produce a query for the 
expenses for your departm ent .  

Act ivity:  Running the HC_ALLTRANS Query 

For this act ivity, you will generate the HC_ALLTRANS query for your 
departm ent .  

From  the Com pass m ain m enu, use the following navigat ion path:  
Report ing Tools >  Query >  Query Viewer 

1.  Enter HC_ ALLTRANS  in the em pty field next  to Begins 

w ith .  

2.  Click Search .  

Not ice the variety of queries available.  

3.  Reference the row for the HC_ALLTRANS_BY_DEPT_ACCT 
query.  

4.  Select  the HTML link in the Run to HTML colum n.  

A list  of param eters displays.  

5.  I n the Business Unit  field, enter the one for your work area.  

6.  Enter your specific Departm ent  # .  
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Running the ALLTRANS Query (cont inued)  

7.  Let ’s run a query for expenses:  

a.  From  Account :  Enter 5 2 1 0 7  

b.  To Account :  Enter 5 8 3 8 2  

8.  Let ’s run a query for expenses:  

a.  From  Date:  Enter 0 9 0 1 0 9  

b.  To Date:  Enter 0 2 2 8 1 0  

9.  Click  View  Results.   
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Sending the HC_ALLTRANS Query to an Excel 
Spreadsheet  

Typically the HC_ALLTRANS query is sim ply run as an online tool. I f 
you need to save the inform at ion or perform  further analyt ical 
analysis on the data, it  is recom m ended that  the inform at ion by 
im ported into an Excel file. The Com pass system  has a ut ilit y that  
autom at ically form ats a spreadsheet  and ports the data from  the 
query on to the spreadsheet . We will pract ice that  skill in this 
act ivity.  

Act ivity:  Run the HC_ALLTRANS Query to an 
Excel Spreadsheet  

From  the Com pass m ain m enu, use the following navigat ion path:  
Report ing Tools >  Query >  Query Viewer 

1.  Enter HC_ ALLTRANS  in the em pty field next  to Begins 

w ith .  

2.  Click Search .  

Not ice the variety of queries available.  

3.  Reference the row for the HC_ALLTRANS_BY_DEPT_ACCT 
query.  

4.  Select  the Excel link in the Run to Excel colum n.  

A list  of param eters displays.  

5.  I n the Business Unit  field, enter the one for your work area.  

6.  Enter your specific Departm ent  # .  

7.  Let ’s run a query for expenses:  

a.  From  Account :  Enter 5 2 1 0 7  

b.  To Account :  Enter 5 8 3 8 2  

8.  Let ’s run a query for expenses:  

a.  From  Date:  Enter 0 9 0 1 0 9  

b.  To Date:  Enter 0 2 2 8 1 0   
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Sending ALLTRANS to Excel (cont inued)  

9.  Click View  Results.   

Not ice that  the Excel program  autom at ically opens and 

form ats the data.  
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Notes 
 

Making a Favorite of the HC_ALLTRANS Query 

Navigat ing in the Com pass system  can som et im es be a 
cum bersom e process. To m inim ize the navigat ion process, you can 
both bookm ark a page and create a personalized list  of frequent ly 
used queries. I n this act ivity, we will do both.  

Act ivity – Part  1:  Making a Favorite of the 
Query page 

For this act ivity, you will bookm ark the Query page.  

From  the Com pass m ain m enu, use the following navigat ion path:  
Report ing Tools >  Query >  Query Viewer 

1.  I n the upper r ight  hand corner of the toolbar, click the Add to 
Favor ite link.  

2.  Accept  the defaulted page nam e or, if desired, change the 
descript ion for your favorite.  

3.  Click the OK but ton. 

4.  To verify that  the page was bookm arked, click Hom e  in the 
upper r ight  hand toolbar.  

5.  Navigate to My Favorites.   

6.  Verify that  the link Query Viewer (or the custom  nam e just  
created)  is in the list .    
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Act ivity – Part  2:  Making a Personalized List  of 
Favorite Queries 

For this act ivity, you will create a list  of favorite or frequent ly used 
queries.  

From  the Com pass m ain m enu, use the following navigat ion path:  
Report ing Tools >  Query >  Query Viewer 

OR 

My Favorites >  Query Viewer 

1.  Enter HC_ ALLTRANS_ BY_ DEPT_ ACCT  in the em pty field 
next  to Begins w ith .  

2.  Click Search .  

3.  Click the Favorite  link in the Add to Favorite colum n. 

4.  Verify the HC_ ALLTRANS_ BY_ DEPT_ ACCT is listed in the 
My Favorite Queries gr id. 

To verify that  the query has been m arked as a favorite:  

5.  Click the Hom e  link in the upper r ight  hand toolbar.  

6.  Use the following navigat ion path:  Report ing Tools >  Query >  
Query Viewer (or use the favorite you created:  My Favorites >  
Query Viewer)  

7.  Verify the HC_ ALLTRANS_ BY_ DEPT_ ACCT is listed in the 
My Favorite Queries gr id. 

 

 

 


