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Logging into Oracle / PeopleSoft Financials
In order to create an on-line expense report using self-service you must first log into the Financials
system.

1. Loginto Webbart —
URL - https://pa-prd.adm.bart.gov/psp/BRPP90/?cmd=login&languageCd=ENG
2. Click on Financials Supply Chain

Layout Content | Worklist Hel

Menu - O
[ Self Service

[#Manager Self Service

[+ BART websites

[+ Documents & Procedures
[# Employee Information

[+ ME&E Safety Committee
[#System Safety

[+ Operations

[#/Phone Book

[#SMP Program

[ Training and Development
[+ My Content

[+ Worklist

[+ Reporting Tools

- Add a Metwork Printer

_Contact Us / webBART Posfin
- Financials Supply Chain L
- Fusion

- Human Resources

- |-Notes (Internal Only)

_ OBIEE- Reporting Tool
-UPK

- Change My Password

- My Personalizations

- My Sysiem Profile

_ My Dictionary

Note: Clicking on the Financials Supply Chain link should take you into the Financials system without
requiring another UserID and Password. If you are prompted to enter another User ID/Password you do
not have the proper security access to Financials. You need to send an email as follows:

To: “IT HR Security Request”.
Subject: Expense Security

Message: Please unlock my Financials account and add the role “BRT_EX_EXPENSE_USER".
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Introduction to the Expense Module
The Expense Module is used to capture expenses to reimburse employees and directors for the
following business related items:

e Travel Related Expenses

e Non-travel business related expenses such as Office Supplies and Employee Reimbursement
items. Employee Reimbursement items are established by a collective bargaining Contract and
may include Uniforms and safety shoes.

e Petty Cash Reimbursement — Petty Cash Custodians utilize the on-line Expense Report
functionality to replenish petty cash funds. Replenishment is required at the end of each Fiscal
Year, and it can also be replenished as needed.

e Educational Assistance: Employee Relations will enter the Expense Report for the Employee
seeking this type of reimbursement.

Overview of Expense Process
The Expense Report is entered with the following steps:

Step 1: Create and Save the Expense Report using Self Service navigation.

Step 2: Put receipts in order of the Expense Check List and consolidate receipts into one pdf file.
Attach the scanned file to the on-line Expense Report transaction.

Step 3: Submit the on-line expense report for on-line approval.

You can view the status of your Expense Report on-line.

Create an Expense Report

Create an Expense Report
In this exercise, you will learn how to Create an Expense Report.

Before you begin you will need to obtain chart field information (fund, account, department, PC
Business Unit, Project ID, Activity) from your Financial Project Analyst or Budget Coordinator of your
department.
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Navigation: Main Menu > Employee Self Service > Travel and Expense Center > Expense Report > Create

e — -

Search Menu:

£ Employee SelfService | =) Procurement ’
Top Menu Fea| =  Manager Self-Service 8 Travel and Expenses 'le aw
£3  Supplier Contracts E  Employee Project Center
8 suppliers E  Travel and Expense Center
Themenuisn{ 9  pProcurement Contracts + [ain Menu to get started.
Highlights 3 Purchasing »
Recently Use 0 eProcurement » g
Favorites merf 3  Services Procurement 3 P bt
83 Travel and Expenses » -:::'f‘-::u
3 Biling > e
03 Accounts Receivable »
Breadcrumb: 3 Accounts Payable »
path and give| (0  Asset Management 3
subfolders. 83 cash Management 4
{3 Deal Management b
8  Commitment Control »
Menu Search {3  General Ledger b
supports type| (3 Real Time Bottom Ling »
much faster. 0 set Up Financials/Supply Chain 4
i Enterprise Components 4
0 worklist v
0 Reporting Tools »
3  PeopleTools 3
03  BART Custom Reporis 3
B VPTHome Page
D Change My Password
E My Preferences
D My System Profile
D My Dictionary
D My Feeds
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Fawvorites ™ Main Menu ¥ » Employee Self-Service ™ >  Travel and Expense Center

Travel and Expenze Center

ﬁ Travel and Expense Center

Employee Travel and Expense Center
i Expense Reports Cash Advances

i Create, modify, print, view or delete an Expense Report Create, modify, print, view or dele
- B Create/Modi = Wiew
= Print = Delete
= View
= bete Select Create/Modify
Print Reports Profiles and Preferences

Print any one of your CrpreT e e
[E Expense Report
[E] Bar Code Receipt Form

r Other Expense Functions
iew contents in My Wallet, create your own template, or modify and existing template.

Manage your personal, crganizat

Select a purpose from a
predefined list. This field is
required because tax laws
require a business purpose for
business expenses.

Create Expense Report [ save for Later | [ Summary and Submit

Quick Start [_Populate From v|| o
*Business Purpose | CONFERENCE-APTA Default Location SAN DIEGO,CA x| Q
*Report Description [APTA #  Attachments N
Reference
Enter a brief 1. To Search click the lookup. (see next screen print)
Expenses (2 o ~y description to 2. Change the Search by to Description.
Expand All | Collapse All Add: | [ My Wallet (0) | ngulckr |dent|f the . .
y Or Type in the City / State
*Date *Expense Type EXpenSe |
" | 254 characters remaining
Expand All | Collapse Al Total 0.00 USD
Petty Cash Tip:

Enter PETTY CASH REIMBURSEMENT when creating an expense report for petty cash reimbursement.
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=

Look Up Default Location x
Help
SetlD BARTD ~
Expense Location
Description Oakland
Look Up Clear Cancel Basic Lookup
Search Results
View 100 First ‘Y 1a7er17 P Last
Expense Location Description
06753 OAKLAND CITY,IN |
04647 OAKLAND HEIGHTS, GA
03872 OAKLAND PARK, FL
01309 OAKLAND AR
02272 OAKLAND,CA
07512 OAKLAND 1A
06006 OAKLAND,IL
03906 OAKLAND, LA
10652 OAKLAND MD
10289 OAKLAND ME
12413 OAKLAND MN
13099 OAKLAND MS
15117 OAKLAND ME
15048 OAKLAND MJ
20325 OAKLAND OR L4
1181 CIAKI AN PA

Charging your Expense Report
You will need to obtain charge information from your project Financial Analyst or Budget Coordinator of
your department.

Note: All expense reports are charged to GL Business Unit BARTD including expenses for CCJPA.

Operating Expenses:

The required chartfields for operating include the GL Business Unit, Account, Fund, and Department.
Note: Board of Directors and Board Appointed Officials have one additional Chartfield that will default
from their profile.

GL Business Unit: BARTD

Account: The system will default the account code based on the Expense Type that is
selected in the report. In general, you should not change the account.
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Fund Code: 0030.

Department: The department will default from your User Profile. You should review what is
being charged to ensure the system is defaulting the correct value.

Origin DIR — (for Board of Directors) and BAO (for Board Appointed Officials)

Operating Workflow:
1. Cost Center Manager
Email Notification to Level 1 Approver (usually the Budget Coordinator)
2. AP Staff -
3. AP Manager

Capital Expenses:

The required chartfields for Capital include the GL Business Unit, Account, Fund, Department, PC
Business Unit, Project ID, and Activity.

Note: Board of Directors and Board Appointed Officials have one additional Chartfield that will default
from their profile.

GL Business Unit: BARTD

Account: Submitter of the Expense Report should replace the default account with the
Capital Account on the Account Detail page. Account Code is not available for
editing in the Accounting Defaults page. All Capital Accounts begin with 69. You
should check with your Project Financial Analyst or Project Manager for the
correct account information.

Fund Code: 9000

Department: The department will default from your User Profile. You should review what is
being charged to ensure the system is defaulting the correct value.

PC Business Unit: BARTD

Project ID: Obtain the Project ID from your Project Manager or Financial Analyst. You must
be a team member of the project in order to charge against it.

Activity: Obtain the Activity code from your Project Manager or Financial Analyst. You
must be a team member of the activity in order to charge against it.

Origin DIR — For Board of Directors and BAO for Board Appointed Officials
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Capital Workflow

Financial Analyst (Defined in the Project Team)

Project Manager (Defined in the Project Team)

Grant Compliance Analyst (Defined in the Project Team)
AP Staff —

AP Manager

vk wN e

Workflow Tip: The system will not allow you to be an approver of your own Expense Report or an
approver if you are the submitter of the expense report. The system will replace your approval with
Expense Report persons supervisor.

Create Expense Report iy, for Later | (@) Home | [B- Summary and Submit
R
* Date: Enter the date the expense | -coseansion V][ 6o
*Business Purpose\CCNFERENCEVAPTA v\ Occurred

*Report Description APTA

Reference

Note: Future expenses cannot be

Exponses @ entered.
Expand All | Collapse All Add: | 3 otal 3295 USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
06/01/2017 DUESagge IEERSHIPS ~]  *[Membership Fee o |7 [CHECKTO EMPLOYEE v| 3295 [USD @ =
240 characters remaining
“Biling Type[[NIERNAL v] Recept Solt  Default *Exchange Rate | 100000000 ) B&
=

*Merchant O Preferred

Description: Enter a brief
description for the expense
type

Expense Type: Select an expense
accountng Detils 2 |- tyye to add an expense item.

Notes about Expense Types:

* TVL- All travel relatec. expensas begin with TVL

* Miles: The number of miles are entered in the detail page.

* NON TVL-BUSINESS MEALS - This is used for non-travel business meals.

* Per Diem: Select TVL — PER DIEM DAILY. The system will default $0.00; however, the system will
calculate the per diem rate when you click the Refresh button on the detail page. Select TVL — PER
DIEM DEDUCT when you want to reduce the per diem. The credit will be entered as a negative number

(e.g. -$12.00) A reason is also required for credits. (e.g. lunch was included with conference)

Non travel business expenses: Use NON-TRAVEL-MISC EXP for non-travel related business
expenses that do not have their own expense type.
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Create Expense Report Save for Later | ¢ Home | [E} Summary and Submit

S
Actions [ Choose an Aciion v|| Go
“Business Purpose [ CONFERENCE-APTA v AmOU nt: Enter the amount Of the
*Report Description APTA eXpenSG (See nOte 1)
Reference Q,
Expenses (7
Expand All | Collapse All Add: | [G My Wallet (0) | fQu\ck-F\ll 3295 USD
=Date “Expense Type *Description *Payment Type unt *Currency
06/01/2017 | [DUES / MEMBERSHIPS ~v]  "|Membership Fee ECK TO EMPLOYEE w 3295 [usD @ =
240 characters remaining
“Billing Type[INTERNAL, v/| B o Default Rate “Exchange Rate | _1.00000000 7, [
*Merchas eferred
* Payment Type:
° B | I I | ng lccounting Det
Type: Check to Employee is selected when the Employee is entitled to receive

reimbursement for the expensed item.

Prepayment made to the Vendor is selected when an expensed item has already
been paid to the Vendor from BART’s Accounts Payable Module. (See Note 2)

Note 1: Expenses disables the Amount field on this page for some expense types. You must click the
Detail hyperlink to add the missing required fields. Each Expense type requires different values. All
required fields will have an * next to the field name.

Note 2: Prepayments usually apply to travel related expenses; for example, an Employee travels for a
conference. The conference fee was paid from BART Accounts Payable directly to the Vendor. The
traveler is reimbursed for the travel costs to the conference and also captures the conference fee on the
Expense Report. The conference fee is not reimbursed to the employee. It is captured as a prepayment
to Vendor.

Note 3: When prepayment was made to the Vendor via the Go Card, please attach a copy of the
relevant Go Card Tracking Log with your Expense Report.

Fields will vary depending on the Expense Type that is selected. The required fields will have a * next to
it.

* Ticket Number: Enter the appropriate Ticket Number. This is required for Airfare Expense Types.
* Miles: Enter the miles to be driven for reimbursement and click Calc Mileage.
» Description: Enter the appropriate description.
* Number of Nights: Enter the number of nights for hotel lodging. This field is required for Lodging
Expense Types.
* Merchant:

Preferred: Leave blank
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Non-preferred: Enter the business name in the Non Preferred field for most expense types. For
Petty Cash: Enter the recipient of the petty cash.
* Description: Enter a brief description of the expensed item.
e Exception Comments: Enter an applicable.
¢ Per Diem: On the detail page validate the Location, and click on the button Refresh Per Diem Amounts.
The system will populate the per diem amount for you.
Lodging: Enter the lump sum for lodging. You will enter the number of nights on the detail page.

Create Expense Report (5 Save for Later | (& Home | [E Summary and Submit
B
Actions [__Choose an Action v|| Go
“Business Purpose [ CONFERENCE APTA v Default Location SAN DIEGO.CA Q
*Report Description |[APTA &1 Attachments
Reference Q
Expenses (?
Expand All | Collapse All Add: | [ My Wallet (0) | £F Quick-Fil Total 3295 USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
06/01/2017 |5 [DUES/MEMBERSHIPS ~]  *[Membership Fee [ [CHECKTO EMPLOVEE v 3205 [UsD @ =
240 characters remaining
“Billing Type[INTERNAL v Receipt Split ¥ Default Rate *Exchange Rate | 100000000 @, [
*Merchant (O Preferred ® Non-Preferred L_Lnon Reimbursable _Base Currency Amount 2205 _UsD
APTA Membership . .
Accounting Deails @ You can override the Accounting Defaults
Chartfields h ere
S— Cumency  Exchange o
Amount GLUNIt  Monetary Amount | C4r® s Fu Dept Class Product Origin
3295 [BARTD|Q 3295U8D 1000000000030 |, 607010 Q [0504464 | Q a Q [¢]
< >

Expand All | Collapse All Total 32.85 USD
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Create Expense Report

Click Save for
Later.

Save TGMHOWE | @- Summary and Submit

]
Actions [...Choose an Acfion v|[ o
*Business Purpose | CONFERENCE-APTA e Default Location | SAN DIEGO CA Q
*Report Description [APTA f‘ Attachments
Reference (s}
Expenses (2
Expand All | Collapse Al Add: | [ My Wallet (0) | 4F Quick-Fil Total 3285 USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
06/012017 | [DUES/ MEMBERSHIPS V] *[membership Fee [Z [CHECKTO EMPLOYEE v| 295 [uso @ =
240 characters remaining
*Billing Type|INTERNAL v Receipt Spit ¥ Default Rate “Exchange Rate | 1.00000000| ©, [
“Merchant O Preferred @ Non-Preferred [INon Reimbursable ~ Base Currency Amount 205 USD
APTA Membership [ No Receipt
Accounting Details (2
Chartfields
Amount *GLUnit  Monetary Amount gg:"“ E:::‘E"ge Fund Account Dept Class Product Origin
32.95 |BARTD|Q 32.95USD 1.00000000(0030 |Q 607010 Q) |D504464 Q Q Q G
< >
Expand All | Collapse All Total 3285 USD

Saving your document allows you to
print the Expense Report. Itis
required by AP.

Note: Clicking the submit button will
put the Expense Report into the
approval process. No corrections
can be made after this is done. Itis
recommended to save your expense
report first.

Page 12 of 39



Navigation: Employee Self Service > Travel and Expense Center > Modify — Your expense report will
exist in this navigation only if the status of the expense report is pending

Navigation: Employee Self Service > Travel and Expense Center > View — Your expense report will

appear in this navigation regard

’

eport’s status.

Expense
Modify Expense Report Report Number [ Save for Later | [E} Summary and Submit
O
Actions [..Choose an Action v|| Go
“Business Purpose [CONFERENCE AFTA v Report 0000012721 Pending
*Report Description APTA Defaut Location Q Attachments
Reference a &, Attachments <I Li nk
Expenses (7
Expand All | Collapse All Add: | [ My Wallet (0) | £ Quick-Fil Total 3295 USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
06/01/2017 | [DUES/MEWBERSHIPS v]  *[Membership Fee [CHECK TO EMPLOYEE ~ 3295 [UsD |Q =

240 characters remaining
Receipt Split

“Billing Type| INTERNAL ~

¥ Default Rate “Exchange Rate | 100000000 @ [

“Merchant L) Preferred ®) Non-Preferred [INon-Reimbursable ~ Base Currency Amount 3285 USD

FMP organization I No Receipt

Accounting Details (7

Chartfields
. Cumency  Exchange .
Amount GLUnit  Monctary Amount | ~00® Pty Fund Account Dept Class Product Origin
3285 |BARTD Q 3285USD 1.00000000 0030 |Q 607010 Q 0504484 |Q Q Q a
< >
Total 3285 USD

Expand All | Collapse All

Print from your browser. Instructions will vary based on your browser.

After you have printed you can

close the browser window to return to your expense report.
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Add Attachments to Expense Report

If you are in your expense report click on the Attach Files link. Otherwise you can follow the navigation

as defined.

Navigation: Employee Self Service > Travel and Expense Center > Modify — Your expense report will only
appear in this navigation if the status of the expense report has a pending status.

Navigation: Employee Self Service > Travel and Expense Center > View — Your expense report will exist

in this navigation regardless of the status.

You will need to scan and attach the printed expense report and receipts to your expense report.

Modify Expense Report

7

*Business Purpose  CONFERENCE-APTA v

*“Report Description APTA

Default Location SAN DIEGO,CA

Report 0000012712 Pending

Save for Later | ¢& Home | [& Summary and Submit

Actions [__Choose an Action v|| 6o

Q Click

Reference Q,

Expenses (7

# Atac \ Attachments link

Expand All | Collapse Al Add: | [ My Wallet (@) | £ Quick-Fill Total 3295 USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
060172017 [ [DUES/MEMBERSHIPS ~]  *[Membership Fee [ [CHECKTO EMPLOYEE w 2208 [usb | =
240 characters remaining
“Biling Type[NERRAL v] Receipt Solt ¥ Defauit Rate *Exchange Rate | 100000000 ¢, [,
*Merchant O Preferred ® Non-Preferred [J Non-Reimbursable ~ Base Currency Amount 3295 USD
APTA Membership [J No Receipt
Accounting Details (7
Chartfields
Amount ‘GLUNit  Monetary Amount g:g:”“’ 5;:.:“""“ Fund Account Dept Class Product Origin
3285 [BARTD|Q 3295USD 1.00000000(0030 |, (607010 Q (0504464 |Q Q Q a
< >
Expand All | Collapse All Total 3295 USD
Expense Report Attachments
Help
Report1D 0000012721
Details Personalize | Find | View All | 3 | [ First (&) 10f1 &) Last
File Name Description User Date/Time Stamp
o Click add =
attachment

Adding large attachments can take some time to upload, therefol

transaction before adding large attachments. —/_

OK Cancel
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File Attachment

Click Browse

Browse...

l Upload Cancel

Select your file from the appropriate directory by double clicking. Next Click the Upload button.

* Favorites
M Desktop [1=| Expense repo 4
m Downloads 0= EMPLOYEE EXPEMSE TRAINING MAMNUA... Microsoft Weord D...
“El Recent Places % RECV_HDR.txt 5/30/2017 718 PM Text Document
¢@ OneDrive - San Francisce % BCT_CTL.txt 5/30/2017 7:18 PM Text Document
% BCT_DTL.et 5/30/2017 718 PM Text Document
Libraries % req_load.bd 5/26/2017 11:37 AM  Text Document
Documents P5_Misssing_MNew_Items_2017 xlsx 5/26/2017 9:46 AM Microsoft Excel W...
J Music @ TAPVoucherBatchl12677 to 12689.csv 5/26/2017 9:34 AM Microsoft Excel C...
[ Pictures P5_Misssing_Mew_Items.dsx 5/26/2017 8:56 AM Microsoft Excel W...
¥ videos % ITEM_ISSUE V1.t 5/25/2017 918 PM Text Document
% PO_ID_D1RQ.txt 5/24/2017 10:06 AM  Text Document
1% Computer % Maximo_reqs.txt 5/22/2017 744 PM  Text Document
ﬁ Windows (C:) @ AE_IN_ITMLOAD_2083267 trc 5/22/2017 345 PM  TRCFile
58 0CI0 (G:) D ITEM_SYNC.XML 5/22/2017 3:04 PM XML Decument
5# suppuga (\\bart.domain' % PO_ID_411 it 5/22/2017 10:59 AM  Text Document
58 PSOFT (\LSWRP28VY (K: ™ [ RUNGFT CHFCK TSSLIF tb SAR2017 1:54 PM Tewt Nocument

File name: Expense report_12721.docx
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1 File Attachment

Help

Browse...

Upload Cancel
1 _ P\
Click Upload

Expense Report Attachments

Report ID 0000012721

Details
File Name
Expense_report_12721.docx

| Adding large attachments can take some ti
A transaction before adding large attachment

.. dd Attachment
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Parsonalize | Find | View All | 3 | E&

Name

First

1 10f1

Date/Time Stamp

Help

b Last
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Submit the Expense Report

If you are in the expense report already you can click on the Submit button. Otherwise, the navigation is

defined below:

Navigation: Employee Self Service > Travel and Expense Center > Modify — Your expense report will only
appear in this navigation if the status of the expense report has a pending status.

Once the Expense Report is submitted it is in the approval process. No corrections to the Expense
Report can be made unless the Approver sends it back to you. You may provide attachments after the

Expense Report is submitted.

Note: The budget check process must run before the Approver can send it back,

Modify Expense Report
O

Click Summary and Submit

Save for Later | @ Home | [& Summary and Submit

Actions [._.Choose an Action v]| o
*Business Purpose|CONFERENCE—APTA v\ Report 0000012712 Pending
“Report Description [APTA Default Location SAN DIEGO,CA Q
Reference Q. 4 Attachments
Expenses (7
Expand All | Collapse Al Add: | [5y My Wallet (0) | £ Quick-Fil Total 3295 UsD
*Date *Expense Type *Description *Payment Type *Amount *Currency
06/012017 | [DUES/MEMBERSHIPS v]  *[Membership Fee [CHECK TO EMPLOYEE v 208 [usD |q =

240 characters remaining

“Billing Type INTERNAL v Receiol Split ¥ Defauit Rate *Exchange Rate | 100000000 4, [
“Merchant O Preferred @ Non-Preferred [INon-Reimbursable ~ Base Currency Amount 3285 USD
APTA Membership I No Receipt
Accounting Details (7
Chartfields
. . Curency  Exchange -
Amount GLUnit  Monetary Amount o7 = Fund Account Dept Class Product Origin
32.95 |BARTD|Q 32.95USD 1.00000000/0030 |Q 607010 Q) 0504464 Q Q Q 5}
< >
Expand All | Collapse All Total 3295 USD
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Meadify Expense Report

“Business Purpose | CONFERENCE-AFTA v

*Description APTA

Save for Later | Home | E&] Expense Details

Actions[__Choose an Acfion v

Report 0000012712 Pending

GO

Reference Q.
Totals (7 & View Printable Version B9 View Analytics > Notes & Attachments
Employee Expenses (1 Line) 3295 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 32.95 USD Amount Due to Supplier 0.00 USD
M Erechositidiliiaarii e b bRlel e accuicand conp ity
Submit Expense Repor Check the Box and Click Submit
Expense report
Expense Report Submit Confirm
Create Expense Report
Save Confirmation
Totals (2
3 Employee Expenses (1 Line) 3295 UsSD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
: Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 UsSD Supplier Credits 0.00 USD
Amount Due to Employee 3295 USD Amount Due to Supplier 0.00 USD

Cancel

Click OK

To view the approvers in the workflow path click Refresh Approval Status

View Expense Report

Business Purpose CONFERENCE-APTA
Description APTA

Report 0000012712

£ Expense Details

GO

Submission in Process

Created 06/14/2017
Last Updated 06/14/2017

Reference
Post State Not Applied
Totals (7 & View Priniable Version View Analylics 2 Notes & Aftachments
Employee Expenses (1 Line) 3295 USD Non.Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 000 USD Prepaid Expenses 000 USD Supplier Credits 000 USD

Amount Due ta.Emal 22.85.1LL50,

Amount Due to Supplier 0.00 USD

& By checking this box, | certify the| C||Ck Refl’esh
Approval Status

Submit Expense Report

Refresh Approval Status

olicy.

5] Previousin List ||45 Nextin List
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View Expense Report
]

Business Purpose CONFERENCE-APTA Report
Description APTA Created
Reference Last Updated

Post State

Totals (7 § View Printable Version B View Analytics

3295 USD Non-Reimbursable Expenses

0.00 UsSD

Employee Expenses (1 Line)

Cash Advances Applied Prepaid Expenses

Amount Due to Employee 32.95 USD

E Expense Details

Actions [__Cnoose an Action

v|| 6o

0000012712 Submitted for Approval
06/14/2017
Not Applied
O Notes & Attachments
0.00 USD Employee Credits 0.00 USD
0.00 USD Supplier Credits 0.00 USD

Amount Due to Supplier 0.00 USD

o By checking this box, | certify the expenses submitted are accurate and comply with expense policy.

‘Withdraw Expense Report

Submit Expens

Approval History

Submitted Cost Center or Department Mgr

Action Role Name

Submitted Employee

Favorites * Main Menu * Employee

Expense Report

Submitted On  06/15/2017

"

Acounts Payable Staff
Clyds Hendsrson

AP Manager
Linda Li

Date/Time

06/14/2017 2:59:08PM

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Report ID[ begins with | 0000012712 x
Report Description| begins with_v|
Name[begins wih v]
e 0[oegins win ]

Report Status|= v| |

Creation Date

[ case sensitive

Search Clear

/\

Click Search

Basic Search |§. Save Search Criteria

=

Payment
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View Expense Report iG] Expense Details

L Aetone R X

Business Purpose CONFERENCE-APTA Report 0000012712  Submitted for Approval

Description APTA Created 06/14/2017
Reference Last Updated 06/14/2017

Post State Not Applied

Totals (7 & View Printable Versicn B View Analylics O Notes & Attachments
Employee Expenses (1 Line) 32.95 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 32.95 USD Amount Due to Supplier 0.00 USD

o By checking this box, | certify the expenses submitted are accurate and comply with expense policy.

Withdraw Expense Report Submitted On 05/15/2017  submitted 2y ([

Approval History

% 5 5

Submitted Cost Center or Department Mgr Accounts Payable Staff AP Manager Payment
3 [ - ] Clyde Henderson Linda Li "y me
Action Role Name Date/Time
Submitted Employee Subrahmanyam Uppuganti 06/14/2017 2:59:08PM

Approve an Expense Report

The Expense Report will appear in the approver’s on-line approval queue when it is pending their
approval. The budget check process is run after final Approval. The system will budget check expenses
every hour.

Review Budget Status

Navigation: Main Menu > Manager Self-Service > Travel and Expense Center
Main Menu

Search Menu:

Employee Self-Service L
Budgets ¥

lManager Self-Service

Supplier Contracts Procurement 3

m F

Customer Contracts Travel and Expense Center

5t I S S I I

Suppliers r
Procurement Contracts *
Purchasing r
eProcurement 3
Services Procurement *
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Navigation Cont. Approvals > Approve Transactions

Travel and Expense Center

ﬁ Travel and Expense Center
Manager Travel and Expense Center

{3 Approvals
{5 Approve expense transactions

imiied 2] Approve Transactions
=) Madify Approved Transactions

Budget Check
Request budget check, review budget exceptions and cancel approved travel suthorizations
= View Exceptions - Expense Rpt

[alh] Analysis
@R Access analysis tools for time and

Select Approve Transactions
Profiles and Preferences

Reports.

anagement reports for travel expenses
h Advances by Dept

ense Transaction by Dept

Manage your personal, organizational and financial detsils for travel and expense reporting

Manage Security
Authorize users, setup approvers end reassign u

=] Review Payments

Review history of expense payments
=] Review Expense History
=] Review Payments

Overview | Expense Reports | Time Reports || Time Adjustments || Travel Authorizations || Cash Advances

Errors

Search Pend
iChange Sort]

Select Expense Report Tab

Select All DI

Transactions to Approve (7

Budget Check

Personalize | View All | 2] B2 First (4 10f1 ) Last
Select Urgency Transaction Type Total Unit Name Employee ID  Description Transaction 1D ﬁ:mmed Status Role
] v Expense Report 2esvso (NN - 0000012712 06M52017  Submitied for Approval  Cost Center or Dept. Manager
select Al O Clear All Approve Reviewed Send Back Hold Refresh List Budget Check
Comments
Return to Approval List
Employee Expense History
Return to Travel and Expense Center
Owerview | Expense Reporis | Time Reporis | Time Adjustments | Travel Authorizations | Cash Advances | Emors
Overview || Expense Reports || Time Reports || Time Adjustments || Travel Authorizations || Cash Advances || Emors
Search Pending Transactions (2
iChange Sort Order (7
setect Al O Giear Al Approve Reviewed Send Back Hold Refresh List Budget Check
Transactions to Approve (7 Personalize | View Al | 2| E& First ‘4" 1of1 ‘& Last
Select Urgency Total Amount Curr Budget Status Name Employee ID  Description Transaction 1D ﬁ:::mmed Status Role
Not Budget
O v 3295UsD g Ao [ e 0000012712 DBI16/2017  Submitted for Approval Cost Center or Dept. Manager
select All O clear Al Approve Reviewsd

Comments

Overview | Expense Reports | Time Reporis | Time Adjusiments | Travel Ay

Review Budget Status. The
Status should be Valid

Budget Check an Expense Report

To budget check an expense report select it and then click on the budget check button.
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Overview || Expense Reports | Time Reports | Time Adjustments || Travel Authorizations | Cash Advances || Errors
Search Pending Transactions (7

Change Sort Order (7
Select All O Clear Al Approve Reviewed Send Back Hold Refresh List Budget Check

Transactions to Approve (7

Select  Urgency Total Amount Curr  Budget Status  Name Employee 1D Description Transaction ID

Not Budget
Ghecked O AoTA 0000012712

Approve Reviewed Send Back Hold Refresh List Budget Check

¥ v 32.95USD

| Time Adjustments | Travel Authorizations | Cash Advances | Emors

Click to
Budget
Check

Personalize | View All | 2] B

06/15/2017  Submitted for Approval Cost Center or Dept. Manager

l Summary Approvals Confirmation
I Approve Transactions

Approval Action Confirmation

* June 20, 2017 10:00 AM PST

] Approval Transaction Selected

Expense Reports 1
Time Reports 0

Time Adjustments 0
Travel Authorizations 0
Cash Advances 0

Total Transactions 1

V These transactions will be Budget Checked

OK Cancel

Transactions may not be available immediately if budget checking has not completed.

|_| Click OK |

The Expense Report will disappear from the approvers queue while the budget check process is running.

It will return to the queue when the process is complete.
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Owverview Expense Reports Time Reports Time Adjustments Travel Authorizations Cash Advances Errors
Search Pending Transactions (7

Change Sort Order (7

Select All ] Clear Al Approve Reviewed Send Back Hold Refresh List Budget Check
Transactions to Approve (? Personalize | View All | @l E First ‘4’ 10of1 & Last
Select Urgency Total Amount Curr Budget Status Name Employee ID  Date Submitted Status Role
(| 0.000
Select Al I Clear All AP0 FEL G Send Back Hold Refresh List

Comments

Overview | Expense Reports | Time Reports | Time Adjustments | Travel Authorizations | Cash Advances | Emors

Click Refresh
List

Qverview | Expense Reports | IimeReports | Time Adjustments || Travel Authorizations | Cash Advances || Ermors
Search Pending Transactions (2

Change Sort Order (7

seiect Al [0 Clear Al Approve Reviewed Send Back Hold Refresh List Budget Check
Transactions to Approve (7 Personalize | View All | (7] =] First &) 10of1 &/ Last
Select  Urgency Total Amount Curr  Budget Status  Name Employee ID ion ID ﬁlt:mmu Status Role
] v 32.85USD Valid _ APTA 0000012712 061512017  Submitted for Approval Cost Center or Dept. Manager
select Al [0 Clear Al Approve Reviewed Send Back Hold Refresh List Budget Check
Comments
Overview | Expense Reports | Time Reports | Time Adjusiments | Travel Authorizations | Cash Advances | Erors
Overview | Expense Reports || Time Reports || Time Adjustments || Travel Authorizaions || Cash Advances | Erors
Search Pending Transactions (7
Change Sort Order (7
Setect All [ clear Al Approve Reviewad Send Back Hold Refresh List Budget Chack
Transactions to Approve (7 Personalize | View All | ] B Fist (0 10r1 O Last
Select  Urgency Total Amount Curr  Budget Status  Name Employee ID ion ID ﬁ:fm\md Status Role
v} v 3295USD  Valid Dn  APTA 0000012712 0G/15/2017  Submitted for Approval Cost Center or Dept. Manager
Select Bend Back Hold Refresh List Budget Check
.\ Select Expense
Overview | Expensg Rep Y rt jorizations | Cash Advances | Ermors CI | C k on th e
Transaction ID to

Review

Making Corrections to Expense Report :

An Expense Report Approver may not add more lines to an Expense Report. They may only delete lines,
remove the approval, or change the dollar amount. Approvers should use the Send Back Expense
Report button to return the Expense Report to the Expense User. The Expense User will be able to
Modify the Expense Report and add lines if necessary.
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Send Back Expense Report

Expense Line ltems

Expense Type Date Account

DUES /
MEMBERSHIPS 06/01/2017 607010

Expense Report Totals

Employee Expenses (1 Line)
Non-Reil ble E

Prepaid Expenses

Employee Credits

Supplier Credits

Cash Advances Applied

w Pending Actions
Role
Cost Center or Department Mgr
Accounts Payable Staff
AP Manager
W Action History
Role

Employee

w Comments

Personalize | Find | @| @

Fund

PC Business = g Reimburse
Dept Code Unit Project Activity Amt Approve
0504464 D030 3295 ¥
3295 USD Due Employee 3295 USD
0.00 UsSD Due Supplier 0.00 USD
0.00 UsSD Definition of Totals
0.00 UsSD
0.00 UsSD
0.00 UsSD
Personalize | Find | 2| B First ‘4 1-30f3 '}/ Last
Name Action DateiTime
|
Henderson,Clyde C
Li,Linda M
ind |2 E¥ Rt (0 10f1 (M) Last
Date/Time

06/14/2017 2:59:08PM

Add -$12 Per Diem Credit. Lunch Provided at conference

B

Budget Status Valid

Budget Options
| Approve | | Send Back | | Hold | | Deny | | Save Changes
S Send Back to
Expense User
Save Confirmation
Approve Expense Report
Submit Confirmation
] ReportID 0000012712
Totals (?
Employee Expenses (1 Line) 3295 USD Non-Reimbursable Expenses 000 USD Employee Credits 000 USD
Cash Advances Applied D00 USD Prepaid Expenses 000 USD Supplier Credits 0.00 USD
Amount Due to Employee 32.95 USD Amount Due to Supplier 0.00 USD

v s report will be approved

| cancel |

Click OK
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The Expense User will receive an email and will be able to view the Approver’s Comments using the
following navigation

Navigation to for the Expense User to View Expense Report: Main Menu > Employee Self Service >
Travel and Expense Center >

Expense Report > View

View Expense Report Home | &) Expense Details
Actions [...Choose an Action v|| GO
Business Purpose CONFERENCE-APTA Report 0000012713 Pending

Description APTA Created 06/20/2017
Reference Last Updated 06/20/2017

Post State Not Applied

Totals (2 & View Printable Version Y View Analytics (2 Notes & Attachments
Employee Expenses (1 Line) 32.95 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD
Amount Due to Employee 32.95 USD Amount Due to Supplier 0.00 USD

By checking this box, | certify the expenses submitted are accurate and comply with expense policy.

Submit Expense Report

Approval History

Action Role Name Date/Time Comments
Submitted Employee 06/20/2017 10:22:41AM
Sent Back For Revision Cost Center or Department Mar _ 06/20/2017 10:29:31AM
Click
Previous in List | |4F Mextin List Comments
View Approver Comments x

Approver's Comments

Name [
Action Sent Back For Revision

Date/Time 0G6/20/2017 10:2%:31AM

Comment Add-512 Per Diem Credit. Lunch was provided at conference

| 5

Modify Expense Report
Navigation to for the Expense User to Modify the Expense Report: Main Menu > Employee Self Service >
Travel and Expense Center >

Expense Report > Create/Modify
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Modify Expense Report

Save for Later | [E Summary and Submit

. -
Sent Back For Revision By: Misra,Ravindra Add -$12 Per Diem Credit. Lunch was provided at conference Actions | Choose an Action Vl ‘Wl
“Business Purpose [CONFERENCE-APTA v Report 0000012713 Pending
*Report Description [APTA x Default Location SAN DIEGO,CA Q
Reference aQ & Attachments.
Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (0) | £ QuickFil Total 3295 UsD
*Date *Expense Type *Description *Payment Type *Amount *Currency
06/01/2017 [DUES / MEMBERSHIPS ~]  “[Membership Fee {7 [CHECKTO EMPLOYEE v 3205 [UsD o =
240 characters remaining
Expand All | Collapse All Total 32.85 USD

View Expense Report EG) Expense Details

Actions [__Choose an Acion V][ o |
Business Purpose CONFERENCE-APTA Report 0000012713  Submission in Process

Description APTA Created 0612012017 -
Reference Last Updated 06/20/2017

Post State Not Applied

Totals (2 & View Printable Version 4 View Analytics Notes & Attachments
Employee Expenses (1 Line) 20.95 USD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits. 0.00 UsSD
Amount Due to Employee 20.95 USD Amount Due to Supplier 0.00 USD
»~ By checking this box, | certify the expenses submitted are accurate and comply with expense policy.
Submit Expense Report Submitted On  06/20/2017 Submitted By _

[ Refresh Approval Status |

Approval History

Action Role Name DaterTime Comments

Submitted Employee 06/20/2017 10:22:41AM

Sent Back For Revision Cost Center or Department Mar 06/20/2017 10:29:31AM
Resubmitted Employee 06/20/2017 10:36:05AM

Make all necessary updates and resubmit to route the Expense Report through the Approval Path. After
you submit for approval click Return to Search and reopen the same expense report. You will be able to
view the changed approval routings.

Corrections During Expense Approval

Overview | Expense Reports | Time Reports || Time Adjustments || Travel Authorizations || Cash Advances | Emors
Search Pending Transactions (7

{FiChange Sort Order (7

[ Setect Al [ Giear s | Aoprove || Reviewed || SendBack ||  Hold || Refresnlist || Budget Check

Transactions to Approve (7 Personalize | View All | & | = First ‘&) 10f1 &/ Last

Select Urgency Total Amount Curr Budget Status Name Employee ID  Description Transaction ID ﬁ:m\m:d Status. Role
O ® 2095USD g:;f;fje' _ 062228 APTA 000} 061202017  Submitted for Approval Cost Center or Dept. Manager
select Al O ciear st | Approve || Reviewed || SendBack || Hold I RefreshList ||  BudgetCheck |
G Click on the Expense Report ID to

Overview | Expense Reports | Time Reports | Time Adjustments | Travel Authorizations | Cash Advances | Emors

review Expense Report.
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w* General Information
*Report Description AFPTA
*Business Purpose CONFERENCE-APTA
Report Status Submitted for Approval

*Accounting Date 06/20/2017 EJ
Accounting Template STANDARD | Q
Urgency: &

Accounting Defaults

You can deny individual expenses and still approve or send back the overall report.
Expense Line ltems

Fund PC Business

Expense Type Date Account Dept Code Unit
DUES/T
MEMBERS 06/01/2017 607010 0504464 0030

xpenseRey click on the Expense Type to
make a change to the price

u.ol Usb

Employee Credits 0.00 UsD
Supplier Credits 0.00 USD

Cash Advances Applied 0.00 USD

ReportID 0000012713

Reference @, Employee Base Ofice
Created On 06/20/2017 By
Updated on 06/20/2017 By
10:36:05AM
Attachments Notes
More Options | v | GO |

Personalize | Find | @l @

Activity Rei“‘bm Approve
2095 W =
Due Employee 20.95 UsD
Due Supplier 0.00 UsSD
Definition of Totals
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Approve Expense Report
Expense Detail for DUES / MEMBERSHIPS (Line 1)

About This Expense

*Expense Date 06/01/2017 |[#]

*Payment T]rpel CHECK TO EMPLOYEE v| CINo Receipt
*Billing T]rpe| INTERMNAL V| [ Non-Reimbursable
*Merchant (Choose One)  Preferred ® Non-Preferred

Non-preferred APTA Membership

*Description | Membership Fee El|

240 characters remaining

*Amount Spent 2095
*Currency USD Q
*Exchange Rate 1.00000000 [ad

] Default Rate Make the appropriate
correction. In this example, the

Approver will reduce the price
Exception Comments to $15.95

Base Currency Amount 2095

Authorized Amount Exceeded
Mo Receipt

Older Transactions

Accounting Detail
] Approve Expense

Return to Expense Report
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You can deny individual expenses and sfill approve or send back the overall report.

Expense Line ltems Personalize | Find | (2] E
Expense Type Date Account Dept E‘l‘)";‘: mi:a““i"e” Project Activity Rei““";"; Approve

06/01/2017 607010 0504464 0030 15.95 vl =

Expense Report Totals

Employee Expenses (1 Line) 15.95 USD Due Employee 15.95 USD
Non-Reimbursable Expenses 0.00 UsD Due Supplier 0.00 UsD
Prepaid Expenses 0.00 UsD Definition of Totals
Employee Credits 0.00 UsD
Supplier Credits 0.00 USD
Cash Advances Applied 0.00 UsD
* Pending Actions Personalize | Find | 2] = First ‘4 1-30f3 ‘»' Last
Role Name Action Date/Time
Cost Center or Department Mar [ ]
Accounts Payable Staff Henderson,Clyde C
AP Manager Li,Linda M
w Action History Personalize | Find | 2] = First ‘4 1-30f3 ‘»' Last
Role Name Action Date/Time Comments
Employee Submitted 06/2002017 10:22:41AM
Cost Center or Department Mgr Sent Back For Revision 06/20/2017 10:29:31AM
Employee Resubmitted 06/2002017 10:36:05AM

w Comments

€
Budget Status Mot Budget Checked
Budget Cptions
| Approve | | Send Back | | Hold | | Deny | | Save Changes

Return tn Annroval | ist

Click Save Changes
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Save Confirmation

Approve Expense Report
Save Confirmation

Report ID 0000012713

Totals (2
Employee Expenses (1 Line) 15.95 USD Non-Reimbursable Expenses 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD
Amount Due to Employee 15.95 USD Amount Due to Supplier

Click OK

hved.

You ¢ deny, send back, or held this report at a later time:

Cancel

Employee Credits 0.00 USD

Supplier Credits 0.00 UsD

0.00 USD

Note: Changing the Expense Report will reset the Budget Check status back to unchecked. You will

need to run the budget check process again or wait until the batch process runs before taking any

further approval actions.

Overview Expense Reports. Time Reports Time Travel Au ns Cash Ads Errors

Search Pending Transactions (2
Change Sort Order (2

Select All [ Clear All Approve Reviewed Send Back Hold Refresh List Budget Check

Transactions to Approve (7
5 Date
Select Total Amount Curr Budget Status  Name Employee ID  Description TransactionID  gi Lo
Not Budget
E Select All D Clear All Approve Reviewed Send Back Hold Refresh List Budget Check

Comments

Qverview | Expense Reporis | Time Reports | Time Adjusiments | Travel Authorizations | Cash Advances | Erors
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Approve Expense Report

Expense Reports can be approved on the Summary page or within the individual transaction.

Note: Budget Check must be valid in order to approve an Expense Report.

Navigation: Main Menu > Manager Self-Service > Travel and Expense Center

Favorites ¥ Main Menu

¥ Search Menu:

Employee Self-Service

@

Manager Self-Service
Supplier Contracts

Customer Contracts

D I I

Budgets
Procurement

Travel and Expense Center

Suppliers
Procurement Contracts

Purchasing

rerrroee

PN T

3

3

3

Navigation Cont. Approvals > Approve Transactions

Travel and Expense Center

ﬁ Travel and Expense Center
Manager Travel and Expense Center
?5 Approvals
Wip Appioye sxoen
EliApprove
=] Madify Approved Transactions

kgl Analysis

80, Actess analysis tools for fime and expense enries

@ Profiles and Preferences
J=| Manags your personal, organizstionsl and financisl detsis for ravel and xpenss reporing

[Ei; Budget Check

=

#1 Request budgst check, review budgst exceptions and cancel approved travel authorizations
) View Exceptions - Expense Rpt

Print Reports

Print management reports for ravel expenses
5] Cash Advances by Dept

=] Expense Transaction by Dept

Manage Security
Authorize sers, sefup approvers and reassion work

— | Review Payments
Review history of expense payments
] Review Expense History
] Review Payments
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Summary Approval
Select Transaction.

Overview || ExpenseReports || TimeReports || Time Adjustments || Travel Authorizations || Cash Advances | Errors
Search Pending Transactions (2

Change Sort Order (7

[ select Al O Clearan | ADProve || Reviewed ||  SendBack || Hold /[ Refresh List || BudgetcCheck |

Transactions to Approve (7 Personalize | View Al | 21] B Fist ' 1071 ) Last

| - . . Date
Select Urgency  Transacti C I ic k Ap p rove Employee ID Description TransactionID Lo L Status Role
Wi ® Expense - APTA 0000012713 06202017  ApprovalsinProcess  Cost Center or Dept. Manager
select Al O Clearan | Appru; Reviewed ||  SendBack || Hold ||  Refresnlist || Budget Check

Comments

Return to Approval List
Employee Expense History
Retur to Travel and Expense Center

Overview | Expense Reports | Time Reports | Time Adjustments | Travel Authorizations | Cash Advances | Erors

Summary Approvals Confirmation x

Approve Transactions
Approval Action Confirmation

June 20, 2017 10:54 AM PST

Approval Transaction Selected

Expense Reports 1
Time Reports

Time Adjustments
Travel Authorizations

Cash Advances

[ TR e S e N e

Total Transactions 1

Click OK
v 4 e Approved

| ©OK || Cancel |
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Individual Transaction Approval & Viewing Attached Receipts

Overview || Expense Reports | TimeReports || Time Adjustments | Travel Authorizations || Cash Advances | Errors

) Search Pending Transactions (2

) Change Sort Order (7

Click on

[# setectal O ciearan | Approve || Reviewed |[  SendBack || Hold ||  Refreshlist Budget Check Tran Sacti on
Transactions to Approve (7 B Fist (0 10t1 @ Last
Select Urgency  Transaction Type Total Unit Hame Employee ID (uhmmm Status Role
® Expense Report s2s05 050 (. T 0000012744 0B/21/2017  Submitted for Approval ~ Cost Center or Dept Manager
selectAl O cleara | Approve | [ Reviewed || SendBack || Hold || Refresh List Budget Check |
» Comments -
To View attached

Return to Approval List .
Emplayee Expense History recel pt
Return to Travel and Expense Center d - I - k
Overview | Expense Reports | Time Reports | Time Adjustments | Travel Authorizations | Cash Advances | Errors ocu mentatl On ] C Ic

Approve Expense Report
Expense Report Summary

¥ General Information
*Report Description |APTA
“Business Purpose CoNFERENCE-APTA
Report Status Submitted for Approval

User Defaults

*Accounting Date 06/21/2017 |[3)]
Accounting Template STANDARD | Q)
Urgency:®

Accounting Defaults

You can deny individual expenses and still approve or send back the overall report.

Expense Line ltems

Fund L
Expense Type Date Account Dept Code Business
Unit
DUES/
WMEMBERSHIPS 06/01/2017 607010 0504464 0030
Expense Report Totals
Employee Expenses (1 Line) 52595 UsD
Non-Reimbursable Expenses 0.00 UsD
Prepaid Expenses 0.00 UsSD
Employee Credits 0.00 UsSD
Supplier Credits 0.00 UsSD
Cash Advances Applied 0.00 UsSD
¥ Pending Actions
Role Name
Cost Center or Department Mgr . ]

Accounts Payable Staff Henderson,Clyde C

AP Manager Li,Linda M

/

ReportID 0000012714
Reference G, Employee Base Office
By SUPPUGA

By SUPPUGA

Created On 06/21/2017

Updated on 08/21/2017
917:13AM

Attachments Motes

More Options + | GO |

Personalize | Find | @l @

Reimburse

Amt Approve

Project Activity

525.95 =

52595 USD
0.00 USD
Definition of Totals

Due Employee
Due Supplier

Personalize | Find | 2] 5 First ‘4 1-30f3 &/ Last

Action Date/Time
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Pending Actions Personalize | Find | & | B First ‘4’ 1-30f3 '»' Last
Role Hame Action Date/Time
Cost Center or Department Mar I
Accounts Payable Staff Henderson,Clyde C
AP Manager Li,Linda M
Action History Personalize | Find | 21 | E First ‘4' 10f1 ‘B Last
Role Name Action Date/Time
Employee Submitted 06/21/2017 9:17:13AM
Com .
Scroll down until e
you can view
approval actions.
Click Approve.
Budget
| Approve || Send Back | | Click Attachments | |  saveChanges |

Approve Expense Report - Expense Details

@- Expense Report Summary

]
Actions _Choose an Action -~ | Go |
“Business Purpose CONFERENCE-APTA - Report 000001 A§4 Submitted for Approval
*Report Description APTA f Attachments (1)
Reference (e} @ Ik
Expenses (7
Expand All | Collapse Al Total 52595  USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
06/01/2017 DUES / MEMBERSHIPE - * Membership Fee @ CHECKTOQEMPLOYEE ~ 525.95 |USD Q =
240 characters remaining
Expauﬂﬁ i igﬁgﬁ Total 52595 USD
Ex x
Rep! 0012714
Details Personalize | Find | View Al | £ | [ First ‘4’ 10of1 ‘& Last
File Hame Description User Name Date/Time Stamp

Expense_report_12714.docx

Adding large attachments can take some time to upload, therefore, it is advisable to save
the transaction before adding large attachments.

| Add Attachment |

OK Cancel
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Opening Expense_report_12714.docx »w - g

You have chosen to open:
Expense_report_12714.docx

which is: Microsoft Word Document

from: http://dlapfin3.adm.bart.gov:2400
What should Firefox do with this file?

Microsoft Word Click OK -

i) Save File

0 Do this autoratically for files like thi now on.

ag

oK ]| — |

Closing the newly created browser window will return you to the Expense Report

Expense Report Attachments x

ReportID 0000012714

Details Personalize | Find | view All | &2 | E First ‘4 1of1 ‘b Last
File Name CI ICk OK ription User Name Date/Time Stamp
] Expense_n .:1

Adding large atta
the transaction

an take some time to upload, therefore, itis advizable to save
dading large attachments.
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Approve Expense Report - Expense Details CI ICk Expense Expense Report Summary
] Report Summary ;
S _Choose an Action - \E\

*Business Purpose CONFERENCE-APTA - Report (000012714 Submitted for Approval
*Report Description APTA f Attachments (1)
Reference Q 2 Motes
Expenses (7
Expand All | Collapse Al Total 52595  USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
» 06/01/2017 |l DUES/MEMBERSHIPS ~ " Membership Fee [ "CHECKTO EMPLOYEE - 52595 [usD  |q =
240 characters remaining
Expand Al | Collapse All Total 52595  USD
Accounting Defaults More Options -« | 6O |
You can deny individual expenses and still approve or send back the overall report.
Expense Line ltems Personalize | Find | @l @
Fund E Reimburse
Expense Type Date Account Dept Business Project Activity Approve
Code Unit Amt
DUES/ = =
WMEMBERSHIPS 06/01/2017 607010 0504464 0030 52595 =
Expense Report Totals
Totals (1 Line) 52595 UsSD Due Employee 52595 USD
Non-Reimbursable Expenses 0.00 UsD Due Supplier 0.00 USD
Prepaid Expenses 0.00 USD Definition of Totals
Employee Credits 0.00 USD
Supplier Credits 0.00 UsSD
Cash Advances Applied 0.00 UsD
¥ Pending Actions Personalize | Find | 22| B First ‘4" 1-20f2 "B Last
Role Name Action Date/Time
Cost Center or Department Mgr |
Accounts Payable Staff Henderson,Clyde C

AP Manager
Scro" down Untll you can view the Personalize | Find | (2| = First ‘4 10of1 ‘B Last

Approval Action buttons. Click
Approve.

Employee Submitted 06212017 9:17:13AM

¥ Comments ﬁ /

¥ Action History

Role Action Date/Time

=g

Budget 5ta d
Budget Options

| Approve | | Send Back | | Hold | | Deny |~ SaveChanges |
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Save Confirmation

Approve Expense Report
Submit Confirmation
ReportID 0000012714

Totals (2
Totals (1 Line) 525.95 UsD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 UsSD
Cash Advances Applied 0.00 UsD Prepaid Expenses 0.00 USD Supplier Credits 0.00 UsSD
CIle OK §25.95 USD Amount Due to Supplier 0.00 USD

e T

Deny Expense Report
Expense must be denied within the individual transaction.

Note: Budget Check must be valid in order to take the Deny action for an Expense Report.

Navigation: Main Menu > Manager Self-Service > Travel and Expense Center

Favorites « Main Menu

= Search Menu:

®

3  Employee Selfi-Semvice r

3  Manager Self-Service (3 Budgets g
3  Supplier Contracts &3 Procurement r
0  customer Contracts D Travel and Expense Center

3  Suppliers *

3 Procurement Contracts k

3  Purchasing b

Navigation Cont. Approvals > Approve Transactions
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Travel and Expense Center
Travel and Expense Center

Manager Travel and Expense Center
%5‘ Approvals
/5 Approve expense transactions.
i ] Approve Transactions
] Modify Approved Transactions

(gl Analysis
&Q Access analysis tools for time and expense entries

57| Budget Check

Print Reports

A5 Profiles and Preferences
=) anage your personal, organizational and financial detals for travel and expense reporting

Overview | Expense Reports | IimeReporis | Time Adustments | Travel Authorizations || Cash Advances
Search P 2
Change S I E
selecta elect Xpense ack Hold Refresh List Budget Check
Transaction! Report Personalize | Viewall || [ First
- 4 Date
Select lon Type Total Unit Hame Employee ID Description Transa submitteq  StBIUS Role
® Expense Report 255050 (N 0000012714 06/21/2017  Submittedfor Approval ~ Cost Center or Dept. Manager
select Al O clear Al Approve Reviewed Send Back Hold Refresh List Budget Check
Comments
Return ta Approval List
Emplayee Expense History
Return to Travel and Expense Center
Ovenview | Expense Reports | Time Reports | Time Adjustments | Travel Autharizations | Gash Advances | Errars
M - GO

Accounting Defaults

You can deny individual expenses and still approve or send back the overall report.

Expense Line ltems

PC
Expense Type Date Account Dept FIL Business
Code  ynit

DUES/

MEMBERSHIPS 0504464 0030

06/01/2017 607010

Expense Report Totals

Employee Expenses (1 Line) 525.95 USD
Non-Reimbursable Expenses 0.00 UsSD
Prepaid Expenses 0.00 UsSD
Employee Credits 0.00 UsD
Supplier Credits 0.00 UsSD
Cash Advances Applied 0.00 UsD
Pending Actions
Role Name

Print management reports for travel expenses
=] Cash Advances by Dept
5] Expense Transaction by Dept

Project

Cost Center or Department Mgr

Comments are required
Accounts Payable Staff

AP Manager

Report

when denying an Expense

Action History

Role e

Employee

Comments

Manage Security

=] Review Payments

= Review Expense History

(%! nequest budget check, review budget exceptions and cancel approved travel authorizations @ Authorize users, setup approvers and reassign work
[E] View Exceptions - Expense Rpt

Review history of expense payments.

Click on Transaction
ID

Scroll down to view

approval buttons. Fina | 2] &8
|Approve
52595

52595 USD
0.00 USD
Definition of Totals

Due Employee
Due Supplier

Personalize | Find | 2 | H First ‘&' 1-30f3 &/ Last

Action Date/Time

Personalize | Find | 24| B First ‘4 10of1 b/ Last

This Expense reportis denied.

Budget Status Valid
Budget Options

Approve Send Back Haold
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Click Deny. This will terminate
the Expense Report and it may
not be reactivated.

Deny Save Changes



Save Confirmation

Approve Expense Report
Submit Confirmation

Click OK

ied.

Cancel

Totals 7
Employee Expenses (1 Line) 525.95 USD
Cash Advances Applied 0.00 USD
Non-Approved Expenses 525,95 USD
Amount Due to Employee

ofthe expenses will be reimbursed.

Non-Reimbursable Expenses

0.00 USD

ReportID 0000012714

526.95 USD

Prepaid Expenses 0.00 USD

Amount Due to Supplier

Employee Credits
Supplier Credits

0.00 USD

0.00 UsSD
0.00 USD
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