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Procedure

In this exercise, you will have to submit 2 separate Expense Reports; one for FIUO1 and
another for FIUO2. Here you will split a receipts between two different Business Units.

FIU e

Personalize Content | Lavout Help
Menu -]
Search:

[- My Favorites

[+ Student Administration
I- Employee Self-Service
[~ Manager Self-Service
[+ Supplier Contracts

[- Customers

[- Products

[- Promotions

[ Customer Contracts

> Order Management

[> Pricing Configuration

[ Customer Returns

[ ltems

- Cost Accounting

[ Vendors

> Purchasing

[ Inventory

[- eProcurement

[+ Services Procurement
[+ Sourcing

[+ Engineering

> Manufacturing Definitions
[- Production Control

[ Configuration Modeler
[ Product Configurations
[ Quality

[- Demand Planning

I Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management
[ Project Costing

> Proposal Management
> Maintenance Management
> Resource Management
[ Lease Administration
[ Staffing

[- Travel and Expenses

[ Travel Administration

[ Billing
[ Accounts ﬂ
Done [T T € nternet 0% -

Step | Action

1. Click the Employee Self-Service link.
[- Employee Self-Service]
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> Service Request
[» Procurement
[ Assets
I> Travel and Expenses
— Open Resource Requests
— Emplovee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[ Products
[ Promotions
[ Customer Contracts
(- Order Management
[ Pricing Configuration
[- Customer Returns
[ ltems
[+ Cost Accounting
[- Vendors
> Purchasing
[+ Inventory
[- eProcurement
[- Services Procurement
(> Sourcing
(- Engineering
(- Manufacturing Definitions
[ Production Control
[ Configuration Modeler
[ Product Configurations
> Quality
> Demand Planning
[+ Inventory Policy Planning
[+ Supply Planning
[- Grants
- Program Management
(> Project Costing
[ Proposal Management
(- Maintenance Management
(- Resource Management
[ Lease Administration
[~ Staffing
[ Travel and Expenses
[- Travel Administration
[+ Billing

FIU
e ee )

Employee Self-Service

Open Resource Requests
Open Resource Requests

Service Request
#Add or manag:

Travel and Expenses
Sub ports, cash

el authorizations.

Employee Project Center

reas for entering and
eam member information

workist |

Add to Favorites

Edit "Emplovee Self-Service” Folder

Travel and Expense Center
Employee Travel and Expense Center

Assets
rvice employee role to manage

Mransfer Azsets

| Sian out

[

| tnternet

100% -

Step

Action

Click the Travel and Expense Center link.

[Travel and Expense Cented

Click the Expense Report link.

Click the Create link.
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rlu Home | Workist | _AddtoFavories | Sianout
Search:

| Mew Window | Help | Customize Page | 15

- My Favorites

[> Student Administration

7R SER ST Populate From A Travel Authorization
> Service Request

[> Procurement Pathy Panther Report ID: NEXT

[> Assets

[» Travel and Expenses — —

~ Ooen Resouioe Requests | | FromDate:  [03/18/2008 To:  [07it8i2000 __searcn_|
— Employee Project Center -
— Travel and Expense Center Travel Auth Description Author

[ Manager Self-Service Selet ol ¢ I r

[> Supplier Contracts ;IM
[ Customers Select | Science Project 00000324979 061712009  06/17/2009 700.00 USD
[- Products
> Promotions Select |Los Angeles. CA 0000034977 06/12/2009  06/12/2009 4,790.00 USD
Eg‘:j;‘mz’nggzmﬁs Select | travel to mobile al 0000034975 061212009 08/12/2009 350,00 USD
- Pricing Configuration Select | chicago 61219 0000034871 05202000 061312000 1,050.00 USD
[ Customer Returns
(> Items Select |fripto orlandg 0000034925 06/10/2009  06/10/2009 100,00 USD
[> Cost Accounting el
[- Vendors

(- Purchasing Return to Expense Report Entry
[ Inventory

[- eProcurement

[- Services Procurement

> Sourcing

(> Engineering

(- Manufacturing Definitions
[ Production Control

(- Configuration Modeler

[ Product Configurations

> Quality

> Demand Planning

[+ Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management

(- Project Costing

> Proposal Management

[ Maintenance Management
(- Resource Management j

b nmra Ardminictratinn

Dore [T T [cpmtene i -

Create Expense Report

ionlD  Date From e To Amount Currency
0000024980 07/01/2009  07/05/2009 252000 USD

Step | Action

5. Click the Select button to bring in the approved TA (TAR).
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Search:

(O]

- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Emplovee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ Promotions
[ Customer Contracts
(- Order Management
(> Pricing Configuration
[ Customer Returns
[- ltems
[+ Cost Accounting
[- Vendors
> Purchasing
[ Inventory
[- eProcurement
[- Services Procurement
> Sourcing
(> Engineering
(- Manufacturing Definitions
[ Production Control
(- Configuration Modeler
[ Product Configurations
> Quality
> Demand Planning
[+ Inventory Policy Planning
[+ Supply Planning
[- Grants
> Program Management
(- Project Costing
> Proposal Management

FIU

Create Expense Report

New Window | Hslp | Customize Pace | 5 =]

Expense Report Entry
Pathy Panther

=

User Defaults

*Description: [trip to erlando

Florida, Orlanda Q

Imagetlow

*Business Purpose: |L-|aelmg

Default Location:

Report ID: NEXT
Comment: =]
Reference:

Authorization ID:

0000034925

Apply Cash Advance(s

| Accounting Defaulls

More Options:

Copy Selected | | Delete Selected |

Employee Expenses: 4100.00 USD
Hon-Reimbursable Expenses: 0.00 USD
Prepaid Expenses: 0.00 UsD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 USD

MNew Expense ~| Add

Due Employee:
Due Vendor:

“Overview “Detail Cocation Merchant AiriHotel Vileage “Carrency
Se\ecl‘ [-Expense Type “Expense Date | *Amount Spent|*Currency | *Payment Type Billing Type ‘ |
r ‘ |[Domestic incidentals =1 |[0s02009 [ [ 100.00 |USD [Out of Packet =] |[Fu Exued"%. -}|

Check Far Errors

100.00 USD
0.00 USD

Definition of Tatals

Update Totals |

Save For Later Submit

[ Maintenance it
(- Resource Management

Il nmra Adminictratinn

|4l

Expense Report Project Summary Printable View

| >

Done

I I

/@ trternet [#ow -

Action

Click the Accounting Defaults link.
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rlu tHome | Workist | _AddtoFavories | Sinout

Search: = New Window | Help | Customize Page | i5h

- My Favorites

- Student Administration Create Expense Report

- Employee Self-Service :
b Service Request Accounting Defaults
[> Procurement Patty Panther Report ID: NEXT
[> Assets
I Travel and Expenses i Set Personalizations | Find |
— Dpen Resource Requests BC Bus

— Emplovee Project Center L} *GL Unit Dent Class Fund  Proaram Bud Ref Unit Project Activity Affiliate  Fund
— Travel and Expense Center —

> Manager Self_Service [roo.00 | [Fuot @, [z3so00s18| @ 1@ [335 @ [re @ a a Q] a al |
[+ Supplier Contracts
[> Customers

> Products Add ChartField Line | Load Defaults | User Defaults
> Promotions

[ Customer Contracts

[ Order Management OK

(> Pricing Configuration

[ Customer Returns

[- ltems

[+ Cost Accounting

[- Vendors

> Purchasing

[+ Inventory

[- eProcurement

[- Services Procurement

> Sourcing

(> Engineering

(- Manufacturing Definitions
[» Production Control

(- Configuration Modeler

[ Product Configurations
> Quality

> Demand Planning

[+ Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management

(- Project Costing

> Proposal Management

[ Maintenance Management

(- Resource Management v‘ ‘ J
ol aaca Ardminictratinn J D

Done [ T € ternet e -

Step | Action

7. Review the Chartfield and verify the string information is correct.

Run the following query to identify the correct combination of the above fields
for a particular project ID: FIU_DEPT_PROJ_LOOKUP

Click the OK button.
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Search:

(O]

- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Emplovee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ Promotions
[ Customer Contracts
(- Order Management
(> Pricing Configuration
[ Customer Returns
[- ltems
[+ Cost Accounting
[- Vendors
> Purchasing
[ Inventory
[- eProcurement
[- Services Procurement
> Sourcing
(> Engineering
(- Manufacturing Definitions
[ Production Control
(- Configuration Modeler
[ Product Configurations
> Quality
> Demand Planning
[+ Inventory Policy Planning
[+ Supply Planning
[- Grants
> Program Management
(- Project Costing
> Proposal Management

FIU

Create Expense Report

New Window | Hslp | Customize Pace | 5 =]

Patty Panther

=

Expense Report Entry

User Defaults

~Description:

[trip to erlando

*Business Purpose:

Default Location:

|L-|aelmg

=

Florida, Orlanda Q

Imagetlow

Report ID: NEXT
Comment: =]
Reference:

Authorization ID: 0000034325

| Accounting Defaulls

Apply Cash Advance(s

More Options:

“Overview “Detail Location Terchant AirHotel Hileage “Currency
Se\ecl‘ [Expense Type “Expense Date | *Amount Spent |*Currency |*Payment Type Billing Type ‘ |
r ‘ |[Domestic incidentals =1 |[0s02009 [ [ 100.00 |USD [Out of Packet =] |[Fu Exued"%. -}|
Copy Selected | Delete Selected | New Expense ~| Add Check For Errors |
Expenses from My Wallet.
Employee Expenses: 100.00 mDIE Expenses 100.00 USD
Hon-Reimbursable Expenses: 0,00 | e 0.00 USD
Prepaid Expenses: 0.00 UsD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 USD

Definition of Tatals

Update Totals | -

Save For Later

Submit

[ Maintenance it
(- Resource Management

Il nmra Adminictratinn

|4l

Expense Report Project Summary Printable View

| >

I

| tnternet ESCORN

Step

Action

Click the Expenses from My Wallet... list item.

[Expenses from My Wallet... |
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rlu tome | Workist | AddtoFavortes | Signout

Search: - New Window | Hslp | Customize Pace | 5 =]

O]

- My Favorites
> Student Administration Create Expense Report
- Employee Self-Service

b Service Request Expense Report Entry

I Procurement Patty Panther User Defaults Report ID: NEXT

[> Assets

[» Travel and Expenses

— Qoen Resource Requests “Description: [trip to erlando Comment:

— Emplovee Project Center

— Travel and Expense Center “Business Purpose: | Mesting =
> Manager Self-Service

(> Supplier Contracts Reference:
[- Customers Default Location: Florida, Orlanda xQ

[- Products

[ Promotions
[ Customer Contracts Imagetlow
(- Order Management
(> Pricing Configuration |
[ Customer Returns
[- ltems

[+ Cost Accounting
[- Vendors

> Purchasing Se\ecl‘ |‘ExpenseTwe *Expense Date | *Amount Spent *Currency |*Payment Type *Billing Type ‘

(> Inventor =

by r ‘ |[Domestic incidentals =1 |[0sr102009 [ [ 100.00 |USD [Out of Packet =] |[Fu Exued"i—‘q
[- Services Procurement

e CopySelected | | Delete Selected | Copenses fom iy aier Tl IR Check Far Errors

(> Engineering

(- Manufacturing Definitions

[ Production Control
(- Configuration Modeler

=

(B0

Authorization ID: 0000034325

xccounting Defaults Apply Cash Advance(s More Options: j GO |

*Overview “Detail Location Merchant AiriHotel Mileage “Currency

Employee Expenses: 100.00 USD Due Employee: 100.00 USD
> Product Configurations Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
[ Quality Prepaid Expenses: 0.00 USD
(> Demand Planning Employee Credits: 0.00 USD

[ Inventory Policy Planning Vendor Credits: _ 0.00 USD
(> Supply Planning Cash Advances Applied: 0.00 USD

[- Grants
(- Program Management Definition of Totals Update Totals | e

(- Project Costing
(- Proposal Management Vi i
o= £ Savelbogaten Subgi Expense Report Project Summary Printable View

[ Maintenance it -
[ Resource Management | >

e e |4l
[ [T entenet EY R

Step | Action

9. Click the Add button.
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PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Exp. Rpt with
My Wallet Trans Split Bus. Units-Part 1

FIU

Search: =

(O]

- My Favorites

[ Student Administration

- Employee Self-Service

> Service Request

[> Procurement

[> Assets

[» Travel and Expenses

— Open Resource Reguests
— Empl Project Center

Home | Workist | _AddioFavortes | Signout

New Window | Hslp | Customize Pace | 5 =]

Create Expense Report
My Wallet
Parthy Panther Report ID: NEXT

Below is a complete list of unassigned wallet transactions. To view all ransactions please go to the wallet menu
option under "Other Expense Functions’

— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts

Select All I Deselect All

Selectitems and select if 3 Personal Expense. Press Done fo add them to the expense report.

[> Customers

- Products Select Date Merchant Amount Personal Expense

> Promotions

[> Customer Contracts Materials and

. Order Management O @ osrear000 g FISHER SCIENTIFIC §7.01 USD r

(> Pricing Configuration :

> Customer Returns 7 @@ osr2er2009 7&]?‘3"]@5 309 | IyERSAL RADIO ING 97.90 USD r

> ltems Suplies

[ Cost Accounti = Memberships KOMEN FOUNDATION-

ez ng - (@ osi282009 SR Tenmn 76.20 USD r

E":ll“,;ﬂn’:z‘;‘;"‘l @@ oszerzooe —QH?‘;’]ES N0 R INTERMATIONAL INC 19.84 USD r

1> eProcurement IMaterials and OPERON

E genﬂﬂ_eﬁ Procurement (% osi2er2009 supplies BIOTECHNOLOGIES | 180.60 USD O
Ourci

14 Engngm [ 0527/2009 Restricted  SIGMAALDRICH US 33.33USD r

E:;'laozlﬂﬂtfi-tuﬂgg E‘el?nitionﬁ [T (@@ 05/27/2009 _Restiicted  PAYPAL *SIERRABIORE 116.75 USD r
roduction Control N

> Configuration Modeler @[ osr27i2000 GRS A0 o ppCEy oT 491781 34038 USD r

[ Product Configurations Supplies

[ Quali _Materials and ™

i Dematynd P O @ oserr000 g oo OFFICEMAX CT IN#432155 76.20 USD r

(> Inventory Policy Planning PR Materials and o F4 40

b Eor R [ O osr27r2009 g o P ARE PGISSAMMONS PRESTON 354.42 USD r

> Grants p—

> Program Management 7 ([ osiz7r2008 '?‘;m% ORB AP 1101014XIFN2BD 10.99 USD r

(- Project Costing alrare

- Proposal Management [ 051272009 Restricted  SIGMA ALDRICH US 49.27 USD r

[ Maintenance Management

[ Resource Management | | @ osr27r2000 5 PCIFSAMIONS PRESTON 843.75 USD r -

f 1 narn Adminictratinn

Done [ [T e nternet e -

Step | Action

10. | Select the Expense Types that are associated with this travel.

Report.

Make sure you click the "checkbox" to bring in your charge to your Expense

Last changed on: 10/2/2009 8:10 AM
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rlu tHome | Workist | _AddtoFavories | Sinout

Search: - New Window | Hslp | Customize Page | 5 =]

- My Favorites

> Student Administration Create Expense Report
- Employee Self-Service

b Service Request Expense Report Entry

I Procurement Patty Panther User Defaults Report ID: NEXT
[> Assets

[» Travel and Expenses
— Qoen Resource Requests “Description: [trip to erlando Comment:
— Emplovee Project Center
— Travel and Expense Center “Business Purpose: | Mesting =

> Manager Self-Service Ref .

[> Supplier Contracts elerence:

[- Customers Default Location: Florida, Orlanda xQ

[- Products

> Promotions
[ Customer Contracts Imagetlow

=

(B0

Authorization ID: 0000034325

[ Order Management

[> Pricing Configuration wcoounting Defaults Apply Cash Advance(s More Options: j ﬂl |
[ Customer Returns
[ ltems

[+ Cost Accounting
[- Vendors

> Purchasing Select *Expense Type *Expense Date | *Amount Spent | *Currency |*Payment Type *Billing Type |
E!‘,‘,’i‘;ﬂxmm [Domesticincidentals | |[ogi10/2009 [4 || 100.00 |USD Out of Pocket =||[FuEeex] |FO,
[- Services Procurement

> Sourcing

(> Engineering

(- Manufacturing Definitions
[ Production Control

(- Configuration Modeler

(- Product Configurations |Dnmestic Airfare j 05/07/2009 30.00|USD University Credit Card
> Quality

(> Demand Planning Copy Selected | Delete Selected | Expenses from My Wallet ~| Add Check For Errors

[ Inventory Policy Planning
[+ Supply Planning

[- Grants
[> Program Management Employee Expenses: 517.43 USD Due Employee: 8243 USD

> Project Costing Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
[> Proposal Management Prepaid Expenses: 0.00 USD

[> Maintenance Management Employee Credits: 435.00 USD -
[ Resource Management Mondar Crodite. Ann an | LIJ

e frminirtratine |4l

Done [ T enternet EY R

*Overview “Detail Location *Merchant *AirHotel Mileage “Currency

[_Waterials and Supplies x| [05/27/2008 349.38|USD University Credit Card || = |Fd
| =R
[_Fees and Senices =] |0s2112000 -435.00|USD University Credit Card || | Eo,

e

|DumestlcTax\iTramtElu5 j 05/24/2009 38.05|UsD University Credit Card

LARARIRIR 2

a|a|aiala

Step | Action

11. | Click the Receipt Split button.
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FIU

Search:

(O]

- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts

[- eProcurement

[- Services Procurement
> Sourcing

(> Engineering

Create Expense Report

Worklist

Add to Favorites

| Sian out

Receipt Detail for Expense _Materials and Supplies - Total 349.38

usbD
Patty Panthar

Report ID:

NEXT

The detailed information for the receipt of the expense you have selected appears below. There are four

activities available for this receipt.

(1) Split an expense on this receipt into smaller, detailed expenses.
(2)* Add additional expenses to this receipt

(3) Edit an expense on this receipt

(49 Ad)

™ Hon-Reimbursable I No Receipt

34938

*Amount Spent:

just the ‘Receipt Total' amount in ‘Current Expenses on Receipt section

Current Totak:
Receint Total

[- Customers

> Products (* - Mot available for Vendor supplied receipts)

[> Customer Contracts - -

[ Order Management "Expense Date: Date Type Amount
[» Pricing Configuration *payment Type: o

[ Customer Returns

- ltems *Billing Type: 0572772008 349.38 USD
[> Cost Accounting el Al

> Vendors Non-preferred:

[ Purchasing Description:

[ Inventory

New Window | Hslp | Customize Page | 5 =]

*Currency:

UsD

(- Manufacturing Definitions
[ Production Control

(- Configuration Modeler

[ Product Configurations

> Quality

> Demand Planning

[+ Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management

(- Project Costing

> Proposal Management

[ Maintenance Management
(- Resource Management

Il nmra Ardminictratinn

Balance:

*Exchange Rate:

™ Default Rate

Update
- Split

Spit with another expense wil subtract from original expense whis

leaving current otal unchanged

j Done

Reimbursement Amt: 349.38 USD

Expense Type:

Done

L @mem

H100%

A

Step | Action

12.

Click the Domestic Incidentals list item.

]

The 1st step to splitting a receipt is, selecting the Expense Type field.

Last changed on: 10/2/2009 8:10 AM
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rlu Home | Workist | _AddtoFavories | Sianout

Search: = New Window | Hslp | Customize Pace | 5 =]

- My Favorites
[ Student Administration

Create Expense Report

7 I TR O LR Receipt Detail for Expense _Materials and Supplies - Total 349.38
> Service Request -
[> Procurement usD
[ Assets Patty Panther Report ID: MNEXT

[» Travel and Expenses

— Open Resource Requests The detailed information for the receipt of the expense you have selected appears below. There are four

— Emplovee Project Center activities available for this receipt
— Travel and Expense Center (1) Split an expense on this receipt into smaller, detailed expenses.
[» Manager Self-Service (2)* Add additional expenses to this receipt
[ Supplier Contracts (3) Edit an expense on this receipt
> Customers (4)* Adjust the ‘Receipt Total' amount in ‘Current Expenses on Receipt section
> Products (* - Mot available for Vendor supplied receipts)
- Promotions Expense Information ‘Current Expenses on Receipt
[ Customer Contracts — —
> Order Management "Expense Date: ! Date  Tpe Amount
[» Pricing Configuration *payment Type:
> Customer Returns ’ o
- ltems | "Biling Type: vsr27rzopg eteriae 349,38 USD
> Cost Accounting and Supplies
> Vendors Non-preferred:
[ Purchasing Description:
[ Inventory

[- eProcurement
™ Hon-Reimbursable I No Receipt

[- Services Procurement Current Totak: 348.38 USD

[ Sourcing *Amount Spent: 3483 eceipt Tt 29

[> Engineering Receipt Total 349.38 USD

[» Manufacturing Definitions Currency: UsD| _—

[ Production Control *Exchange Rate: Balance: 0.00 USD

(- Configuration Modeler

[ Product Configurations ™ Default Rate

[ Quality —_—

b Lemi ol BT Reimbursement Amt: 3493g UsD  Update

[+ Inventory Policy Planning b

[+ Supply Planning

- Grants Expense Type: Domestic Incidentals 1 Split

> Program Management —I

- Project Costing Split with another expense will subtract from original expense whik

> Proposal Management leaving current total unchanged.

[ Maintenance Management o

(- Resource Management ane

R =l =
[T [T € mnternet e -

Step | Action

13. | Click the Split button.

14. | Click the Billing Type list.
I =

15. | Select the "FIU Expense" value.

16. | Enter the desired information into the Description field. Enter "Paper and
binders for presentation”.

17. | Click the Non- Reimbursable option.
||_ Non-Reimbursable|

18. | Enter the desired information into the Amount Spent field. Enter "100.".

19. | Click the Update button.

Page 12 Last changed on: 10/2/2009 8:10 AM
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Search: = New Window | Hslp | Customize Page | 5 =]
- My Favorites
[ Student Administration Create Expense Report
7R SER ST Receipt Detail for Expense Domestic Incidentals - Total 349.38 USD
> Service Request
[> Procurement Fatty Panther Report ID: NEXT
E?f:::fam Expenses The detailed infermation for the receipt of the expense you have selected appears below. There are four
B activities available for this receipt...
LpenResource Requests y i
 Emplaves Protad Canter (1) Split an expense on this receipt into smaller, detailed expenses.
Emplovee Project Lentsr
 Travel and Expenss Center Add additional expenses to this receipt
Lrzvslane bopense Lants) 3
(3) Edit an expense on this receipt
Eg’ljg;?;rcs(f:l}zizme (4)* Adjust the ‘Receipt Total' amount in "“Current Expenses on Receipt section.
> Customers (* - Mot available for Vendar supplied receipts)
[> Products Expense Information Current Expenses on Receipt
[ Promotions Expense _Materials and Supplies & USD is being spit with this
[ Customer Contracts expense, Domestic Incidental Date Type Amount
(> Order Management ‘ o o a
[> Pricing Configuration Expense Date:
- Customer Returns *Payment Type: University Credit Card 0/27/2008 248.38 UsD
[ Items -
- Cost Accounting ~ “Biling Type: FIU Expense = 100.00 USD
E\P’E;g?ar:\rg *Description: Faper and hinders for -
> Inventory presentation e
> eProcurement [¥ Hon-Reimbursable I No Receipt
[~ Services Procurement *Amount Spent: 100.00
> Sourcing ' ’ Current Totak
(> Engineering *Currency: IE Receipt Total:
(- Manufacturing Definitions . § ecept
> Production Control Exchange Rate: _—
[ Configuration Modeler ™ Default Rate ERLTRE 0.00 USD
[ Product Configurations
> Quality .,
- Demand Planning Reimbursement Amt: 100.00 USD |
[+ Inventory Policy Planning
[+ Supply Planning
> Grants Expanse Typs: j' &I
[ Pm_grﬁm Mﬁ_ﬂﬂgemem Split with another expense wil subtract from original expenze while
- Project Costing leaving current total unchanged
> Proposal Management
[ Maintenance Management Done
(- Resource Management j -
F 1 nmen Ardminictration
Done [ [T € nternet e -

Step | Action

20. Click the Done button.

Last changed on: 10/2/2009 8:10 AM Page 13
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PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Exp. Rpt with My !mﬂr@w
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FIU

Search: = Mew Window | Hslp | Customize Page | 5 =]

(O]

| Sian out

- My Favorites

[ Student Administration Create Expense Report

[~ Employee Self.Service Receipt Detail for Expense Domestic Airfare - Total 30 USD
> Service Request
[> Procurement Fatty Panther Report ID: NEXT
[> Assets

The detailed information for the receipt of the expense you have selected appears below. There are four
activities available for this receipt...

(1) Split an expense on this receipt into smaller, detailed expenses.

(2)* Add additional expenses to this receipt

(3) Edit an expense on this receipt

© Supplier Contracts 4 ust the ‘Receipt Total amount in ‘Current Expenses on Receipt secfion

> Customers (* - Mot available for Vendar supplied receipts)

> Products Expense Information ‘Current Expenses on Receipt

> Promotions
*Expense Date:

[» Travel and Expenses

— Open Resource Reguesis

— Employee Project Center

— Travel and Expense Center
> Manager Self-Service

[ Customer Contracts Date Tupe Amount
[ Order Management “Payment Type:

(> Pricing Configuration

- Customer Returns “Billing Type:

[ ltems - X l—

© Cast Accounting 1 *Ticket Number:

(- Vendors *Merchant (Choose One)

[ Purchasing Preferred: j'
[ Inventos T2 : s
> err.u::menl Non-preferred: [ORB AP120101JDPWPM21 feio7z00 Alrfare oo us

g gewin_as Procurement Description: - Current Total: 30.00 USD
Ourci - —
— Receipt Total 30.00 USD

(> Engineering

> Manufacturing Definitions ™ Hon-Reimbursable [ Mo Receipt

[ Production Control “Amount Spent: 30.00 Balance: 0.00 USD

(- Configuration Modeler

[> Product Configurations *Currency: UsD! .
[+ Quality * . 0

b PRI Exchange Rate: 1

[+ Inventory Policy Planning ™ Default Rate
[+ Supply Planning

[- Grants

> Program Management
(- Project Costing

(> Proposal Management lﬁ aplit

[ Maintenance Management Expense Type: ;I
[ Resource Management j Splt with anoth:

Il nmra Ardminictratinn

Done [ [T € nternet 0k -

Reimbursement Amt: 30.00 USD Update

Step | Action

21. | On the next Expense Type to split; click the Expense Type list.
I =

Page 14 Last changed on: 10/2/2009 8:10 AM
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Business Process Document
PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Exp. Rpt with
My Wallet Trans Split Bus. Units-Part 1

FIU

Search:

(O]

- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses

— Open Resource Reguesis

— Employee Project Center

— Travel and Expense Center

> Manager Self-Service
[+ Supplier Contracts

[- Customers

[- Products

[ Promotions

[ Customer Contracts

(- Order Management

(> Pricing Configuration

[ Customer Returns

[- ltems

[+ Cost Accounting

[- Vendors

> Purchasing

[ Inventory

[- eProcurement

[- Services Procurement
> Sourcing

(> Engineering

(- Manufacturing Definitions
[ Production Control

(- Configuration Modeler
[ Product Configurations
> Quality

> Demand Planning

[+ Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management
(- Project Costing

> Proposal Management
[ Maintenance Management
(- Resource Management

Il nmra Ardminictratinn

=

New Window | Hslp | Customize Page | 5 =]

Create Expense Report

Receipt Detail for Expense Domestic Airfare - Total 30 USD
Patty Panther Report ID: NEXT
The detailed information for the receipt of the expense you have selected appears below. There are four
activities available for this receipt...

(1) Split an expense on this receipt into smaller, detailed expenses.

Add additional expen
(3) Edit an expense on th
(4)* Adjust the Receipt To
(* - Mot available for Vends
Expense Information

Domestic Airfare
Domestic Auto Rental
Domestic Incidentals

Domestic Lodging Current Expenses on Receipt

Domestic Meal-Entertain

es on Receipt section.

*Expense Date:

Domestic Meals Date Type Amount
*Payment Type: Domestic Mileage
. Domestic Registration
Billing Type: Domestic Taxi/Train/Bus
*Ticket Number: Foreign Airfare

Foreign Auto Rental
*Merchant (Choose One)Foreign Incidentals

wl hd

Preferred: Foreign Ladging D
Foreign Meal-Entertainm 05/07/2008 30.00 USD
Non-preferred: Foreign Meals ] Airfare
Description: Foreign Mileage Current Totak 30.00 USD
Foreign Registration Receipt Total 7T 5T
Foreign TaxiTrainBus i - =
_Books & Educational 5. [? Receipt I
*Amount Spent: _Clothing and Uniforms Balance: 0.00 USD
_Fees and Senices
*Currency: Food

_Fuels and Gasoling
_Materials and Supplies
_lMemberships and Fees
_Office Supplies

Reimbursement Amt.  |-Fostage Update
_Restricted —I

_Team Airfare In State =
Expense Type: - Split

Spit with another expen

*Exchange Rate:

subtract from original expense whie

Done

Internet E100%
N I T

A

Step

Action

22.

Click the Domestic Airfare list item.

[Domestic

Lirfare

Last changed on: 10/2/2009 8:10 AM
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PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Exp. Rpt with My !@aﬁmtﬁ
Wallet Trans Split Bus. Units-Part 1

FIU

Search: - New Window | Hslp | Customize Page | 5 =]

- My Favorites
[ Student Administration

Create Expense Report

[~ Employee Self.Service Receipt Detail for Expense Domestic Airfare - Total 30 USD
> Service Request
[ Procurement Patty Panther Report ID: NEXT
[> Assets

The detailed information for the receipt of the expense you have selected appears below. There are four
activities available for this receipt...
(1) Split an expense onthis receipt into smaller, detailed expenses.
(2)* Add additional expenses to this receipt
(3) Edit an expense on this receipt.
Eg’ljg;?;r;::l}zizme (4)* Adjust the ‘Receipt Total amount in ‘Current Expenses on Receipt section.
> Customers (* - Mot available for Vendar supplied receipts)

> Products Expense Information ‘Current Expenses on Receipt

> Promotions
*Expense Date:

[» Travel and Expenses

— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center

[ Customer Contracts Date Type Amount

[ Order Management *Payment Type: University Credit Card

(> Pricing Configuration

- Customer Returns *Billing Type: id

(- ltems *Ti, . l—

b EpREsT I 1 *Ticket Number:

(- Vendors *Merchant (Choose One)

1> Purchasing Preferred: hd D

(> Inventor 5/07/2009 3 5]
5 epmm::mem Non-preferred: [ORB AP120101JDPWPH31 [e07I2008 20.00Us0
- Services Procurement Description: - Current Totak: 30.00 USD
> Sourcing - _

- Engineering Receipt Total 30.00 USD
> Manufacturing Definitions ™ Hon-Reimbursable [~ Mo Receipt —_
[ Production Control “Amount Spent: Balance: 0.00 USD
(- Configuration Modeler

(- Product Configurations *Currency: —
[+ Quality - .

iDemand Fiamang Exchange Rate:

[+ Inventory Policy Planning ™ Default Rate

[+ Supply Planning —_—

eI Reimbursement Amt: 3000 USD _Update

> Program Management
(- Project Costing
 Proposal Management Expense Type: Domestic Airfare <~ Split

[ Maintenance Management P w —I
[ Resource Management j Split with ancther expen;

Il nmra Ardminictratinn PO "

Done [ [T € mternet

subtract from original expense whie

o0 -

Step | Action

23. | Click the Split button.

Page 16 Last changed on: 10/2/2009 8:10 AM
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Business Process Document
PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Exp. Rpt with
My Wallet Trans Split Bus. Units-Part 1

FIU

Search:

(O]
- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts

New Window | Hslp | Customize Page | 5, =]

Create Expense Report
Receipt Detail for Expense Domestic Airfare - Total 30 USD
Patty Panther Report ID:

The detailed information for the receipt of the expense you have selected appears below. There are four
activities available for this receipt...

(1) Split an expense on this receipt into smaller, detailed expenses.

Add additional expenses to this receipt

(3) Edit an expense on this receipt

Adjust the ‘Receipt Total amount in ‘Current Expenses on Receipt secfion

ot available for Vendor supplied receipts)

NEXT

[> Customers L

[ Promotions Expense Domestic Arfars 20 USD is being split with this sxpenss, Domestic

(- Customer Contracts Airtare. Date Iype Amount

(> Order Management -

[> Pricing Configuration “Expense Date:

[ Customer Returns *payment Type:

(> Items

- Cost Accounting ~ Biling Type:

E‘P’Emﬁrzm “Ticket Number:

> Inventory *Merchant (Choose One) 05/07/2008 L 30.00 USD

(> eProcurement Preferred: l—;l =

[- Services Procurement 050772008 0.00 USD

[> Sourcing MNon-preferred: [ORB AP120101JDPWPM31

(> Engineering — o .

. Manufacturing Definitions Description: - Current Total: 30.00 USD

[ Production Control Receipt Total 30.00 USD .
[» Configuration Modeler ™ Hon-Reimbursable [ Mo Receipt

(> Product Configurations *Amount Spent: Balance: 0.00 USD

> Quality

(- Demand Planning *Currency:

[+ Inventory Policy Planning . .

> Supply Planning Exchange Rate:

[> Grants ™ Default Rate

> Program Management

(- Project Costing "

e N iemen Reimbursement Amt: 0.00 USD MI

[ Maintenance Management

(- Resource Management j Expense Type: I—LI Split | j
F 1 nmen Ardminictration :

Done [ [T € ternet e -

Step

Action

24,

Click the FI

U Expense list item.

-1

Last changed on: 10/2/2009 8:10 AM
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Wallet Trans Split Bus. Units-Part 1

rlu Home | Workist | _AddtoFavories | Sianout

Search: =

- My Favorites
[ Student Administration

el | Customize Pace | 15, =]

Create Expense Report

[~ Employee Self.Service Receipt Detail for Expense Domestic Airfare - Total 30 USD
> Service Request
[> Procurement Fatty Panther Report ID: NEXT
[> Assets

The detailed information for the receipt of the expense you have selected appears below. There are four
activities available for this receipt...
(1) Split an expense on this receipt into smaller, detailed expenses.
B e (2)* Add additional expenses to this receipt
> Ma“];nager Self_Service (3) Edit an expense on this receipt
© Supplier Contracts (4)* Adjust the ‘Receipt Total' amount in "“Current Expenses on Receipt section.

> Customers (* - Mot available for Vendor supplied receipts)

> Products Expense Information ‘Current Expenses on Receipt

[ Promotions

[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center

Expense Domestic Arfars 30 USD is being splt with this expense, Domestic

[ Customer Contracts sirtare. Date Type Amount

(> Order Management o

[> Pricing Configuration Expense Date:

- Customer Returns *Payment Type: University Credit Card

(> Items

[> Cost Accounting "~ *Billing Type: FIU Expense -

[> Vendors - . l—

> Purchasing Ticket Number:

> Inventory *Merchant (Choose One) 30.00 USD

[- eProcurement

[- Services Procurement Preferred: :Iv 0s072008 Domestic 0.00 USD
[ Sourcing Hon-preferred: ORB AP120101JDPWPHM31 R Arfare =

LehuineeTing Description: N =T < =
[» Manufacturing Definitions ption: = Current Tetal 30.00 USD
[> Production Control Receipt Total 30.00 USD |

[» Configuration Modeler ™ Hon-Reimbursable [ Mo Receipt —
P ST i *Amount Spent: [ o Baance: 0.00 USD
> Quality

[> Demand Planning *Currency: uzD QL

[+ Inventory Policy Planning
[+ Supply Planning o
> Grants I Default Rate
> Program Management

(- Project Costing . - TTTHE
> Proposal Management Reimbursement Amt: 0.00 USD 1

[ Maintenance Management
x| Expense Type: ~| | spit | -

[- Resource Ma
Done [ [T e nternet e -

*Exchange Rate: 1.00C

ol aaen Ardmin

Step | Action

25. Enter the desired information into the Ticket Number field. Enter "FIU02789".

26. | Enter in the description. "Airfare paid by Foundation upgrade to Business
class".

27. Select the Non- Reimbursable check box

28. | Enter he amount that Foundation will pay separately.

29. Click the Done button.

Done

30. | If you bring in an item incorrectly, you can click the checkbox to delete it. This
action will place the Expense Type back into your Wallet.

Page 18 Last changed on: 10/2/2009 8:10 AM
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PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Exp. Rpt with
My Wallet Trans Split Bus. Units-Part 1

FIU

Search:

(O]

- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Emplovee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ Promotions
[ Customer Contracts
(- Order Management
(> Pricing Configuration
[ Customer Returns
[- ltems
[+ Cost Accounting
[- Vendors
> Purchasing
[ Inventory
[- eProcurement
[- Services Procurement
> Sourcing
(> Engineering
(- Manufacturing Definitions
[ Production Control
(- Configuration Modeler
[ Product Configurations
> Quality
> Demand Planning
[+ Inventory Policy Planning
[+ Supply Planning
[- Grants
> Program Management
(- Project Costing
> Proposal Management
[ Maintenance Management
(- Resource Management

Il nmra Adminictratinn

Create Expense Report

New Window | Hslp | Customize Page | 5 =]

Expense Report Entry

Patty Panther User Defaults Report ID: NEXT
=
=Description: [trip to erlando Comment: =]
*Business Purpose: |L-|aelmg j j
Reference: l—

Default Location:

Florida, Orlanda Q

Authorization ID:
Imagetlow

0000034925

Accounting Defaulls

Apply Cash Advance(s

More Options:

*Overview “Detail Location *lierchant *AirHotel lileage *Currency
Select *Expense Type *Expense Date |*Description RE}IH\I‘:)DT:VEHD\E ﬁm |
r [Domestic Incidentals =] |[0810/2009 [5 [ftaxi = r r | b4
r [iaterials and Supplies =] |osizmizooe | =] - r | b4
m} [Domestic Incidentals =] | osiz7i2008 [Paper and binders for - 2 m} | = —
r [Domestic TaxiTrainBus  »| 052412009 || = [ r | =
~ _Fees and envices =] |0si21/2009 B r r | =g
- [Domestic Airfare =l|oswomiz000 || = C r | =
r |Dnmestn:4|ﬂare j 05/07/2009 |Au‘lare paid by Foundation- j I r | =

CopySelected | | Delete Selected |

|l

Expenses from My Wallet ~| Add

Check For Errors
| »

I I

ESCOR

| @ miernet

Step | Action

31.

Click the Delete Selected button.
| Delete Selected |

Last changed on: 10/2/2009 8:10 AM
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Wallet Trans Split Bus. Units-Part 1

Search:

®
- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ Promotions
[ Customer Contracts
(- Order Management
(> Pricing Configuration
[ Customer Returns
[- ltems
[+ Cost Accounting
[- Vendors
> Purchasing
[+ Inventory
[- eProcurement
[- Services Procurement
> Sourcing
(> Engineering
(- Manufacturing Definitions
[ Production Control
(- Configuration Modeler
[ Product Configurations
> Quality
> Demand Planning
[+ Inventory Policy Planning
[+ Supply Planning
[- Grants
> Program Management
(- Project Costing
> Proposal Management
[ Maintenance Management

FIU

Home | Workist | _AddioFavortes | Signout

Mew Window | Help | Customize Page | 15

Create Expense Report
Delete Confirmation
Patty Panther Report ID: MEXT

You have selected one oF more expense lings to delete. To continue and delete the expense lines
press OK; otherwise, press Cancel

OK Cancel

[T [T € nternet ES R

Step

Action

32.

Click the OK button.

Page 20
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My Wallet Trans Split Bus. Units-Part 1

Search:

(O]

- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Emplovee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ Promotions
[ Customer Contracts
(- Order Management
(> Pricing Configuration
[ Customer Returns

FIU

| Sian out

Default Location:

Florida, Orlanda Q

Authorization ID:

Imagetlow

0000034925

Accounting Defaulls

Apply Cash Advance(s

More Options: |

e R |
] New Window | Hslp | Customize Page | 5 =]

Create Expense Report
Expense Report Entry
Patty Panther User Defaults Report ID: NEXT
-

=Description: [trip to erlando Comment: =]

*Business Purpose: |L-|aelmg j j

Reference:

[- ltems iZe
E\C’:m:::ounnng *Qverview “Detail Location “Nerchant *AirHotel Tieage *Currency
[ Purchasing N N ., . Hon- Ho
© Inventory Select Expense Type Expense Date |*Description Reimbursable | Receipt |
[- eProcurement o

=1 ]
" Services Procurement r [Demestic Incidentals =1 |[0610/2009 [ (ftaxi = r r | b4
[ Sourcing n B g
& Engineering r _Materials and Supplies =] |05/27/2009 B - Il | b4
[ Manufacturing Definitions - n n =1 | o
* Production Cantrol m} [Domestic Incidentals l|0siz7i2009  ([Paperand binders for = 2 (] =
[> Configuration Modeler = y - | | BB
b PR B T e r [Domestic TaxiTrainBus  v| 052412009 || = [ r =
[ Quality Domestic Aifare x| |05/07/2009 B | B =
[ Demand Planning O . = O O
> Inventory Policy Planning r [Damestic Airfare =]|osiw7r2000  ([Airtare paid by Foundation- =] ~ r | =
[+ Supply Planning
(> Grants YT =
A A Copy Selected | [ Dalete Selected | [Expenses fiom iy wallet.. =] dd| Check For Errors
(- Project Costing
> Proposal Management
[ Maintenance Management Employee Expenses: 517.43 USD Due Employee: 397.43 USD
(- Resource Management v‘ q ‘ - - - -
I 1 narn Adminictratinn

[T T[] @

Step

Action

33.

Click the Check For Errors button.

Checl For Errars

34.

button.

(]

Click the Missing or invalid information was found. Click this icon to vi

Last changed on: 10/2/2009 8:10 AM
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PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Exp. Rpt with My

Wallet Trans Split Bus. Units-Part 1

W rentzseps

Search: =

- My Favorites

[ Student Administration Create Expense Report

FIU =

New Window | Hslp | Customize Pace | 5 =]

- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts

Expense Detail for _Materials and Supplies (Line 2)

Parthy Panther Report ID: NEXT
Please enter or update the following information:

P' Billing Type

About This Expense

*Expense Date:

[> Customers - . "

> Products *Payment Type: Universit rd ™ No Receipt

[ Promotions *Billing Type: _ZI I™ ton-Reimbursable
[ Customer Contracts

Non-preferred: OFFICEMAX CT IN#491781

(- Order Management
(> Pricing Configuration
(> Customer Returns

Description:

[- ltems
[> Cost Accounting = *Amount Spent:
[- Vendors
C ¥:
[> Purchasing urrency _
[ Inventory *Exchange Rate: 1 R

[- eProcurement

[- Services Procurement

> Sourcing

(> Engineering

(- Manufacturing Definitions
[ Production Control

(- Configuration Modeler

[ Product Configurations

> Quality

> Demand Planning

[+ Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management

(- Project Costing

> Proposal Management

[ Maintenance Management
(- Resource Management j

Il nmra Ardminictratinn

[ Default Rate

Reimbursement Amt: 24938 USD

Location Amount: |

No Receipt: |

Accounting Detail
Receipt Split
Check Expense For Errors |

Previous Expense Mext Expense

Beturn to Expense Report

Done |

T

| tnternet

0% -

Step | Action

35. | Click the FIU Expense list item.

Page 22
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Search:

(O]
- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ Promotions
[ Customer Contracts
(- Order Management
(> Pricing Configuration
[ Customer Returns
[- ltems
[+ Cost Accounting
[- Vendors
> Purchasing
[ Inventory
[- eProcurement
[- Services Procurement
> Sourcing
(> Engineering
(- Manufacturing Definitions
[ Production Control
(- Configuration Modeler
[ Product Configurations
> Quality
> Demand Planning
[+ Inventory Policy Planning
[+ Supply Planning
[- Grants
> Program Management
(- Project Costing
> Proposal Management
[ Maintenance Management
(- Resource Management

Il nmra Ardminictratinn

FIU

New Window | Hslp | Customize Pace | 5 =]

| Sian out

Home | Workist
Create Expense Report
Expense Detail for _Materials and Supplies (Line 2)
Parthy Panther Report ID: NEXT

Please enter or update the following information:
P' Billing Type

About This Expense
*Expense Date:

“Payment Type: ™ No Receipt

*Billing Type:

Non-preferred: OFFICEMAX CT IN#491781

Description:

*Amount Spent:

*Currency:

*Exchange Rate: 1.
[ Default Rate

Reimbursement Amt: 24938 USD

Location Amount: |

No Receipt: |

Accounting Detail
Receipt Split
Check Expense For Errors |

Previous Expense Mext Expense

Beturn to Expense Report

Done

I

| tnternet

0% -

Step

Action

36.

Click the Next Expense button.

Mext Expense

Last changed on: 10/2/2009 8:10 AM
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PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Exp. Rpt with My

Wallet Trans Split Bus. Units-Part 1

W rentzseps

Search: =

- My Favorites

[ Student Administration Create Expense Report

FIU =

New Window | Hslp | Customize Pace | 5 =]

- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts

Expense Detail for Domestic Taxi/Train/Bus (Line 4)
Parthy Panther Report ID: NEXT
Please enter or update the following information:

P' Description

P Billing Type

About This Expense

> Customers . .

s Expense Date:

(> Promotions *Payment Type: I No Receint
[ Customer Contracts

“Billing Type:
Hon-preferred:

(- Order Management
(> Pricing Configuration
(> Customer Returns

> ltems *Description:

[> Cost Accounting el

I Vendors *Amount Spent:
> Purchasing

(- Inventory “Currency:

[- eProcurement

[- Services Procurement

> Sourcing

(> Engineering

(- Manufacturing Definitions
[ Production Control

*Exchange Rate:

I Default Rate

Reimbursement Amt: 38.05 USD

(- Configuration Modeler

(> Product Configurations Location Amount: I

) Ho Receipt: [ {iein Gortert]
> Demand Planning

[+ Inventory Policy Planning

(- Supply Planning Accounting Detail

[ Grants Receipt Split

g (e 2T Check Expense For Errars | Previous Expense | MextExpense

(- Project Costing

> Proposal Management
Beturn to Expense Report

[ Maintenance it

(- Resource Management j j
i 1 narn AAminictrating

Dore I | | meernet ESUAR

Step | Action

37. | Click the FIU Expense list item.

Page 24
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!'L: TeuSed

PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Exp. Rpt with

My Wallet Trans Split Bus. Units-Part 1

rlu _ | workist | _AddloFavortes | Sianout
Search: = New window | Help | Customize Page | o, =]
- My Favorites
[ Student Administration Create Expense Report
7R SER ST Expense Detail for Domestic Taxi/Train/Bus (Line 4)
> Service Request
[> Procurement Patty Panther Report ID: NEXT
[> Assets
I Travel and Expenses Please enter or update the following information:
— Open Resource Reguesis P Description
— Employee Project Center
— Travel and Expense Center P gilling Type
> Manager Self-Service -
(- Supplier Contracts About This Expense
> Customers . . a7
s Expense Date:
[ Promotions *Payment Type: ™ Mo Receipt
[ Customer Contracts . ! I Non-Reimbursable
(- Order Management Billing Type: H
[» Pricing Configuration Non-preferred:
[ Customer Returns . |
> ltems Description:
[> Cost Accounting el
[ Vendors *Amount Spent:
> Purchasing
[ Inventory “Currency:
[- eProcurement = .
[- Services Procurement Fxchange Rate:
[ Sourcing I Default Rate
(> Engineering N . B
[ Manufacturing Definitions Reimbursement Amt: 38.05 USD
[ Production Control
(- Configuration Modeler
(> Product Configurations Location Amount: I
- Quality No Receipt: |
> Demand Planning
[+ Inventory Policy Planning
(- Supply Planning Accounting Detail
[- Grants Receipt Split
g (e 2T Check Expense For Errars | Previous Expense | MextExpense
(- Project Costing
> Proposal Management |
[ Maintenance it Beturn to Expense Report
[ Resource Management
e = =l
Done T /& mtermet e -

38.

Enter the desired information into the Description field. Enter "TIPS".

39.

Enter the desired information into the Ticket Number field. Enter "FIU02789".

40. | Click the Next Expense button.

Mext Expense

41. | Click the Return to Expense Report link.

[Return to Expense Repor]
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Home Worklist Add to

New Window | Hslp | Customize Page | 5 =]

Create Expense Report

Expense Report Entry

[- My Favorites
B Patty Panther User Defaults ReportiD:  NEXT

- Employee Self-Service =
> Service Request N . ) - .
I> Procurement Description: |mu to orlando Comment:

I Assets *Business Purpose: | lMeetin -
[» Travel and Expenses po I ¢ J

— Open Resource Reguesis Reference:
— Emplovee Project Center

o el Default Location: Florida,Orlando Q

(- Manager Self-Service Authorization 1D: 0000034928

(> Supplier Contracts ImageNow
[- Customers

E ::mdur,ts Accounting Defaults Applv Cash Advance(s) More Options: |
romotions

[ Customer Contracts

(- Order Management

(> Pricing Configuration *Overview “Detail

[ Customer Returns

[- ltems

[+ Cost Accounting

[- Vendors

> Purchasing

[ Inventory

[- eProcurement

[- Services Procurement

> Sourcing

(> Engineering

(- Manufacturing Definitions

[ Production Control

(- Configuration Modeler

- Product Configurations Copy Selected | | Delete Selected

> Quality

> Demand Planning

[ Inventory Policy Planning

[+ Supply Planning

[- Grants

> Program Management

(- Project Costing

> Proposal Management |

[ Maintenance Management

i Resource Management - Save For Later Submit Expense Report Project Summary Printable \/
s 1 e Adminirtratine

Done [T e nternet HI00% -

= =

*Merchant *AirHotel Mileage *Currency

“Expense Type *Expense Date | *Amount Spent | *Currency | *Payment Type *Billing Type ‘
[Domestic Incidentals =] |[08r10/2008 [ [ 400.00| |USD out of Pocket [FIU Expe =] ‘Fé\

7
12
e
=y

4

[_Materials and Supplies =] |05/27/2000 249,38 |USD University Credit Card |[FIU Expe =] EJ.
[ComesticIncidentals =] |ost2712009 100.00 |USD University Credit Card |[FIU Expe »| ‘Fé\

[Domestic TaxiTrainBus | |05/24/2008 38.05|USD University Credit Card |[FIU Expe x| ’tfq

4

[Domestic Aifare =] |0sm7i2009 10.00|USD University Credit Card |[FIU Expe x| EJ,
[Domestic Airfare =] |osr07i2000 20.00|USD University Credit Card |[FIU Expe x| EJ.

Expenses from My Wallet ~| Add Check For Errors

Employee Expenses: 517.43 UsSD Due Employee: 397.43 UsD
Non-Reimbursable Expenses: 120.00 USD Due Vendor: 0.00 USD
Cash Advances Anblied: 0.00 USD

ala|aiaa| o
LdRIR IR IR IR 4

Definition of Totals Update Totals | |

Step | Action

42. Click the Submit button.
| Submit |
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Search:

(O]

- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ Promotions
[ Customer Contracts
(- Order Management
(> Pricing Configuration
[ Customer Returns
[- ltems
[+ Cost Accounting
[- Vendors
> Purchasing
[+ Inventory
[- eProcurement
[- Services Procurement
> Sourcing
(> Engineering
(- Manufacturing Definitions
[ Production Control
(- Configuration Modeler
[ Product Configurations
> Quality
> Demand Planning
[+ Inventory Policy Planning
[+ Supply Planning
[- Grants
> Program Management
(- Project Costing
> Proposal Management
[ Maintenance Management
(- Resource Management

b nmra Adminictratinn

FIU

Home | workist |

Mew Window | Help | Customize Page | 15

Create Expense Report

Submit Confirmation
Patty Panther Report ID: NEXT

Employee Expenses: 517.43 USD Due Employee:
Non-Reimbursable Expenses: 120.00 USD Due Vendor:
Prepaid Expenses: 0.00 USD Definition of Totals
Employee Credits: 0.00 USD

Vendor Credits: 0.00 USD

Cash Advances Applied: 0.00 UsD

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

0K | Cancsl

397.43 USD
000 USD

Add lo Favorites | Sign out

L @

E100%

A

Step

Action

43.

Click the OK button.
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FIU

Search: = Mew Window | Help | Customize Page | J&, |
5 View Expense Report
- My Favorites Expense Report Detail
[> Student Administration
- Employee Self-Service Patty Panther User Defaults Report ID: 0000195786
> Service Request p

[> Procurement
I> Assets Description: frip to arlando Comment: |

© Travel and Expenses Business Purpose: eeting

— Open Resource Reguesis ' ’ 9

— Employee Project Center Status: Submission in Process Reference:

— Travel and Expense Center
> Manager Self-Service Default Location: Florida,Orlando Last Updated: 08182008 By: 1522181
[+ Supplier Contracts Post State: Mot Applied Authorization ID: 0000034925
[- Customers
[- Products Imanstles
[ Promotions
[ Customer Contracts
(- Order Management
(> Pricing Configuration

= =

[ Customer Returns “Overview "Dt Loc “Werchant “AiriHotel lieage *Currency

(> Items

[ Cost Accounting = ZExpense Type “Expense Date | “Amount Spent *Currency |*Payment Type Billing Type
- Vendors Domestic Incidentals 06/10/2009 100.00 |USD Out of Pocket FIU Expense
> Purchasing

[ Inventory _Materials and Supplies 05/27/2009 249.38|USD University Credit Card FIU Expense

[- eProcurement

b Gerere e T Domestic Taxi/Train/Bus 05/24/2009 38.05\USD University Credit Card FIU Expense

[ Sourcing Domestic Airfare 05/07/2009 10.00|USD University Credit Card FIL Expense

(> Engineering

[> Manufacturing Definitions Domestic Incidentals 05/27/2009 100.00 | USD University Credit Card FIU Expense

[> Production Control P

- Configuration Modeler Domestic Airfare 05/07/2009 20.00|USD University Credit Card FIU Expense

[ Product Configurations

> Quality o
b Lemi ol B Employee Expenses: 517.43 USD Due Employee: 397.43 USD

[+ Inventory Policy Planning . .

> Supply Planning Hon-Reimbursable Expenses: 120.00 USD Due Vendor: 0.00 USD

> Grants Cash Advances Annlied: 0.00 USD

[+ Program Management

(63 Prgjgectcostingg | Definition of Totals Update Totals |
> Proposal Management .

[ Maintenance Management Save For Later Submit

Expense Report Project Summary Printable |

(- Resource Management

Il nmra Adminictratinn

|4l

[ [ [ @mm

Step | Action

44, Click the Printable View list item.
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FIU

Search: = Description: trip to orlando Comment: j
@ Business Purpose: Meeting
(- My Favorites . .
S hdeat Adriniclration Status: Submission in Process Reference:
= Employee Self-Service Default Location: Florida,Orlande Last Updated: 06/18/2000  By: 1522181
b Sl ) Post State: Nat Applied Authorization ID: 0000034925
[> Procurement
> Assets ImageMow

> Travel and

— Open Resource Reguesis |
— Emplovee Project Center
— Travel and Expense Center

More Options: Printable View ~| GO |
ize | Find All

I Manager Self-Service *Overview Detail Location *Nerchant “AiriHotel Wileage *Currency

[+ Supplier Contracts

[> Customers “Expense Type “Expense Date | ZAmount Spent|*Currency | “Payment Type illing Type
PEEED Domestic Incidentals 051012009 100.00[USD  [OutofPocket FIU Expense
[ Customer Contracts _Materials and Supplies 05/27/2009 24938 |USD University Credit Card FIU Expense
(- Order Management

[ Pricing C i Domestic Taxifrain/Bus 05/24/2009 38.05|USD University Credit Card FIU Expense
iﬁ:ﬁ]‘:m’ SELTE Domestic Airfare 0510712009 10.00|USD University Credit Card FIU Expenss
[+ Cost Accounting (] Domestic Incidentals 05(27/2009 100.00 |USD University Credit Card FIU Expense
[- Vendors

[> Purchasing Domestic Airfare 05/07/2009 20.00|USD University Credit Card FIU Expense
[ Inventory

[- eProcurement

E giu”r';:w‘m“me"' Employee Expenses: 517.43 USD Due Employee: 3097.43 USD
> Engineering Hon-Reimbursable Expenses: 420.00 USD Due Vendor: 0.00 USD
[ Manufacturing Definitions Prepaid Expenses: 0.00 USD

> Production Control Employee Credits: 0.00 USD

[ Configuration Modeler Vendor Credits: 0.00 USD

[> Product Configurations Cash Advances Applied: 0.00 USD

> Demand Planning
[+ Inventory Policy Planning

> Quality
| Definition of Tatals

> Supply Planning Expense Repart Project Summary Printable View
[- Grants

[+ Program Management - e .

b Project Costing S\ Return to Search | (=] Notify

> Proposal Management
[ Maintenance Management =
(- Resource Management v‘ q ‘ ‘ f

L [ [ @mm

o0 -

Step | Action

45, Click the GO button.
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Irqlljr Home | Workist | _AddtoFavories | Sianout

Search: =
> My Favorites Expense Report
[> Student Administration Enter any infermation you have and click Search. Leave fields blank for a list of all values.

- Employee Self-Service
[ Service Request Find an Existing Value
[> Procurement
[> Assets
I Travel and Expenses Search by: [RepartiD x| begins with[oooo195752
— Open Resource Reguesis
— Emplovee Project Center
— Travel and Expense Center Search | Advanced Search
> Manager Self-Service
[+ Supplier Contracts

Search Results

[> Customers

> Products 1ef

> Promotions ReportID  Report Descripfion Name EmpliD Report Status Creation Date]
[> Customer Contracts 0000195752 HEUG Convention Panther, Patty 1522181 Paid 06/11/2009

(- Order Management

(> Pricing Configuration

[ Customer Returns

[- ltems

[+ Cost Accounting

[- Vendors

> Purchasing

[+ Inventory

[- eProcurement

[- Services Procurement

> Sourcing

(> Engineering

(- Manufacturing Definitions
[ Production Control

(- Configuration Modeler

[ Product Configurations
> Quality

> Demand Planning

[+ Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management

(- Project Costing

> Proposal Management

[ Maintenance Management
(- Resource Management

e |4l | i
[ T e ternet ESCORN

b amen Ardminietrs

Step | Action

46. | Click an entry in the Report ID column.
000019

2
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FIU

Search:

(O]

- My Favorites
[ Student Administration
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ Promotions
[ Customer Contracts
(- Order Management
(> Pricing Configuration
[ Customer Returns
[- ltems
[+ Cost Accounting
[- Vendors
> Purchasing
[+ Inventory
[- eProcurement
[- Services Procurement
> Sourcing
(> Engineering
(- Manufacturing Definitions
(> Production Control
(- Configuration Modeler

[ Product Configurations
> Quality

> Demand Planning

[+ Inventory Policy Planning
[+ Supply Planning

[- Grants

> Program Management

(- Project Costing

{ Expense Report | Expense Recsipt |

Home

| workkst | AdtoFavories | Sinout

Mew Window | Help | Customize Page | \&, |

To printthis report, please use your browser's print feature.

Print expense report and fax with supporting orignal receipts to (305) 348-1355.

0000195752

Expense Report

Patty Panther EmpliD: 1522181

Report Date: 06/18/2009 1217:50PM Status: Paid

Description: HEUG Convention

Business Purpose:  Convention

Comment: ’ ﬂ
Date Expense Type Merchant Location Amount Currency .
06/10/2009 Domestic Airfare AR 75000 USD

. Daomestic Auta
06/10/2009 Rental

Daomestic
Incidentals
08M0/2009 Damestic Lodaing
Domestic
Registration

06/10/2009

06M10/2009

Expense Report Totals

1,430.00 USD Total Due Employee:

Employee Expenses:

290.00 USD

150,00 USD
90.00 USD
150,00 USD

1,430.00 UsD

(- Proposal Management MNon-Reimbursable Expenses: 0.00 USD Total Due Vendor: 0.00 USD

[ Maintenance Management Prepaid Expenses: 0.00 USD -
(- Resource Management v‘ q ‘ . | D

F 1 nmen Ardminictration

Done | T e mtenet e -

Step

Action

47.

Notice the Bar Code.

Click the scrollbar.

You must print this page and fax it to ImageNow 305-348-1355 along with
your original receipts.

Click the scrollbar to review the Expense Report page.

48.

ImageNow

305-348-1355

Click the Expense Receipt tab.
Print the "Expense Receipt" page.
Attach all your original receipts to this page. Should you have a receipt that

has a bar code, tuck it in so the scanner only picks up the barcode on the
Expense Report page.

Last changed on: 10/2/2009 8:10 AM
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FIU

Home | Workist | _AddioFavortes | Signout

Mew Window | Help | Customize Page | \&, |

0000195752

— Travel and Expense Center
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ Promotions
[ Customer Contracts
(- Order Management
(> Pricing Configuration
[ Customer Returns
[- ltems
[+ Cost Accounting
[- Vendors
> Purchasing
[+ Inventory
[- eProcurement
[- Services Procurement
> Sourcing
(> Engineering
(- Manufacturing Definitions
[ Production Control
(- Configuration Modeler
[ Product Configurations
> Quality
> Demand Planning
[+ Inventory Policy Planning

[+ Supply Planning

[- Grants

> Program Management

(- Project Costing

> Proposal Management

[ Maintenance Management
(- Resource Management j

b nmra Adminictratinn

Search: =
My Favorites / Expense Repoit § Expense Receipt |
[ Student Administration
- Employee Self-Service PE()pleSOfL
> Service Request .
[ Procurement Expense Receipts
[> Assets _
[> Travel and Expenses Patty Panther Employee ID: 1522181
— Open Resource Reguesis
— Emplovee Project Center Please attach receipts below:

Done

[T [T | nternet ESI

Step | Action

49, Click the Home link.
| Home|

50. | Congratulations. You have successfully completed an Expense Report for

Foundation FIUO2.
End of Procedure.

Page 32
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