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Business Process Document
PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Expense Report !
from a TA

Procedure

This topic will teach you how to create an expense report from and existing TA (TAR).

rlu tome | Workist | AddtoFavories | Sianout

Personalizs

ent | Layout Help

Menu = B
Search:
®
[~ My Favorites
[- Student Administration
[ Employee Self-Service
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ Promotions
[> Customer Contracts
[- Order Management
[- Pricing Configuration
[ Customer Retumns
[ ltems
[ Cost Accounting
[- Vendors
> Purchasing
[+ Inventory
[+ eProcurement
[- Services Procurement
- Sourcing
[ Engineering
[> Manufacturing Definitions
[ Production Control
[ Configuration Modeler
I 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
[ Accol ﬂ
Done [ [ [ @ nternet HI00% -

Step | Action

1. Click the Employee Self-Service link.

[- Employee Self-Service|
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Report from a TA

rlu Home | Workist | _AddtoFavories | Sinout

> Service Request

I Procurement Employee Self-Service Edit "Employee Self-Service” Folder
[ Assets

I> Travel and Expenses

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

— Emplovee Project Center Open Resource Requests I’;I cess the key areas for entering and Employee Travel and Expense Center

— Travel and Expense Center! viewing project team member information
> Manager Self-Service
[+ Supplier Contracts

[ Customers Service Request Procurement Assets
> Products Add or manage s rvice Service Reguests uisitions, receiveing and schedule Use the self-service employee role to manage

[ 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 j

Flianage Requisitions
BReceiving

[T [T e nternet e -

Step | Action

2. Click the Travel and Expense Center link.

[Travel and Expense Center

3. Click the Expense Report link.

4, Click the Create link.

Last changed on: 10/2/2009 8:09 AM Page 3




Business Process Document

PS FIN 9.0-FOUNDATION (FIUO2): FIUO2-Expense Report

fromaTA

W rentzseps

FIU

Search:
(O]

- My Favorites

[ Student Administration
- Employee Self-Service
> Service Request

Create Expense Report

Home | Workist | _AddioFavortes | Signout

Mew Window | Help | Customize Page | 15

Populate From A Travel Authorization

[> Procurement Patty Panther Report ID: NEXT

[> Assets

[> Travel and Expenses

— Dpen Resour:pe Requests From Date: 03/17/2009 To: 07117/2009 ﬂl

— Employee Project Center

— Travel and Expense Center Travel Auth Description Authorization ID _Date From e To Amount Currency
b TR SRR ED Select | Coll. of Bus WBA Seminar 0000034930 07/01/2000  07/05/2009 2,520.00 USD
[+ Supplier Contracts
[ Customers Select | Science Project 00000324979 06/17/2009  06/17/2009 700.00 USD
[- Products
> Promotions Select |Los Angeles. CA 0000034977 06/12/2009  06/12/2008 4,790.00 USD
Eg‘:j;‘mz’nggzmﬁs Select | travel to mobile al 0000034975 061212009 08/12/2009 350,00 USD
- Pricing Configuration Select | chicagn 61219 0000034971 05202000 061312000 1,050.00 USD
(> Customer Returns
(> Items Select | paris france 0000034934 06/10/2009  06/10/2009 3,000.00 USD
[+ Cost Accounting
[ Vendors Select |trip to orlando 0000034925 08/10/2009  06/10/2009 100.00 USD
> Purchasing
[ Inventory
- eProcurement Retum to Expense Report Entry
[- 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
I 1 narn Adminictrating

[ [T e ternet BN

Step

Action

In this example, you will bring in an approved TA to your Expense Report.

Click an entry in the Travel Auth Description column.

[Call. of Bus MBA Seminad

Page 4
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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

H | workist | AddioFavortes | _Signout
New Window | Hslp | Customize Page | 5 =]

Create Expense Report
Expense Report Entry

Patty Panther User Defaults Report ID: NEXT
=

*Description: [Can. of Bus MBA Seminar Comment: -]

*Business Purpose: |Semmar j j

Reference:

Default Location:

(Califarnia Bakersfield Q

Imagetlow

Authorization ID: 0000034380

ccounting Defaults

Apply Cash Advance(s

More Options:

*Overview Detail *Location *Merchant *AirHotel Mileage “Currency
Select “Expense Type “Expense Date | *Amount Spent |*Currency |*Payment Type *Billing Type ‘
r [Domestic Airfare =] |[o7r01z008 5 || 420.00 |USD [Out of Packet =] |[Fu Exued"%. =
r [Domestic Auto Rental =1 |[o7 172009 [ [ 500.00 |USD [Out of Pocket =] |[FIU Expe =] ‘LEC'L =
r [Domestic Lodging =] |[070172009 [5 |[ 1,100.00 |USD [Out of Packet =] |[FIuExpe x| ‘Fc'x =
r [Domestic Meals =] |[o701z002 5 || 500.00 |USD [Out of Packet =] |[Fu Exuej"%. =

Copy Selected |

Delete Selected |

MNew Expense ~| Add

Check Far Errors

> Supply Planning Employee Expenses: 2,520.00 USD Due Employee: 252000 USD
I Grants Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
g:ro_gratn‘:‘:Maﬁnagemem Prepaid Expenses: 0.00 USD

roject Losting Employee Credits: 0.00 USD
 Proposal Management Vendor Credits: 0.00 USD
[ Maintenance Management ¥ . . -
> Resource Management v‘ 4 ‘ Cash Advances Applied: 0.00 USD | LIJ
I 1 narn Adminictratinn
Done [ [T € mtenet EY R

Action

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

Search: = New Window | Help | Customize Page | 15

- 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 | 8  First [
— Dpen Resource Requests PC Bus

— Employee Project Center % *GL Unit Dent Class Fund  Proaram Bud Ref Unit Project Activity Affiliate  Fund
— Travel and Expense Center —

> Manager Self_Service [fooo | [Fuoz @ [zztootoo0 @ [ri@ [soo/@ oo [ @ [Fwoe @ [r2o0010 | Q@ [EVENTY al  al |
Eé:ﬂﬂ'ﬁ‘i}fﬁ""“‘s Fooo | [Fooz @ [zzteomnc|@ [1a Jeooq oo e Q [Fooz @ [rzoots0 | @ [EVENTT q al |

[- Products

[ Promotions

[ Customer Contracts
(- Order Management
(> Pricing Configuration

> Customer Returns o |
[- ltems

[+ Cost Accounting
[- Vendors

> Purchasing

[+ Inventory

[- eProcurement

Add ChartField Line | Load Defaulis | User Defaults

[- 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

o
Done [ T €nternet e -

Step | Action

7. Verify that the accounting defaults are correct before you continue with your
expense report.

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

> Demand Planning
> Inventory Policy Planning

FIU

Create Expense Report

Mew Window | Help | Customize Pace | &, 21

Expense Report Entry
Patty Panther

=

User Defaults

*Description: |Scwence Praject

California,Santa Barbara Q

ImageMow

*Business Purpose: |Raseamh

Default Location:

Report ID:

Comment:

Reference:

Authorization ID:

NEXT

[-|
H

Can'twaitto get on the planell!!

—

0000034979

Apply Cash Advance(s

unting Defaults

More Options:

& ltems |
Eggxf:w’m"g “Overview Detail *Location “lerchant *AiriHotel Tieage “Currency

> Purchasing Select *Expense Type *Expense Date | *Amount Spent *Currency | *Payment Type *Billing Type ‘

E!‘;fg‘;ﬁ[‘;mm r [Domestic Airfare =1 |[0sr772009 [ [ 300.00/|USD [University Credit Ca »| |[FIL Expe =] ‘51 =

B AT | |[DomesticauoRenal  =]|[oar7:2008 [ || 10000 |usD [Onverst Grear e =] [F0 Expe =] | | =

E :,I':"r‘."me:;ﬁng R r [Domestic Lodging =] |[osr7rz008 [ || 100.00 |USD [University Credit Ca =] |[FIU Expe 7] ‘Fq =5
Eg;ﬁ:ﬁ?g{]‘fm‘;ﬁ;er | [Domestic Meals =] |[osn7rz009 [ || 200.00|usD  |[University Gredit Ca =] |[FIU Expe =] ‘51 -

E ;Lo;:;tconﬁguranonﬁ Copy Selected | Delete Selected | lm ﬂl Check For Errors |

> Supply Planning Employee Expenses: 700.00 USD Due Employee: 700.00 USD
P ET Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
E :ro.graln(!:Manpagemenl Prepaid Expenses: 0.00 USD
roject Losting Employee Credits: 0.00 USD
b s ey Vendor Credits: 0.00 USD
© Maintenance Management | | YErOoTCredtE pop Lo =
[> Resource Management v\ ‘| \ »
[T T [emtene [#ow -

Step | Action

Click the Check For Errors button.

Checl For Errars
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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
[ Maintenance Management
(- Resource Management

b nmra Ardminictratinn

Home | Workist

Add to Favorites

o New Window | Hslp | Customize Page | 5 <]

| Sian out

Create Expense Report
Expense Detail for Domestic Airfare (Line 1)
Parthy Panther Report ID: NEXT

Please enter or update the following information:

P' Ticket Number -- Air travel ticket number you entered is already being used elsewhere.

About This Expense

*Expense Date: 06/15/2009

Out of Pocket ~| 7 HoReceipt

FIU Expense =1 I Non-Reimbursable

*Payment Type:
*Billing Type:
*Ticket Number:

*Merchant (Choose One)

Preferred: d
" Honpreferred:  [Delia

Description: =
420,00
USD)
1.00000000 % B

I Default Rate

*Amount Spent:
*Currency:
*Exchange Rate:

Reimbursement Amt: 420,00 USD

Location Amount: |

Mo Receipt: |

Accounting Detail
Receipt Split

J Check Expense For Ermors Mext Expense

Done

L @me

H100% -

Step

Action

Enter the desired information into the Ticket Number field. Enter
"FIU02123456".

Page 8
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FIU

Search: = New Window | Hslp | Customize Pace | 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: [Call. of Bus MBA Seminar Comment: -]
— Emplovee Project Center
— Travel and Expense Center “Business Purpose: | Seminar = =]

> Manager Self-Service Ref .
[> Supplier Contracts elerence:
[- Customers Default Location: California Bakersfield xQ

=

= - |
[ Manufacturing Definitions P ([Comestic Lodging = _ [Fiu EXDEJ| s
[ Production Control l—_l = | = |F
[ Configuration Modeler P |[Damestic heals - [FIL Expe =] |
(> Product Configurations

> Quality d Copy Selected | Delete Selected | New Expense =| |Add Check For Errors

> Demand Planning
[+ Inventory Policy Planning

1,100.00 |USD |Oul of Pocket

P EE Authorization ID: 0000034980
[ Promotions
[ Customer Contracts Imagehlow
(- Order Management
- Pricing Configuration Accounting Defaults Apply Cash Advance(s Tore Options:
[ Customer Returns
[- ltems
[> Cost Accounting el < = = = =
B Overview Detail Location Nerchant AiriHotel Wieage Currency
> Purchasing Select *Expense Type *Expense Date | *Amount Spent | *Currency |*Payment Type *Billing Type |
[ Inventor =
> epmm::mem r [Domestic Airfare =] |[osr1sr2009 (0 || 420.00 |USD [Out of Pocket =l |[FuEee=] |EC':,
[- Services Procurement =
i | # |[Domestic Auts Rental - E 500.00 {USD Out of Pocket ] |[FIU Expe =] |E&
> Sourcing
(> Engineering
= | =
r |

500.00 (USD |0ul of Pocket

L

(> Supply Planning Employee Expenses: 252000 USD Due Employee: 252000 USD
I Grants Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 UsD
g:ro.gratn‘:‘:Maﬁnagemem Prepaid Expenses: 0.00 USD
roject Losting Employee Credits: 0.00 USD
[gizppossensoeen] Vendor Credits: 0.00 USD
DL E Bl T Sl Casn Advances Applied; 0.00 USD 2

(- Resource Management

L naro frminirtratine |4l

Internet 0%
* 4

Step | Action

10. Click the Check For Errors button.

Checl For Errars

11. Click the Submit button.
| Submit I

Last changed on: 10/2/2009 8:09 AM Page 9
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FIU

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

Create Expense Report

| Sianout

Mew Window | Help | Customize Page | 15

Submit Confirmation

Patty Panther

Employee Expenses:

Non-Reimbursable Expenses:

Prepaid Expenses:
Employee Credits:
Vendor Credits:

Cash Advances Applied:

2,520.00
0.00
0.00
0.00
0.00
0.00

Report ID:

MNEXT

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

0K | Cancsl

[+ 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

b nmra Adminictratinn

(- Resource Management j

Due Employee:
Due Vendor:

Definition of Totals

[

| tnternet

100% -

Step

Action

12.

Click the OK button.

Page 10
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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

FIU

View Expense Report

New Window | Hslp | Customize Pace | 5 =]

| Sian out

Expense Report Detail

Patty Panther

=
Description:
Business Purpose:
Status:

Default Location:
Post State:

Seminar

User Defaults

Submission in Pracess

California,Bakersfield
Mot Applied

Coll. of Bus MBA Seminar

Imagetlow

Report ID: 0000185775

Comment: =
Reference:

Last Updated: 06/17/2009 By 1522181
Authorization ID: 0000034980

wore options: GG -] <° | |

[ Customer Returns

[- ltems

[+ Cost Accounting = = T =

B Detail Location Nerchant AiriHotel Wieage Currency

> Purchasing *Expense Type *Expense Date | *Amount Spent | *Currency |*Payment Type *Billing Type ‘
[Er=or Domestic Airfare 08/15/2009 420.00|UsD Outef Packet FlUExpense |

I Services Procurement Domestic Auta Rental 06/15/2009 500.00|USD outof Pocket FIU Expense By,

> Sourcing =

(- Engineering Domestic Ledoing 06/15i2009 100.00 (USD Qut of Pocket FIU Expense E2y,

E ﬂf&‘ﬂg&;‘;”ggngﬂnmm Domestic Meals 0515/2008 500.00 |USD Outof Pocket FIU Expense =Y

(- Configuration Modeler

[ Product Configurations

[ Quality Employee Expenses: 2520.00 UsD Due Employee: 2520.00 USD

[ Demand Planning Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

[» Inventory Policy Planning Prepaid Expenses: 0.00 USD |
[+ Supply Planning Employee Credits: 0.00 USD

(- Grants Vendor Credits: 0.00 USD

[+ Program Management Cash Advances Applied: 0.00 USD

[- Project Costing

b el Definition of Totals |

[ Maintenance it -
(- Resource Management v‘ q ‘ ‘ LIJ
Il naen Ardminictration

Done [ T e ternet EER

Step

Action

13.

report.

Click the Printable View list item.

N -

You can only select the printable view once you have "saved" the expense

Last changed on: 10/2/2009 8:09 AM
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fromaTA

W rentzseps

FIU

Search: =

[- My Favorites N
- Student Administration View Expense Report

New Window | Hslp | Customize Pace | 5 =]

[~ Employee Self-Service -
I Senice Request Expense Report Detail

[> Assets
[> Travel and Expenses o

1> Procurement Patty Parther User Defaults Report ID: 0000195775

 DpenResourcs Requesis Description; Coll. of Bus MBA Seminar Comment:
— Employee Project Center
— Travel and Expense Center Business Purpose:  Seminar
b TR SR Status: Submission in Process Reference:
[+ Supplier Contracts
[- Products
[ Promotions
[ Customer Contracts Imagerow
(- Order Management

[> Customers Default Location: California,Bakersfield Last Updated: 06/17/2009  By: 1522181
Post State: Mot Applied Authorization ID: 0000034880

(B0

(> Pricing Configuration More Options: Printable View

[> Customer Returns

[- ltems

[> Cost Accounting el

[- Vendors

> Purchasing *Expense Type *Expense Date | *Amount Spent | *Currency |*Payment Type *Billing Type

E E;E?éﬂ::mem Domestic Airfare 06/15/2009 420.00|UsD Outof Pocket FIU Expense

[ Services Procurement Domestic Auto Rental 06/15/2009 500.00 |USD Out of Pocket FIU Expense

> Sourcing

(- Engineering Domestic Ledoing 06/15i2009 1,100.00|USD Qut of Pocket FIU Expense

E ﬂf&‘ﬂg&;‘;”ggngﬂnmm Domestic Meals 0515/2008 500.00 |USD Outof Pocket FIU Expense

(- Configuration Modeler

[ Product Configurations

[ Quality Employee Expenses: 2520.00 UsD Due Employee: 2520.00 USD

[ Demand Planning Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

[» Inventory Policy Planning Prepaid Expenses: 0.00 USD |
[+ Supply Planning Employee Credits: 0.00 USD

(- Grants Vendor Credits: 0.00 USD

[+ Program Management Cash Advances Applied: 0.00 USD

[- Project Costing

b el | Definition of Totals |
[ Maintenance it

(- Resource Management v‘ q ‘

Il naen Ardminictration

Done R /& mtermet -

Step | Action

14. Click the GO button.

Page 12 Last changed on: 10/2/2009 8:09 AM
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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

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

Find an Existing Value

Search by: [RepartiD x| begins with[oooo195775

Search | Advanced Search

> 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 Ardminictratinn

Search Results

1ot
EmpllD Report Status Creation Date
06M17/2009

ReportID  Report Description Name
000019577

£ Coll. of Bus MBA Seminar Panther, Patty 1522181 Submitted

| o

T

| tnternet

ESCORN

Step

Action

15.

0000195775

Click an entry in the Report ID column.

Last changed on: 10/2/2009 8:09 AM
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W rentzseps

Search:

&
- 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

FIU

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

Home | Workst | _AddioFavortes | Signout

{ Expense Report | Expense Recsipt |

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

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

0000195775

Expense Report

Patty Panther EmpliD: 1522181

Report Date: 06/17/2009 5:36:31PM Status: Submitted

Description: Coll. of Bus MBA Seminar

Business Purpose:  Seminar

~ Comment: ’ =
Date Expense Type Merchant Location Amount Currency
06/15/2009 Domestic Airfare Delta 42000 USD
0 Domestic Auta 500.00 USD
Rental

il 09 Domestic Lodging 1,100.00 USD
il 03 Domestic Meals California Bakersfield 500.00 USD

Expense Report Totals

Employee Expenses: 2,520.00 USD Total Due Employee: 2,520.00 USD

> Grants Non-Reimbursable Expenses: 000 USD Total Due Vendor: 0.00 USD
[+ Program Management Prepaid Expenses: 0.00 USD
(- Project Costing —
[> Proposal Management Employee Credits: 0.00 USD
- Maintenance Management Vendor Credits: 0.00 USD =
(- Resource Management v‘ q ‘* - - s | .
s I e Adminirtratine
Done [ T e mtenet 0k -
Step [ Action
16. | Notice the Bar Code.

Click the scrollbar to review the Expense Report page.

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

17.

Print the "Expense Receipt" page.

ImageNow 305-348-1355

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.

Page 14
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Business Process Document

PS FIN 9.0-FOUNDATION (FIU02): FIUO2-Expense

Report from a TA

FIU

Home | Workist | _AddioFavortes | Signout

New Window | Hslp | Customize Pace | 5 =]

0000195775

Employee ID: 1522181

Search: =l
My Favorites / Expense Repoit § Expense Receipt |
[ Student Administration
- Employee Self-Service PE()pleSOfL

> Service Request .

I Procurement Expense Receipts

[> Assets

[> Travel and Expenses Patty Panther

— Open Resource Reguesis

— Emplovee Project Center Please attach receipts below:

— 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

=

Done

[T [T | nternet ESI

Step | Action

18. Click the Home link.
| Home|

19. | Congratulations. You have successfully completed an Expense Report

bringing in a TA.
End of Procedure.

Last changed on: 10/2/2009 8:09 AM
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