Business Process Document
g'@alﬂ]m’oﬁ PS FIN Travel Expenses: Creating an Expense Report

from a TAR
Department
Responsibility/Role
File Name Creating an Expense Report from a
TAR_BUSPROC.doc
Version
Document Generation Date | 8/12/2009
Date Modified 8/12/2009
Last Changed by
Status

Creating an Expense Report from a TAR

Trigger:
Required Field(s) Comments
Output - Results Comments

Additional Information

Last changed on: 8/12/2009 9:22 AM Page 1




Business Process Document
PS FIN Travel Expenses: Creating an Expense Report

from a TAR

W rentzseps

Procedure

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

FIU

Personalize ent | Lavout

Menu
Search:

®
[~ My Favorites
[- Student Administration
[ Employee Self-Service
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Products
[ Promotions
[> Customer Contracts
[- Order Management
[ Customer Returns
[ ltems
[ Cost Accounting
[+ Vendors
> Purchasing
[+ Inventory
[+ eProcurement
[+ Services Procurement
[+ Sourcing
[ Engineering
> Manufacturing Definitions
[ Production Control
[ Configuration Modeler
[ Product Configurations
1> Quality
[- Grants
[ Project Costing
- Resource Management
[+ Staffing
[ Travel and Expenses
[+ Billing
[ Accounts Receivable
> Accounts Payable
[> eSettlements
- Asset Management
[ Banking
- Cash Management
[~ Deal Management
[~ Risk Management
[ VAT and Intrastat
> Ci it Control

B 8 B

Home | Workist | AddtoFavortes | Signout

Help

2. Done

[T @ ternet HI00% -

Step

Action

Click the Employee Self-Service link.

[- Employee Self-Service|
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rlu Home | Workist | _AddtoFavories | Sinout

[» Procurement
I Assets Employee Self-Service Edit "Employee Self-Service” Folder
[> Travel and Expenses
— Travel and Expense Canter
(- Manager Self-Service Travel and Expense Center Procurement Assets
(> Supplier Contracts Employee Travel and Expense Center isitions, receiveing and schedule
[- Customers
(- Products
[ Promotions
[- Customer Contracts
> Order Management
[- Customer Returns
[ Items
(- Cost Accounting
- Vendors =
(- Purchasing % More.
> Inventory
[- eProcurement
[+ Services Procurement
[+ Sourcing
> Engineering
> Manufacturing Definitions
[ Production Control
(> Configuration Modeler
(- Product Configurations
[ Quality
[ Grants
[ Project Costing
[~ Resource Management
[+ Staffing
[ Travel and Expenses
[+ Billing
[- Accounts Receivable
> Accounts Payable
[- eSettlements
> Asset Management
[ Banking
(- Cash Management
(- Deal Management
[ Risk Management
[- VAT and Intrastat
[ Commitment Control
> General Ledger
[+ Allocations j

i Done [T [T € nternet e -

If-service employee role to manage

ranzfer Azsets

Travel and Expenses
Submitl ports, cash
advancs r travel authorizations

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.
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PS FIN Travel Expenses: Creating an Expense Report

from a TAR

W rentzseps

FIU

Menu B
&

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

[ Grants
(- Project Costing
- Resource Management

Search: =

[ Quality —

Create Expense Report

New Window | Hslp | Customize Pace | 5 =]

Expense Report Entry

Patty Panther User Defaults Report ID: MEXT
Quick Start: ﬂl

=
*Description: | Comment: j
*Business Purpose: | ﬂ ﬂ

Reference:

Default Location: l—Q
Accounting Defaulls Apply Cash Advance(s More Options:

*Overview Detail Location Merchant

AiriHotel

lfileage

*Currency

Select “Expense Type “Expense Date

“Amount Spent | *Currency

“Payment Type

“Billing Type

L Ll L Ll e

CopySelected | | Delete Selected

New Expense =] A

Check For Errors

[~ Staffing

[ Travel and Expenses

[+ Billing

> Accounts Receivable Employee Expenses: 0.00 USD Due Employee: 0.00 USD

[ Accounts Payable Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

[> eSettlements Prepaid Expenses: 0.00 USD

- Asset Management Employee Credits: 0.00 USD

(> Banking Vendor Credits: 0.00 UsD

[- Cash Management Cash Advances Applied: 0.00 USD -
(- Deal Management v‘ q ‘ ‘ D

. Diel Mananamant

i Dene [T T | |epmterne N

Step | Action

Click the Quick Start list.
| -]

Page 4

Last changed on: 8/12/2009 9:22 AM




!.{; TeuSed

Business Process Document
PS FIN Travel Expenses: Creating an Expense Report
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Search:

(O]

- My Favorites
[ Student Administration
- Employee Self-Service
[> Procurement
[> Assets
[ Travel and Expenses
— Travel and Expense Center
- Manager Self-Service
[+ Supplier Contracts
[- Customers
(- Products
(- Promotions
[- Customer Contracts
- Order Management
[- Customer Returns
[ Items
(- Cost Accounting
[ Vendors
[ Purchasing
> Inventory
[- eProcurement
[+ Services Procurement
[+ Sourcing
> Engineering
> Manufacturing Definitions
[- Production Control
(> Configuration Modeler
(> Product Configurations
[ Quality
[ Grants
(- Project Costing
- Resource Management

FIU

Create Expense Report

New Window | Hslp | Customize Pace | 5 =]

Expense Report Entry

Patty Panther User Defaults Report ID: NEXT
Quick Start: A Blank Report x| GO
= A Blank Report
*Description: ATemplate Comment: j
. . |ATravel Authorization ﬁ
Business Purpose: |, Evisting Report = =
Entries from My Wallet Reference:
Default Location: Q.
Accounting Defaulls Apply Cash Advance(s TMore Options:

*Overview Detail

Location

Merchant

AiriHotel lfileage *Currency

Select “Expense Type

“Expense Date

“Amount Spent | *Currency |*Payment Type

“Billing Type

Copy Selected |

Delete Selected

L Ll L Ll e

New Expense =] A

Check For Errors

[~ Staffing

[ Travel and Expenses by
[+ Billing

> Accounts Receivable Employee Expenses: 0.00 USD Due Employee: 0.00 USD

[ Accounts Payable Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

[> eSettlements Prepaid Expenses: 0.00 USD

- Asset Management Employee Credits: 0.00 USD

(> Banking Vendor Credits: 0.00 UsD

[- Cash Management Cash Advances Applied: 0.00 USD -
(- Deal Management v‘ q ‘ ‘ D

. Diel Mananamant

i Dene [T T[] |emterne N

Step | Action

Click the A Travel Authorization list item.

[4 Travel Autharization |

Last changed on: 8/12/2009 9:22 AM
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rlu H | workist | AddioFavortes | Signout

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

(O]

- My Favorites

> Student Administration Create Expense Report
- Employee Self-Service
T Expense Report Entry
I Assets Patty Panther User Defaults Report ID: NEXT
[ Travel and Expenses
- Travel and Expense Center Quick Start: - ﬂl
- Manager Self-Service
(> Supplier Contracts =
> Customers “Description: [ Comment: =]
(- Products
> Promotions *Business Purpose: | ﬂ ﬂ
[> Customer Contracts .
- Order Management Reference:
[- Customer Returns Default Location: Q.
[ Items
(- Cost Accounting
[ Vendors xccounting Defaults Apply Cash Advance(s More Options:
[ Purchasing
> Inventory

[- eProcurement

*Overview Detail Location Merchant AirHotel Mileage “Currency
[+ Services Procurement
[+ Sourcing Select *Expense Type *Expense Date | *Amount Spent|*Currency *Payment Type *Billing Type
> Engineering
> Manufacturing Definitions I ﬂ
[- Production Control I ﬂ
(> Configuration Modeler
> Product Configurations | j
[ Quality —
> Grants [ 4|
(- Project Costing
(- Resource Management Copy Selected | Delete Selected | MNew Expense ~| Add Check For Errors
[~ Staffing
[ Travel and Expenses by
[+ Billing
> Accounts Receivable Employee Expenses: 0.00 USD Due Employee: 0.00 USD
[ Accounts Payable Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
[> eSettlements Prepaid Expenses: 0.00 USD
[- Asset Management Employee Credits: 0.00 USD
(- Banking Vendor Credits: 0.00 USD
[- Cash Management Cash Advances Applied: 0.00 USD -
(- Deal Management v‘ q ‘ ‘ D
. Diel Mananamant
i Dene [T T | |epmterne N

Step | Action

7. Click the Go button.
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from a TAR

FIU

Search: =

- My Favorites
[ Student Administration

Create Expense Report

| Sianout

Mew Window | Help | Customize Page | 15

[> Procurement
[ Assets Parthy Panther
[ Travel and Expenses

[ Manager Self-Service From Date:
(- Supplier Contracts

(- Promotions

- Order Management
[- Customer Returns

(- Cost Accounting

[ Vendors

[ Purchasing

> Inventory

[- eProcurement

[+ Services Procurement

[+ Sourcing

> Engineering

> Manufacturing Definitions
[- Production Control

(> Configuration Modeler

(> Product Configurations

[ Quality —
[ Grants

(- Project Costing

- Resource Management
[~ Staffing

[ Travel and Expenses

[+ Billing

[- Accounts Receivable

> Accounts Payable

[- eSettlements

- Asset Management

(> Banking

[- Cash Management

(- Deal Management j

I\ Dick Mananamant

[~ Employee Self-Service Populate From A Travel Authorization

— Iravel and Exp: Cent
ravel and Expense Center 311772000

051712009 __seacn |

[> Customers Travel Auth Description AuthorizationID  Date From  Date To Amount Currency

> Products Select |to use with exp report
[- Customer Contracts Select |touse with exp report

- Items Return fe Expense Repart Entri

Report ID: NEXT

04/08/2009  04/08/2009 300.00 USD

04/08/2009  04/08/2009 6,500.00 USD

[ [T & ntenet % -

Step | Action

8. Click the Select button.

9. Notice this is the TAR that you selected.

Last changed on: 8/12/2009 9:22 AM
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rlu Home | Workist | _AddtoFavories | Sinout

Search: = New Window | Hslp | Customize Pace | 5 =]
- My Favorites
> Student Administration Create Expense Report
[~ Employee Self-Service
e S Expense Report Entry
[ Assets Pathy Panther User Defaults Report ID: NEXT
[ Travel and Expenses
— Travel and Expense Center =
[ Manager Self-Service Description: ko use with exp report Comment; =]
[+ Supplier Contracts
> Customers *Business Purpose: |'.“.'ar}c5h-)u j j

(> Products .
(- Promotions Reference:
I Customer Contracts Defautlocaton: [ Q

- Order Management

ion 10: 3322
[> Customer Returns Authorization ID: 0000033224

[ Items

[ Cost Accounting Accounting Defaults Apply Cash Advance(s Nore Options:

[ Vendors

(> Purchasing

Pz “Overview Detal Location Ierchant AinHotel Mileage “Currency

(> eProcurement

(> Services Procurement Select ‘Expense Type “Expense Date | “Amount Spent |*Currency | "Payment Type “Billing Type ‘

(> Sourcil =

> [ngngng r | _Books & Educational Suppl x| |[04/08:2008 [ |[ 50.00 |USD [Out of Packet =] |[FuEspe~] ‘EC';

(> Manufacturing Definitions =

14 p,mmmc"gm,m r [ _office Supplies =1 |[0¢mer2000 [ |[ 250.00 |USD [Out of Pocket =] |[FIUExpe =] ‘Eé.

> Configuration Modeler

> Product Configurations Copy Seleted | Delete Selected | Mew Expense - ﬂl Check For Errors

[ Quality —

[ Grants

e . Employee Expenses: 300.00 USD Due Employee: 30000 USD

. S‘E.-:t:urce anagemen Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

DTraverlgnd Expenses Prepaid Expenses: 0.00 USD

> Billing Employee Credits: 0.00 USD

[ Accounts Receivable Vendor Credits: 0.00 USD

[ Accounts Payable Cash Advances Applied: 0.00 USD i
[> eSettlements

[> Asset Management | Definition of Taotals Update Totals | |

(> Banking

[- Cash Management e Fo

DDeaIManaggs'.-ment Save For Later Submit Expense Renart Praject Summary Printanle View &
(. Dick tananament =[] | 3
avascriptisubmitAction_wind(document, wind, EX_HDR _WRK_TRAYEL_AUTH_ID; [ T e ternet EN R

Step | Action

10. | Click the Look up Default Location (Alt+5) button.

[

11. | Click the Search by list.
IE,qJense Lacation j|

12. | Enter the desired information into the begins with field. Enter "Florida".

13. | Click the Look Up button.

14. | Click an entry in the Description column.

Florida. key West

Page 8 Last changed on: 8/12/2009 9:22 AM
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FIU

Search:

(O]

- My Favorites
[ Student Administration
- Employee Self-Service
[> Procurement
[> Assets
[ Travel and Expenses
— Travel and Expense Center
- Manager Self-Service
[+ Supplier Contracts
[- Customers
(- Products
(- Promotions
[- Customer Contracts
- Order Management
[- Customer Returns
[ Items
(- Cost Accounting
[ Vendors
[ Purchasing
[ Inventory
[- eProcurement
[+ Services Procurement
[+ Sourcing
> Engineering
> Manufacturing Definitions
[- Production Control
> Configuration Modeler
(> Product Configurations
[ Quality
[ Grants
(- Project Costing
- Resource Management
[~ Staffing
[ Travel and Expenses
[+ Billing
[- Accounts Receivable
> Accounts Payable
[- eSettlements
- Asset Management
(> Banking
[- Cash Management
(- Deal Management

I\ Dick Mananamant

Create Expense Report

New Window | Hslp | Customize Pace | 5 =]

Expense Report Entry
Pathy Panther

=

User Defaults

*Description: [to use with exp report

Florida, Key West Q

*Business Purpose: |'.".'nr}c5hnu

Default Location:

Report ID: NEXT
Comment: =]
Reference:

Authorization ID:

0000033224

Apply Cash Advance(s

nting Defaults

More Options:

CopySelectsd | | Delsts Selected |

Employee Expenses: 300.00 USD
Non-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

“Overview Detal Location Merchant AirHotel lieage *Currency
Select Expense Type “Expense Date | “Amount Spent|*Currency |*Payment Type “Billing Type ‘

r | _Books & Educational Suppl x| |[04:08:2008 [ |[ 50.00 |USD [Out of Packet =] |[FuEspe~] ‘5

r [ _office Supplies =|[oarnzzo0a = || 250.00 |USD [Out of Pocket =] |[FIUExpe =] ‘ls;d

MNew Expense v| Add

Due Employee:
Due Vendor:

Check For Errors

300.00 USD
0.00 USD

Definition of Tatals

Update Totals | |

Save For Later Submit

=[]

Expense Report Project Summary

Printable View | hd
3

T

| tnternet [*ow -

Step | Action

15.

Click the Domestic Incidentals list item.
[ _office Supplies |

Last changed on: 8/12/2009 9:22 AM
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rlu Home | Workist | _AddtoFavories | Sinout

Search: = New window | Help | Customize Page | o5, =
- My Favorites
> Student Administration Create Expense Report
- Employee Self-Service

T Expense Report Entry

I Assets Patty Panther User Defaults Report ID: NEXT

[ Travel and Expenses

— Travel and Expense Center =
E :.j'lana‘gerCSelll-Se:wce “Description: [t use with exp report Comment: -]

upplier Contracts

> Customers *Business Purpose: | Waorkshop j j
(- Products Ref . l—
(- Promotions elerence:
[- Customer Contracts Default Location: Florida, Key West Q
PO Authorization ID: 000003322
[- Customer Returns
[ Items
- Cost Accounting Accounting Defaulls Apply Cash Advancsis Nore Options: x| &0 |
[ Vendors
[+ Purchasing Vi First ] 12012 ¥ Last
E !‘;fg':z::mem “Qverview “Detal Location Merchant AirHotel lieage *Currency
[+ Services Procurement Select “Expense Type “Expense Date | “Amount Spent |*Currency | "Payment Type “Billing Type ‘
[+ Sourcing = =
" Engineering r [_Books & Educational Suppix] |[04/08/2009 [# | 50.00 |USD [Out of Packet =||[Fru Esueﬂ‘E‘Q =
(> Manufacturing Definitions " — =
* Production Contral r [Domestic Incidentals =1 |[p<mer2009 [ [ 0.00 |Jusp @ || =l[Fu Esue;I‘L—é. =
> Configuration Modeler
- Product Configurations CopySelectsd | | Delets Selected | New Expense =] [Add Check For Errors
[ Quality —
[ Grants
i :rolect{:o:nung A Employee Expenses: 50.00 USD Due Employee: 50.00 USD
. S‘E.-:t:urce SRS Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
DTraverlgnd Expenses Prepaid Expenses: 0.00 USD
> Billing Employee Credits: 0.00 USD
[ Accounts Receivable Vendor Credits: 0.00 USD
[ Accounts Payable Cash Advances Applied: 0.00 USD i
[- eSettlements
[> Asset Management | Definition of Taotals Update Totals | |
(> Banking
- Cash Management Save For Later Submit ) Viey -
 Deal Management Expense Report Project Summary Printable View
(. Dick tananamans =] [
Done | | | @ mene EN R

Step | Action

16. | Enter the desired information into the Look up Currency (Alt+5) field. Enter
"30."

17. | Select the payment type.

18. Click the Detail tab.

19. | Enter the desired information into the Choose a date (Alt+5) field. Enter
"taxi".

20. Click the scrollbar.

21. Click the Check For Errors button.

Check For Errars

22. | In order to print the Bar Code sheet to fax for payment, you MUST click the
Submit button.
| Submit I

23. | Click the More Options list.
I |

Page 10 Last changed on: 8/12/2009 9:22 AM




!'L: TeuSed

Business Process Document
PS FIN Travel Expenses: Creating an Expense Report

from a TAR

Search:

(O]

> My Favorites
[ Student Administration
> Data Expansion Tools
- Employee Self-Service
[ Service Request
[> Procurement
[ Assets
[» Travel and Expenses
— Open Resource Reguesis
— Employee Project Center
— Stafiing Apply Online
— Travel and Expense Center
> Manager Self-Service
> Supplier Contracts
[ Customers
[ Partners
[ Products
(> Catalog Management
[> Promotions
[ Customer Contracts
> Order Management

View Expense Report

rlu ml_lilw avories | Sign out

Mew Window | Help | Customize Pace | &, 21

Expense Report Detail
Patty Panther User Defaults
=

Description: PantherSoft fraining
Business Purpose: Conference
Status: Submission in Pracess
Default Location:

Post State:

Florida, Naples
Mot Applied

Report ID:

0000190831

Comment:

Reference:

Last Updated:

ImageMow

05114/2009

=

By: 1186353

*Overview Location Merchant

More Options:

AirHotel Milead

Expense Report Project Summary
Printable View

> Pricing Ci
[ 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

(> Project Costing

[Expense Date

“Expense Type

*Amount Spent *Currency [*Payment Type

*Billing Type |

|Dnmestlc Auto Rental ‘EIE/EWZ[II]Q ‘
Employee Expenses: 50.00 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

50 EIEI|USD |Ou1 of Pocket

Due Employee:
Due Vendor:

FIU Expense

50.00 USD
0.00 USD

Definition of Totals

L\ Retumn to Search Notify

|4l

Expense Report Project Summary Printable View

.

I

ESCAR

| tnternet

Step | Action

24,

Click the Printable View list item.

[Frintable "

jew

Last changed on: 8/12/2009 9:22 AM
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rlu Humel Workiist | _MultiChannel Console | _Add to Favorites | Sign out

Search: = Mew

> My Favorites .
b Student Administration View Expense Report
> Data Expansion Tools i
- Employee Self-Service Expense Repon Detail
[> Service Request Pathy Panther User Defaults Report ID: 0000190831
[> Procurement
I Assets

[ Travel and Expenses Description: PantherSoft training Comment: ’ B

dow | Help | Customize Page | /&, 21

=

— Open Resource Reguesis
— Employee Project Center Business Purpose: Conference
— Siaffing Apply Onling . "
Staflin g Lol Onlice Status: Submission in Pracess Reference:
— Travel and Expense Center
[ Manager Self-Service Default Location: Florida, Naples Last Updated: 051142000 By: 1186353
[ ST ST ETTIEEE Post State: Not Applied
[ Customers
[ Partners

[ Products
(> Catalog Management More Options: rintable View GO

[> Promotions )
> Customer Contracts

1> Order Management Detall Location “Currency

> Pricing Ci

[ Customer Returns “Expense Type |*Expense Date | *Amount Spent *Currency [*Payment Type *Billing Type | ‘
[ ltems |Dnmesuc Auto Rental ‘DE#EWZ[IIJQ ‘ 50.00 |USD |om of Pocket FIU Expense qu
[ Cost Accounting

[ Vendors

[ Purchasi

|> \nventoryng Employee Expenses: 50.00 USD Due Employee: 50.00 USD

> eProcurement Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

> Services Procurement Prepaid Expenses: 0.00 UsD

[> Sourcing Employee Credits: 0.00 USD

[ Engineering Vendor Credits: 0.00 USD

[> Manufacturing Definitions Cash Advances Applied: 0.00 USD

[ Production Control

[ Configuration Modeler | Definition of Totals |
[ Product Configurations

P Expense Report Project Summary Printable Viey

> Demand Planning

> Inventory Policy Planning ” " " -
b Supply Planning L\ Return to Search Motify

> Grants -
[> Project Costing -4 | N J

[ [ @mm

H100% -

Step | Action

25. Click the GO button.

Page 12 Last changed on: 8/12/2009 9:22 AM
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Search:

&
> My Favorites
[ Student Administration
> Data Expansion Tools
- Employee Self-Service
[ Service Request
[> Procurement
[ Assets
[» Travel and Expenses
— Open Resource Reguesis
Empl; Project Center

FIU

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

Find an Existing Value

Search by: [RepartiD =] begins with[oo00190831

Search | Advanced Search

— Stafiing Apply Online
— Travel and Expense Center
> Manager Self-Service
[ Supplier Contracts
[ Customers
[ Partners
[ Products
(> Catalog Management
[> 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
(> Project Costing

Search Results
1of 1

EmpllD Report Status Creation Date|
1186353 Submitted 05/14/2009

ReportID  Report Descripfion Name
0000190831 PantherSoft Training Patty Panther

I

| tnternet

0% -

Step

Action

26.

0000190831

Click an entry in the Report ID column.

Last changed on: 8/12/2009 9:22 AM
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Flu Home | _Workist | MuliChannel Console | _Add to Favorites | _Sian out

Search: 1= Mew Window | Help | Customize Page | &, 21

(O]

b My Favorites { Expense Report ' Expense Recsipt |

[ Student Administration
> Data Expansion Tools

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

Emosstatinke || PeopleSoft
e Expense Report I
[» Travel and Expenses Patty Panther EmpliD: 11863532

— Open Resource Reguesis
— Employee Project Center

— Staffing Apply Online Report Date: 05/14/2009 12:11:53PM Status: Submitted
— Travel and Expense Center
> Manager Self-Service Description: PantherSott training

[ Supplier Contracts
[> Customers

> Partners .
> Products Comment: E
(> Catalog Management ﬂ
[> Promotions )

[ Customer Contracts

Business Purpose:  Conference

1> Order Management Date Expense Type Merchant Location Amount Currency

> Pricing Configuration

> Customer Returns 0510112009 DOMestie Auto 50.00 USD

b ltems Rental

[ Cost Accounting

 Venors

E \::r;%:i:‘lm Employee Expenses: 50.00 USD Total Due Employee: 50.00 USD

[> eProcurement Non-Reimbursable Expenses: 0.00 USD Total Due Vendor: 0.00 USD

[> Services Procurement Prepaid Expenses: 0.00 USD

& Sourcing Employee Credits: 0.00 USD

> Engineering Ll

[ Manufacturing Definitions Vendor Credits: 0.00 UsD

[ Production Control Cash Advances Applied: 0.00 UsD

> Configuration Modeler

[ Product Configurations

[ Quality | certify thatthe information provided above is an accurate record of expenses incurred,

> Demand Planning

> Inventory Policy Planning

> Supply Planning

[ Grants

(> Project Costing j Employee Signature Date ﬂJ
[T T[T [cpmtene % - g

Step [ Action

27.

Click the Expense Report tab. Notice the Bar Code to the right.

If you property fill out the expense report, you should be reimbursed within 12
working days of which you submitted your Expense Report.

You are now ready to fax to main number for ImageNow: 305-348-1355
IMPORTANT:

Print this sheet to fax with your receipts. Only one bar code per Expense
Report. If any receipt you submit has a bar code on them, cut it off and then

affix to the expense receipt sheet.

Print this sheet to fax with your receipts.

28.

Once you click the Expense Receipt tab, print this sheet to affix your receipts.

You are ready to fax to main number for ImageNow: 305-348-1355

Page 14
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Search:

®
> My Favorites
[ Student Administration
> Data Expansion Tools
- Employee Self-Service
[ Service Request
[> Procurement
[ Assets

FIU

o Mew Window | Help | Customize Pace | &, 21

Home | _Workist | MuliChannel Console | _Add to Favorites | Sian out

/ Expense Report | Expense Receipt |
PeopleSoft.
Expense Receipts LR

Patty Panthar Employee ID: 1186353

[> Travel and
— Open Resource Reguesis
— Employee Project Center
— Stafiing Apply Online
— Travel and Expense Center

> Manager Self-Service

[ Supplier Contracts

[ Customers

[ Partners

[ Products

(> Catalog Management

[> 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

5 ject Costing

Please attach receipts below:

= ‘ =

Done

[ [T | ternet 0% -

Step

Action

29.

[ Home

Click the Home link.

30.

TAR.

Congratulations. You have successfully Created an Expense Report from a

End of Procedure.
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