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Expense Report

Procedure

In this topic, you will Apply Cash Advances to an Expense Report.

rlu MIMIMI Add to Favorites | _Sian out

Personalize Content | Lavout

Menu = B
Search:
®
[~ My Favorites
[+ Student Administration
[ Data Expansion Tools
[ Employee Self-Service
> Manager Self-Service
[+ Supplier Contracts
[- Customers
[- Partners
[> Products
[- Catalog Management
[ Promotions
[ Customer Contracts
- Order Management
[ Pricing Configuration

[ Customer Returns
[- Items

[+ Cost Accounting
[- Vendors

- Purchasing fan
- Inventory

[ eProcurement

[+ Services Procurement

[- Sourcing

[- Engineering

I Manufacturing Definitions
[ Production Control

[ Configuration Modeler

> Product Configurations

[ Quality

> Demand Planning

[ Inventory Policy Planning
> Supply Planning

[- Grants

[ Project Costing

[ Proposal Management

- Maintenance Management
- Resource Management

[- Lease Administration

[~ Staffing

[ Travel and Expenses
[- Travel ﬂ
Done [ [ [ @ nternet HI00% -

Step | Action

1. Click the Employee Self- Service link.

[- Employee Self-Service|

2. Click the Travel and Expense Center link.
ravel and Expense Cented

3. Click the Expense Report link.

4. Click the Modify link.

Nodi

=
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Search: =

(O]

- My Favorites
[ Student Administration
(- Data Expansion Tools
[~ Employee Self-Service
> Service Request
[> Procurement
> Assets
> Travel and Expenses
— Dpen Resource Reguesis
— Employee Project Center
— Staffing 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
r. o

ranncal Mansanmant

Expense Report

rlu Humel Workiist | MultiChannel Console | _Add to Favorites | Sign out

Mew Window | Customize Page | 15, =]

Expense Report Entry

Patty Panther User Defaults
=
*Description: [Canterence
*Business Purpose: |Cnmeren|:e j
Status: Pending
Default Location: WQ
Post State: Mot Applied

Report 1D:

0000186862

Comment:

Reference:
Last Updated:

HEUG Conference

—

04/14/2008 By

(B0

1315242

A inting Defaults

=1 sof

Overview *Detail Location *Merchant *AirHotel Mileage Currency
Select *Expense Type *Expense Date | *Amount Spent *Currency |*Payment Type *Billing Type ‘
r [Domestic Airfare =] |[o¢ro17z008 [ |[ 250.00 |USD [out of Packet =] |[FIuExpe =] ‘Fc'x
r [Domestic Incidentals =] |[o4r0172008 5 || 50.00 |USD [Out of Packet =l [FuEmex] ‘Fq
r [Domestic Lodging =1 |[02r172000 [ [ 100.00 |USD [Out of Packet =||[Fu Expej‘l%.

CopySelected | Delete Selected |

Employee Expenses: 400.00 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

MNew Expense v| Add

Due Employee:
Due Vendor:

Check For Errors

400.00 USD
0.00 USD

Definition of Tatals

Update Totals | |

|4l

| >

Done

T

| tnternet [#ow -

Step | Action

5. Click the Apply Cash Advance(s) link.

[Epplv Cash Advance(s]
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FIU

Search: =

(O]

- My Favorites
[ Student Administration

Home | _Workist |

Console | _Add to Favorites | Sian out

New Window | Customize Page | n&h

Expense Report
(- Data Elpanﬁ\onToqlﬁ App'y Cash Advance(s)
[~ Employee Self-Service

[> Service Request Patty Panther
[> Procurement
> Assets
> Travel and Expenses
— Dpen Resource Reguesis
— Employee Project Center
— Staffing Apply Online
— Travel and Expense Center
> Manager Self-Service
- Supplier Contracts

“Advance ID
Q 0.000

Add Cash Advance | Update Totals |

> Customers Total Advance Applied: 0.00 USD
[ Partners Total Employee Expenses: 40000 USD
[ Products Total Due Employee: 400,00 USD
(- Catalog Management

[ Promotions

> Customer Contracts paa oK

> 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

i Project Costing . j

Niranneal Mansanman

Advance Amount Balance

Report ID:

0.00 USD [=]

0000186682

Total Applied

Done

T @ ternet

H100% -

Step | Action

6. Click the Advance ID button.

[

Page 4

Last changed on: 8/12/2009 9:29 AM




!'{.T- TeuSed

Business Process Document
PS FIN Travel Expenses: Applying Cash Advances to
an Expense Report

Search:

(O]

- My Favorites
[ Student Administration
(- Data Expansion Tools
[~ Employee Self-Service
> Service Request
[> Procurement
> Assets
> Travel and Expenses
— Dpen Resource Reguesis
— Employee Project Center
— Staffing 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
.

Niranneal Mansanman

FIU

Look Up Advance ID
Search by: Advance IDbegins with

LookUp | cancsl | sguanced Lookup

Search Results
1of 1

Advance ID Advance Description Balance Currency Code|
00000019261 as Vegas, NV 10/.15-10/18/08 34914 USD

Home | _Workist | MuliChannel Console | _Add o Favorites | _Sian out

New Window | 8,

| tnternet

0% -

g

Step

Action

0000001925

Click an entry in the Advance ID column.
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Search: =

(O]

- My Favorites
[ Student Administration

Home | _Workist |

Console | _Add to Favorites | Sian out

New Window | Customize Page | n&h

Expense Report
(- Data Elpanﬁ\onToqlﬁ App'y Cash Advance(s)
[~ Employee Self-Service

[> Service Request Patty Panther
[> Procurement
> Assets
> Travel and Expenses
— Dpen Resource Reguesis
— Employee Project Center 0000001928 34914
— Staffing Apply Online
— Travel and Expense Center
> Manager Self-Service
- Supplier Contracts

Add Cash Advance | Update Totals |

> Customers Total Advance Applied: 34814 USD
[ Partners Total Employee Expenses: 40000 USD
[> Products Total Due Employee: 50.86 USD
(- Catalog Management

[ Promotions

(> Customer Contracts P OK

> 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

i Project Costing . j

Niranneal Mansanman

“Advance ID Advance Amount Balance

Report ID: 0000186882

Ex

Total Applied

1.00000000 349.14 USD [=]

Done

L @me

H100% -

Step | Action

8. Click the OK button.
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Search:

(O]

- My Favorites
[ Student Administration
(- Data Expansion Tools
[~ Employee Self-Service
> Service Request
[> Procurement
> Assets
> Travel and Expenses
— Dpen Resource Reguesis
— Employee Project Center
— Staffing Apply Online
— Travel and Expense Center
> Manager Self-Service
- Supplier Contracts

[ eProcurement
[+ Services Procurement

(- Inventory Policy Planning
> Supply Planning

[ Grants

(- Project Costing

.

Mranneal Mansanmant

Expense Report

| _Sian out

ow | Customize Pace | n5, =]

Expense Report Entry

Patty Panther

=

User Defaults

~Description:

[Canterence

*Business Purpose: |
Status:

Default Location:

=

Conference

Pending

Nevada,asVegas Q

Report 1D:

0000186862

Comment:

Reference:
Last Updated:

HEUG Conference

—

04/14i2009

By: 1315242

Copy Selected |

Delete Selected |

> Customers Post State: Mot Applied

[ Partners

[ Products nting Defaults

(- Catalog Management

(> Promotions

(- Customer Contracts Ead < - = = S = -

A a—— Overview Detal Location lerchant ‘AirHotel Hilsage Currency

[+ Pricing Configuration Select *Expense Type *Expense Date | *Amount Spent *Currency |*Payment Type *Billing Type ‘

[» Customer Returns —
e - [Domestic Airfare =] |[o¢ro17z008 [ |[ 250.00 |USD [out of Packet =] |[FIuExpe =] ‘Ec'x
[- Cost Accounti =
e na r [Domestic Incidentals =] |[o4r0172008 5 || 50.00 |USD [Out of Packet =l [FuEmex] ‘Ec'x
[ Purchasi =
D\nventoryng r [Demestic Lodging =l|foanizooa F || 100.00/|USD [Out of Pocket =l |[Fu Exnej"i—dl

MNew Expense v| Add

(- Sourcing
- Engineering
P LTOERTE LA Employee Expenses: 400.00 USD Due Employee: 5086 USD
Vel ELn ST Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 UsD
(> Configuration Modeler i
> Product Configurations Prepaid Expenses: 0.00 USD ]
> Quality Employee Credits: 0.00 usD
[ Demand Planning Vendor Credits: 0.00 USD
Cash Advances Applied: 349.14 UsD

Check For Errors

Definition of Tatals

Update Totals | |

|4l

| >

T

Internet 0% -
vz

Step | Action

Click the scrollbar.

10.

| Submit

Click the Submit button.
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W rentzseps

FIU

Search:
®

- My Favorites
[ Student Administration
(- Data Expansion Tools
[~ Employee Self-Service
> Service Request
[> Procurement
> Assets
> Travel and Expenses
— Dpen Resource Reguesis
— Employee Project Center
— Staffing 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
.

Miranneal Mansanmant

Expense Report

ow | Customize Page | 15

| _Sian out

Submit Confirmation
Patty Panther

Employee Expenses:
Non-Reimbursable Expenses:
Prepaid Expenses:

Employee Credits:

Vendor Credits:

Cash Advances Applied:

400.00
0.00
0.00
0.00
0.00

349.14

Report ID:

000018

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

] 0K Cancsl

El
=
=
5

Due Employee:
Due Vendor:

Definition of Totals

50,86 USD
000 USD

[

| tnternet

100% -

Step

Action

11.

Click the OK button.
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Search:

(O]

- My Favorites
[ Student Administration
(- Data Expansion Tools
[~ Employee Self-Service
> Service Request
[> Procurement
> Assets
> Travel and Expenses
— Dpen Resource Reguesis
— Employee Project Center
— Staffing Apply Online
— Travel and Expense Center
> Manager Self-Service
- Supplier Contracts

View Expense Report

Home | _Workist | MuliChannel Console | _Add o Favorites | _Sian out

Mew Window | Customize Page | 15, =]

Expense Report Detail

User Defaults

Status:

Default Location:
Post State:

Patty Panther

=
Description: Conference
Business Purpose: Conference

Submission in Pracess

Mevada LasVegas
Mot Applied

[- 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

.

Mranneal Mansanmant

Report ID: 0000188662

Comment: HEUG Conference -]
Reference:

Last Updated: 04/14/2009  By: 1315242

Hore Cptons: | I -] 2| |

“Detail Location *Nerchant *AirHotel Mileage “Currency ¥
“Expense Type “Expense Date | “Amount Spent |*Currency | *Payment Type “Billing Type ‘ ‘
Domestic Airfare 04/01/2009 250.00(USD Qut of Pocket FIU Expense ﬁr
Domestic Incidentals 04/01i2009 50.00|USD Outof Pocket FIU Expense ‘Fﬁl‘
Domestic Lodging 04i01/2009 4100.00|USD Out of Pocket FIU Expense Fﬁl’—
Employee Expenses: 400.00 USD Due Employee: 5088 USD
Hon-Reimbursable Expenses: 0.00 UsD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD
Employee Credits: 0.00 UsD
Vendor Credits: 0.00 USD
Cash Advances Applied: 349.14 UsD

Definition of Totals

LI

Expense Report Praject Summary

Printable View

g

| tnternet

F100%

Step | Action

12.
[ Home|

Click the Home link.

13.

Expense Report.
End of Procedure.

Congratulations. You have successfully Applied Cash Advances to an
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