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Procedure

In this topic, you will copy several Expense Report Expense Lines and submit them for
approval.

rlu _Home | Workist | MuliChannel Consoe | Add o Favorites | _Sian out

Personalize Content | Lavout

Menu 28 B8

Search:
®

[- My Favorites

[- Data Expansion Tools
I- Employee Self-Service
[~ Manager Self-Service
[+ Supplier Contracts

[ Customers

[- Partners

[+ Products

[+ Catalog Management
[- Promotions

[ Customer Contracts

> Orcder Management

[- Pricing Configuration

[ Customer Retumns

[ ltems

[ Cost Accounting

[+ Vendors

> Purchasing

[+ Inventory

[+ eProcurement

[+ Services Procurement
[+ Sourcing

[ Engineering

> Manufacturing Definitions
[ Production Control

[ Configuration Modeler
[ Product Configurations
1> 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 ﬂ
4. Done [T T e tenet 0% -

Step | Action

1. Click the Employee Self- Service link.
[ Employee Self-Service]

2. Click the Travel and Expense Center link.

[Travel and Expense Center

3. Click the Expense Report link.

4. Click the Expense Report link.
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rlu Home | _Workist | MuliChannel Console | _Add to Favorites | _Sian out

Search: = New Window | 5,

(O]

> My Favorites Expense Report
[- Data Expansion Tools

- Employee Self-Service [ Find an Existing Value " Add a Hew Value

> Service Request

[> Procurement
> Assets EmplID:| 1230091 Q
[» Travel and Expenses
— Open Resource Reguesis add |
E Project Center -
— Staffing Apply Online
— Travel and Expense Center| | Fing an Existing Value | Add a New Value
> 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

[ Program Management

(- Project Costing j
.

Mranneal Mansanmant

i Dene [T T[T [epmterne e -

Step | Action

5. Click the Find an Existing Value tab.
[Find an Existing Valug|

Enter the desired information into the begins with field. Enter "0000181131".

Click the Search button.

Search
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W rentzseps

rlu Home | Workist | MulliChannel Console | Add to Favorites | _Sian out

Search: = Mew Window | Customize Page | 15, =]
- My Favorites
- Data Expansion Tools Expense Report
- Employee Self-Service

b Service Request Expense Report Entry

I Procurement Patty Panther User Defaults Report ID: 0000181131

[> Assets

[> Travel and Expenses o

— Dpen Resource Requesls =Description: [Research Praject Comment: =]

— Emplovee Project Center

— Staffing Apply Onling *Business Purpose: IF\EIU Work j j

— Travel and Expense Center : . l—
> Manager Self-Service Status: Pending Reference:
(> Supplier Contracts Default Location: Georgia Atlanta Q Last Updated: 03/30/2008  By: 1290091
[ Customers .
> Partners Post State: Mot Applied
[ Products
[ Catalog Management Accounting Defaults
[ Promotions
(> Customer Contracts
e “Overview “Detal “Location lerchant “EirHotel Mieage “Currency
[+ Pricing Ci
[- Customer Returns Select| |*Expense Type *Expense Date | *Amount Spent *Currency | *Payment Type *Billing Type: |
[ Items —
© Cost Accounting - [Domestic Auto Rental =] |03 172008 [ |[ 50.00 |USD [ Out of Pocket =||[FuEmpex] |Eé\ =
> Vendors =
© Purchasing ™ | |[Domestic Airfare =] |[030172009 [ |[ 20000 |USD [Out of Pocket =] |[FuEmex] |Ei =
[ Inventory " - =
et I | |[Domestic Lodging = |[oziotizooa || 150.00 |USD [Out of Pocket =l |[FUEpe] ||?6, b4
[+ Services Procurement n =
e - [Domestic Weal-Entertainmei x| |[03/01/2009 [5 || 15.00 |USD [Out of Pocket =l |[FuEpe ] |Eé\ G-
[ Engineeri
. M’;grmmﬁm Definitions Copy Selected | Delete Selected | Mew Expense =] |Add Check For Errars
(> Production Control
> Configuration Modeler -
El’m(‘iuﬂlc‘mﬁgufﬂm"ﬁ Employee Expenses: 415.00 USD Due Employee: 415.00 USD
5 gua It:.d Bl Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

=ma ) Prepaid Expenses: 0.00 USD

[ Inventory Policy Planning Employse Credits: 0.00 USD
- Supply Planni . .
bGr:r?t: = Vendor Credits: 0.00 USD
[> Program Management Cash Advances Applied: 0.00 USD _
(- Project Costing v‘ q ‘ ‘
I Nrannest Mansanmant
Dore [T [ |emterne [ 100

8. Click the Select option.

To choose which items you wish to copy.

9. Click the Copy Selected button.

To copy your selected items.

Copy Selected
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FIU

Search:

(O]

- My Favorites
(> Data Expansion Tools
- Employee Self-Service
> Service Request
[> Procurement
[> Assets
[» Travel and Expenses
— Open 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
[ Program Management
(- Project Costing
.

Piranneal 11

nnnnnnnnn

Home | Workiist | Console | _Add to Favorites | _Sign out
Mew Window | Customize Pace | /5,

Expense Report

0K

Warning for Copying Expense Lines

Patyy Panther Report ID: 0000181131

You have selected expenses that either have errors or have not been checked for errors. Ifthis is not
okay, press the Cancel button and correct the appropriate error(s) and/or press the Check For Errors
button. If itis OK, press OK to continue.

Cancel

Done

L @

0% -

Step

Action

10.

You will

[ox ]

Click the OK button.

get this message when copying expense line items.
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rlu Home | Worklist | MultiChannel Console | Add to Favorites | _Sian out

Search: =l Mew Window | Customize Page | 15
[- My Favorites Expense Report
(> Data Expansion Tools
[~ Employee Self-Service Copy Selected Expenses
> Service Request
[> Procurement Patty Panther Report ID: 0000181131
[> Assets
[ Travel and Expenses You are about to copy the following expense liNe(s) into one or more new expense lines. Select the Copyto
— Open Resource Reguesis Qne Date optien if you want to copy each selected line just ence using the Toe Date as the new expense
— Employee Project Center date, or select Copy to Range of Dates if you want to copy each line multiple times with the expense date
— Staffing Apply Online forthe new lines setto each day within the specified date range.
— Travel and Expense Center
E ';"ﬁ"i"‘_li"CSE"'l'SE:V‘CE Expense Type Expense Date Amount Spent |Currency
upplier Contracts
Mo Domestic Auto Rental 0310172009 50.00[USD
[- Partners Damestic Lodaing 03/01/2009 150.00|USD
qrarocs Domestic lsa-Enterainment 03/01/2009 12.00|USD
(- Catalog Management
[ Promotions
(> Customer Contracts
- Order Management | & Copy to One Date To Date: [ ™ Copy Attendees

[+ Pricing Configuration
[- Customer Returns

v ltems € Copy to Range of Dates From Date: ™ Include Weekends
[+ Cost Accounting

[ Vendors To Date: ™ Include Holidays
- Purchasing

> Inventory ™ Copy Attendees

[- eProcurement

[+ Services Procurement
[ Sourcing 0K Cancel

(- Engineering —I —I
(- Manufacturing Definitions
[+ Production Control

(> Configuration Modeler

> Product Configurations

[ Quality

> Demand Planning

[ Inventory Policy Planning
> Supply Planning

[- Grants

[ Program Management

(- Project Costing j
.

Miranneal Mansanmant

Done [ [T e nternet e -

Step

Action

11.

Click the Copy to Range of Dates option.

This will allow you to copy the selected expense to multiple dates.
| " Copy to Range of Dates|

12.

Enter the desired information into the From Date field. Enter "03/02/2009".

13.

Enter the desired information into the To Date field. Enter "03/04/2009".

14.

Click the Include Holidays and Include Weekends option.

If you do not select these, the date range will only apply the copy to work week
days.

™ Include Weekends

[ Include Holidays

15.

Click the OK button.
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rlu Home | Workist | MultiChannel Console | Add to Favorites | _Sian out

Search: = = B
%) =Description: [Research Project Comment: =]
b My Favorites *Business Purpose: IF\EIU Work j j

(> Data Expansion Tools

[~ Employee Self-Service Status: Pending Reference:
> Service Request
I Procurement Default Location: Georgia,Atlanta Q Last Updated: 033012008 By: 1290091

[> Assets Post State: Not Applied
[» Travel and Expenses

— Open Resource Reguesis
— Emplovee Project Center
— Staffing Apply Online

— Travel and Expense Center

ounting Defaults

[ Manﬂger Self-Service *Overview *Detail *Location Merchant *AirHotel urrency
gé:zz\;;r;:mmms Select| |*Expense Type *Expense Date | *Amount Spent|*Currency | *Payment Type *Billing Type: |
ng&":c’:; I~ | |[Domestic Auto Rental =] |[o3m1z008 [ || 5000 |USD [out of Pocket = |[FUEmpe=] |Fé\ =+
Eg%ﬁﬁg"ﬂﬂﬁnﬂgemem I~ | |[Domestic Airfare =] 030172009 33 |[ 20000 |USD [Out of Pocket =|[FUEmpe=] |Fq =
Eg\:;:_?';‘;’nggz:fﬁﬁ | [Domestic Ladging =] |[ozo12008 0 || 150.00 |USD [Out of Pocket =] |[FUEpe~] ||T1 =
Egncl\ngwaﬁ!:urﬁhon - [Domestic Meal-Entertainmei x| ([03/01/2009 [5 || 15.00 |USD [Out of Pocket =l |[FuEpe ] |Fé\ & -
Eg::ﬁmer enums r [Domestic Auto Rental x| |[o3i0272008 50 || 50.00 |USD [Out of Pocket =] |[FuEme~] |Fq =
.08t Accounting
> Vendors " | |[Domestic Aut Rental =] |[o30z2008 =0 || 50.00 |USD [Out of Pocket B ET ||T1 b4
Eﬁ.ﬂiﬂm I} [Domestic Auto Rental =1 |[o3r472000 [ |[ 50.00 |USD [ Out of Pocket =l |[FuEme ] |Fé\ =
E:z;&iﬂf;&?memem r [Domestic Ladaing =] |[o3i0272008 50 || 150.00 [USD [Out of Pocket =] |[FuEme~] |Fq =
Eéﬁ;rrfe";%m r [Domestic Ladging =] |[o30372002 50 || 150.00 |USD [Out of Pocket =] |[FuEpe~] ||3 = je
iﬂf@ﬂiﬁ;ﬁ”ﬁnﬁ”‘“"“ " | |[Domestic Lodging (=] |[o3m472000 7 |[ 150.00 |USD [ Out of Pocket =] |[FuEpex] |L;é, =
Eﬁ?gjﬁ;’iﬁﬁ;ﬂ‘;ﬁ{;{s r [Domestic Weal-Entertainmer x| [03/02/2009 [5 || 15.00 |USD [ Out of Pocket =||[FuEpex] |Fé. i =
Eggfn‘gynd T r [Domestic Meal-Entertainmen ] (03032008 3] || 15.00 |USD [Out of Pocket =] |[FuEmpe~] ||T::, &=+
e e | |[Domestic MealEnterainmenx] [[30472008 [ || 1500 |usD  ([outotPocket ] |[FIU Expee] ||§5. =

- Grants
[> Program Management Copy Selected | Delete Selected | MNew Expense ~| Add Check Far Errors -

(- Project Costing
I

T Ty |4l

Dore [ T [ | |emterne [ 100

Step | Action

16. | Click the Select option.

17. Click the Delete Selected button.

If you want to delete a selection in the Overview field.
| Delete Selected |
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FIU

Search:
®

- My Favorites Expense Report

Home | _Workist |

New Window | Customize Page | n&h

(> Data Expansion Tools

[~ Employee Self-Service Delete Confirmation
> Service Request
1> Procurement Patty Panther
[> Assets
[» Travel and Expenses
~ Open Resource Requests press OK; otherwise, press Cancel
— 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

[ Program Management

(- Project Costing j

.

Niranneal Mansanman '

OK Cancel

Report ID:

0000181131

You have selected ene or more expense lines to delete. T continue and delete the expense lines

Done

[

| tnternet

Step

Action

18.

Click the OK button.

To confirm your Delete action.
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> Service Request

[> Procurement

[> Assets

[» Travel and Expenses

Default Location:
Post State:

Search: = =
) *Description: [Research Project

[ My Favorites . . o

- Data Expansion Tools Business Purpose: IF\EIU Work

[~ Employee Self-Service Status: Pending

Mot Applied

=

(Georgia, Atlanta Q

Home | Workist | MulliChannel Console | Add to Favorites | _Sian out

Comment:

Reference:
Last Updated:

—

03/30/2009

-
H

By: 1290091

— Open Resource Reguesis
— Emplovee Project Center
— Staffing Apply Online

— Travel and Expense Center

nting Defaults

= 9|

=

- Grants

[ Program Management
(- Project Costing

.

nnnnnnnnn

Piranneal 11

[ Manager Self-Service “Overview “Detall *Location WMerchant *LiriHotel lieage “Currency

[+ Supplier Contracts

[ Customers Select| |*Expense Type “Expense Date | *Amount Spent|*Currency | *Payment Type *Billing Type |

ng‘)’:”‘:c’t’; - [Domestic Auto Rental =] [oznrz008 59 | 50.00 |USD [ut of Pocket =] [FuExe=] |Fé\ L
ngﬂ%ﬂ":ﬁ“ﬂgemem | |[Domestic sirare =1 |[oain 12008 5 || 20000 [UsD  |[OutofPocket  [=]||FILU Expez] |Fq -
PSRRI ED r Domestic Lodging ~||[ozi0ti2000 150.00 |USD Out of Pocket ~| [FUEpex ||T1 =
(- Order Management Fomd I J I I I J I J

1> Pricing Configuration - [Domestic Meal-Entertainmei x| ([03/01/2009 [5 || 15.00 |USD [Out of Pocket =l |[FuEpe ] |Fé\ i =
[> Customer Returns

Egz:acmmnng " | |[Domestic Auto Rental =] |[o3i0272008 50 || 50.00 |USD [Out of Pocket =] |[FuEme~] |Eé. =
g\;amﬁr:m " | |[Domestic Auto Rental =1 |[030z72000 31 |[ 50.00 |USD [Out of Pocket =] |[FuEpe~] ||T1 =
> Inventory I} [Domestic Auto Rental =1 |[o3r472000 [ |[ 50.00 |USD [ Out of Pocket =l |[FuEme ] |Fé\ =
> eProcurement —

- Services Procurement r [Domestic Ladaing =] |[o3i0272008 50 || 150.00 [USD [Out of Pocket =] |[FuEme~] |Eé. =
(- Sourcing —

> Engineering r [Domestic Ladging =] |[o30372002 50 || 150,00 |USD [Out of Pocket =] |[FuEpe~] ||s:é, =
(> Manufacturing Definitions =

> Production Control r [Domestic Meal-Entertainmer x| ([02/02/2009 [ || 1500 |USD [ Out of Pocket =] |[FuEpex] ||§5, =
(> Configuration Modeler =

© Product Configurations r [Domestic Meal-Entertainmer x| [03/03/2009 [5 || 15.00 |USD [ Out of Pocket =||[FuEpex] |Eé. &=
(> Quality =

- Demand Planning I | |[Domestic Meal-Entertainmenx] [[03/04/2009 [# ] 15.00 |U=D [Out of Packet =] |[Fu Expelx] ||:—'q &=
[ Inventory Policy Planning

[ Supply Planning Copy Selected | [ Delete selected | [New Expense =l ﬂl Check For Errors

o

Done

T

| tnternet

ESCORN

Step

Action

19.

Click the scrollbar.

20.

To update all of

Update Totals

your entries.

Click the Update Totals button.

21.

expense.

Click the View Additional Fields For This Expense button.

This will allow you to enter more specific information about the individual

22.

Click in the Description field.
Change the Domestic Lodging to "La Quinta".

[Hetiday Inn =
Haliday Inn =

23.

Click the Submi

t button.

| Submit

When you are done editing your expenses.

24,

Click the OK button to confirm.
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Step [ Action

25. Click the Home link.
| Homel

26. | Congratulations. You have successfully copied Expense Report Expense
Lines.

End of Procedure.
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