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Procedure

When you create an expense report, you have several options on which to base the new
document, and the selection that you make triggers other choices that prompt you for
details about the report. You can start with a blank expense report or populate one with
data from another source.

Your Expense Manager and Prepay Auditor have 12 days in which to approve you
expense report. If you property fill out the expense report, you should be reimbursed
within 12 working days of which you submitted your Expense Report.

In this topic, you will create an expense report from scratch.

Fersonalize Content | Lavout

Menu 2
search

[ My Favorites

- Data Expansion Tools

- Employee Self-Service

> Manager Self-Service
[ Supplier Contracts

[ Customers

[ Partners

- Products

- Catalog Management
- Promaotions

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

[ ltems

> Cost Accounting

- Wendors

[ Purchasing

[- Inventory

[ eProcurement =
I Services Procurement

- Sourcing

- Engineering

> Manufacturing Definitions
(- Production Control

> Configuration Modeler

> Product Configurations

- Quality

> Demand Planning

[ Inventory Policy Planning
[ Supply Planning

[ Grants

I Prograin Mahagement

[ Project Costing

- Proposal Management

- Maintenance Management
- Resource Management

(- Lease Administration

[+ Staffing

[ Travel and Expenses

[- Travel Administration

> Billing

Step | Action

1. Click the Employee Self-Service link.
Employee Self-Service|
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FIU
[

> Service Request
[» Procurement
[» Assets
[ Travel and Expenses
~ Open Resource Requests
- Employee Project Center
- Btafiing Apply Online
— Trawel and Expense Center
- Manager Self-Service
(> Supplier Contracts
[- Customers
[ Partners
[ Products
[- Catalog Management
(- Promations
[- Customer Contracts
[ Order Managemeit
(> 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 Managerent
[- Lease Administration
[+ Staffing

> Travel and Expenses LI

Employee Self-Service

‘Open Resource Requests
Open Resource Reguests

Travel and Expense Center

=] Emnloyee Travel and Expense Certer

Assets

Use the self-service smployse rols to manage
asgets.

B Vieww Transier Assets

Employee Project Center

[=] #ccess the key areas for entering and viewing

project tesm mermber information

Service Request

Addd or manage sslf-servics Service Requests
[ Service Request Wizard

1 Service Request

Elbty Service Requests

Travel and Expenses
Submitieview sxpense reports, cash advance
requests, or fravel authorizations.
Uszer Preferences
Travel Services
Bty vusllet
6 More.

Edit "Employee Self-Service" Folder

Staffing Apply Online
E Staffing Apply Onling

Procurement

Mariage reguistions, receiveing and schecule
interviews

EImanace Requistions

I Receiving,

[ igw Scheduled Interviews

Action

Click the Travel and Expense Center link.

[Travel and Expense Center]

xpense Report|

Click the Expense Report link.

Click the Create link.

Click the Add button.
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- Jesnther ¥

FIU

1Search: =
- My Favorites
[ Data Expansion Tools Create Expense Report

From Date:

I~ Employee Self-Service ~ ~
I Service Request Populate From A Travel Authorization
I; z:::::mem Patty Panther Report ID: NEXT
[ Travel and Expenses
- Qnen Resource Reauests IW@ To: W@ Search
~ Employee Project Center
- Btaffing Anply Online —
~ Travel and Expense Center [l all il i g

- Manager Self-Service B 0.000

(- Supplier Contracts

[- Customers

(- Partners

[ Products

(- Catalog Management

[ Promotions

- Customer Contracts

(> Order Management

[ Pricing Configuration —

[- Customer Returns

[ tems

[ 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

b -

Authorization ID  Date From  Date To Amount Currency

Mew Window | Custornize Page | B

=]

Step | Action

6. Click the Return to Expense Report Entry link.

the blank Expense Report page.
[Return tn Expense Report Entrd

You MUST click the Return to Expense Report Entry link to be re-directed to

Page 4
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iearch:

FIU

Mew Window | Customize Page | |51 2]

[ Project Costing
> Proposal Management
~ Maii

- My Favorites
[ Data Expansion Tools
- Employee SeiService Create Expense Report

b Sence Request Expense Report Ent

[+ Procurement P P Ty

I> Assets Patty Panther Uszer Defaults Report ID: NEXT

[ Travel and Expenses N .

= Open Resource Reguests Quick Start: IAE‘EHK Report | ﬂl

~ Employee Project Center =

- Btafing Apply Online

= Trawel and Expense Center *Description: | Comment:
[ Manager Self-Service e . =
- Supplier Contracts 'Business Purpose: | J
> Customers Reference:
(- Partners
> Products Default Location: Q
[ Catalog
[ Promotions " "

Io Yol (5) More O 3 -
- Customer Contracts Accounting Defaults Apnly Cash Advance(s lore Options: | =] o
[ Order Management 5 an g -
' Pricing Configuration _ £ st Ll
[> Customer Returns *Overview Detail Lacation Merchart Air/Hatel Mieage *Currency
[ tems B B » 2 B “Billi
Select -Expense Type -Expense Date -Billing Type

- Cost Accounting Select Expense Type Expense Date | *Amount Spent | *Currency | ‘Payment Type Billing Type
[ Vendors [ =l
> Purchasing
> Inventory I ﬂ
[ eProcurement
(- Services Pri I j
> Sourcing I j
(- Engineering
Ey;';ﬁ;‘;wg‘grxﬂ"mﬂ"s Copy Selected | Delets Selected | W Add Check For Errors
(- Configuration Modeler
(> Product Configurations
(> Quality Employee Expenses: 0.00 USD Due Employee: 0.00 Usb
[-Demand Planning Non-Reimbursahle Expenses: 0.00 USD Due Ventor: 0.00 UsSD =
> Inventory Policy Planning Prepaid Expenses: 000 USD
[ Supply Planning Employee Credits: 0.00 USD
[ Grants Vendor Credits: 0.00 USD
> Program Management Cash Advances Applied: 0.00 USD

\
||

Definition of Totals

Undate Totals | | |

o

Step | Action

Enter the desired information into the *Description: field.
Training Exercise".

Enter "UPK

Last changed on: 8/12/2009 9:21 AM
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search: & = Mew window | Customize Page | 51 2]
- My Favorites
[ Data Expansion Tools
- Employse Seif Service Create Expense Report
[» Service Request
e Expense Report Entry
[> hssets Patty Panther Uszer Defaulls Report ID: MEXT
[ Travel and Expenses N .
~ Open Resource Requests Quick Start: A Blank Report =| 0
~ Employee Project Center =
- Btafing Apply Online
= Trawel and Expense Center *Description: IUFKTrammg Excercise Comment:
[ Manager Self-Service P - ﬂ
- Supplier Contracts urpose:
(> Customers .
- Partners Afhletic Event Reference:
[ Products Default Location:
[ Catalog Convention
i Field Work
[ Promotions " -
Aaccounting Defaults 3
b TR G TG Accounting Defaults Interview for Position More Options:
- Order Management Meeting -
> Pricing Configuration — Other =
[ Customer Returns [ overview Y Detail Recruiting ir/Hatel Mileage *Currency
[ tems r . arch . "
Select -Expense Ty i
> Cost Accounting Select Expense T gi;mizum ount Spent | *Currency | *Payment Type
[ Vendors ]
(> Purchasing | % _?g:f#n
> Inventory J
> eProcurement Training
- Services Pr [ Workshop . .
> Sourcing = ‘ | T
(- Engineering I J
PR TN L LIRS CopySelscted | Delste Selected | New Expense =] aag| Check For Errors
(- Configuration Modeler
(> Product Configurations
(> Quality Employee Expenses: 0.00 USD Due Employee: 0.00 Usb
[-Demand Planning Non-Reimbursable Expenses: 000 Uso Due Ventor: 0.00 UsD m
- Inventtory Policy Planning Prepaid Expenses: 0.00 USD
- Supply Planning Employee Credits: 0.00 USD
ESmnIs " - Wendor Credits: 0.00 USD
rogram Manageme: Cash Adva Applied:
> Project Costing as nces Applie 000 Usb
Eprn_pusal Management | ‘I Definition of Totals Undate Totals | | | d
-|4 »

Step | Action

8. Click the button to the right of the Business Purpose field.

For the purpose of this Exercise, select the Conference option in the drop-
down box as the desired Business Purpose.

[conference

Page 6 Last changed on: 8/12/2009 9:21 AM
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iearch: -

®
- My Favorites
[ Data Expansion Tools
I~ Employee Self-Service
[ Service Request
[+ Procurement
[ Assets
[ Travel and Expenses
= Onen Resource Requests
~ Employee Project Center
- Btafing Apply Online
~ Trawel and Expense Center
- Manager Self-Service
(- Supplier Contracts
[- Customers
(- Partners
[ Products
[ Catalog

Create Expense Report
Expense Report Entry
Patty Panther
Quick Start:

User Defaulls

& Blank Report ~] 50|

=

*Description: [UPK Training Excersise

Conference ﬂ

—

*Business Purpose:

Default Location:

Report ID: M|

Mew Window | Customize Page | |51 2]

Comment:

Reference:

[ Promotions

- Customer Contracts
(> Order Management
[ Pricing Configuration —
[- Customer Returns
[ tems

[ Cost Accounting

[ Vendors

> Purchasing

> Inventory

[ eProcurement

Accounting Defaults Apnly Cash Advance(s

*Overview Detail Location Merchant

AirHatel Milzage

More Options: |

*Currency

= o]

1-4 of 4 ¥ Last

Select ‘Expense Type ‘Expense Date

*Amount Spent

*Currency

‘Payment Type

“Billing Type

(- Services Pri
> 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

B EHE &

L L] L Ll L

Copy Selected | Delete Selected

0.00
ono
oo
o0no
oo
o0no

usD
uso
uso
uso
usD
usD

Employee Expenses:
Non-Reimbursahle Expenses:
Prepaid Expenses:

Employee Credits:

Vendor Credits:

Cash Advances Applied:

Mew Expense «| Add

Due Employee:
Due Ventlor:

Check For Errors

0.00 UsD
000 usp b

[
i (4]

Definition of Totals

Undate Totals | |

o

Step | Action

[

Click the Look up Default Location (Alt+5) graphic.

This will bring up the Default Location search field.

Last changed on: 8/12/2009 9:21 AM

Page 7




Business Process Document

JPanth
PS FIN Travel Expenses: Creating Expense Reports ! e

FIU

E— ® I ew Window | J& =]
- My Favorites "
- Data Expansion Tools Look Up Default Location
I~ Employee Self-Service
Eﬁ?:::;m“m“s‘ Search by: [Expense Location =] begins with [
[ Assets
[ Travel and Expenses
o O EEERITEA SR eSS Look Up Cancel |Advanced Lookup
~ Employee Project Center
~ Btaffing Apply Online Search Results
= Trawel and Expense Center Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results.
[ Manager Self-Service wigw All 1-100 o300 [3] Last
(- Supplier Contracts = r—r
> Customers [Expense L ocation Description
[ Partners noo1 Afghanistan Other b
[ Products o002 Afghanistan Kabul
(- Catalog Management o003 Albania Other
[ Promotions noo4 Albania Tirana
> Customer Contracts 0005 Algeria,Other
(> Order Management N
i Pricing Configuration | oot Hoenasers
[- Customer Returns e !
- Hems Juinink:] Angola, Other
[ Cast Accounting onng Angola,Luanda
- Vendors o010 Antigua and Barbuda Other
(- Purchasing o011 Antigua Antigua and Barbuda
> Invenitory o012 Argentina,Other
- eProcurement ootz Argentina Buenos Aires
53 Senn[:gs Procurement 0014 Armenia,Other
> Sourcing N
- Engineering on1s Armenia Yerewan
[ Manufacturing Definitions 016 AscensionAscension Island
[ Production Control no17 Australia Other
(- Configuration Modeler oo1g Australia Adelaide
[ Product Configurations nota Australia Brishane
[ Quality ) 00z0 Australia Caims
* Eaid Fla","'"“ _ 0021 Australia Canberra
p inventory Palicy Planning 022 Australia Fremantle
> Supply Planning —== T
> Grants 0023 Australia Melbourne
[ Program Management onz4 Australia Perth
[ Project Costing 0025 Australia Sydney
> Proposal Management 0026 Austria,Other
[> Mai =l ooz7 Austria,Braz e

Step | Action

10. | Click the dropdown button to activate the menu.

locations.
|| Expense Location jl

Then select the Description option. This will allow you to search for domestic

Page 8
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iearch: -

®
- My Favorites
[ Data Expansion Tools
I~ Employee Self-Service
[ Service Request
[+ Procurement
[ Assets
[ Travel and Expenses
= Onen Resource Requests
~ Employee Project Center
- Btafing Apply Online
~ Trawel and Expense Center
- Manager Self-Service
(- Supplier Contracts
[- Customers
(- Partners
[ Products
(- Catalog Management
[ Promotions
- Customer Contracts
(> Order Management
[ Pricing Configuration —
[- Customer Returns
[ tems
[ 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

b -

New Window | B

=]

Look Up Default Location

Search by: [Description x| begins with |

Look Up Cancel |Advanced Lookup

Action

locations in

Click the table.

Type in Florida (for the purpose of this Exercise) to find all of the available

Florida.

Flotida hliami

Click the Florida,Miami link.

Last changed on: 8/12/2009 9:21 AM Page 9




Business Process Document
PS FIN Travel Expenses: Creating Expense Reports

- Jesnther ¥

FIU

iearch:

®
- My Favorites
(- Student Administration
I~ Employee Self-Service
[+ Procurement
[ Assets
[ Travel and Expenses

Create Expense Report
Expense Report Entry
Patty Panther
Quick Start:

User Defaulls Report ID:

& Blank Report ~] 50|

MNEXT

= Trawel and Expense Center
[- Manager Self-Service
(- Supplier Contracts

[- Customers: =

New Window | Heln | Customize Page | 51 2]

[ Products
- Promotions

*Description: [UPK Training Excersise Comment:

E
Florida,Miami Q

*Business Purpose: | Conference

(- Customer Contracts
> Order Management
(- Customer Returns
[ ltems

> Cost Accounting

Reference:

Default Location:

- Vendors

(> Purchasing

(> Inventony

[ eProcurement

[- Services Procurement

Accounting Defaults Apnly Cash Advance(s) More Options:

*Overview Detail Location Merchant AirHatel Mileage

Custornize | Find |

*Currency

= o]

First (4] 1.a ot a [¥] Last

(- Sourcing

Select ‘Expense Type ‘Expense Date | *Amount Spent | "Currency

‘Payment Type

“Billing Type

(> Engineering

- Manufacturing Definitions
[ Production Control

> Configuration Modeler

(- Product C
[ Quality

(- Grants
(- Project Costing

B EHE &

> Resource Management
[ Staffing

(- Travel and Expenses
[ Billing

[ Accounts Recefvable
(- Accounts Payable

(- eSettlements

- Asset Management
(> Banking

(- Cash Management

(- Deal Management

Delets Selected

E
E
=
E

|

Copy Selected |

Mew Expense «| Add

Employee Expenses:
Non-Reimbursahle Expenses:
Prepaid Expenses:

Employee Credits:

Vendor Credits:

Cash Advances Applied:

0.00 UsD
000 uso
0.00 UsD
000 UsD
0.00 usD
000 UsD

Due Employee:
Due Ventlor:

Check For Errors

0.00 UsD
000 usp

- Risk Management
- WAT and Intrastat

Definition of Totals

\
||

Undate Totals | |

o

Step | Action

13. | Click the Accounting Defaults link.

Accounting Defaults)

14. Click the Add ChartField Line button.

| Add ChartField Line I

15. Enter the desired information into the field. Enter "50

Department (Organizational Department ID)
Class

Fund Code

PC Bus Unit: Enter ‘FSR0Y’

Project

Activity: Enter ‘'SPN’

.00".

For Contracts & Grants project IDs, the following fields must be populated:

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

16. Enter the desired information into the field. Enter "14

4000102".

17. Enter the desired information into the field. Enter "21

0".

18. Click the OK button.

Page 10
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lsearch ® = Mew window | Customize Page | 51 2]
- My Favorites
[ Data Expansion Tools
- Employee SeiService Create Expense Report
I Service Request ExpensnRomnart Enfas.
[+ Procurement p Ath Recr Per Diem Out State =l Default Report ID: NEXT
I Assets Patty Pantt ath Recr Reg Fee Foreign peerbetalits P -
I> Travel and Expenses . Ath Recr Reg Fee In State
- Dpen Resource Reauests Quick Start Ath Recr Reg Fee Qut State _L[ ﬂl
~ Employee Project Center = Domestic Airfare
~ Staffing Anply Online Domestic Auto Rental —
= Trawel and Expense Center *Descriptil Domestic Incidentals e Comment:
(- Manager Self-Service *Busi Domestic Lodging —_l.
- Supplier Contracts Business i ntertainment
(> Customers Reference:
(> Partners Darmestic Mileage ——
[ Products Default LO o0 p5tic Registration Q
[ Catalog Dormestic TaxiMrainBus
(- Promotions iy Foreian Airfare ions:
Accounting a ldvance(s) More Options: ~| GO
- Customer Contracts —_______ Foreign Auto Rental I J
[ Order Management Foreign Incidentals E
[ Pricing Configuration |- Foreign Lodging
- Customer Returns [ *overview torcion MeakEntertainment Merchart Air/Hatel Mieage *Currency
[ ltems Select Foreign Meals ~ knense Date | *Amount Spent [*Currency [*Payment Type
[ Cost Accounting e Ecaignililaacy i
> Wendors i =
> Purchasing
(> Imzentory | ﬂ
(> eProcurement
> Services Pr I j
(> Sourcing - .
(- Engineering I J
P WD s B Copy Selected Delete Selected x| Add Check For Erors
- Production Control 2 I | New Espense
(- Configuration Modeler
(> Product Configurations
(> Quality Employee Expenses: 0.00 USD Due Employee: n.o0 UsD
[-Demand Planning Non-Reimbursahle Expenses: 0.00 USD Due Vendor: 000 USD e
> Inventory Policy Planning Prepaid Expenses: 000 USD
> Supply Planning Employee Credits: 000 USD
Eg”ﬂﬂs " ot Vendor Credits: 0.00 UsD
rogram Manageme: Cash Advances Applied: 00 usD
(> Project Costing as nces frp) 0
[ Proposal Management (4] Definition of Totals Update Totals | | | _I;I
=3 il |4 C

Step | Action

19. | Click the Expense Type table.

Select Domestic Meals from the table.

20. | Click the Expense Date cell.

Enter in 4/1/2009 into the field.
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[Fearch & = New Window | Heln | Customize Page | 51 2]
- My Favorites

(- Student Administration

[~ Employee Self-Service
[ procurement Expense Report Entry
[> Travel and Expenses Patty Panther User Defaults Report ID: MNEXT
= Travel and Expense Center

[- Manager Self-Service

(- Supplier Contracts *Description: |UFK Training Excercise Comment:

[- Customers:
> Products *Business Purpose: | Gonference j

Create Expense Report

=

- Promotions Reference:
(- Customer Contracts
[> Order Management Default Location: Flarida,Miami Q
(- Customer Returns
[ ltems

> Cost Accounting

[ Vendors

(> Purchasing

(> Inventony *Overview Detail *Location Merchart AirHatel Mileage *Currency ¥
Eeszrn?i‘t::uerse?rem Select “Expense Type “Expense Date | “Amount Spent | *Currency | ‘Pavment Type “Billing Type |
- Sourcing - [ Domestic Meals | {[o4r0112008 (1 || 000 (luso @ || =l ([P Eme ] |E] |=
[ Engineering
- Manufacturing Definitions I j
[ Production Control
(> Configuration Modeler I ﬂ
EELHET:;‘ ETIIETS Copy Selected | Delete Selected | W Add Check Faor Errars
(- Grants

(- Project Costing

Accounting Defaults Apnly Cash Advance(s More Options: | =] so

Custornize | Find |V

gl
gl

H| FH|F

(- Resource Management Employee Expenses: 0.00 UsSD Due Employee: 000 usD
> Staffing Mon-Reimbursahle Expenses: 0.00 USD Due Vendor: 0.00 USD
E;{m and Expenses Prapaid Expenses: 0.00 USD

_ Employee Credits: 0.00 UsSD
PO GRS Vendor Credits: 0.00 UsD

(- Accounts Payable N
3 eSEﬂIement?a Cash Advances Applied: 0.00 USD

4 Assa! el Definition of Totals Update Totals
(> Banking

(- Cash Management
(- Deal Management Save For Later Submit Expense Repart Project Surarmany Friritable Wigw

- Risk Management -
(> VAT and Intrastat -[4] | »

Step | Action

21. | Enter the desired information into the Amount Spent field. Enter "10.00".

22. | Click the Payment Type cell.

Select Out of Pocket from the table.

23. | Click the Accounting Detail graphic.

24. | For Contracts & Grants project IDs, the following fields must be populated:

Department (Organizational Department ID)
Class

Fund Code

PC Bus Unit: Enter ‘FSR0Y1’

Project

Activity: Enter ‘'SPN’

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

Page 12 Last changed on: 8/12/2009 9:21 AM
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search: & = Mew wyindow | Help | & Page | B
- My Favorites
(- Student Administration Create Expense Report
[~ Employee Self-Service —_—
[ Procurement Accountlng Detail
> Assets .
[ Travel and Expenses Patty Panther Report ID: NEXT
= Trawel and Expense Center
Eg‘:"ali“;'c‘-‘:r';}saans"ce This is the accounting detail for expense type Domestic Meals with a transaction
Dc“pﬂpnmers date of inthe amount of 10 USD. If changes are made inadvertently, you may reset
[ Products the default accounting values by hitiing the 'Restore Defaults' button.
> Promations
(- Customer Contracts Restore Defaults
> Order Management
E :IEI'S;:;]"IE[ Eatins General Ledger ChartFields
[> Cost Accounting . o Monetary Currency Exchange PC|
v Amount GL Unit Amount Code Rate Account Alt Acct  Dept Class Fund Program Bud Ref Uni

| R son [Funt q soousD 100000000 [FTizTT a [rrion e [rasoooios o [T e [0l [6 o a |:
»epmcu?émem s00 [Fioo @ 500 USD 100000000 [Friz17 @ [r1i00 @ [rassootoz o [T o oro a o a a7

[- Services Procurement
igﬂ;{:é:?mg Add CharField Line Refresh
- Manufacturing Definitions
> Production Control or™
(> Configuration Modeler "““““‘“"J
> Product Configurations
[ Quality

(- Grants

(- Project Costing

> Resource Management
[ Staffing

(- Travel and Expenses

[ Billing

[ Accounts Recefvable

(- Accounts Payable

(- eSettlements

- Asset Management

(> Banking

(- Cash Management

(- Deal Management

- Risk Management

(> VAT and Intrastat -[4] | 5

Step | Action

25. Click the OK button.
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- Jesnther ¥

iearch:

FIU

Mew Window | Customize Page |

-

nits =

- My Favorites
[ Data Expansion Tools
- Employee SeiService Create Expense Report

[ Service Request et B oo

TR EXpen, oo renror n s =l

i Ath Recr Reg Fee Out State |Lser Defaults. Report ID: MNEXT

[- Assets Patty Pan

[> Travel and Expanses = Domestic Airfare

~ Open Resource Reguests Domestic Auto Rental

~ Employes Project Center *Descript B“T"EE:‘E Lﬂﬂéﬂemalﬁ e Comment:

- Btafing Apply Online i omestic Lodging

- Travel and Expense Center Busines: Domestic Meal-Enterainment hd
- Manager Self-Service Dornestic Meals Reference:
(- Supplier Contracts
[- Customers g J Q
> Partners Daomestic Tax

Fareign Airfare - -
EE;:.‘:,’;‘:AE"E“E,"E"[ Accountir Fumgn Auto Rental puvancets) More Options: | =] oo
> Promotions Foreign Incidentals
(- Customer Contracts Foreign Lodging
[ Order Management *Ouervie| Foreion Meal-Entertainment Merchart AirHatel Mileage *Currency
icil i — Foreign Meals

Eg:;gg?ngfggxmgun Select Fure\gn Mileage pense Date | “Amount Spent | *Currency | ‘Pavment Type “Billing Type |
> tems r Foreign Registration _piotizo0g & [ 10.00 [UsD Gut of Pockst = |[FUExpe ] |2
> Cost Accounting IRk
vendors || | e =
> Purchasing
> Inventory I ﬂ
[ eProcurement =
(- Services Pri I J
Egﬁ;{:;:?mu CopySelected | Delsts Selected | Mew Expense =] g Check For Errors
> Manufacturing Definitions
(- Production Control
(> Configuration Mnde_ler Employee Expenses: 10.00 USD Due Employee: 10.00 USD
- Product C Non-Reimbursahle 000 UsD Due Vendor: 0.00 USD
- Quality . Prepaid Expenses: 0.00 USD
[-Demand Planning Employee Credits: 0.00 USD
E g'l“';']"‘;'_}::::g BED) Vendor Credits: 0.00 USD _
"~ Grants Cash Advances Applied: 000 Uso
> Program Management Definition of Totals Update Totals |
[ Project Costing
[ Proposal Management — i — | -
[ Mai -[4] | »

Step | Action

26.

Click the Expense Type cell.

Select Domestic Registration from the table.

Page 14
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iearch:

- My Favorites
[ Data Expansion Tools
I~ Employee Self-Service
[ Service Request
[+ Procurement
[ Assets
[ Travel and Expenses
= Onen Resource Requests
~ Employee Project Center
- Btafing Apply Online
~ Trawel and Expense Center
- Manager Self-Service
(- Supplier Contracts
[- Customers
(- Partners
[ Products
(- Catalog Management
[ Promotions
- Customer Contracts
(> Order Management
[ Pricing Configuration
[- Customer Returns
[ tems
[ Cost Accounting
[ Vendors
> Purchasing
> Inventory
[ eProcurement
(- Services Pri

FIU

Create Expense Report

Mew Window | Customize Page |

-

nits =

Expense Report Entry
Patty Panther Usger Defaulls Report ID: MNEXT

=
*Description: [UPK Training Excercise Comment:
*Business Purpose: | Conference j

Reference:

Default Location: ~ [FlordaMiami @
Accounting Defaults Apnly Cash Advance(s More Options: | =] ﬂl

First (4] 1.0 o [F] Last

*Overview *Detail Lacation Merchart AirfHatel Mieage *Currency
Select *Expense Type “Ezpense Date | ‘Amount Spent | *Currency | ‘Pavinent Type “Billing Type |

(] [ Domestic Meals | |[oar0tiz008 31 || 10.00 |USD [ Out of Pocket | ([P Expex] |L:7:\

r [Domestic Registration =] |[04/01/2008 [ || 000 [usD @ | = |[FuEmpe ] E

[ E

I E

> Proposal Management
~ Maii

Mew Expense | Add

Due Employee:
Due Vendor:

Check For Errors

10,00 USD
000 usp

> Sourcing

» Enginearing Copy Selected | Delete Selected |

> Manufacturing Definitions

(- Production Control

(- Configuration Modeler Employee Expenses: 10.00 USD

(- Product C i Non-Reil sahle 0.00 UsD

[ Quality Prepaid Expenses: 0.00 UsD

[-Demand Planning Employee Credits: 0.00 USD

Eg‘w"";'-}: Palicy Planning Vendor Credits: 0.00 USD
upply Planning ied:

> Grants Cash Advances Applied: 000 Uso

> Program Management

[ Project Costing

Definition of Totals

Update Totals |

LRI

ol

Step | Action

217.

Enter the desired information into the Amount Spent field. Enter "15.00".

fSearch:

(- My Favorites
(- Data Expansion Tools
[~ Employee Self-Service
[ Service Request
[ Procurement
> Assets
[ Travel and Expenses
= Open Resource Reguests
~ Employee Project Center
~ Staffing Apply Gnline
= 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
(- Proposal Management
- Mai

FIU
[ pora___&|

Create Expense Report

Home:

El

niEn

New Window | Custornize Page |

Florida, Miami (¢}

Default Location:

Expense Report Entry
Patty Panther User Defaults Report ID: NERT
=
*Description: |UF'K Training Excercise Comment:
*Business Purpose: | Conference ;I
Reference:

Accounting Defaults Apply Cash Advance(s

More Option:

*Overview *Detail Location Merchant AirHotel Milage FCUrTency

— |select *Expense Type *Expense Date | *Amount Spent | “Currency | *‘Payment Type *Billing Type |
r [ Domestic Meals =] |[oar01iz00a 54 || 10.00 [UsD [ outof Packet =]|[Fu ExpeﬂF@.
[ [Domestic Registration =] |[04i01/2008 3 | 1500 [usp cy || =l ([P Exme =] |Ey

I E

[ E

Copy Selected | Delete Selected |

Employee Expenses: 10.00 USD
Non-Reimbursable Expenses: 0.00 UsD
Prepaid Expenses: 000 UsD
Employee Credits: 0.00 USD
Vendor Credits: 000 uso
Cash Advances Applied: 0.00 UsD

MNew Expense ~| Add

Due Emplovee:
Due Vendor:

Check For Errors

10,00 USD
0.00 UsD

Definition of Totals

Update Totals |

M1
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Step | Action

28. | Click the Payment Type cell.

Select Out of Pocket from the table.

| [

FIU

fSearch: -

(O]
(- My Favorites
(- Data Expansion Tools
[~ Employee Self-Service
[ Service Request

Mew Window | Customize Page | 51 =]

Create Expense Report

Expense Report Entry
Patty Panther

=

[ Procurement

> Assets

[ Travel and Expenses

= Open Resource Reguests
~ Employee Project Center
~ Staffing Apply Gnline

= Travel and Expense Center

User Defaults Report ID: MNEXT

*Description: |UPKTraming Excercise Comment:

El
Florida, Miami (¢}

Apply Cash Advance(s

*Business Purpose: | Conference

- Manager Self-Service
(> Supplier Contracts

[- Customers

(- Partners

[ Products

(- Catalog Management
- Promotions

(- Customer Contracts
> Order Management

(> Pricing Configuration
(- Customer Returns

[ items m
> Cost Accounting

[ Vendors - [ Domestic Reaistration
(> Purchasing

[ Inventory I
[ eProcurement I
[- Services Procurement

[ Sourcing

(- Engineering

> Manufacturing Definitions

Reference:

Default Location:

=l cof
First [ 14 o o [ Last

Accounting Defaults

More Options: |

*Overview *Detail Location Merchant AirHotel Milage

*Currency

*Billing Type |
[FIU Exne=] [
[FIU Expe x| (2

*Expense Type [E2pense Date [ *Amount Spent
Dorme{ Click column heading ba sort ascending [05 [ 10.00
=] |[o4r0172008 34 ||

Delete Selected |

Select *Currency

usD

*Payment Type
[ outof Packet

H
B

16.00 |USD IOutannnkat

B EE®

Check For Errors

Copy Selected |

MNew Expense ~| Add

[ Production Control

> Configuration Modeler

> Product Configurations
[ Quality

> Demand Planning

(> Inventory Policy Planning
> Supply Planning

Employee Expenses:
Non-Reimbursable Expenses:
Prepaid Expenses:

Employee Credits:

Vendor Credits:

Cash Advances Applied:

2500 USD
0.00 UsD
000 uso
0.00 UsD
000 uso
0.00 UsD

Due Emplovee:
Due Vendor:

25.00 USD
0.00 UsD

[ Grants

(- Program Management
(- Project Costing

(- Proposal Management _
[ Mai ~|4]

Definition of Totals

Update Totals |

| o]

Step | Action

29. Click the *Detail link.

The Detail link allows you add further information to the assigned expense

types.

30. | Brief description ex: lunch, dinner, etc.

REMINDER:
Meal rate set by 112.061 FL Statue

31. | Ex: Reg. Fee

You can use this field to include information such as Registration fee for a
non-employee (candidate) of FIU.

Page 16 Last changed on: 8/12/2009 9:21 AM
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Step | Action
32. | Click the Overview tab.

To return to the default expense report entry page.
[ overview ]

33. | Click the Check For Errors button.

This will check your document for errors, and allow you to Submit it or Save
For Later.

34. | Click the Missing or invalid information was found. Click this icon to view
graphic.

The Flag Icon indicates that there is an error with that expense type. Click on
the Flag Icon to show the specific error and correct it.
(]

35. | You cannot future date this field.

Notice the error above stating that the "Expense Date-- Date cannot be in the
future".

We will change the date to 3/30/2009 to correct this error.

Enter the desired information into the *Expense Date: field. Enter "3/30/2009".

36. | Click the Check Expense For Errors button.
This will check the expense for any additional errors.
| Check Expense For Errors I

37. | Click the Next Expense button.
To move on to the second expense with errors.

38. | Enter the desired information into the *Expense Date: field. Enter "3/30/2009".
Notice the error above stating that the "Expense Date-- Date cannot be in the
future”.

We will change the date to 3/30/2009 to correct this error.

39. | Click the Check Expense For Errors button.

This will check the expense for any additional errors.
| Check Expense For Errars I
40. | Click the Return to Expense Report link.

[Eeturn to Expense Repord

Last changed on: 8/12/2009 9:21 AM Page 17
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- Jesnther ¥

Step

Action

41.

Click the Update Totals button.

This will make sure that the Amount Spent totals are updated correctly.

Update Totals

42.

In order to print the Bar code sheet to fax for payment, you MUST click the
Submit button.
| Subrnit |

rlu Hnmel Workiist | _Muttichannel Console | _Add to Favorites | _Sian out

Search: = Mew Window | Help | Customize Paas | 5, =]

®
[ My Favorites
> Student Administration Create Expense Report
> Data Expansion Tools
- Employee Self-Service Expense Report Entry
[ Service Request Pratty Panther User Defaults Report ID: NEXT
[» Procurement
I Assets =
b Travel and Expenses *Description: [PantherSofi Training Comment:
— Open Resource Requests
— Employee Project Center *Business Purpose: |Cnn!erence j
— Staffing Apply Online
— Travel and Expense Center
[ Manager Self-Service Default Location: Florida, Maples (s}
> Supplier Contracts
[: Customers
[ Partners
[ Products
> Catalog Management
[ Promotions —!
[ Customer Contracts “Overview Detall Location Nerchant AirHotel Mileage *Currency
> Order Management
[ Pricing C i Select *Expense Type *Expense Date | “Amount Spent|*Currency | *Payment Type *Billing Type ‘
E“:t:rﬁr::me’ Returns - [o5/1r2008 [ [ 25.00 |USD [out of Pocket =l [Fueee=] B =
(> Cost Accounting |
> Vendors
[ Purchasing |
> Inventory
> eProcurement I
[ Services Procurement
[> Sourcing Copy Selected | Delete Selected | Mew Expense >| Add Check For Errors
[ Engineering
> Manufacturing Definitions
[ Production Control —}

=

Reference:

counting Defaults

|Dnmestic Auta Rental

= |
B
B
= |

H | F| [ | F

1> Configuration Modeler Employee Expenses: 25.00 USD Due Employee: 25.00 USD
> Product Configurations Hon-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 T — — -
> Project Costing .‘ 4| ‘ b
[ [ [ [ [ & mtenet EOR
Step | Action

43.

Click the More Options list.
| =

Page 18 Last changed on: 8/12/2009 9:21 AM
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FIU
pena_______8|

Search:

&

[ My Favorites

[+ Student Administration
(> Data Expansion Tools
- Employee Self-Service

View Expense Report

Mev

“ﬂmﬂl _Workist | MultiChannei Console | _Add to Favorites

Vindow | Help | Customize Page | /&, =]

Expense Report Detail

[ Production Control

(- Configuration Modeler

(- Product Configurations
[ Quality

(- Demand Planning

(> Inventory Policy Planning
[+ Supply Planning

[- Grants

b e ge ey Ll Patty Panthar User Defaults Report ID: 0000190830
[» Procurement
[ Assets =
e s Epences Description: Panthersoft Training Comment: =]
— Open Resource Requests
— Emplovee Project Center Business Purpose: Conference =
- 2 App . .
Slaffing Apply Online Status: Submissien in Process Reference:
— Travel and Expense Center
[+ Manager Self-Service Default Location: Florida, Naples Last Updated: 051142008 By: 1188353
P L e I Post State: Not Applied
[- Customers
[- Partners ImageNow
[+ Products
[> Catalog Management | More Options:
[ Promotions I . "
[ Customer Contracts Details Expensa Report Project Summary
[> Order Management “Overview Location Merchant AiriHotel MieagPrintable View
[ Pricing C: i —
[- Customer Returns “Expense Type |*Expense Date | *Amount Spent|*Currency |*Payment Type |’B|\Im Type ‘ ‘
[ tems |Domestic Auto Rental osiotizo0e | 2500[UsD  [outof Pocket [FuEpense (R
[ Cost Accounting
[- Vendors
Emﬁzﬂm Employee Expenses: 25.00 USD Due Employee: 25.00 USD
[ eProcurement Non-Reimbursable Expenses: 0.00 USD Due Vendor: 00 USD
> Services Procurement Prepald Expenses: 0.00 USD
[> Sourcing Employee Credits: 0.00 USD
[> Engineering Vendor Credits: 0.00 USD
> Manufacturing Definitions Cash Advances Applied: 0.00 USD

Definition of Tatals

& Retumn to Search | | =] Notify

Kl

Expense Report Project Summary Printable View

of

I o

€ Imternet

ESTR

Step

Action

44,

Click the Printable View list item.

[Printable View

Last changed on: 8/12/2009 9:21 AM
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FIU I —_—

Search: = Mew

®
[ My Favorites .
> Student Administration View Expense Report
(> Data Expansion Tools &
- Employee Self-Service Expense Report Detail
[ Service Request Patty Panther User Defaults Report ID: 0000190830
[+ Procurement
[ Assets =
[> Travel and Expenses Description:
— Open Resource Requests
— Emplovee Project Center Business Purpose: Conference
— Staffing Apply Online .
— Travel and Expense Center Status:
[- Manager Self-Service Default Location: Florida, Naples Last Updated: 051142008 By: 1188353
[ Supplier Contracts Post State: Mot Applied
[- Customers
[» Partners Imagelow
(> Products - .
> Catalog Management | More Options: = o] |
[ Promotions
[- Customer Contracts
> Order Management
[ Pricing C: i
> Customer Returns Expense Type [:Expense Date
i ltems |Domestic Auto Rental osiotizo0e | 2500[UsD  [outof Pocket [FuEpense (R
[ Cost Accounting
[- Vendors

> Purchasing . e ) -
> Inventory Employee Expenses: 25.00 USD Due Employee: 25.00 USD

[ eProcurement Non-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
[ Quality

(- Demand Planning

E !l::;?g::r::g Planning & Retumn to Search | | =] Notify

Window | Help | Customize Page | &, =/

PantherSoft Training Comment:

L

Submissien in Process Reference:

verviews Detail Location Merchant AiriHotel Mieage “Currency

*Amount Spent|*Currency |*Payment Type |’Bi\|ing Type ‘ ‘

Expense Report Project Summary Printable View

[- Grants -

[ P 't Costi

D prfc oniy on il
[T [ [ [ @ mtemnet ESR

Step | Action

45, Click the GO button.
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Search: Bl

> My Favorites Expense Report
[> Student Administration Enter any information you have and click Search. Leave fields blank for a list of all values
> Data Expansion Tools

[~ Employee Self-Service { Find an Existing Value Y,

> Service Request
[» Procurement

[> Assets Search by: |REDGI‘HD | begins with [o000190830
[> Travel and Expenses

— Open Resource Requests

— Emplovee Project Center Search | Advanced Search

— Staffing Apply Online

— Travel and Expense Center Search Results
[ Manager Self-Service
[~ Supplier Contracts

1of1

1> Customers ReportID __ Report Description Name EmpliD _Report Status Creation Date|
[+ Partners 0000190820 PantherSoft Training Patty Panther 1185353 Submitted 05M4/2009

[+ Products

[+ Catalog Management

(> Promotions I}

[- Customer Contracts

> Order Management

[ Pricing Configuration

[- Customer Returns

[ Items

[ 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 j

I Pranaeat

New Window | Help | /&

l I u HMEI Workist | MultiChannel Console | Add to Favartes | out

I

& mternet

L A00%

V%

Step | Action

46. | Click an entry in the Report ID column.
0000190820

Last changed on: 8/12/2009 9:21 AM
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Search:
®

& My Favorites { Expense Report | Expense Receipt |

[+ Student Administration
(> Data Expansion Tools

- Employee Self-Service
I> Service Request PeopleSoft-

Tl Expense Report T

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

[> Travel and Expenses

- Jesnther ¥

New Window | Help | Customize Page | &, =/

~ Open Resource Requests Patty Panther EmplID: 1186353
— Emplovee Project Center
— Staffing Applv Online Report Date: 05/14/2009 11:02:37A0 Status: Submitted
— Travel and Expense Center
(> Manager Self-Service Description: PantherSoft Training
P L e IS Business Purpose:  Conference
[- Customers
> Partners .
> Products Comment: J
[+ Catalog Management ﬂ
(> Promotions I}
[- Customer Contracts
- Order Management Date Expense Type Merchant Location Amount Currency
[ Pricing Configuration i
I Customer Returns 05/01/2009 DOMESE AUt 25.00 USD
© ltems Rental
[ Cost Accounting
 Vendors
E ":l“‘,gi:zs‘"g Employee Expenses: 25.00 USD  Total Due Employee: 25.00 USD
I err.u::mem 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
> Manufacturing Definitions Vendor Credits: 0.00 USD
(> Production Control Cash Advances Applied: 0.00 USD
(- Configuration Modeler
(- Product Configurations
[ Quality | certify that the information provided above is an accurate record of expenses incurred
(- Demand Planning
(> Inventory Policy Planning
[+ Supply Planning
[- Grants
(- Project Costing j Employee Signature Date
I\ Berneot
Done [T [ [@mtemet T 100n -

Step | Action

47. | Click the Expense Report tab. Notice the Bar Code to your right.

Your Expense Manager and Prepay Auditor have 12 days in which to approve
you expense report.

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, tuck it back or
scratch it off with a black sharpie marker and then affix to the expense receipt
sheet.

" Expense Report

48.

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 22
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[ Mena______&|
®

[ My Favorites
[+ Student Administration
(> Data Expansion Tools
- Employee Self-Service
> Service Request

[» Procurement

[> Assets

[> Travel and

Search: Bl

/ Expense Report | Expense Receipt |

PeopleSoft.
Expense Receipts

Patty Panther

Employee ID: 1186353

— Open Resource Requests
— Emplovee 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

[ Items

[ 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 j

I Pranaeat

Please attach receipts below:

Mew Window | Help | Customize Page | &

rlu M|M|M|M|M

SR
o

=

Dane

T

& mternet

o0 -

Step

Action

49.

Home

Click the Home link.

50.

End of Pro

cedure.

Congratulations. You have successfully created an Expense Report.
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